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. O 6a3e gaHHbIX

[.1. O6waa nHcpopmauus

Bl MpunuaTtue peweHnun (unu B MNMP) npegHasHadyeHa ang aBTomaTudauum GM3HeC-NPOLIECCOB.
OauH unu Heckonbko GusHec-npoueccoB B B MNP peann3ytoTcsa ¢ NOMOLLBI Kakoro-nnbo npouecca
NPUHATUA peweHnin. B npouecce npuHaTua peweHun B COL mMcnonb3yloTcs KapToyka M TUMOBOM
npouecc.

Kaptouka — 970 akpaHHaa dopma ans otobpaxeHus nonenm [OKYMEHTa, CBSA3aHHOIo
C aBTOMaTU3MpyeMbiM BU3HEC-NPOLECCOM.

YacTb nonern KapTOYKM 3arONHAETCA MONb3oBaTeNsiMM BPY4YHYlO (Hanpumep, cymMMa Oorosopa),
4yacTb — aBTOMATUYECKM (HanpUMep, peLleHnst BUSUPYHOLLMX).

TunoBown npouecc npeacrtaBnsdeT coboM COBOKYNMHOCTb CTaguM XXM3HEHHOTrO LMKNa OOKYMEHTOB
onpeaeneHHoro Tuna, CBA3aHHOro C aBTOMaTU3MpyeMbiM OM3HEec-npoLeccoM, M YCNoBuiA nepexoaa
Mexay CTagusamu.

Cragms TMNOBOro npouecca — 3TO NOrMyeckas 4YacTb XXM3HEHHOrO UMKNa [OOKYMEHTa, OHa
coaepXKuT nHdopmaumio o:

e [OTeHUManbHbIX OTBETCTBEHHbIX;

e CMMCKax BO3MOXHbIX peleHui (Hanpumep: «COorfaceH», «He COrflaceH», «cornaceH
C KOMMEHTaPUAMNY);

° HaCTDOI‘;IKaX A0onyCTUMbIX nencTeunn (Hanpl/lmep, MOXET JIn norb3oBaTtelslb MHNLUUNPOBATb
OOonoJTHNUTENbHOE COFJ'IaCOBaHI/le);

e HacTpoWKax npas AocTyna (Hanpumep, CNMCOK UHNLMATOPOB);

° HaCTDOI‘ilKaX aBTOMATUYECKNX [OENCTBUI (Hanpmmep, MOXeT I cucrtema OCyLeCTBNATb
aBTOMaTMYECKNI nepexon mexay ctraguamMmm B criydae nctedeHunda cpoka paCCMOTpeHMFI).

®yHKUMOHanbHbIe Bo3MoxxHocTn B MP:

e Co3gaHve W XpaHeHWe  onpedeneHHbIX  TUNOB  JOKYMEHTOB  (OpraHv3auMOHHO-
pacnopsavTenbHbIX, 3a8BOK, JOTOBOPOB (a Takke AOMNOMHUTENbHbIX K AOrOBOPY AOKYMEHTOB),
CnyXebHbIX 3anucoK, MPOWU3BOSbHbIX OOKYMEHTOB). [lpu 3TOM BO3MOXHO MWCMNOMb30BaHWE
WabnoHoB, roTOBbIX AOKYMEHTOB, CO3[aHHbIX B Apyrux npunoxenuax (MS Word, Excel,
PowerPoint n T.4.), a Takke ckaHnpoBaHue BymaxHOro opurnHana.

e XpaHeHue 3NeKTPOHHbIX 06pa3oB AOKYMEHTOB OTAENBHO OT camux gokymeHTtoB B/ MP.

o OOpaboTka OOKYMEHTOB B COOTBETCTBUM C nNpefonpeaeneHHbIMU TUMOBLIMU MpoLeccamm
06paboTKM [OKYMEHTOB, KOTOpble MOryT BKMAYaTb TakMe CTagun, Kak noaroToBka,
cornacoBaHue, BU3MpOBaHWe, NoAanMcaHne, yTBepXxaeHme JOKYMEHTOB.

e KOHTpONb ABMKXEHUSA AOKYMEHTOB.
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PyLIHaH pernctpauna opraHn3aunMoHHO-pacnopaanTesibHbIX OOKYMEHTOB W O0roBopoB
C BO3MOXHOCTbLIO MCMOMb30BaHNSA 0CBOOOXKAEHHbLIX perncTtpauMoOHHbIX HOMEPOB AOKYMEHTOB.

PeFVICTpaLI,VIFI OOKYMEHTOB C NCMNOJ1Ib30OBaHMEM aBToOMaTU4ecKom HymMepaunn.

PesepBupoBaHMe  HOMEPOB  AONS  OpraHu3aLMOHHO-pacrnopsaMTeNlbHbIX — [OKYMEHTOB
1 OOTOBOPOB (a Takxke OTMEHa 3ape3epBMPOBaAHHOIO HOMepa).

Pernctpaums npoekToB JOKYMEHTOB.

MomeLleHne OpUrMHanoB AOKYMEHTOB B Aero Ha NoGoi ctaaum o6paboTku AoKyMeHTa (nocne
NX perncTpauum) kak ¢ ydactmeM OTBETCTBEHHOMO 3a BeeHNe AeNonpon3BOACTBa COTPYAHUKA,
Tak 1 aBTOMaTUYECKM.

MomeLlleHne KOMMin OOKYMEHTOB B [eNno Ha noboi ctagun o6paboTku OoKyMeHTa (rnocne ux
OTNpPaBKM NO MapLLpyTy).

CosgaHvne TOMOB Oen npu MOMELLEHUN AOKYMEHTOB B Aeno (ecnu Ans BblGpaHHOro MyHKTa
HOMEHKNATYpPbl AeN HET HN OAHOrO OTKPLITOrO TOMa Aera), a Takke 3aKpbiTUe TekyLlero Toma
(ecnu npu NoMeLLeHNM OKYMEHTa B Aero ykasaHHbl Ans aena o6bem NMCTOB NPEBbLILLEH).

Co3spgaHue nopyyYeHun No JOKyMeHTaMm C MCMNOoJfib30BaHNEM LLAGNOHOB pPe30oLnA/MOPYYEHNIA.

OTnpaBka OpraHun3auMoHHO-PaCMNoPSANTENBHOrO AOKYMEHTa U MPOU3BONIbHOrO AOKYMEHTa Mo
CNM1CKaMm paccbIfku, Kak ansi cBeAeHus, Tak U ¢ NOATBEPXKAEHNEM O3HAKOMITEHUSI.

KOHTpOJ'Ib MCNOJIHEeHNA OOroBoOpoOB MO CO3a4aHHbLIM 3Tanam.
ABTOMaTN4eCKOE NMOMeLLeHNe OOKYMEHTOB Ha onepaTtuBHOE XpaHEeHUe.
an/IHy,D,VITeJ'IbHOG 3aBepuieHune npouecca no goKkymeHTamMm agMUHNCTPaToOpoOM CUCTEMbI.

lMeyaTb KOHTPOMbHbLIX KapPTO4YeK M neyaTHbIX (POPM JIMCTOB COrfacoBaHus, noanucaHus,
O3HAKOMJIEHMS paccblfikv (B TOM yncne no wabnoHam, nogrotosrieHHsIM B MS Word).

[MeyaTb WITPUX-KOOOB KaK MPUHTEPE HaKMeekK, Tak U Ha CaMOM AOKYMEHTE, a TakkKe HaCTpouKa
aBToOMaTMyeckon nevatu Wrpmx-koga Ha OP[L u goroeopax (Npu ux permcrpaumn).

ABTOMaTn4eckoe popmmpoBanune BrnioxeHms B OP[L, C3 1 3asiBKe HAa OCHOBaHMM 3arMOfIHEHHbIX
nonew perncTpaunoHHON KapTodkM (HeAoCTyNHO B BeG-uHTepdence).

Monck JOKYMEHTOB.

Busyanusauums cesasen mexay aokymeHtamum C3[.

[.2. O630p npeacraBneHun

O6nacTtb Hasurauumn B[] cogepxuT cnegytowme npegcrasneHns (Tabnvua 1).

Ta6bnuua 1. NpeactaBneHus B MNpuHsaTne peweHnn

HaunmeHoBaHue OnucaHue
Mos noamucka OTobpaxatoTcst 4OKYMEHTbI, CrpynnMpPOBaHHbIE MO BUAY, Ha cobbITMSA MO
KOTOpPbIM Obl1a YCTaHOBIEHA MOANMMCKA TEKYLLMM MOMb30BaTENEM

n

NOTrmKa 6

o) 1|




OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

O baze oannvix

HaumeHoBaHue

OnucaHue

Mowu 3agaun

OTobpaxatoTca AOKYMEHTbI, C KOTOPbIMM TEKYLLWIA NOMNb30BaTeNb JOJIKEH
COBEpLWNTb KakMe-nnbo gencreus (nognucate, yTBEPAUTL, COrnacoBaThb,
popabotatb 1 T.4.). CrpynnupoBaHbl No Tunam AokymeHToB (gorosop, OP/ n
T.N)

Mou 10KyMeHTbI

OTo6paxatoTcs BCe JOKYMEHTbI, B KOTOPbIX TEKYLLMIA NOMb3oBaTenb ABMAseTcs
ncnonHutenem. CrpynnupoBaHbl N0 B1aaM 4okymeHToB (gorosop, OP v 1.0)

Bce 1oKymMeHTBI

OTOGpa)KaI'OTCFl BC€ JOKYMEHTbI, K KOTOPbIM NOJIb30BaTESlb UMeeT OOCTYynN

Ha coriacoBanum no CPpOKRY

OTobpaxatoTcs Bce JOKYMEHTbI, HaXoasLwmecs Ha cornacosaHnn. [JokymeHTbl
crpynnmpoBaHbl NO KaTeropnsam B 3aBUCUMMOCTU OT YKa3aHHOIo Cpoka
cornacoBaHus: CerogHs, Ckopo, lNMpocpoyeHo, He ykasaHo

Ha coriaacoBanum no
corjiaCyromum

OTobpaxatoTca Bce JOKYMEHTbI, HaXoasimecs Ha cornacosaHun. [JJOKyMeHTbI
crpynnupoBaHbl no PO cornacyrouiero nuua

oPJ

OTobpaxatloTcs opraHnsaLMOHHO-pacnopaauTenbHble 4OKYMeHTbl. CoaepxuT
npegcraBiieHna HU3LWero ypoBHA

ITo Homepy

OpraHu13aunoHHO-pacnopaanTenbHble AOKYMEHTbI, CrpynnMpoBaHHbIE MO rogy
permcTpaumm JoKymeHTa (nepsbiM oTobpaxaeTcs Tekywmmn rog). BHyTpm roga
OOKYMEHTbI COPTUPYIOTCA NO YObIBAHUIO PErMCTPaLMOHHBLIX HOMEPOB

IIo crarycy

OpraHusaunoHHo-pacnopsanTenbHble AOKYMEHThI, CrpynnupoBaHHbIe Mo
cTaTtycy (CTagusam, Ha KOTOPbIX OHWM HAXOAATCA B HACTOALLMI MOMEHT). BHyTpun
KaTeropum co ctatycoM «4epHOBWK» BbIOENSATCA 2 NogKaTEropun: JOKYMEHTHI,
Mo KOTOPbLIM OTMNpaBfieH 3anpoc Ha pe3epBMPOBaHNE HOMEPA, U AOKYMEHTHI,
ONs1 KOTOPbIX HOMEP 3ape3epBNPOBaH

Mo xxypuany
perucTpanuu

OpraHu3auUnoHHo-pacnopaanUTenbHble AOKYMEHTbI, CrpynnupoBaHHbIe Mo rogdy
perncTpaumm JokyMmeHTa (nepBbiM oTobpaxkaeTcs Tekywwuid roa). BHyTpu roga
JOKYMEHTbI CrpynnupoBaHbl Mo XypHanaM pernctpauum

Pe3epBupoBanune Homepa

OpFaHMSGLI,VIOHHO-paCI'IopﬂD,VITeJ'IbHble AOOKYMEHTbI, CrpynnmnpoBaHHblE B ABE
KaTeropmnn: OKyMeHTbl, MO KOTOPbIM OTNpaBJieH 3anpoc Ha pe3epBnpoBaHne
HOMepa, U JOKYMEHTDI, 414 KOTOPbIX HOMEp 3ape3epBupoBaH

Hoxkymentbl KT

OpraHu3aunoHHo-pacnopaanTenbHble OKYMEHThI, NPeAcTaBnstowmne cobon
KOMMeEPUECKyto TaliHy (C 0TMeyeHHbIM onarom Kommepyeckasi maliHa).
CrpynnupoBaHbl N0 YPOBHIO KOHPUAEHUNANBHOCTU

Cay:xe0Hble 3aIMCKHU

OtobpaxatoTca cnyxebHble 3anuckn. CogepXxuT NnpeacTaBneHnst HU3LWEro
YPOBHS

ITo Homepy CnyxebHble 3anncku, CrpynnmMpoBaHHbIe MO rody pernctpaumm JoKymeHTa
(nepBbIM OTODpaxaeTcs TeKyLwni roa). BHyTpu roga OKyMeHTbl COPTUPYOTCA
no yBblIBaHUIO PErmcTpaLMoHHbIX HOMEPOB

ITo crarycy CnyxebHble 3anncku, CrpynnmMpoBaHHble MO cTaTycy (CTaamun, Ha KOTOPbIX OHK
HaxoAaTCsA B HACTOALUMA MOMEHT)

Mo xypHamy CnyxebHble 3annckuy, CrpynnMpoBaHHble Mo rofdy pernctpaumm JOKyMmeHTa

perucTpanuu (nepBbIM oTOBpaxaeTcs TekyLwmi rogd). BHyTpy roga AOKyMeHThI
CrpynnupoBaHbl NO XypHanam peructpaumu

Moxymentsl KT [okyMeHTbl, NpeacTaBnstoLme cobon KOMMEPYECKYI0 TalHy (C OTMEYEHHbIM
dnarom Kommepyeckass matiHa). CrpynnupoBaHbl Mo YPOBHIO
KOH(pMAEHUMANbHOCTH

JoroBopsl OTobpaxatoTcs 4OroBopbl 1 CBA3aHHbIEe AOroBOPHbIE OKYMeHTbl. CoaepxuTt

npegcrasiieHnA HU3Wero ypoBHA

Moii kajieHIapb

Bce 3annaHnpoBaHHbIE CcOObITUS MO UCMOMHEHUIO goroesopa (ﬂ,OFOBOpr,
00roBopHbIE AOKYMEHThI, 3Tallbl, (bI/IHaHCOBbIe (ﬂpOI/I3BOﬂbeIe ﬂ,OKyMeHTbI)

ITo Homepy

[loroBopbl 1 cBSA3aHHblE AOrOBOPHbIE AOKYMEHTbI, CrpyNNMpoBaHHble No roay
perncTpaummn JokymeHTa (nepBbiM oTobpaxkaeTcs Tekywwuid rog). BHyTpu roga
JOKYMEHTbI COPTMPYIOTCS N0 YObIBAHUIO PErncTpaLMoHHbIX HOMEPOB
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HaumeHoBaHue

OnucaHue

ITo HoMepy ¢ 3Tanamu

[loroBopbl 1 CBA3aHHbIE AOrOBOPHbIE AOKYMEHTbI, CTPYNNMpOBaHHbIE MO roay
perncTpaumm JokymeHTa (NepBbiM OTObOpaxaeTcsa Tekywuin rog). BHyTpu roga
AOKYMEHTbI COPTUPYIOTCA NO yObIBaHWIO perncTpaumoHHbIX HOMepoB. B
npeacTaBneHun otobpaxatlTca co3gaHHble N0 4OrOBOPHLIM AOKYMEHTaM
aTanbl, a Takke co3daHHble No 3Tanam UHaHCOBbIE (MPON3BOSIbHLIE)
OOKYMEHTHI

ITo xoHTparenTy

[loroBopbl 1 CBSI3aHHbIE JOFOBOPHbIE LOKYMEHTbI, CTPYNNUPOBaHHbIE NO
HaMMEHOBaHWUSIM OpraHM3aunii, yKadaHHbIX Kak KOHTpareHThbl B KapTovkax
OoKkymeHTOB. B obnactu npeacrasneHus otobpaxaeTcs konoHka «Ne gorosopa
KOHTpareHTay, B KOTOpOW oTobpaxkaeTcs MHdopmMaums 0 Homepe A4orosopa co
CTOPOHbI KOHTpareHTa

IIo crarycy

[loroBopbl 1 CBA3aHHbIE AOrOBOPHbLIE AOKYMEHTbI, CrPYNNMpPOBaHHbIE MO CTaTycy
(cTagusiM, Ha KOTOPbIX OHU HAXOASTCH B HACTOSALUIA MOMEHT). BHyTpK
KaTeropum co ctaTycoM «YepHOBUK» BblAENSOTCS 2 NOAKATErOPUN: JOKYMEHTHI,
Mo KOTOPbIM OTMNPABIIEH 3aNpPOC Ha pe3epBUMpPOBaHME HOMEpPA, U JOKYMEHTHI,
ANs KOTOPbIX HOMEp 3ape3epBUpoBaH

Mo xxypnany
perucTpanuu

[loroBopbl 1 CBSI3aHHbIE AOFOBOPHbIE AOKYMEHTbI, CrpYNNMpOBaHHbIE MO roay
perncTpaumm JokyMeHTa (nepBbiM oTobpaxkaeTcs Tekywwuid roa). BHyTpu roga
JOKYMEHTbI CrpynnupoBaHbl Mo XXypHanaM pernctpauunm

Pe3epBupoBanune Homepa

[orosopbl, CrpynnmMpoBaHHble B 1BE KAaTEropumn: OKYMEHTbI, N0 KOTOPbIM
OTMpaBIEH 3aMpoc Ha pe3epBMPOBaHME HOMEPA, U AOKYMEHTbI, 41151 KOTOPbIX
HOMep 3ape3epBUpPOBaH

Joxymentsl KT

[okymeHTbl, NnpeacTaBnsolme cobor KOMMEPYECKYHO TalHY (C OTMEYEHHbIM
dnarom Kommepyeckass matiHa). CrpynnupoBaHbl MO YPOBHIO
KOH(pMAEHUMaNbHOCTH

Ilnarexxu mo gare

®uHaHcoBbIE (NPOM3BOMbHbBIE) AOKYMEHTbI, CrPYNNUPOBaHHbIE MO roay (a
BHYTPM roga — no Mecsuam) no 3HadveHvo nons fJama nnamexa

ITo cpoky aeiicrBus

[oroBopHble gokymeHTbI (JoroBopa u [lon.cornaweHns), crpynnupoBaHHble Nno
npu3Haky aevncteus (3HaveHwe B none lMpu3Hak delicmeus)

HeiicTByromue

OenicTeyioLLme JOroBopbl U JOrOBOPHbIE AOKYMEHThI ([Jorosopa 1
Oon.cornaweHus), (3HayeHue B none lMpu3Hak delicmeus = «[encTByeT»). B
npeacTaBneHun otobpaxalTca co3gaHHble N0 4OrOBOPHbLIM JOKYMEHTam
aTanbl, a Takke cos3faHHble No 3Tanam UHaHCOBbIE (MPON3BOSIbHLIE)
OOKYMEHTHI

Tanbl HCMOJTHEHUS

OTanbl UCNOMHEHNS, Co34aHHbIE Mo ﬂ,eVICTBleU.lMM aorosopam. Cop,ep>|<|/|T
npegcrasijieHne HU3LWero ypoBHA

I1o norosopy

OTansl, ynopagodeHHbIe Nno pernctpaumoHHoOMy HOMepy Oorosopa

Io JTansbl, CrpynnUMpoBaHHbIe N0 OTBETCTBEHHOMY UCTONHUTENIO
OTBETCTBEHHOMY
3asnBKH OTtobpaxatoTcs 3asBku. CogepKnT NpeAcTaBreHns HU3LWEro YpoBHSA
ITo Homepy 3asBKu, CrpynnMpoBaHHble MO rogy perncrpaummn AokymeHTa (nepsbiM
oTobpaxkaeTcs TeKywuii roa). BHyTpy roga JOKyMEHTbI COPTUMPYIOTCS MO
y6bIBaHWIO PErNCTPaLMOHHBIX HOMEPOB
ITo crartycy 3asaBKK, CrpynnMpoBaHHbIE NO CTaTycy (CTaausiM, Ha KOTOPbIX OHW HaxoOATCs B
HaCTOALLMN MOMEHT)
IMo xypHaxy 3asaBkK, CrpynnMpoBaHHbIE NO roAy perucTpaunn AokyMeHTa (nepsbim
perucTpanuu oTobpaxaeTcs Tekywuii rog). BHyTpy roaa 4OKYMEHTbI CrpynnupoBaHbl Mo
XXypHanam perucrpauum
Joxymentst KT 3adaBku, NpeacraBnsiowne cobort KoMMepyeckyto TanHy (C OTMEYEHHbIM

dnarom Kommep4deckast matiHa). CrpynnnpoBaHbl MO YPOBHIO
KOH(pnaeHUMansHOCTH

IIpou3BOJbLHBINH JOKYMEHT

OTobpaxatoTca NPON3BOSbHbIE AOKYMEHTbI (MCNOMNb3YHTCA ANS
peTpokoHBepcnn). CoaepXnt npefcTaBneHns HU3LWEro YpoBHS

ITo Homepy

MpounsBonbHbIE AOKYMEHTbI, CrPyNNUPOBaHHbIE MO FOAy perncTpaumm
AOoKyMeHTa (MepBbiM OTOBpaXkaeTcst TeKyLwun rog). BHyTpu roga 4OKyMeHThI
COPTMPYIOTCA MO yBbIBAHWIO PErMCTPaLMOHHBIX HOMEPOB
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HaumeHoBaHue

OnucaHue

IIo crarycy

Mpoun3BonbHbIE AOKYMEHTBI, CrPYNNMpPOBaHHbIE MO CTaTycy (CTagusim, Ha
KOTOPbIX OHV HaX0dATCSA B HACTOSILLMIA MOMEHT)

ITo BuaY nOKyMeHTa

ﬂpomsaoanble AOOKYMEHTbI, CrpynnmupoBaHHbI€ Mo 3Ha4YeHUto NnonA Buad
dor(ymeHma B KapTo4Ykax JOKYMEHTOB

YepHoBUKH

OTobpaxatoTcs Bce JOKYMEHThI, HaxoAsaLwumuecs B ctatyce « HepHOBUKY,
crpynnupoBaHHble no Tunam (Joroeop, 3aseka, OP, CnyxebHas 3anucka,
MpounsBonbHbLIN OKYMEHT). BHyTpu kaTeropuii anga Jorosopa n OP[
BbIOENSATCA 2 NogKaTeropmMmn: JOKYMEHTbI, MO KOTOPbIM OTNPAaBIieH 3anpoc Ha
pe3epBMpOBaHNE HOMEpPA, U JOKYMEHTbI, ANsi KOTOPbIX HOMEP 3ape3epBUPOBaH

I1o HOMeHKIaTYpe Aen

OTob6paxarTcs Bce JOKYMEHTbI, CrpyNnMpOBaHHbLIE MO HOMEHKNATYPE Aen

BblaaHHble U3 apxuBa

Cnuncok aen n cooTBETCTBYHOLLMX JOKYMEHTOB B COCTaBe Aer, MMEILLMX cTaTyc
«BblgaH 13 apxusa»

B nesie (Onep. xpaHn.)

WcnonbayeTcs ans nepexoga B 6] OnepaTtuBHoe xpaHeHue

IMouck VicnonbayeTtca onsi nomcka JoOKyMeHToB ¢ nomolubto B Mouck

ILleHTp oTUyeTOB VMcnonbayetca ansa nepexoga B B LleHTp OTtyeTOB

Kop3una OTtobpaxatoTcs yganeHHble u3 6asbl AOKYMEHTHI

Crnpaska Mcnonb3yeTcsa angd nepexoga K cnpaske no pabote ¢ 6a3oM gaHHbIX

O 0aze Vicnonb3yeTcs Ansa nepexofa K OCHOBHOW MHdOopMaLuKn No gaHHoW 6ase
AIMHHHCTPHPOBAHUE VMcnonb3yeTcst agMUHUCTPATOPOM Aflst HACTPOKKKN 6a3bl AaHHbIX, KOHTPOIsS

CO3[aHNs N NEPECHINTKA BCEX OCHOBHbIX U CMYXeBHbIX JOKYMEHTOB, KOHTPOSS
nepeaayv AaHHbIX U apXUBUPOBaHNSt JOKYMEHTOB. CoaepxuT npeacTaBneHuns
HM3LLEro YPOBHS

Bce o ocHoBHOMY
npoueccy

CopaepXuT CMUCOK BCEX OCHOBHbIX M CIY>KEOHbIX OKYMEHTOB 6a3bl AaHHbIX,
CrpynnupoBaHHbIX N0 OCHOBHOMY MNpoLieccy

ToJabKO OCH. nmpouecc

Coaepxut CnmMcok OCHOBHbIX NPOLECCOB BCeX AOKYyMeHTOB B[], ynopsiAo4eHHbIN
no UNID gokymeHTa

HeorpatoTannblie BU3bI

[MepeyeHb BU3 (NOANPOLIECCOB), NO KOTOPbIM €LLEe HE BbIHECEHO peLUEHME,
CrpynnUPOBaHHbIX MO COTPYAHUKAM

Ouepean Ha cepB.
O0padoTKy

Cnncok AOKYMEHTOB, HAXOOSALLMXCSA B 0Mepean Ha cepBepHyo o6paboTky (eLe
He 06paboTaHbl CepBEPHBLIM AareHToM)

Kypnaa ommndok

Cofgepxut cnncok omnbok npu paboTe ¢ 6a3on AaHHbIX

Bce no ¢popme

CoaepuT CnMcoKk BCeX OCHOBHbIX U CNY»KeBHbIX JOKYMEHTOB 6a3bl AaHHbIX,
CrpynnMpoBaHHbLIX N0 HAMMEHOBaHUIO OpPMbI

Bce o oTBeTCTBEHHBIM

Coaepxut CnmMcoK BCeX OCHOBHbIX U CYXebHbIX JOKYMEHTOB 6a3bl AaHHbIX,
crpynnmpoBaHHbiX N0 PUNO 0TBETCTBEHHOTO

ITomeueHHbIE B apxmuB

CofepXuT Cnncok AOKYMEHTOB, NMOTEHLMANbHO FOTOBbIX K apXMBMPOBAHMWIO
(yBoBNEeTBOPSOLLNX YCITOBUAM apX1BUPOBaHWS, 3adaHHbIM B HAacTpokax 6asbl
OaHHbIX)

JlonoJiHUTEIbHO

COD,ep)KVIT OONOJIHUTENTbHYHO Mchopmau,mo no OOKyMeHTaMm, crpynnmpoBaHHbIM
Nno pas3JjiIndyHbIM NnapamMmeTpamMm. CO,El,ep)KMT npeacraBiieHNA HU3LWEro YpoBHA

Kypnaia perncrpanuu

OTO6pa)Kal0TCF| BCe€ OOKYMEHTbI, CrpynnmMpoBaHHbIE MO 3HAa4YE€HUIO NonA
)KypHa.n peaucmpayuu B KapTo4ykax JOKYMEHTOB

B APMe pykoBoauTess

OTobpaxatoTcst LOKYMEHTbI, KOTOPble MOMOLLIHUK PYKOBOAUTENS HAanpaBwn B
APM cBoeMy pykoBOAUTEMIO

Ha nmoanucannn

I'Iepequb OOKYMEHTOB B CTaTyce «Ha nognucanun»

Ha yTBepxkaennn

I'Iepequb OOKYMEHTOB B CTaTtyce «Ha pacCMOTpEeHUN»

OPJ1

OTO6pa)Kal0TCF| OopraHunsaumoHHO-pacnopagnuTenbHble JOKYMEHThI. Co,u,ep>|<|/|T
npegcrasiieHnA HU3LWero ypoBHA

ITo ucoTHUTETIO

OpraHI/I3aLI,MOHHO-paCI'IOpﬂ,D,VITeJ'IbHble OOKYMEHTbI, CrpynnmpoBaHHbIE No
NCNOoNHNTENAM JOKYMEHTOB

ITo mogpasnesennio
HCIIOJTHUT IS

OpraHI/I3aLI,MOHHO-paCI'IOpFI,D,VITeJ'IbHble OOKYMEHTbI, CrpynnmpoBaHHbIE No
nogpasgerieHnam MCnonHuTenemn

ITo Buay nOKyMeHTa

OpraHI/I3aLI,MOHHO-paCI'IOpﬂ,D,VITeJ'IbHble OOKYMEHTbI, CrpynnmpoBaHHbIe No Buay
OOKYMEHTa
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HaumeHoBaHue

OnucaHue

ITo moanmucanry

Opl'aHl/I3aU,VIOHHO-paCI'IopﬂD,VITEJ'IbHble OOKYMEHTbI, CrpynnmpoBaHHble MO
COTpyAHUKaAM, YKa3aHHbIM B Ka4eCTBE NoANMCaHTOB B KapTO4YKax AOKYMEHTOB

ITo moanucaBuemy

Opl'aHVI3aLJ,VIOHHO-paCI'IOpF|D,VITEJ'IbHble OOKYMEHTbI, CrpynnmpoBaHHble MO
noanncaslinM X COTpyaHMKam, C OONOMHUTENBHOMN KaTeropmsaumeVl,
yKaSbIBaIOLLI,EVI Ha To, 6bIin nognucax AOOKYMEHT NoAnncaHToOM JINYHO, Unn
JIMLOM, KOTOPOMY OH genermpoBas noJIHOMO4unaA

ITo yrBep:Kaaomemy

OpraHI/ISaLI,VIOHHO-paCI'IOpHJJ,I/ITeJ'IbHble OOKYMEHTbI, CrpynnmpoBaHHbIE No
COTPYyAHUKaM, YKa3aHHbIM B Ka4eCTBe YyTBepPX4akLWmnX B KapTo4kax JOKYMEHTOB

ITo yrBepauBmemMy

OpraHu13aunoHHO-pacnopsanTernbHble OKYMEHThI, CrPyNnUMpoBaHHbIE MO
YTBEPAMBLLMM UX COTPYAHMKAM, C OMNOMHUTESNBHOW KaTeropmsaunen,
yKasblBaloLen Ha TO, Obin yTBEPXKAEH OOKYMEHT YTBEPXKAAIOLLMM FIMYHO, UM
IIMLOM, KOTOPOMY OH Aenernpoasn NoJIHOMOYNS

Cay:xe0Hble 3aIMCKH

Otobpaxatotca cnyxebHble 3anuckn. CoaepXxuT npeacTaBneHnst HU3LWero
YPOBHS

ITo ucnosHUTEIIO

CnyxebHble 3an1cKu, CrpynnMpoBaHHble MO UCMOHUTENSM JOKYMEHTOB

ITo nmoapasjieJIeHu1o
HCIIOJTHUT €IS

CnyxebHble 3an1cku, CrpynnupoBaHHbIe MO NogpasaerieHNnaM UCNIONHUTENEN

Ilo BUIY TOKyMEHTA

CnyxebHble 3an1cku, CrpynnMpoBaHHble Mo BUAY AOKYMEHTa

IIo moamucanTy

CnyxebHble 3anncku1, CrpynnMpoBaHHble MO COTPYAHMKAM, yKa3aHHbIM B
KayecTBe NoAMUCaHTOB B KAPTOYKAaX JOKYMEHTOB

IIo nmoamucaBlieMy

CnyxebHble 3annckx, CrpynnmMpoBaHHbIe MO NOANUCAaBLUNM NX COTPYAHMKaM, C
OOMONHUTENBHON KaTeropusaumen, ykasbiBatowwen Ha To, bbin nognucaH
AOKYMEHT NoAMMCaHTOM JIMYHO, UK NINLOM, KOTOPOMY OH Aernermposarn
NMOSTHOMOYMS

Ilo appecary

Cnyxe6Hble 3anuncku, CrpynnupoBaHHbIe No COTPYAHWKAM, yKazaHHbIM B
KayecTBe afpecaToB B KapTo4YKax JOKYMEHTOB

Jorosopbi

OToGpaxatoTcs gorosopbl. CoAepXuT NpeacTaBfeHUst HU3LWEro YpOBHS

ITo ucoHUTETIO

,D,OFOBOpr N CBA3aHHble OOroBOPHbIE OOKYMEHTDI, CrpynnmpoBaHHbIe No
NCMNOJIHNTENAM JOKYMEHTOB

Ilo moapasnenenuro
HMCITOJTHHUTEJS

,D,OFOBOpr N CBA3aHHbl€e OONoBOPHbIE OOKYMEHTbI, CrpynnmpoBaHHbIe No
nogpasgerieHnAam ncnonHuTenemn

Ilo BuOY nOKyMeHTA

,D,OFOBOpr N CBA3aHHble ONOBOPHbIE OOKYMEHTbI, CrpynnmpoBaHHbie No BUAOY
OOKYMEHTa

Ilo moanmucaury

,D,OFOBOpr N CBA3aHHble OONoBOPHbIE OOKYMEHTbI, CrpynnmpoBaHHbIe No
COTPYAHUKaM, YKa3aHHbIM B Ka4eCTBe NoArnncaHToB B KAPTOYKaxX JOKYMEHTOB

Ilo moanucaBumemy

,D,OFOBOpr N CBA3aHHblEe OONoBOPHbIE OOKYMEHTbI, CrpynnmpoBaHHbIe No
nognmcasLlwnM UX COTpyagHUKamMm, C OONONHUTENBHON KaTeropmaaumeVl,
yKa3bIBaIOLLI,eIZ Ha To, bbIn nognucaH OOKYMEHT nognncaHToOM JINYHO, UIn
JIMLOM, KOTOPOMY OH genermpoBasl noJIHOMo4una

3asaBKH

OTtobpaxatoTca 3aaskn. CogepXmT NpeacTaBneHns HU3LWero ypoBHS

ITo ncnosHUTEIIO

3adaBku, crpynnmpoBaHHbIe Mo UCMOJTHUTENTIAM JOKYMEHTOB

ITo mogpasnesennio
HCIOJTHUTESA

3aaBku, crpynnmpoBaHHbIe No nogpasaeneHnam NCnonHuTenemn

Ilo BHIY TOKyMEHTA

3asBKu, CrpynnMpoBaHHble Mo BUAY AOKYMEHTa

ITo yrBepknawmemy

3aaBku, crpynnmpoBaHHbIe MO COTPYAHUKaM, YKa3aHHbIM B Ka4ecTBe
yTBEepXAaarLWmnx B KApTO4YKax JOKYMEHTOB

ITo yrBepauBIIEMY

3asiBKn, CrpynnMpoBaHHbIE NO YTBEPAMBLLMM UX COTPYAHMKAM, C
OONOSMHUTENBbHOWN KaTeropmsaumen, ykasbiBatoLen Ha To, Obin yTBEPXKOEH
OOKYMEHT yTBepXXaatoLmnM fINYHO, UK FIMLIOM, KOTOPOMY OH Aenervposarn
NOSIHOMOYMS

n
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

O baze oannvix

[.3. OnucaHue ncnosib3yemMbixX 3Ha4YKOB

Kaxabin gokymeHT B B[ MNP nomevaetcs 3HaykoM, oOTOOpakaloLMM €ro COCTOSIHME Wnu
cogepxaHue (Tabnuua 2).

Tabnuua 2. 3Haukm B[ NP

3HayvoK OnucaHue
2 UepHoBUK
e Ha popaboTtke
3 Ha cornacosaHuu
W 3apeructpuposaH (ana OP[, 3aaBoK, cnyebHbIX 3anMCcOoK U JOroBOPOB)
[ Ha peructpauuu
) Ha yTBepxgeHuu
" Ha nognucaHunn
[okyMeHT oTnpasneH
[OKyMEHT nony4eH agpecaTtom
2 Mony4eH oTBeT
b9 [okymeHT oTmeHeH (gna OP[)
= Horosop (gon.cornawexve) gencreyeT
[Ew] 3annaHvpoBaH nnartex no PrHaHCOBOMY AOKYMEHTY
()] [oroBop (gon.cornalleHne) NnpuocTaHoOBNEH
= [oroBop (gon.cornalleHne) NCnorHeH
) OT1an 3aBepLueH
1] OTan He 3aBepLueH

11
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Il. HacTponkun 6a3bl AaHHbIX

Hactponkn B[ MNpuHATHME pelueHMn NPOU3BOAATCS B COOTBETCTBYHOLLEM [LOKYMEHTE HACTPOEK
B B[] ABMUHUCTpUpoBaHuUe.

II.1. HacTponka ypoBHen goctyna

OnTumanbHble HaCTpOVIKM 0OCTyna yXe 3aaaHbl Npn yCTaHOBKE CUCTEMbI N USMEHATb UX be3
HeobXx0AMMOCTU He creayer.

HacTtponka goctyna Ha 4ENCTBUA C AOKYMEHTaMU NPOM3BOANTCS agMUHUCTpaTopamu B Tabnuuyax
Ynpaenenus Joctynom (Access Control List, ACL) 6a3 gaHHbIX.

PekomeHayembIn JOCTYN NO yMOMN4YaHUIO: ABTop 6e3 mpaBa yghajleHust GOKYMEeHTOB.

Tabnuua 3. Ponn B Bl

Ponb PYHKLUMN

[Admin] lMo3BonseT ocyLecTBNATb HACTPONKY NapameTpoB CUCTEMbI (BOCTYN K 6oky
npeacTaBneHnin AIMHUHHCTPUPOBaHKe), MPOCMaTpuBaTb BCe AOKYMEHThI B B,
N3MEHSATb CMUCKM COrNacoBaHNa JOKYMEHTOB, 400aBnATb BNOXEHNS B KAPTOYKN
3aperncTprpoBaHHbIX JOKYMEHTOB

[Process Reader] [aeT npaBo Ha yYTeHne Bcex AokymeHToB Bl. [lomkHa oba3aTenbHO ycTaHaBNMBaTbCA
Ans adMUHUCTPaTOpPOB

[Process Server] MpepocTtasnseT AocTyn Ko BCceM npoueccam. Ponb gormkHa 6biTb ycTaHOBNEeHa Ans
agMvHUCTpaTopa v ons cepsepa, Ha KoTopoM pacnonoxeHa bl MpuHATHe pelueHumn

[Install] [aeTt npaBo py4yHOro cosfaHus s3bIKOBbIX JOKYMEHTOB B popme HacTpoek B[] MNP

[None] MpepocTaBnsieT pernctpaTtopam AOKYMEHTOB MOCIe perncTpaumum BHOCUTb HEKOTOpbIe

M3MEeHeHNA B JOKYMEHT

[I.2. HacTpoukn apxmBupoBaHuA

B B NP nogaepxuBaeTca MexaHU3M aBTOMAaTUYEeCKOro apXvMBMPOBAHMSA OOKYMEHTOB, YaCTUYHO
HacTpanBaemoro AQMUHUCTPATOPOM.

Mo apxuBMpoBaHMEM MOHMMAETCA nepeHoc AokymeHToB n3 B MP, a Takke cBs3aHHbIX C HUMU
3MEKTPOHHbIX 0bpasos, B Moaynb OnepatuBHoe XpaHeHue u B[] ApxuB 3NMeKTPOHHLIX OOpa3oB,
ecnn [OKYMEHTbl YOOBNETBOPAOT OnpedeNneHHbIM  YCIOBUAM UM HacTpoOMKaM  apXUBUPOBaHUS.
C onepaTMBHOrO  XpaHeHMsl  OOKYMEHTbl  NepegarwTcs  fdanee Ha  apxXuMBHOE  XpaHeHue
B Moaynb ApXxMBHOe XxXpaHeHue. [OKyMeHTbl, rnepegaBaemble B onepatuBHbln apxus w3 B[ MNP,
nony4aroT cratyc «Ha onepaTmBHOM XpaHeHun». CTaTyC CBSA3AHHbIX C LOKYMEHTaMu MOpyyYeHun He
nameHsietcs. BoccTaHoBneHne [OOKymMeHTOB M3 onepatmBHoro apxuea B[ MNP B pamkax C3[ He
npeaycmMoTpeHo.

Mogyne OnepaTMBHOE XpaHeHue npeacTaensieT cobor coBokynHocTb B OnepaTtuBHOe
XpaHeHue, KoTopada AOoJKHa XpaHUTb B cebe cCbINKM Ha LOOKYMEHTbI, U OJJ,HOVI NN HECKOJIbKUX
E,D, OnepaTMBHoe XpaHeHne OOKYMEeHTOB, KOTOPble AOJIKHbI coaepxXaTb cCaMn OOKYMEHTDI (npm

HeoOXOAMMOCTU MOXET cyLecTBoBaTb oTAaenbHas B OXA onsa kaxgon oyHKUMOHaNbHoM 6a3bl
OaHHbIX).

NOTrmMEKA 12
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii Hacmpoiiku 6a3vl 0annbix

[ns nepexoga B moagynbs OnepaTuBHOE XpaHeHMe MCnonb3yeTcs npencraesneHne B neiae (Omep.
xpaH.) B obnactu Hasurauuun B MP.

[1.2.1.MpaBuna nepeHoca AOKYMEHTOB Ha onepaTuBHOe XpaHeHue

Mpn nepemelleHnn OOKYMEHTOB B apxMBHble 6a3bl AaHHbIX cobnoaaeTcsl LeNOCTHOCTb CBSA3EN
ApXMBMPYEMbIX JOKYMEHTOB.

MopyyeHnsi nepemewarotrca B B[ ApxuB nopy4veHun (Bl ApxmB 3neKTPOHHbLIX o06pa3oB
nopy4eHun).

OokymeHTbl B MP pormkHbl nepemeliatbcs B Moaynb «OnepaTvBHOE XpaHeHwe» B criyyae
BbIMOMHEHNS CreayoLWnx YCoBUNA:

e Cratyc nokymeHTa «B nene».

o [1na Bcex gokymeHToB B MP (Kpome NpOM3BOMbHOrO AOKYMEHTA) yYUThIBAETCS YCIOBUE: BCE
nopyydeHns Mo [[OKYMEHTY WCMOMHEHbl, BCe OTYeTbl MO KOHTPOMbHbIM MOPYYEHUSM
YyTBEPXKOEHDI.

e lcTek CpoK xpaHeHus (4ns AOKYMEHTOB, MO KOTOPbIM 6bin Npouecc 3aBepLleH NPUHYAUTENbHO
(3aBepwieHne npoueccy MO AOKYMEHTY onucaHo B [OokymeHTe «Jlormka ECM. C3[ -
PykoBOACTBO agMUHUCTpATOpay»), YKasaHHbI B HACTPOMKaxX apXMBUMPOBaHUSA [OOKYMEHTa
HacTtpoek b1 MP.

MomeLlLeHHbIE B AEMO KONUKU AOKYMeHTa He nepenayT B B[] OnepaTuBHOEe XxpaHeHMe [OKYMEHTOB
(OX[1) oo Tex nop, noka He B6yaeT nepemelleH B b1 OX opuruHan gokyMeHTa.

Cpok xpaHeHus1 JOKYMEHTOB 3aaeTcs:

e nans gokymenTtoB B[l MP — Ha Bknagke Hacmpolku apxueupogaHusi JOKYMEHTa HaCTpoek
b NP 8 b1 AAMUHMUCTPUpOBaHue;

e [Ons nopyyeHUn — Ha Bknagke Hacmpoliku apxueupoeaHusi [OKYMEHTa HacTpoek
B[ NMNopyyeHusa B b[] AAMUHUCTpUpOBaHue.

Mpu nepexone pokymeHta b MNP Ha onepaTuBHOE XpaHeHWe yBeaoMMeHNss 06 0O3HaKOMMEHUN y
COTPYOHWKOB, KOTOPbIE eLlle He O3HAKOMMUITUCHL C JOKYMEHTOM, NepexoasT B «BbINONHEHHbIEY.

Mpu nepexofe B onepaTMBHbINA apXMB JOFOBOPHbIX JOKYMEHTOB (M3MEHEHMWI K LOrOBOPY) OTAENBHO
oT gorosopa B B[] NMpuHATHe peweHun B npeactasneHmn fJozosopsi: llo Homepy co3paeTcs
CCblfika Ha aToT gokyMeHT B B[l OX[ ¢ uenbio coxpaHeHuss oTobpaxkeHnsa B hyHKLMOHaneHon 6ase
BCEW CBSI3KN JOrOBOPHbIX JOKYMEHTOB.

CreunduKaumm 1 NPOTOKOMbI COrNacoBaHNsl pa3HOrnacui, cosaaHHble Ha OCHOBaHWK 4OroBopa,
NepeHoCcATCS Ha onepaTMBHOE XpaHeHNe OAHOBPEMEHHO C HUM.

[1.2.2.HacTponka apxmBmMpoBaHus

,D,J'IFI BbINOJTHEHNA HACTPOEK apXNBUPOBAHUA HYXHO!

NOTrmMEKA 13
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Hacmpoiiku 6a3vl 0annbix

OtkpbiTe Bl AamMuHucTpupoBaHuMe W BbliOpaTb npeactasneHve Hacrpoiiku MoxyJieii:
Tekylue HaACTPOHKHU.

BbibpaTb OOKYMEHT B MP wu naHenn AencTBun

[PepakTupoBatsb].

HaCTpoOeK HaXaTb Ha KHOMKY

Mepentn Ha Bknagky Hacmpolku apxueupoeaHusi W 3anofiHUTb Heobxogumble Mons
(Tabnwuua 4, PucyHok 1).

BbinTn 13 pexxnma pedakTMpoBaHMS HaCTPOEK, HaXKaB KHOMKY [3aKpbITb] HA NaHenu 4encTBun

1 noaTBEpPANB HEOGXOAUMOCTb COXPaAHEHUS MHCpOpMaLNN.

Ta6nuua 4. NMonsa Bknagku «HacTponkn apxuBupoBaHUA»

Mone OnucaHue
CpoOKu xpaHeHus1 YkasaTtb cpoku xpaHeHusa OP[, C3, 3asaBok, [loroBopos, [Mpon3BonbHbIX JOKYMEHTOB B
munoe pabouen 6a3e gaHHbIX (B HEAENAX, MO yMOMYaHuio: 5)
JdoKymeHmMos (e
HedeJtsix)
Apxueupoeamb He | Ecnu donar He ycTtaHoBneH, To C3 B ctaTyce «OTnpasBneH» He OyayT nepexoauTb B cTaTyC
npuHsamsbie «loToB k cnucaHuio B genox»/ «B gene» (B 3aBUCMMOCTM OT NpuU3HaKa nomeLLeHus

opurMHana B Aerno) 4o Tex Nop, Noka OHWM He nepenayT B ctatyc «[onyden» nnu «onyyeH
OTBET»

Cpok nepexoda e
cmamyc «'omos kK
cnucaHuro 8 0esio»
(8 Hedertsix,
cyumaemcsi om
KOHUa CpoKa

YKa3saTb KONMYeCTBO AHEN OO OKOHYaHWS CPOKa XpaHeHMs AOKYMEHTa, KOoraa AOKYMEHTbI
(no okoHuYaHMIo paboTbl C HUMK) AOIKHBLI MEPexoauTb B cTaTyc «[0TOB K cnMcaHuio
B geno» (unu «B gene» npu Hanuunm npusHaka nomeLleHns B Aeno). No ymonyanuto: 1.

XpaHeHusl)

Cpok xpaHeHus1 YKa3aTb CPOKN XpaHEeHUsi OKYMEHTOB, MO KOTOPbIM Gbina NpUHYAMTENbHO 3aBepLUeHa
3aeepuweHHbIX pabota AOMUHUCTPATOPOM CUCTEMbI, B paboyen 6ase aaHHbIX (B Heaensx)

8PYYHYO

JdoKyMeHmMos (e

HedeJtsix)

OnepamusHoe C nomolLLbio cTaHAAPTHLIX Ananoros ykasaTtb ucrnons3yemyto 61 OnepatuBHoe xpaHeHue
XpaHeHue DOKYMEHTOB

JOKyMeHmoe

ApxusHoe C nomoLLbio cTaHAapTHBIX ONanoroB ykasaTtb ncnons3yemyto b1 ApxuBHoe xpaHeHue
XpaHeHue OOKYMEHTOB

JOKyMeHmos

Apxue C nomoLLbio CTaHAAPTHBLIX AUanoroB yka3aTtb ncnonb3yemyto b ApxvuB nopy4eHumn
«lopy4yeHusi»

Bpewmsi oxxudaHusi
noomeep)x0eHusi o
docmaeke 3anpoca
(e OHsX)

YkasaTb BpeMA oXngaHua ﬂOﬂTBep)Kﬂ,EHI/IVI O AoCTaBKe 3anpoca (B OHAX, N0 YMOJIYaHUIO!
2)

Bpewmsi oxudaHus
noomeepxxoeHust
06 ycnewHou
apxueauuu (e
OHSIX)

YkasaTb Bpems OXXvgaHus nogreepxgeHun ob ycnewHon apxvmsauum (B OHSAX,
no ymonyaHuio: 2)
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii Hacmpoiiku 6a3vl 0annbix

Hacrpoiikn B[} I HacTpo#ku apXMBUpOBaHKUA || [ononuuTenbHo | CKaHupoBaHue ] MeuaTb Hakneg

CpoKn XpaHEHHA THNOB JQOKYMEHTOoB (B Hegenax):

MpoN3BONbHLIA AOKYMEHT: 5
oPA: =
Cnyxebraa 3anucka: 5

[T ApxusuposaTth He NpuHATbIE

3anBKa: 5
Horosop: 5

Cpok nepexocna B ctatyc "TOTOB K CMUCaHUIC B
neno"” (8 HeQenax, CYMTAETCA OT KOHUAE CPpoKa 1
XpaHeHus):

CpoK XpaHeHWA 3aBepleHHbIX BPYYHYO
A0OKYMEHTOE! 2

OnepaTtueHoe XpaHeHWe OACKYMEHTOB: Boss1/datatech
Referent\br_opStor_docs.nsf

ApPXUBHOE XPaHEHUE AOKYMEHTOB!: Bossl/datatech
Referent\br_arcStor_docs.nsf

X[ XE

Apxus "MopydeHus": Boss1/datatech
Referent\br_task.nsf

BpeMa oXXWaaHMa NCATBEPHKAEHUS O AOCTABKE 2
sanpoca (B AHAX):

BpeMa oxuaaHua noaTeepxaeHus ob ycnewHo 2
apxusauuu (B AHAx):

PucyHok 1. HacTpoiika apxuBupoBaHusa b1 MNP

11.3. HacTpounka cBsa3en ¢ 6a3amMu gaHHbIX

Bl MNpuHATHMe peleHNM obecneymBaeT pasfN4YHbIE CXEMbl COrflacoBaHUS M MNoAnNUcaHus
AOKYMEHTOB Ha OCHOBE C(POpMMPOBaHHbIX, MOKO HacTpamBaeMbiX MapLUPYTOB C MCMOSb30BaHUEM
mexaHuama Workflow. [Ona koppekTtHoro dyHKuuoHuposaHus B[ MpuHAaTUeE pelueHMn Heobxoammo
HacTpouTb cnyxebHble 6a3bl — B[] MapameTpsbl, B[] OnpeaeneHue npoueccos v B[] Penosntopun.

B OnpepeneHue npoueccoB. PekomeHayeMbl AOCTYN MO yMONYaHUiO: Ynrarens. JTa 6asa
AaHHbIX AOIMKHA yCTaHaBNMBaTbCA Ha cepBep BMeCTe C CoAepXalUMMUCH B HEN JOKYMEHTaMMu.

B Peno3utopun. PekomeHayemblin 4OCTYN MO YMOMYaHUoo: Ynrarens. basa AaHHbIX ABNSETCS
cnyxebHOW W UCNONb3yeTCs TOMbKO aAMUHUCTPATOPOM cuctemMbl. JOTa 6asa gaHHbIX  JOMKHa
yCTaHaBnMBaTbCA Ha CepBep BMECTE C COAEPXKALLMMUCA B HEN JOKYMEHTaMW.

Ona Hactporkn ceasen B MP ¢ gpyrumu 6asamm gaHHbIX CUCTEMbI HYXXHO:

NG MK 15
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Hacmpoiiku 6a3vl 0annbix

1. OtkpbiTb B[] AaMuHUCTpUpoOBaHME W nNepenTM B npenctasreHne Hacrpoiiku MomyJieii:

Tekylue HaACTPOHKHU.

2. Bbibpatb pgokymeHT Hactpoek b TP n
[PepakTupoBatsb].

naHenn OENCTBUA  KHOMKY

3. lMepewntn Ha Bknagky Hacmpoliku B[ v 3anonHnte nonsa Bknagku (Tabnvua 5, PucyHok 2).

4. BbINTn 13 pexunma pegakTtMpoBaHus HacTPOEK, HaXKaB KHOMKY [3akpbITb] HA NaHenu 4encTBun

n nogreepauns H606XO,EI,VIMOCTI: COoXpaHeHud VIH(*)OpMaLI,VII/I.

Mpwn paboTe 13 KOHTeKcTa ponn [Install] B dopme HacTpoek B MNP otoGpaxaeTcsa KHoMka
[Co3paTb A3LIKOBOW OOKYMEHT]. SA3bIKOBOW JOKYMEHT SABNSIETCS Cy>KeOHbIM OOKYMEHTOM,
npegHasHayeHHbIM Ang paboTbl co cnyXebHbIMN ONOBELLEHNSIMU CUCTEMBI. S3bIKOBON JOKYMEHT
aBTOMaTUYECKN CO3[aETCA B MpoLecce YCTaHOBKM cucTeMbl. Co3gaHne s13bIKOBOro JOKYMEHTa
BPYYHYIO BbIMNOJIHSAETCS B TOM Clly4ae, ecnv Bpy4Hyto Obina co3gaHa 6asa Ha ocHoBaHMM WabnoHa
13 MHCTanNnATopa Unn caenada konus 6asbl AaHHbIX. B 3TOM cnyyae 6e3 co3gaHust 13bIKOBOrO

pokymeHTa Bl MNP koppekTHO paboTaTtb He ByaeT.

[nsa xpaHeHns ICTOPUN U3MEHEHWS NOSNEN B KAPTOYKaxX AOKYMEHTOB, a TaKKe AN UCKMIOYEeHNS
nepenonHexus B MpoTokon npegycMmoTpeHa nogaepxka Heckonbknx b MpoTokon B ogHoM
KOHdpurypauum cuctembl. B gokyMeHTax HacTpoek yHKLUMOHamNbHbIX 6a3 AaHHbIX yKa3blBaeTCs
umeHHo Ta Bl MpoTokon, B KOTOpOK ByaeT NpOTOKONMPOBaTLCA paboTa ¢ kapToukamu JOKYMEHTOB.

Ta6nuua 5. NMonsa Bknagku Hactponku B

Mone OnucaHue
[Napamempsbi C nomolLLbio KHOMKK ] yka3aTb cooTBeTcTBYOLWY0 Bf] MapamMeTpbl
OnpedeneHue C nomolLLbio KHOMKK | yka3aTb cooTBeTCcTBYIOWY0 B[] OnpeaeneHue npoueccoB
npoyeccos
[Tpomokon C nomolLLbio KHOMKK | ykadaTb cooTBeTcTBYOWYI0 B[] NMpoTokon
Tunoesie C nomoLLbio KHOMNKK | yka3aTb cooTBeTCTBYOWY0 Bl TunoBblie mapLpyThbl
mMapwpymbi
AnekmpoHHbIe C nomoLLbio KHOMKK | yka3zaTb cooTBeTCTBYOWY0 B[] dneKkTpoHHbIe 06pa3bl
ob6pasbi
Hacrtpoiikn B[l ] HacTtpoiikn apxuBnpoBaHuA ] HononuurenoHo | CKAHHPOBAHHE ] Meuato Hal{neewl HacTpoiiku areur... | 4|k
NapaMmeTpbl: MNapameTpel
BRDoc/datatech
Referent_328\br_orgdir.nsf
C3257A64:0038B357
OnpeaenedHue NpoUeccos: OnpeneneHuWe npoueccos
BRDoc/datatech
Referent_328\br_procdf.nsf
(C3257A64:003359386
MpoTokon: BRDoc/datatech
Referent_323%\br_log.nsf
C3257A64:0034DATF
TUnoBBIE MAPWPRYTHI: C3257A64:0033C2F6
Referent_328%\br_config.nsf
SnexTpoHHele obpasen C3257A64:0038D710
Referent_328\br_files.nsf

PucyHok 2. Hactpouika cBsasu B[l NP ¢ apyrumm 6asamm gaHHbIX

1I.4. lonOfHUTESNbHbIE HACTPOWKMU

,D,J'IFI BbIMOJTHEHUA OONOJNIHUTENIbHbIX HACTPOEK HY>KHO!:

v 3l

16




OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Hacmpoiiku 6a3vl 0annbix

OtkpbiTe Bl AamMuHucTpupoBaHuMe W BblOpaTb npeactasneHve Hacrpoiiku MomyJieii:
Tekylue HaACTPOHKHU.

BbibpaTb OOKYMEHT
[PepakTupoBatsb].

HacTpoek B TP u HaxaTb Ha nNaHenn [OENCTBUMA  KHOMKY

3. [lepentn Ha BKNagky JonosHumMesibHo.

4. 3anonHuTb nonsg sknagkv JJononHumensHo (Tabnuua 6, PucyHok 3).

5. Bbitn u3 pexnma peaaktMpoBaHUsS HaCTPOEK, HaXKaB KHOMKY [3aKpbITb] HA NaHenn 4encTBun
n NoATBEPANB HEOBXOAMMOCTb COXPaHEeHUs MHAOPpMaLUN.

Tabnuua 6. Nona Bknagkn «AononHUTENIbHO»

Mone OnucaHue
Makc. kon-eo YkasaTb MakcMMmaribHOe KONMYeCTBO LOKYMEHTOB, OOHOBPEMEHHO (32 OAMH NPOXOA)
obpabambigaembix | obpabaTbiBaeMbIX areHToOM (Mo ymonyaHuto: 50)
JOKyMeHmoe
Cnucok Yka3aTb C NOMOLLbIO hraroB TWMbl JOKYMEHTOB, C KOTOpbIMU ByAeT oCyLLeCcTBNATLCS
donycmumbix pabota B gaHHow B[:
murnos e CnyxebHasi 3anucka,
doKyMeHmos e OPL;
e 3asieka;
e [lo2oeop (Npu ycTaHOBKE OAHHOroO doriara CTaHOBUTCH AOCTYMNHBIM NapamMeTp
OmeemcmeeHHbIl 3a nodnucaHue do2o8opa y KOHmMpazeHma rno
yMoJ14YaHUr — aemop 302080pa);
o [Ipou3eonbHbIll OOKYyMeHm
Bpewmsi xpaHeHus1 YKkasaTb CPOK XpaHeHUs1 yaaneHHbIX JOKYMEHTOB B KOP3MHe (B AHSAX, MO YMOYaHuIo: 7)

JdoKyMeHmoe 8
KOp3uHe, OHell

lpedcmaeneHue
Mo ymoJsiyaHuro

C nomoLubio KHOMKK | BbIBpaTh NpeacTaBneHne, KoTopoe ByaeT oTobpaxaTbcs no
yMonyaHuio npu oTkpbliTun B. YaanuTb no6aBneHHoe 3Ha4YeHne 13 nosnst MOXHO Mo

KHOMKe

lNeyamamb YKkasaTb, O/IKEH NN LUTPUX-KOL 0TOBpaxaTbCs B JOKYMEHTE Nnpu OTNpaBke ero Ha nevyatb
wmpux-ko0 Ha

JoKyMeHme

Aemomamu4ecku OTmMeTnTb He06X0OUMOCTL aBTOMAaTUYECKOM NeyaTn WTpux-koga nocne pernctpauun OPJ
ne4yamamsb

wmpux-ko0 npu
peaucmpayuu OP/[]

Aemomamu4yecku
neyamameo
wmpux-ko0 npu
peaucmpauyuu
dozoeopa

OTMeTUTb HEOOXOAUMOCTL aBTOMAaTMYECKOM nevaTu LITPUX-KOOa nocne perncrpaunn
[oroesopos

Aemomamuyecku
ne4yamams
wmpux-kod npu
co3ldaHuu
npou3eosibHO20
JdoKyMeHmMa

OTMeTUTb HEOBXOAMMOCTbL aBTOMATUYECKON NeYaT LITPUX-KoAa nocne oTrnpaBku
NMPOM3BOSBHOrO JOKYMEHTA MO MapLUpyTy

Bud wmpux-koda

BbibpaTb ¢ NOMOLLBbIO NepeknoyaTens BUA LUTPUX-KOAA:
o [lonHbI,
o CokpawieHHbIlU
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Hacmpoiiku 6a3vl 0annbix

Mone OnucaHue
CKkpbieamb Mpwn ycTaHoBKe ¢hnara B KapTOYKax JOKYMEHTOB B 0611aCTK BNOXEHUIA BIOXEHUS HE
yOasieHHble yaansaTcs, a npocTo CKPoKTCa 1 6yayT AoCTynHbl No puneTpy [UcTopus]
8J10)KEeHUsl
Ucnonbzoeamb YkasaTb, OOJDKHO M UCMOJIb30BaTbCA BHELLIHEE XpaHunuvie annoB Anst XpaHeHus
8HeuwHee BrnoXxeHui. MNpn yctaHoBKe dnara cTaHOBMTCS AOCTYMHbIM napameTp Koada
XpaHusnuuwe nepemewams ¢halinibl 8 xpaHunuuwje
ghalisios
Kozoda HocTyneH npu yctaHoBke hnara Mcnonb3oeamb eHewHee xpaHunuuw,e ¢alisios.
nepemewiamsb YKkasaTb, B KaKO MOMEHT parnbl OMMKHbI NepeMeLLaTbCa BO BHELLHEE XpaHUNULLE:
¢alnsi e e [Ipu co30aHuu enoxeHus (NPU 3TOM yKkasaTb KONMYECTBO AHEN NOocne co3aaHus
XpaHunuuwe BINOXEHWS], Yepes3 KOTOpPOe BIioXXeHne byaeT nepeHeceHo BO BHELLHEE XpPaHUINLLE,
no ymonyanuio — 30);
e [Ipu nepeHoce Ha ornepamueHoOe XPaHeHUe,
e [Ipu apxueupoeaHuu OOKyMeHma
Co3daeamb Ecnu dnar yctaHoBneH, To B Nopy4eHuu, co3gaHHoM no gokymeHTy B[ MNP,
asmomamuyecku aBTOMAaTUYECKUN yCcTaHaBnueaeTcs dnar llepeHocumsb 8s10)KeHUs1 8 OMeemHbIU
omeemmHblIl dokymeHm. B aToM crniydae npu yTBEPXKOEHWUM NOPYYEHWs1, CO3A4AaHHOMY MO LOKYMEHTY,
JdOKyMeHm u3 nonb3oBarento 6yaeT Bbl4aH 3anpoc Ha aBTOMaTUYECKOe CO3AaHne OTBETHOIo
nopy4eHusi NCXOAsILLEro JOKyMeHTa
OmeemcmeeHHbIl | Yka3aTb, HYXHO M YKa3biBaTb OTBETCTBEHHbLIM 3a NoAMNMCaHMe y k/a No yMOM4YaHuto

3a nodnucaHue
dozoeopa y
KOHmMpaz2eHma no

aBTOpa aorosopa

yMos4aHur —
asmop dozoeopa
OepaHuyumsb YKa3aTb, HY>KHO N orpaHnyunTb AOCTYN K BRoXeHuaMm. Npn yctaHoBke nara
docmyn K nonb3oBaTtenu 6yayT umetb gocTtyn B Bl 90 TONbKO K BNOXEHUSAM TEX JOKYMEHTOB, K
6JI0KEHUSIM KOTOPbIM OHW UMET AO0CTYN
CompyOdHuku, BbibpaTb coTpyaHMKOB — y4acTHMKOB 06paboTkn OP[, nMeroLwmx BO3MOXHOCTb OTMEHUTb
umerouwue OOKYMEHT:
603MOXXHOCMb e UcnonHumens/ Cocmasumers;
ommeHumb OP[] e [ModnucaHm;
e  Ymeepxodarowut,
o Pezucmpamop
PacnionoxeHue BbibpaTb cnocob pacnonoxeHus TEKCTOBOW coaepaTernbHOM YacTu:
mekcmosou o He noka3bieamb — TEKCTOBas cogepXaTternbHas YacTb oTobpaxaTbes He ByaerT.
codepxamesnbHol o [lokasbieamb Ha eknadke (BblOpaH NO yMOYaHUIO) — TEKCTOBas
Yacmu cofepxarternbHas yacTb 6yaeT oTobpaxaTbCca Ha BKagke.
o [lokasbieamb HUXe cekyuu «on. uHghopmayusi» — TEKCTOBAS
cofepxartenbHas yacTb ByaeT oTobpaxaTbCs Hke cekummn «[don. nHdopmaumsay»
PacnionoxeHue BeibpaTb cnocob pacnonoxeHus 06rnacTu BNOXEHWN:
obnacmu e He noka3bieamb — 0bnacTb BrIOXeHUIN oTobpaxaTbesi He Oyaer.
efioxeHul o [lokasbieamb Ha eknadke (BbiGpaH NO yMON4aHU0) — 06nacTb BrOXeHWUN bygeT
oTobOpaxaTbCs Ha BKMagKe.
o [lokasbieamb HUXKe ceKkyuu «on. uHghopmayusi» — obnacTtb BNoxeHun dyaet
oTobpaxaTbcs HWxe cekumm «on. nHpopmauns»
lMpoeepsimb Yka3aTb HeOOXOAMMOCTb NPOBEPKM PErMCTPaLMOHHOrO HoMepa (B mpouecce perncrpaumm
YHUKanbHOCMb OOKYMEHTOB):
Homepa 8 e He npoeepsims;

npedenax 6a3sbi

e [na mekywezo 200a;
e be3 yyema 2o0a

lMpu omkpbIMuu
6a3sbi
asmomamuyecku
ycmaHaesiueams

pecypchbl

YcTaHoBUTL hriar, ecrv npu oTKpbITUM 6a3bl HEOGXOAMMO aBTOMAaTMYECKU YCTaHABNMBaTb
pecypchbl. YkasaTtb ¢ MOMOLLb (df1aroB, Kakve MMEHHO pecypcbl CrieyeT yCTaHaBnMBaTh
aBTOMaTUYECKU
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Hacmpoiiku 6a3vl 0annbix

Mone OnucaHue

Pa6boma c YKa3aTb BO3MOXHOCTb BbIHECEHUS PELLUEHUI MO JOKYMEHTaM B NOYTOBOM KnneHTe. [Npu

JdoKyMeHmamu e ycTaHoBKe hrara psagom ¢ nornem otobpaxaeTcsa TEKCT C npeaynpexaeHnem:

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

KnueHme OoKymMeHmMo8 Yepe3 nybruyHbie He3awuuleHHble cemu. Ecnu eam HenoHAmMHbI
obcmosimenbcmea daHHO20 pexxuma pabomabl, MPOKOHCYIbMUPYUMech co Cryx0bou
besonacHocmu»

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

CCbIJIKU Ha CTAHOBUTCS AOCTYNHLIM NPW ycTaHoBKe ¢hnara B none Paboma ¢ dokymeHmamu e

8JI0XKEeHUsl 8 noYmoeom KinueHme

nucbme

Omnpaensms YkasaTb HeobxoamMmMocTb Jo6aBneHns ¢annos BRoxeHui B nnucbmo. MNpu yctaHoBke donara

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

nucbme nucbMy 8b1308em ygesiudeHue pasmepa nucbMma, 4Hmo Moxem 8bl3eamb €20 He0ocmasky 8
cuny adMuHUCMpPamueHbIX 02paHUYeHUl Ha pasmep rMno4Ymosbkix coobuweHuUd,
yCmaHO8/1eHHbIX 8 HacmpoUkax uHgpacmpykmypsl u m.d.». [lone cTaHOBUTCHA AOCTYMNHLIM
npuv ycTaHoBKe donara B nonie Paboma ¢ 0oKyMeHmamMu 8 rno4moeom KiiueHme

Omnpaesisimb Yka3aTb HeobxoaMMocCTb AobaBneHus cogepxaTenbHoW YacTy B Teno nuceMa. lNMone

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

4acmb AOKyMeHma
6 merne nucbma

no4YmoeomM KiiueHme

Paspewamsb
3anpawueamsb
KOMMeHmapul,
ecJsiu OH
mpe6yemcs npu
e8blHeceHuU
peweHusi

YkasaTb Heobxo0aAMMOCTb HOPMMPOBAHUSA 3anpoca Ha BHECEHWE KOMMEHTapus npu
BbIHECEHMU PeLLEHWI (eCnn BBIHOCMMOE peLLeHNe NpeaycMaTpyMBaeT BBOS KOMMEHTapus).
Mone cTaHOBMTCS OOCTYMHBLIM NPU YCTaHOBKe ¢onara B none Paboma ¢ dokymeHmamu 8
MmoYymoeom KiiueHme

OrpaHI/I‘-leHVIe 0O0CTyna K BJ1IOXXEeHUAM 3aMenndeT pa60Ty cuctemsl!
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Makc. kon-eo obpabaTeiBaeMbIX AOKYMEHTOB!

CNWCoK A0ONYCTUMEIX TUNOE A0KYMEHTOE!

BpeMA XpaHeHWA OOK-TOE B KOP3MHE, OHEN:

an,D.CTEEJ'IEHME no YMONY4aHW:

MNevatate WTPHMX-K040 Ha O0KYMEHTE:

ABTOMATMMECKM NEYATATE WTPHUX- KOO MPK
pernctpauwm OFO:

ABETOMATUUECKKW NEYETATE WTPHUX-KoO nNpK
PErMCTPAaUMK AOrOE0OPOBE:

ABTOMATMYECKH NEY3TaTe WTPHX-KOO NPYM CO3O3HWKA
NpoHU3IBONBHOND O0KYMEHTE!

Bwva wrpMx-kona:

DI’D‘BHM'—IMTI: AOCTYN K BNOMEHWAM:

CHPBIEATh YAANEHHBIE BNOKEHWA:
Wcnonb3oBaTe BHEWHeE xpaHunuwLe dainos:

Co30a8aTs 3BTOMAETHHECKKH OTBETHLIN AOKYMEHT U3
nopyYeHna:

MNpoEepATE YHUKANBHOCTE HOMERA B Npedenax
EERH

OTBETCTBEHHBIA 38 noanucaHWe Oorosocpa vy
KOHTpareHdTa no YMon4aHwe - 3aeTop Aorosopa.

CoTpYOHNKKM, MMERILLWE BOSMONKHOCTE OTMEHWTE
OrA:

FACMONOMEHWE TEKCTOBON CD,D,EP)KBTEJ'II:HDﬁ 4HacTu:

PacnonoxeHwe oBnactv BRoXeHWiA:

FaboTa C OOKYMEHTAMW B NOYTOEOM KINWMEHTE!

OTI'IpaEﬂﬂTh CCEINKKW HA BNOXEHWA B NWUCBME!

OTNRaBnATE BAOKEHWA B NUCBME!

OTNpasnATL CONSpHATENLHYH Y3CTh AOKYMEHTE B
TENE NWCbMa:

PazpewaTs 3anpaWwneaTs KOMMEHTIPHIA, CAK OH
TREBYETCA NPU BEIHECEHWW PELWIEHWA:

(5]
=]

CUR UV

1o T

<

Y

<]

< <%

B IO B

HacTtpoiikn B[] I HacTpoHKH apXHBHPOBaHHA ] OononuuTencHo | HacTpoiika noneii | CkaHnpoBaHKe I MeuaTtb HEII{.HEEI{]

MpoUsECNEHBIR OCKYMEHT
CnywebHan sanucka

(o] 21}

Janska

Aorosop

MNonHbIR

He npoeepaATh
Ond TEKYWEro roaa

bes yuera rona

WcnonHuTtens,/CocTasmTens
MoanwcaHTt
YTEEpMOAMLWNA

Permctpatop

He nokaszwieate
Moka3blBaTe HA BRIAOKE
MoKa3elBaTe HUME cexurKn "don. wHpopmauma”

He nokaseiBate
MNokasbiBaTe HAa BEAAOKE

MokasbiBaTe HUME cexurn "don. nHhopmaums”

BHWUMAHME! BinioueHne gaHHOH HAaCcTPORKH BO3MOMHO BLIZOBET OTNPaBKRY
OOKYMEHTOB Yepes nyGnnyHble HE3aLHLEHHbIe CeTH. ECNH BAM HENOHATHLI
obcroATENBECTEA AaHHOro pexmmMa paboTel, NPOKOHCYNBTHPYHTECE CO CyMDoi
besonacHocTh

. Mpukpennenne Gainos K NHCbMY BbISOBET YBENNYEHHE pa3sMeEpa NUCbBMA, YTO
MOMET BbI3SBATb €r0 He[OCTABKY B CHAY aAMHHHCTPATHBHBIX OrPaHHYEHHH Ha
pasMep NoYToBbIX Co06uleHnil, YCTaHOBNEHHBIX B HACTPOHKAX HHIPaCTPYKTYPBI K

T.4.

[ MNpw oTkpbmuM Gasbl aBTOMATUHECKM YCTAHABAWBATE PECYPChI

PucyHok 3. JononHuTenbHble HacTpouku B MNP

NOTrmKa

v ¢34
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[I.5. HacTpounka ckaHMpoBaHUA

YToObl BLINONHUTL HaCTpOVIKM CKaHNPOBaHUA, HYXHO:

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

2. BbibpaTb gokymeHT Hactpoek B MP.

3. MMepentn

Ha BKIagky CKaHupoeaHue M HaxaTb Ha naHenu OencTBUn KHOMKY

[PepakTupoBaTthb].

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

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

Ta6nuua 7. NMonsa Bknagku «CkaHupoBaHue»

Mone OnucaHue
Pa3pewamb YctaHoBuTh dhnar, ecrnv HeobxoaMmo paspeluaTtb UCMONb30BaTh HACTPONKK ApariBepa
ucnosb3oeamb ckaHepa
Hacmpolku

dpalieepa ckaHepa

®Popmam cpatina
COoXpaHsieMo20
usobpaxeHus

YkasaTtb popmart canna coxpaHsemMoro naobpaxeHus:
o TIFF;
e PDF

lMapamempbl ckaHupoeaHusi 6e3 ucrnosb3oeaHust Hacmpoek TWAIN-Gpalieepa ckaHepa

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

moyek Ha OroliMm

Pa3mep opuauHana
Mo yMoJsiYyaHuro

YkasaTb pa3mMep opurmHana no ymosiyaHuio

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

CcKaHepa 6

YKa3aHHbIU

¢gopmam

Koppekuyus [ns HacCTPorKN KoppeKUmn APKOCTN YCTaHOBUTL donar 1 ykasaTb 3Ha4YeHue B NosBMBLLEMCS
sipKkocmu norne

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

KOoHmpacma B NosiIBUBLUEMCH None

Koppekuusi “meHu”

Ons HaCTpOIZKVI KOppeKunn TeHn yCTaHOBUTb (bnar N yKa3aTb 3Ha4eHune B NnodaBuMBLLUEMCA
none

Koppekuus [nsi HaCTPOWKMN KOPPEKLMM BbIAENEHNS YCTAHOBUTL chrar u ykasatb 3HadYeHune
“ebideneHus’” B NOsABUBLLEMCS MOJie

Koppekuus [nsi HAaCTPOWKMN KOPPEKLNM raMMbl YCTaHOBUTL doniar 1 ykasaTb 3Ha4YeHWe B NOSIBUBLLEMCS
“2amMmMbil” none

v 3l
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-

-

I I N B

HacTtpoiiks B ] HacTpoiiky apxXvBYpOEaHKA ] AononHKWTenbHo | CKAHWPOBAHWE | MedYaTb HAKME

¥ PaspewaTe MCNONE30BATE HACTDOAKK APAHEEpa CKAHEDA;

MopMat Gadna coxpaHAeMoro H3obpaxeHHa

MapaMeTpbl CKAHWPOBAaHWA Be3 MCNoNb30BaHWA HacTpoek TWAIN-agpalBepa ckaHepa

UEeTHOCTE M300paxeHHA

PaspelWeHHe, TOMEK Ha AHFAM

FPazMep oOpMrMHAaNa No yMondaHH

BrMCcEIEATE M300pakeHHe CO CKAHEPA B YKA3aHHBIA dopMar
Kopperuwa Aapkoctk (-127...127)

KoppekUWA KoHTpacTa (-127...127)

Koppekuwa "tenu” (0,..254)

Koppekuna "eelaenedma” (1...255)

Kopperuua "ramme” (0.1...10)

" TIFF & PDF

OTTEHKEH ceporo (& GMT) j

f 150 ¢ zoo ¢ 300

|44 (210 x 297) -]

.6.

PucyHok 4. Bknagka «CkaHupoBaHue»

HacTpounka neuyaTtu Hakneek

YTobbl HaCTpOWUTb NevaTb HaKneek, HYy>KHO:

1.

Tekyumue HacTPOKMH.

2. BbibpaTb gokymeHT HacTpoek B[ MP.

3. lMepentn Ha Bknagky [leyamb Hakneek

[PepakTupoBaTthb].

OtkpbiTe B AaMuHucTpupoBaHue 1 BbibpaTb npeactasneHve Hacrpoiiku Moxyseii:

W HaxaTb Ha naHenu [OeWCTBUA  KHOMKY

3anonHuTb nonsa Bknagku NMeyams Hakneek (Tabnuvua 8, PucyHok 5).

BbIiTV 13 pexxMma peaakTMpoBaHUSA HaCTPOeEK, HaXkaB KHOMKY [3akpbITb] HA NaHenu AenCTBUN

1 NnoaTBepanB HEOOXOAMMOCTbL COXPaHEeHUs MHAOpMaLNN.

Ta6nuua 8. NMNonsa Bknagku «MeyaTb Hakneek»

Mone

OnucaHune

Mpuumep Hakneek | YkasaTb TUM NPUHTEPA HAKIEEK:

e Omcymcmeyem;
e TSPL;
e EZPL

Yempoiicmeo

CKprTO npn yCTaHOBKEe nepekn4yarena I'lpUHmep HakKJ1eeK B 3Ha4eHune Omcymcmeyem.
YkasaTb yCTpOVICTBO B OTKpPbIBAKOLWEMCA CINUCKE

NOTrmKa

v ¢34
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Mone

OnucaHune

Pa3mep wpugpma
wmpux-koda

CkpbITO Npu ycTaHoBKe nepekntoyatens lMpuHmep Hakneek B 3HaueHne Omcymcmeyem.
Ykasatb pasmep WwpudTa WTpux-Koga

Pa3mep wpugpma
mMemku

CkpbITO Npu ycTaHOBKe nepeknioyatenst [lpuHimep Haksieek B 3HayeHe Omcymcemeyem.
YkasaTb pa3mep wpudta MeTKM

Teomempusi Hakneliku, MM

WupuHa YKasaTb LUMPUHY HaKMENKN
Bbicoma YKa3aTb BbICOTY HaKMenku
Bbicoma CkpbITO Npu ycTaHOBKe nepeknioyatenst [lpuHimep Haksieek B 3HayeHe Omcymcemeyem.
3a3opa/memku YKasaTb BbICOTY 3a30pa/MeTKu
BepxHee/HuxxHee YkasaTb pa3mep BEPXHErO U HUXKHEro nonen
nosne
Jlesoe/npaeoe YkasaTb pa3mep f1eBOro 1 NpaBoro nosemn
nosne
CveweHue CKpbITO Npu ycTaHoBKe nepekntovatens lfpuHmep Hakneek B 3HayeHne Omcymcemeyem.
3a3opa/memku YKasaTb CMelleHne 3a30pa 1 METKM
Hacmpotku npuimepa (CkpbITO Npu ycTaHoBKe nepeknoyaTens lMpuHnmep Haksieek B 3Ha4YeHne
Omcymcmeyem)
Slpkocmb HocTtynHo npu yctaHoBke nepekntoyatens lpuHmep Hakneek B 3HadeHne EZPL. Yka3satb
APKOCTb NnevaTu
Tun neHmebi HocTtynHo npu ycTaHoBKe nepekntoyatens lpuHmep Hakneek B 3HadeHne EZPL. Ykasatb
TUN NEHTBI NPUHTEpPa:
* 3IMuKemKu C pa3pbigoM,;
e HenpepbigHasi JIeHMa,
e  IMuUKemKu ¢ YepPHOU Memkoll
lMonoxeHue [ocTynHo npu ycTaHoBke nepekntodatenst lMpuHmep Hakneek B 3HadeHve EZPL. YkasaTtb
Hadnucu (eepxHull | BEPXHWUW Kpaw NONOXEHUSA HAgNUcu
Kpat)
lMonoxeHue HocTynHo npu ycTaHoBKe nepekntoyatens lpuHmep Hakneek B 3HadeHne EZPL. Yka3atb
Hadnucu (HUxHuu HWXHWIA KpaKr NONOXeHUsa Hagnucum
Kpau)

Tun damyuka

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

e 3asop;

e MemkKa

Hacrpoion LA

Newwtep nasaees

Faieep wewd T WIpux-x00a
feomerpen macnehen, s
Wwpsna
Beicora
Barcorn 1a3c0m naten:
Hacrypomoe npssyspa:

Ao OCTY

Tun AewT

| Macrpoise apxusmposanmn | OBugee nacTpodion | Jlononmm ensmo

| Cxanmposanee | Medats HaKnees | HacTpofine arnenTos 4

a5 PCLE -

OroyroTayver

YOIpoacTse MP Lasariet P20

T

R

Paznep upnSrs neron!

100 Bepunee/nasmee none
30 Neace/npasce Hone

3 Coesienne 3stcpa/meten: 0

MeAcsEnne naLMWCH
[peguruil xpoh

AHNE HALTMON

[rmmasd xpad |

PucyHok 5. Hactponka neyatu Hakneek B B[ MNP

I'Ipvl 3ajaHnn napamMeTpoB ne4vyaTn WTpux-koaa creayeT npnaepXxnBatbCq peKomer,au,MVl,
npmBeaeHHbIX B AOKYMEHTaUUn Ha MCI'IOJ'Ib3yeMbIl7I NpuHTEpP (B TOM 4Yncne npuHTep HaKJ'IeeK), a TakKkxe
CKaHep wTpux-Kkoga.
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B Cucteme nogaepxvBatoTcs cnegyolmne MOAENM NPpMHTEPOB AMs neyaTy Hakneek
(nopaepxmBatoLLMe BHYTPEHHNE s3bikM nporpammupoBanns TSPL n EZPL):

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

e Godex DT-2 — ans EZPL.

[I.7. HacTpouka areHTOB

HacTtponka areHtoB B[] MpuHATME pelieHUn OCyLLEeCTBNSAETCS B COOTBETCTBYHOLLEM AOKYMEHTE
HacTpoek B B[] AoBMUHUCTpUpoBaHue Ha Bknagke Hacmpolku aczeHmos.

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

1.

OTtkpbiTe B AaMUHUCTpUpOBaHME U nepenTn B npenctasrieHne Hacrpoiiku MomyJieii:
Tekyuue HACTPOHKHU.

BbibpaTb gokymeHT Hactpoek B MP.
Mepentn Ha Bknagky Hacmpoliku aezeHmoe n HaxaTb kKHonky [PegakTupoBartsb].

Ha Bknagke Hacmpoliku azenmoe B none AzeHm BbiOpaTb HEOOXOOUMLIW areHT, Nocrne Yero
CTaAHOBATCS1 JOCTYMHbLIMW MOMSA C COOTBETCTBYOWUMN eMy 3HaveHusamu (Tabnuua 9, Tabnuua
10, PucyHok 6). [Ina oOHOBNEHWs crnucka areHToB B nore A2eHm LenkHyTb MO CCbifike
O6HOBUMb CIMUCOK.

Mpn yctaHoBneHHoM dnare BKJIlOYeH Ha cepeepe MOXHO BbibpaTb cepBep, Ha KOTOpPOM
OyaeT BKMOYEH OaHHbIN areHT.

BbiiTn 13 pexxnma pegakTMpoBaHUsS HAaCTPOEK, HaXKaB KHOMKY [3aKpbITb] HA NaHenu 4encTBun
n nogTBepauB HEOHXOAMMOCTL COXpaHeEHNa NHopmauuu.

NOTrMEKA 24
v ¢ai



OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Hacmpoiiku 6a3vl 0annbix

Ta6nuua 9. NMonsa Bknagku «HacTponkn areHToB»

Mone OnucaHue
BknroyeH Ha YctaHoBuUTb chnar, ecnv areHT BKINIOYEH Ha cepBepe. B cocegHem none cneayet Bbibpatb
cepsepe 13 cnncka cepeep
Cmamyc 3anonHsaeTca aBToMaTuyeckn
Aemop 3anonHsaeTca aBToOMaTuyeckn
KommeHnmaput 3anonHseTcs aBToMaTU4eCcKn

AreHT:

OBHOBMTE COWCOK

[¥ Brnrouen va cepeepe:

CraTyc:
AgTop:

KoMMeHTapuii:

Meuats Halmeeu] HacTpoiikn areHToB

HacTpoiika npoToKoNMMpOBaHHA

LWFExecuteAction
LWFExecuteSPIAction
LWFWebSaveDefault

05 Administration

05 Domino Workflow Backgrounder
MNpoBepka CPOKOB COrNacoBaHNA

Agpecyemble BUabl

NcTropuna pepaktuposanna | 1/r

m

PECTapT OCTAHOB/EHHLX NPOLECCOE
UpdateFtIndex 4

Nwoboil cepeep

OBwmi

Development Team/Aplana/RU

OBHoBnAET FT-MHOEKS

PucyHok 6. Bknagka «HacTtponku areHTOB»

Ta6nuua 10. AreHTbl B, MNP

AreHT HasHayeHue Korpa BbinonHsieTcs
OS Domino Workflow OcyulecTBNseT aBTOMaTNYECKOE NEepeMeLLeHne 3anyckaeTcs B paboyee Bpems
Backgrounder AOKYMeHTOB no ctagusam npouecca B Workflow pa3 B 10 MUHYT

MpoBepka cnyxebok

lMpocTtaBnset ctatycol «[lony4eH» n «lMonyyex
OTBET» Y CNyXebHoW 3anucku

3anyckaeTcs pa3 B yac

MpoBepka cpokoB
cornacoBaHus

Paccbinaet coobueHns o Nnpocpo4YeHHOM
cornacoBaHun, a Takke oTnpaBAeT JOKYMEHTDI
ganblie no MmapuwpyTy corfiacoBaHud, eciin
OONOSTHUTENBHbIN CpPOK corriacoBaHnda NCTEK U
€CInn pa3pelleHo aBToMaTn4eckoe 3aBeplieHune
corfnacoBaHuA

3anyckaetcs exeaHesHo B 04.00

ArcCheckNSend

MpoBepsieT JOKYMEHTbI HA COOTBETCTBUE
YCNnoBuAM apxXmBmnpoBaHNAa 1 noMmedaeT Ux. B
chny4yae eclim OOKYMEeHT HaxoanTCA Ha HECKOJTbKUX
cepBepax, OTChINTaeT 3anpockl Ha apxXnBaLuuio.
Takke obpabaTbiBaeT noaTBEPXKAEHUS 00
apxvBauun ¢ Opyrux cepsepos

3anyckaetcs exeaHesHo B 02.00

CheckArcRequests

O6pabaTbiBaeT 3anpockl Ha apxuBaLMIO C APYrmX
cepBepoB. [lomevaeT HeOOXOAMMbIE AOKYMEHTbI
Ha apX1UBMpPOBaHUe

3anyckaetcs exegHeBHo B 03.20

ScheduledArchiver

npOM3BOD,I/IT HenocpeacTBeHHO apxXnBmnpoBaHune
OOKYMEHTOB, NOMeY€eHHbIX OOHUM U3 OBYX
nepeymncrieHHbIX Bbllle areHToB

3anyckaetcs exeaHesHo B 04.00

ScheduledTrashDeletion

YpansaeT u3 kop3uHbl AOKYMEHTbI (BMeCTe CO
cnyxebHbIMK), NponexasLUne TaMm CTONbKO AHEN,
CKOITbKO YKa3aHo B HacTpounkax B[l MpuHaTue
peleHnn

3anyckaetcs exeaHesHo B 02.30

n
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Ha Unix-cepBepax He paboTaeT areHT ooHoBneHusa FT-uHgekca b MNP (areHT UpdateFtindex —
3anyckaeTcs Ha cobbiTve No 06HOBNEHMIO JOKYMEHTOB — 3anyckaeT OOHOBNEHNe NHAeKca).
PaboTtaet Tonbko nog nnatdopmont Windows. MNpu ucnonssosanum OC Linux pekomeHayeTcs
OTKINIOYMTb YKa3aHHbIN areHT, Ha cepBepe 0bs3aTenbHO MMETb BKIKOYEHHOM 3agady Indexer, a ons
koHkpeTHow B/ MP B cBOMCTBaxX yKasaTb Xenaemy nepuognyHoCcTb 0GHOBMNEHNST MHOEKCA
(HackonbKO NO3BONAOT BO3MOXHOCTU cepBepa).

11.8. HacTponKu NpoTOKONMPOBaAHUSA

YUT06bI BbINOMHUTL HACTPOWKM NPOTOKONMPOBAHUS, CriedyeT:

1. Otkpbitb B AamMuHucTpupoBaHue U BbiOpaTb npeactaeneHve Hacrpoiiku Moaysieii:
Texymme HacTPOUKH.

2. BbiGpaTb gokymeHT HacTpoek B[ MP.

3. [llepewnTu Ha BKkNagky Hacmpouka npomoKosiupogaHusi U HaxaTtb KHOMNKy [PeaakTupoBaTth.

4. Ha Bknagke Hacmpolka npomokosnuposaHusi BbiCTaBuTb (pnar Becmu npomokos, ecnu
ans B MNP Ttpebyetca ocylecTBnNATb NPOTOKONMpOBaHME AeNcTBui. [1pu BbICTaBIEHHOM
dnare B JOKYMEHTE CTAaHOBATCS JOCTYMNHbI Nonsi HacTponkn (PUCyHOK 7).

5. Bbibpatb Cc nomowplo cnaroB Aencteuss ¢ gokymeHtamwm B[ TP, kotopble 6yayT
NPOTOKONMPOBATLCS.

6. YcraHoBuTb onar lfpomokosiupoeams usMeHeHue roJsieli 8 Kapmoyke AoKyMeHma, ecrnm
ans B[] MpuHaTue pelieHnn TpebyeTcsa OCyLECTBNSATL NPOTOKONMPOBaHNE U3MEHEHNUS NOnen
B KapToykax AoKkyMeHToB. [Mpu aTom nameHeHusa nonen PK gokymeHToB 6yayT hmkcmpoBaTbes
Ha Bknagke Mcmopusi peGakmuposaHUsi.

7. CoxpaHuUTb U3MEHEHUS.

CHaHHpOBaHHEe ] MNMeuaTb Halmeex] Hacrpoiikn arevTtos | HacTpo#ika NpoTOKONHPOBaHKA | AgpecyeMble Buabl 1

¥ Bectw npotowon
MpoTokonMpoBaHue OSACTEMA C AOKYMEHTEMU:

[~ NMpoTokonupoBaTh HZMEHEHHE NONEH B KAPTOUKE NOKYMEHTA

[T Coznanwe

[~ Yrenwe

[ WsmeHeHne

™ Yaanenwe

™ Nepenoc s apxus

[T Coszmanwe rpuda KT

[ Vaanenue rpuda KT

7 MsmeHeHWe METKW KoHPWOSHUMANBHOCTH

[ OokymenT c rpudrom KT oTKPEIT HE NpOCMOTP
[ OokymeHT c rpudiom KT OTKPBIT HA peaaKTUPOBaHWE

[~ Ookyment c rpudom KT BHECEHD WSMEHEHWE B KApTOYKY ACKYMEHTE
[~ HdokymenT c rpudom KT oTKpeIT diaiin Ha npocMoTp

[ Ookyment c rpudom KT oTkpoiT dialin Ha peaakTMposaHue

[T Ookymert ¢ rpudiom KT BHECEHD M3MeHeHne B daiin AoKyMeHTa

[ Ookywment c rpudom KT noBasned daiin 8 KapTouky AOKYMEHTa

[ Ookyment c rpudomn KT yaaned ¢aiin u3 KapToukm AoKyMEHTa

[ OokymeHT c rpudom KT KapTouka 3aKkpeita

PucyHok 7. HacTtpouku npotokonuposaHus B[ MNP

Onucanune B[] MpoTtokon npeacraeneHo B gokymeHte «Jlormka ECM. C3[0-OC-8-CnyxebHble
0as3bl JaHHbIX».
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[1.9. AgpecyemMbie BUAbI

Mpu pernctpaumm 6asbl AaHHbIX B KommyTatope Bce OOCTYMHble NpeacTaBneHuss B 6ase
AoGaBnsoTcsA Ha Bknaaky Adpecyembie 8udbl B JOKYMEHTAX HACTPOEK (PYHKLMOHANbHbIX MOAYNEN.

[nsa nmnopTa 3HaYeHun ¢ Bknagkn Adpecyembie eUlbl HYXXHO:

1. OtkpblTb B AgMUHUCTpUpOBaAHME U NepenTn B npencraBneHne Hacrpoiikum MomyJieii:
AnpecyeMble BUABI.

2. HaxaTtb kHonky [[lo6aBuTb BUAbLI U3 6a3bl].
3. B nosiBuBWIEMCA AnanoroBom okHe BblOpaTb 6a3y AaHHbIX U HaxaTb KHomnky [OK].

B pesynbTaTe BbINOMHEHHbIX AENCTBUIA NpeacTaBneHms aobaeneHHbix 6a3 cTaHyT OOCTYNHbI Ans
BblbOpa Ha Bknagke M36paHHble MOOysu B OkHe HacTpoek [naBHowm cTpaHuubl (6onee nogpoGHO
HacTporka [MaBHOM cTpaHuubl onucaHa B AokymeHTe «Jlormka ECM. C3-OC-8-CnyxebHble 6asbl
OaHHbIXY).

Mpwn HaxxaTumn kHoMkn [[lo6aBUTb HOBLIN BUA] MOXHO BPYYHYHO 406aBUTL HOBLIV UI yOANEHHbIN
BMA AN oToGpakeHnst B OkHe Bblbopa npeacTtasneHuin Ha ['C.

B npeactaBneHun Hacrpoiiku moaysieii: Anpecyemblie BHAbI, @ TaKKe Ha Bkragke Adpecyembie
eudbl aokymeHTa HacTtpoek B[ MNP no kHonkam [OTknounTb] 1 [BKknounTb] €CTb BO3MOXHOCTb,
COOTBETCTBEHHO, OTKMIOYUTbL UNKU BKIKOYUTL OTOOpakeHne npenctaBneHns Ansa Bblbopa Ha Bknagke
UN36paHHbLIe MOOYynU.
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[Il. PaboTa ¢ 6a3oM gaHHbIX

[11.1.O6wan cxema paboTbl

B B MNP peanusoBaHbl pasnuyHble GusHec-npoueccbl No obpaboTke AokymeHToB. [lpouecchl
NPUHATUA peLleHniA MOryT BKMNtoYaTb B cebs cnegytowme ctagumn obpaboTku:

1.

MogroTtoBka. MoaroToBka AOKYMEHTa BKIOYAET CO34aHME HOBOW KapTOYKM AOKYMEHTa, BBOA
HeoGxoauMon MHopMaLUn 1 OTNPaBKy OOKYMEHTA MO MapLUPYTY.

OkcnepTtnsa. B Cucteme cyulectByeT BO3MOXHOCTb MpOBEAEHUsI MpoLeaypbl NPaBOBOMW
3KCMepPTU3bl [OroBOPHbLIX A0KYMeHTOB. [lonb3oBaTenu c OM3Hec-ponbld DxcmepT UMEKT
BO3MOXHOCTb Ha 3Tare CornacoBaHUs pefakTupoBaTb NONS KapTOYKW, U3MEHsITb MapLupyT
[OKyMeHTa, 406aBNATb U UBMEHSITb BIIOXKEHMS.

CornacoBaHue. CornacoBaHue MOXeT NPOBOAUTLCS B HECKOMNbKO 3TanoB, Kaxablii U3 KOTOPbIX
MOXeT ObITb nocreaoBaTtenbHbIM UK NapannenbHbIM. B npouecce cornacoBaHnst Kaxablil U3
COrnacylLMx BbIHOCUT MOMOXUTENBHYIO WM OTPULATENbHYIO pPeLeH3nto. Y cornacyroLero
€CTb BO3MOXHOCTb OTMpaBUTb [JOKYMEHT Ha [OMOSIHUTENbHOE COrfacoBaHMe  Wnu
[lenervpoBatb BblHECEHME PeLLeHUst APYroMy COTPYOHMKY.

BI/I3VIpOBaHVIe. Cragunsa 06pa6OTKVI CJ'Iy)Ke6HbIX 3anncok, aHarnorn4yHaa crtagmn cornacoBaHusA
OCTal1bHbIX TUNOB OAOKYMEHTOB.

O6paboTka 3ameyaHui. [JokyMeHT nocTynaeT Ha ctaguio «Ha obpaboTke 3amevaHuiny, koraa
BCE Y4aCTHMKWN COrnacoBaHns BbIHECNN peLLIeHUs 1 eCTb BM3bl «CornaceH ¢ KOMMEHTapusaMmy,
nnbo nocne BbIHECEHUs pelleHns «He cornaceH» ogHUM M3 COrnacyloLmX, eCnv B KapTouke
AOKYMEHTa paspeLleHO MoanucbiBaTb AOKYMEHT C OTpuuaTenbHbIMM Bu3amu. Ha gaHHon
cTagumn ucnonHuTens nNnbo Bo3BpallaeT OOKYMEHT Ha AopaboTky, nnbo npoaormKaeT ero
ABWKEHME MO MapLUpyTYy.

[opa6oTka. Ecnu Ha aTane cornacoBaHus BbiHECeHa XOTA GObl 0AHa Bu3a «He cornacen», nnm
B MOMEHT MoANUCaHVS/yTBEPXKOEHUS  YNONTHOMOYEHHbI COTPYAHMK BbIHEC peLleHue
«OTKMNOHUTBY, nmbo NCMONHUTENb cam BEPHYI AOKYMEHT c
cornacoBaHus/noanMcanns/yTBepXKaeHUs, AOKYMEHT MocTyrnaeT Ha ctaguio «Ha gopaboTtke»,
Ha KOTOPOMW MUCMOMHUTENb AopabaTbiBaeT OOKYMEHT COMMacHO BbIHECEHHbIM 3aMeyvaHusM U
oTnpaBnseT NOBTOPHO MO MapLUPYTY.

MoanucaHme. YNONMHOMOYEHHbI COTPYAHUK MNOAMMCbIBAET, NUOO OTKMNOHSET AOKYMEHT. Y
nognucaHTa ecTb BO3MOXHOCTb OTNPaBUTb AOKYMEHT Ha JOMNOSHUTENbHOE cornacoBaHue unm
AenermpoBaTb BbIHECEHME PELUEHNSA OPYrOMY COTPYOHUKY.

MognucaHue y koHTpareHTa. [oroBop mnn SOroBOPHOM OOKYMEHT MOCTynalT Ha ctaguio «Ha
NOAMMCAHMMN Y KOHTpareHTa», ecnu npu co3gaHuyM OOKYMEHTa B KapTouke He Obin oTMeueH
drakT nognucaHmsa OoroBopa y KoHTpareHTa.

n
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10.

11.

12.

13.

14.

YTBEpXAeHMEe. YNONHOMOYEHHbIN COTPYAHWK YyTBepXaaeT, N0 OTKMOHSET AOKYMEHT. Y
yTBEpXXAalLero ecTb BO3MOXHOCTb OTNPaBUTb AOKYMEHT Ha AOMNOMHUTENBbHOE CornacoBaHue
Unu genernpoBaTb BbIHECEHWE PELLEHUS APYTOMY COTPYLAHUKY.

Peructpauus. MNpegycmMoTpeHa BO3MOXHOCTb aBTOMaTUYECKON perncTpauumn AokymeHToB. [ns
OPLl n poroBopoB npeaycMOTpeHa BO3MOXHOCTb MpeABapUTENbHOrO pes3epBupoBaHuUS
Homepa ana peructpauumn. [Nocne pernctpaumm OP[L aBTOMaTMYecku paccbinaeTcss no
CcrnMcKam PacCbINKN Kak K CBEeOEHMWIO, Tak U C MOATBEPXKAEHNEM o3HakomneHus. [na OPL wn
AOroBOpPOB TakXe MNpefyCMOTpeHa BO3MOXHOCTb PYYHOro BBOAA PErucTpaumMoOHHOro HomMmepa.
Homep Ana npousBOMbHOrO AOKYMEHTa YKasblBaeTCs BPYYHYH MpU ero co3gaHum (Ha ctagum
noaroToBKM).

WcnonHeHne. B 3aBMcMMOCTM OT Tuna AOKYMEHTa, MOXET MpPOU3BOAUTLCHA pacchifika ero
agpecaTaM, co3flaHne OTBETHbIX JJOKYMEHTOB, CO3aaHMe MNOPYYEHUIA NO JOKYMEHTY.

MomeLleHne OpUrMHanoB AOKYMEHTOB B Aero Ha Noboi ctaaum o6paboTku AoKyMeHTa (nocne
WX perucTpaumu, a nans Npov3BOSIbHOrO [OKYMEHTa — Ha cTaguuM MOATrOTOBKM nocre
COXpaHEeHMs1) Kak C y4acTUeM OTBETCTBEHHOIO 3a BefieHne Aenonpon3BoACTBa COTPYAHNKA, TaK
1 aBTOMaTUYECKM.

MomeLlleHne Konuii JOKYMEHTOB B Aerno Ha nobol ctagumn obpaboTku OOKyMeHTa nocre ux
OTNpPaBKM MO MapLLPYTy (KPOME NPOU3BOSIbHOTO JOKYMEHTA).

ABTOMaTM4Yeckoe roMelleHne [OKYMEHTOB Ha onepaTUBHOE XpaHeHue (M ganbHenwas
nepegavya AOKyYMEHTA Ha apXMBHOE XpaHEHUE).

Tawke B B[ MNP npegycMoTpeHbl cpeacTBa KOHTPONS ABWXKEHWS OOKYMEHTOB MO cTagusaMm wu
3a CpoKaMu BbIHECEHUS PELLIEHMS.

B B[ MNMpuHATUe peweHnn obpabaTbiBaloTCa criegyrowmne TUnbl JOKYMEHTOB:

OpraH1M3aumMoHHO-pacnopaamTenbHble JOKYMEHThI (Hanpumep, Npukasbl U pacnopshKeHns);
cnyxebHble 3anucKu;
3a5BKY;

AOroBOpbl M [OrOBOPHbIE  OOKYMEHTbl: crneumdukaumm, WU3MEHEHMs K creuudukaumu,
NPOTOKOMbI  COrNacoBaHMA  pas3HOrnacuin, W3MEHeHWss K OoroBopy  (4ONONHUTENbHbIE
cornalleHusi, CornalleHunsi, CornalleHnst 0 pacToOPXXEHUN, U3MEHEHWS K OTOBOPY, N3MEHEHMS K
[0rM. CornalleHuto);

NPOn3BOJiIbHble AOKYMEHThI.

Hwxe onuncaHbl cTaHOapTHbIe cxembl 06paboTkM KaXXaoro U3 nepeyncrieHHbIX TUNOB AOKYMEHTOB.
MapLpyTbl cxeM o6paboTkn 3agaloTcs B TUMOBBLIX Mpoueccax NPUHATUS PELUEeHUn C NpUMEHeHUeM
cpencts Workflow agmuHucTpaTtopom.

.1.1.

0praHM3au.V|OHHo-pacnopﬂ.qMTen bHble OJOKYMEHTbI

CraHgapTHas cxemMa 06paboTkM opraHM3aLMOHHO-pacrnopsiaMTenbHbIX [OOKYMEHTOB BKMOYaeT
crieytoLwne ctaguu:
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.1,

lNopgroTtoBska.

CornacoBaHune. HeobsizatenbHas cTaausi. [pegycMoOTpeHa BO3MOXHOCTb —OpraHu3aumu
[OMONTHUTENBHOrO COorfacoBaHusl.

HopaboTka/ObpaboTka 3ameyaHun. HeobsizatenbHasa ctagust.
MoanucaHue. MNpeaycMoTpeHa BO3MOXXHOCTb OpraHn3aLmMmn AONOSTHUTENbHOMO COrfacoBaHus.

YTBepm,qume. HeobasaTtenbHas craguna. I'IpenyCMOTpeHa BO3MOXHOCTb OpraHmsaumm
OONOJTHNTESNbHOIo cornacoBaHuA.

PesepBupoBaHne  Homepa. HeobsasatenbHaa  crtagms (np  oTnpaBke  3anpoca
Ha pe3epBupoBaHune co ctagum Nogrotoekn, JopaboTkn, Mognucanus, YTeepxaeHus).

MomeweHne B aeno konun gokymeHta. HeobGszatenbHas ctagus (B nobom cratyce kpome
cTagumn NnoaroToBKM).

Pernctpauuns.

Mocne perncrtpaumn oOKyMeHTa CTaHOBATCA OOCTYNHbIMKU criegyrouine beHKLl,I/II/IZ

2.

Paccbinka. 3apernctpupoBaHHbIA JOKYMEHT MOXET ObiTb HanmpaeneH No Crn1ckam pPaccbifiku
Ansi CBEAEHUS U C NOATBEPXKAEHNEM O3HaKoMIeHus. HeobsisaTenbHas ctagus.

OtmeHa gokymeHTa. B cucteme oTmevaeTcs pakT OTMEHbl OEWCTBMS OpraHn3aunoHHO-
pacrnopsaauvTenbHOro  JOoKyMeHTa  OpYrMM  BHOBb  3aperucTpupoBaHHbIM - [JOKYMEHTOM.
HeobsasatenbHasa ctagus.

WcnonHeHne. HeoBssaTtenbHas ctagus. VcnonHeHne JOKYMEHTa U KOHTPOSb 33 UCMOMHEHMEM
OCYLLECTBNAETCHA Yepes3 Co3AaHne NopyYeHnii CoTpyaHUKaM.

lMomelleHne B Aeno opurnHana AokyMmeHTa (aBTomaTudecku unu c yqactnem OBL).

Mepenaya AOKyMeEHTa Ha onepaTMBHOE XpaHeHWe Mo OKOHYaHUM 06paboTku.

CnyxeOHble 3annUCKu

CraHgapTHasa cxema o6paboTkm cnyebHbix 3annCcokK BKNOYaET cregyowime ctaguu:

lNogroTtoBska.

BuauposaHune. HeobsizaTtenbHas cragua obpaboTkm CryKebHbIX 3anucoK, BbINONIHEHUE
KOTOPOW MNPOXOAUT aHarorMyHo CcTaguu cornacoBaHus Ana Apyrux TUMOB [JOKYMEHTOB.
MpenycmoTpeHa BO3MOXHOCTb OpraHm3aumm AoNONHUTENBHOrO CornacoBaHus.

HopaboTtka/O6paboTka 3ameyaHun. HeobszaTenoHasa ctagus.
Moanucanue. MNMpegycMoTpeHa BO3MOXHOCTb OpraHu3aLMm 4OMNONTHUTENbHOMO CornacoBaHus

lMomeweHne B aeno konun OokymeHTa. HeobsasatenbHasa ctagusa (B nobom cratyce kpome
cTagun NnogroToBKM).

Pernctpaumns (aBTomMmatMyeckn B MOMEHT NOANMUCAHUS).

n
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.1.

l.1.

3.

OtnpaBka Agpgpecaty(-am). [locne noanucaHua 3anuMcka aBTOMaTUYECKM HanpaBnseTcs
Appecarty (am) anst UICNOSTHEHMS.

Pabota Agpecata Hag cnyxebHow 3anuckon. AgpecaTt npuHMMaeT 3anucky, bopmumpyet nnbo
OTBET-KOMMEHTapui, NMBO OTBETHbI AOKYMEHT. MicnonHeHne peanu3yeTcsl Yepes co3faHue
Nnopy4vyeHnin COTPYAHUKAM.

lMomelleHne B 4ENO OpurMHana AoKymeHTa (aBTomaTndeckm nnm ¢ ydactmem OB[).

Mepenaya AOKyMeHTa Ha onepaTUBHOE XpaHEHMe No OKOHYaHUM 06paboTKK.

3anaBku

CraHgapTHas cxeMa 06paboTKM 3asiBOK BKIOYAET crieaytoLue ctaguu:

4.

MNopgroTtoBka.

CornacoBaHune. HeobsizatenbHass cTtagus. [pegycMoTpeHa BO3MOXHOCTb —OpraHu3aumm
[OMONTHUTENBHOrO COrfacoBaHus.

HopaboTka/ObpaboTka 3ameyaHun. HeobsizatenbHasa ctagust.
YT1BepxaeHue. MNpegycMoTpeHa BO3MOXHOCTb OpraHv3aumny OOMNOMHUTENBHOIO CornacoBaHms

MomelwleHne B geno konuum AokymeHTa. HeobsizatenbHas ctagus (B nobom cTaTyce Kpome
CcTaamm NoaroToBKM).

Pernctpaums (aBToMaTn4eckM B MOMEHT yTBEPXOEHUS).
WcnonHeHuwe. VicnonHeHne peanusyeTcs Yepes co3gaHue NopyYeHUn coTpyaHUKam.
lMomelleHne B Aeno opurnHana AoKyMeHTa (aBTomaTndecku unu c yqactnem OBL).

Mepenaya AOKyMeHTa Ha onepaTMBHOE XpPaHEHME MO OKOHYaHMM 06paboTKuU.

HoroBopbl

CranpapTHasa cxema o6paboTky 4OroBOPOB BKOYAET crnegyowme ctaguu:

lMNogroTtoBska.

CornacoBaHue. HeobssaTtenbHasa cragums. [lpegycMoTpeHa BO3MOXHOCTb —OpraHusaumm
AOMOMHUTENBHOrO COrfacoBaHus.

HopaboTtka/ObpaboTka 3amevaHun. HeobazaTtenbHasa ctagums.
Moanucanue. MNMpegycMoTpeHa BO3MOXHOCTb OpraHun3aLmm SONONTHUTENbHOMO CorflacoBaHus.

lMomeleHne B aeno konum gokymeHta. HeobsasatenbHas ctagus (B nobom craTyce kpome
cTaamv NoaroToBKN).

PesepBupoBaHne  Homepa. HeobsasatenbHaa  crtagus (npu  oTnpaBke  3anpoca
Ha pe3epBupoBaHue co ctagun lNogrotoskn, JopaboTkn, MNMNognncanuns).

Peructpauuns.

n
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e [loanucaHue y koHTpareHTa. HeobsasaTenbHas ctagus.

e KcnonHeHune. KOHTpOnb UCMOMHEHMS MO CO34aHHbIM 3TanaM. HeobsizaTenbHas ctagusi.
e CosfgaHve nopyyeHui CoTpyaHVKaM.

e [lomelleHre B Aeno opurmHana JokymeHTa (aBToMmartudecku unu ¢ yyactuem OBJN).

e [lepepaya AOKYMEHTa Ha onepaTUBHOE XpPaHEHME MO OKOHYaHMM 06pPaboTKU.

[1.1.5. JononHuTenbHble  AOOroBOpHble  AOKYMEHTbI, cornawueHuvs

n USMeHeHus1 K goroBopam

CrtaHpapTHas cxema 06paboTku cneumdukaumm, WU3MEeHeHua K creundukauumn, npoTokona
CornacoBaHuUsi pasHornacui, M3MeHeHUn K AoroBopy (OOMOMHUTENbHOIO COrMalleHusl, CornalleHus,
COrnalleHnsi O PacTOPXKEHWU, U3MEHEHUSI K OOroBOpY, M3MEHEHUS K [OMN. COrnalleHuio) BKI4YaeT
criegytowne cTaamu:

e [logroToBka.

e Peructpauus (aBTOMaTU4eCKM B MOMEHT OTNpaBku Mo MapLipyTy). MNpoTokonbl cornacoBaHus
pasHornacuin He perncTpupyroTCs.

e CornacoBaHve. HeobssaTtenbHas cragus. [lpegycMoTpeHa BO3MOXHOCTb —OpraHusaumm
[OMONMHUTENBHOrO COorfacoBaHus.

o [lopaboTka/ObpaboTka 3amevaHuin. HeobsizaTenbHas ctaaus.

o [lognucaHue. MNpegycmMoTpeHa BO3MOXHOCTb OpraHmM3aumm AONONHUTESNIbHOMO CorfiacoBaHums.
e [lognucaHwue y koHTpareHTa. HeobasaTtenbHas ctagums.

e lcnonHeHue. VicnonHeHue peanusyetcsa Yepes co3gaHue nopyyeHnin CoTpyaHnkam.

e [lomelleHne B Oeno KON M opuruHana AOoKyMeHTa (MOMeLleHVe opurMHana OOKYMeHTa B
[1eN10 MOXeT OCYLLEeCTBIATLCS aBToOMaTUYeckun unm ¢ yqactmem OBL).

e [lepenaya AOKYMEHTa Ha onepaTUBHOE XpPaHEHWE MO OKOHYaHUM 06paboTKU.

[.1.6. NMponsBornbHbIe AOKYMEHTbI

B B[] MpuHATHe pelleHn CyLLecTBYeT TUN JOKyMeHTa «[1pon3BOMbHbIN AOKYMEHT». [JaHHbIN TUn
MOXHO MCMonb30BaTb Takke Ans 06paboTkm nobbiX BUAOB AOKYMEHTOB, HANpMMep, CHEToB-PaKTyp U
pasnnyHbIX (OUHAHCOBBLIX OOKYMEHTOB MO [OroBopaM, a Takke ANnd BBOAA CTapblX LOKYMEHTOB C
cuctemy. B 3aBucuMMOCTM OT BMAa AOKYMEHTOB OCYLLECTBMSIETCA HACTPOMKa TUMOBbLIX MapLUpYyTOB
06paboTkM OOKyMeHTOB. B kapTouke TWMMOBOro MaplpyTa MOXHO MOAKMAYUTE M PacnofioXutb B
Heobxoaumom nopsgke ctagum obpaboTkn gokymeHnTa: NoTtokoBbii BBog, CornacosaHue, NognucanHue,
YTBepxaeHue, Pernctpauus.

Hanpumep, ctaHgapTHas cxema 06paboTku NPon3BOSbHbIX JOKYMEHTOB (M5 cTagumn «[1oTOKOBbIN
BBOZ») BKIIOYAET crneayolime CTaamm:
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lNopgroTtoBska.

OxupaHve NOTOKOBOTO BBOAA BMOXEHUA B TeYeHMe yKasaHHOro B HACTpoMkax cpoka (ans
[IOKYMEHTOB C MapLLpPyTOM MOTOKOBOrO BBOAA BMOXEHWI). [JOKYMEHT HaxoaWuTCsl B LaHHOW
cTagum O0 Tex nop, noka no Hemy He OyayT AoGaBneHbl BNOXEHWs, U Nosfb3oBaTelnb He
OTNPaBUT ero Aanee no MapLupyTy (MnnM UcteveT CPoK OXMUAAHUS).

Beog 3aBepLueH (ans LOKYMEHTOB C MapLUpyToM 6e3 NOTOKOBOro BBOAA BOXEHWUN). [JOKyMeHT
HaxoAWTCs B JaHHOW CTagun 0 TeX rnop, Noka no Hemy He ByayT AoGaBneHbl BIOXEHMSI.

MomelwleHne B [Oeno opurMHana [OKYMeHTa MOoCre COXpaHeHWUst KapTouyku (MomelleHue
opuvruHana foKyMeHTa B efl0 MOXET OCYLLECTBSATLCA aBTOMaTUYeCcku unm ¢ ydactuem OB[).

Mepenaya AOKyMeHTa Ha onepaTUBHOE XPaHEHMe No OKOHYaHUM 06paboTKK.

[11.2. Co3pgaHne AOKYMEHTOB

[ns co3naHus JOKYMEHTa HYXXHO:

1. Haxatb kHonky [HoBbIM AOKYMeHT] Ha naHenu OencTBMA ogHOro 13 npeacrtaenenun b MNP

1 BblbpaTb M3 cnucka HeobxoaMMbIN TUN AOKyMeHTa. [JoroBopHble AOKYMEHTbl CO34atoTcsi No
kHonke [CBA3aHHbIM] HA NaHenu OeNCTBUN.

[okymeHTbl kracca «/3meHeHus k goroeopy» (JononHutensHoe cornaweHune, ameHeHus k
porosopy, MiameHeHus k gon.cornawexuio, CornaweHune, CornatleHne o pacTopXXeHUn) MOXHO
€034aBaTb Ha OCHOBaHUW 4OroBopa (UM COOTBETCTBYHOLLETO JOTOBOPHOIO AOKYMEHTA),
HaxoAsLerocs Ha onepaTMBHOM XpaHeHun. [ins 3Toro HyXHo oTkpbiTb B OX, OTKPbITL HA NPOCMOTP
HYXHbI JOKYMEHT, HaxaTb KHONKy [UI3MeHeHus K AorosBopy] Ha nNaHenun AencTeni 1 Boelibpatb
COOTBETCTBYIOLNIA TUMN JOKYMEHTA.

B nosiBuBEMCSA auanore BbibpaTb MapLupyT o0paboTkM Ans HOBOro AOKYMEHTa U HaxaTtb
[OK]. MNocne aToro Ha akpaHe OTKPbIBAETCS KAapTOYKa HOBOIO JOKYMEHTA.

Ecnu B B[] TunoBble mapwpyTbl 45118 AOKYMEHTOB 6a3bl 4aHHbIX MpUHATHE pelueHuin co3aaH
TONbKO OAWH TUNOBOW Npouecc, AOCTYMNHbINA nonb3osaTento (ero MO u A1), To npu co3gaHum
AOKYMEHTa 3TOT TUMOBOW MPOLECC UCMOMb3YeTCsl N0 yMoN4YaHuio 6e3 npeaBaputensHoro Beibopa.

MpaBuna co3gaHnsa AOroBOPHbIX AOKYMEHTOB:

¢ [1poTokon cornacoBaHus pasHornacun (MCP) MoXeT 6bITb CO34aH Ha OCHOBaHUM
3aperncTpupoBaHHOro AOroBopa M JOrOBOPHOro AOoKyMeHTa ntoboro Tuna, a Takke Ha OCHOBaHMM
He3aperncTpypoBaHHOro AOroBopa.

o Cneumndmkaums MoxeT BblTb CO34aHa TONbKO HA OCHOBaHWUM 3aperMcTppoBaHHOIO A0rosopa u
AOMNOMHUTENBHOrO COrfalleHns], a Takke Ha OCHOBaHUW He3aperncTpupoBaHHOIo 4OroBopa.

o 3meHeHus Kk cneumdmkauum MoryT 6biTb CO34aHbl TONIbKO HA OCHOBaHWUM 3aperMcTpupoBaHHON
cneumdmrKkauum K 4OroBopy.

e /I3MeHeHus K 4OoroBopy (4OMNONHWUTENBbHOE CornalleHne, cornalleHune, cornawlieHve o
pacTOPXXEHUMW, U3MEHEHNS K AOTOBOPY) MOTyT ObITb CO3AaHbl TONIbKO Ha OCHOBaHWUU
3aperncTpnupoBaHHOro 4orosopa.

e 13meHeHus K AOMOSNTHUTENbHOMY COrfalleHuio MOryT ObiTb CO34aHbl TOMbKO HA OCHOBaHUK
3aperncTprpoBaHHOIO AOMNOSNHUTENBHOIO COornalleHusl.

e [punoxeHve K 4OroBOpy MOXeT ObITb CO30aHO Ha OCHOBaHWM 3aperMcTpMpoBaHHOrO JOroBOPA.

n
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D,J'IH CO34aHUA KapTOYKMN CBA3AHHOIO AOroBOPHOro AOKyMeHTa HeO6XO,EI,VIMO CHa4ala BblgernnTb B
npeacTaBneHnn HeobXoaANMbIV AOKYMEHT, C KOTOPbIM ByaeT cBA3aHa co3fgaBaemMasi KapTouka.
HaxaTb ,qa OnAa CBA3blIBaHUA JOKYMEHTOB, Hem Ona OTMeHbl co3aaHnA OOKYMEeHTa.

B kapTo4yke goroBopa M OOroBOpHbIX AOKYMEHTOB MO KHomnke [depeBo poroBopa] Ha BKnagke
CesizaHHble OOKyMeHmMbl MOXHO MOCMOTPETb OTOOpaXeHne uepapxm4eckoro [nepeBa CBA3en
OOroBOPHbIX JOKYMEHTOB.

Ecnn B TInoBom MapLipyTte 06pa6OTKVI goroesopa, Ha OCHOBaHUM KOTOPOro co3gaeTcd AOKYMEHT,
ycTaHoeneH dnar Hacnedoeamb mapwpym npu co3daHuu cesi3aHHbIX 002080PHbIX
doxymeHmoe, TO CBA3aHHbIE OOroOBOPHbIE AOKYMEHTbI HacneayrT MapLlpyT 4Ooroeopa-oCHOBaHUA C
BO3MOXHOCTbIO peakTnpoBaHud, 1 OKHO A5A Bbl60pa TUNOBOIO Mnpouecca He 0T06pa>KaeTcs=|.

Ecnn cpnar He npocTaBJi€H, TO CUCTEMaA NpeaocTaBiiA€T BO3IMOXHOCTb Bbl60pa MapuwpyTa ana
OOroBOpPHOro goKymMmeHTa n3 BCex AOCTYMNHbIX MapLIpyToB, CO34aHHbIX ONA gorosopa.

B PK goroBopHOro gokymeHTa HacnegyTcs BCe 3anoSfIHEHHbIE MO 40roBopa-oCHOBaHUS
C BO3MOXXHOCTbIO UX pegaKkTUpoBaHus, kpome nonevn Jama Havana, Jama okoH4aHusi, lMpu3Hak
deticmeusi (Tonbko Ansa Oorosopos v Jon.cornawleHunin). B kapToukax cneuundumkaumm, IameHeHni K
cneundukaumm n NCP 3T nons OTCYTCTBYIOT.

3. 3anonHuTb nons KapToukMm JokyMeHTa. [Ons nepexoga Mo nonsM  KapTOYKM  MOXHO

ncnorne3osBaTtb knasuwy TAB.

4. HaxaTb KHOMKy B([Coxpaﬂmb]) Ha NaHenwn OeNCTBUN.
[OKyMeHT coxpaHsieTcs B ctatyce «4epHOBUKY.

Mocne 3anonHeHns Bcex obs3aTenbHbIX Nonen n coxpaHeHns kaptoyukn OPL/gorosopa (4o oTnpaBku
AOKYMEHTa Nno MapLupyTy) MOXHO OTNMpaBWTb 3anpoC Ha pe3epBMpOBaHME HoOMepa [OKyMeHTa
(n. 111.26. Pe3epBurpoBaHue perncTpaumoHHOro Homepa 1 oTMeHa pe3epBnpoBaHus).

[11.3. BBoa nHpopmaLmm o KOHTpareHTe

B B MNP cyuwectByeT BO3MOXHOCTb HEMNOCPEACTBEHHOrO BBOAA MHAOPMAaUUM O KOHTpareHTe,
a Takke o npeacTaBuUTene KOHTpareHTa, U3 KapToyku 0roBopa U A0roBOPHOro JOKYMEHTA.
Ecnu B HacTponkax B BHewHue adpecamsi (B B[] AQMUHUCTpUpOBaHue) ycTaHOBMNEH dnar
Mpoeepka 611a2oHadexHOCMU KOHMPa2eHmoe, To BO3MOXHOCTb 406aB/Tb HOBOIO KOHTpareHTa u
€ro npeacraBuTesNis B KapTOYKe JOroBopa U AOrOBOPHOMO AOKYMEHTa OTCYTCTBYET.
[aHHy0 BO3MOXHOCTb yOOBHO nucnonb3oBaTh Npu pabote ¢ HOBbIMKU OpraHm3aumsmn. locne Toro
Kak aTa MHdopmauuna GyaeTt BBedeHa, OHa Takke oTpasutca u B B[l BHewHue apgpecatbl. [1losaTomy
BBeAEeHHaa Takum obpa3om opraHusauua 6OygeT oTobpaxaTtbCa B CnmMcKax MpoCMoTpa BCEX
3anornHsaeMbIX BNOCNeACTBUM JOKYMEHTOB.

YT06bI BBECTN HOBYIO OpraHu3aLmio (npeactaBuTenst) B CIMCOK NPOCMOTPA, HYXHO:
Q
1. Haxogscb B pexume peaakTMpoBaHUA [OOKYMEHTa, HaXaTb KHOMKY pPSAOM C Mnonem
KornmpazeHnm (B KapTo4yke 4OroBopa MUnv 4OroBOPHOrO AOKYMEHTA).

2. B oTtkpbiBwemca gunanore «Bblbop katanora» ykasatb B[l BHewHue apgpecartbl U HaxaTtb
kHonky [OK].

3. B noseBuBwemcsa pguanore wenkHyTb N0 ccbinke Hoeas opeaHusauyus (Hoebll
npedcmasumerns).
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4. 3anonHute nonda gopmbl «HoBas opraHusaums» («HoBbin npepctaBuTenb»). NMonsg dopm

«HoBas opraHuzauusa» n «HoBbIM nNpeacTaBuTeNb» ONUCaHbl B npunoxeHun (Tabnuvua 51,
Tabnuua 52).

5. Haxatb kHonky [OK] ansa coxpaHeHusi nHdopmaunm n Bo3spawleHuns B gokymeHt B MP.
[1l.4.PaboTa ¢ BrOXeHUAMMU

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

1. Ha naHenu gencTBMil BCTPOEHHOTO MPEACTaBNeHNs 06MnacTu BMOXEHWIA HaXaTb KHOMKY -
([Ao6aBuTtb]) (PncyHokK 8).

Copepxatenniian wacTn Nswmenwe goxymenta | Yonoswn gorosops | Opmrwsan | Cemsanmmie goxyments | OGCympemme | floctyn

»

LRS! o w0

Coprpmanne qowymewrs 10K

Z DF HInmnaewms FEanil TApEHTODUS | 0o 19% Dapoan 1 I0.07.2013 35142:08 AGHNARTRATED G0
WDDCEDNS MCOT YeTe-Thra

OrRanituenne DAINEs0R SXIASmedeHx SaAnoe (ME)

PucyHok 8. O6nacTtb BNOXeHUN KapTO4KM JOKYMeHTa

Mpun coxpaHeHnn JOKYMEHTa Unu oTnpaBke Mo MapLUPYTy BAOXeHHble hannbl, Ao6aBneHHbIe B
TekcTtoBoe none «CogepxaTenbHas 4acTby, NEPEeMeCcTATC B BrIOK BOXEHWIN KapTOYky AOKYMEHTA.
MosiBuTCA coobweHune: «[JobasneHHble dannbl nepeHeceHbl B 6110k BrioxeHun. MNpn HeobxoammocTu
N3MeHUTe TUN BIIOXeHWs no kHonke [CBomrcTBa)». Nocne nepeHoca BNoXeHHble dainbl B none
CodepxamenbHasi Yacmb oTobpaxaTtbest He byayT.

2. 3anonHuTb nonsa oTkpbiBLenca opMbl JobaBneHns Bnoxerus (PucyHok 9):

o B none UcmouHuk ykasaTb C NOMOLLLIO NepekntoyaTens, otkyaa dyaet aobasneH dann
— C¢ nokanbHoro aumcka unu m3 bl WabnoHbl, nMbo oOTCKaHMpOBaTb WMEKLLMIACS
OymaxHbil BapuaHT OOKyMeHTa, BblbpaB B KayecTBe MCTOYHMKA CkaHep (onucaHue
NPOCTOro CKaHMpoBaHUA NpuBeaeHo B pasgene I11.5 CkaHnpoBaHue JOKYMEHTOB).

Mpu HeobxogumocTu psagom ¢ nonem UcTtouHmk yctaHoBute donar 1o ymosryaHuro. BelbpaHHbIv
NCTOYHUK ,qoﬁaaneva CbaVIJ'IOB 6y/:|,eT YCTaHOBJ1EH NO YMO4YaHuio B AaHHOM nanioroBoM OkKHe npu

nobaBneHnn annoB B KAPTOYKM AOKYMEHTOB B AaflbHENLLEM.

NcTouHuk gobaeneHms annos No yMonyaHuio MoXeT ObiTb YKasaH B HacTporkax maBHon
CTpaHuLbl CUCTEMBI.

e Bnone Tun Bbl6paTb C NMOMOLLIbKO KHOMKK 1 TN BNOXXEHUA.

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

J.
npeaBapuTenbHO  CKOMMPOBaHHbING B Bydbep obmeHa, C MNOMOLLBIO  KHOMKK |
(HegocTynHO ansa BebG-uHepdenca). Yaanutbe Jo0aBNEHHbIN hansi MOXHO C NMOMOLLbIO

KHOMKN >(
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e [lone HaseaHue 3anonHseTca aBTomaTuyeckm nocrne Bblbopa danna. [pu
Heo6X04MMOCTN MOXHO N3MEHUTL Ha3BaHMe.

L] I'IpM HeO6XOD,I/IMOCTVI BBECTUN KOMMEHTapun B nosie KommeHmapu(l.

3. Haxatb [OK].

KonnyecTBo CMMBOMOB B HAVMEHOBaHUN BIIOXEHWS OFPaHNYEHO:

e B Beb-MHTepdelice - 195 cMMBOnOB;

e B KNUEHTEe - 175 CUMBONOB B aHINIMNCKOW packnagke, 87 CMMBOSIOB B PYCCKOW.
Jonyctumbin pa3mep danna BnoxeHus onpegensieTcs HacTpovkamu TUNMOBOro MapLupyTa
00paboTKM AOKYMEHTA.

B pesynbTaTe BbiOpaHHbIM dann 6yaeT gobaeneH B 06nacty BNOXEHWI B yKa3aHHYI0 KaTeropuio
(cm. PucyHok 8).

MeTou ki & Tokanensiance T Mo ymonuanni

" B "WabnoHe!"

" CkaHep
Tun BnoxeHua CoAEp*aHHE A0KYMEHTS | >(
dain
HazgaHWe
KommeHTapHi

Ok OTMEHA

PucyHok 9. ®opma gob6aBreHns BNoxeHus

B obnacTtb BNoxeHu MoxHO AobaBuTb dhann, ckonmpoBaHHbIN B Bydep obmeHa, o KHonke
([Do6aBuTb U3 6ydepal). aHHOe fencTBne HeQoOCTYNHO Npu paboTte noa BeG-uHTepdencom.
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YTtoObl yaoanntb BNOXEeHNe U3 KapTOYKNM OOKYyMEeHTa, HY>KHO BblAENIUTb HeO6XOLI,I/IMbIIZ OOKYMEHT B

06nacTn BrOXEHWA M HaxaTb kHonky - 3 ([YmanuTb]) (cM. PucyHok 8). B OTKpbIBLUEMCS OKHe
NOATBEPAMUTL BbINOMHEHWE onepauun.

lMonb3oBaTenb MOXET yAanuTb TOMNbKO Te (hainbl BNOXEHUS (a TaKkkKe UX BepPCUMn U peaakummn),
KoTopble 6biny nm gobasneHbl (M A0 TOro, Kak AOKYMEHT nepenaeTt Ha CnefylLlyo cTaamio
06paboTkn). YaanaTe dannbl BIOXEHWIA B 3apErMCTPUPOBaHHbIX JOKYMEHTax MoXeT AOMUHUCTpaTop
CUCTEMBI.

UToObl M3MEHUTb BINOXEHME, HY)XHO BblAENUTb Heobxoaummbin cdhann B 06racTn BIIOXEHWUA ©

HaXaTb KHOMKY 4 (IN3ameHunTb)) (CM. PucyHok 8). B BbhinagatowemM MeHo BblOpaTh HYXXHbIA MYHKT:

Co3damb eepcuro — CO3[aHVe HOBOW BepCUMM BbIAENEHHOrO B MpeACTaBreHUN BIIOXEHUS.
C nomoLbio CTaHOApTHbIX AMarnoroB 3arnofiHUTb MOoNs MosBMBLUENCS OPMbl U HaxaTb
kHonky [OK].

Co3damb pedakyuro — co3JaHNe HOBOW pefakumyM BbIOENEHHOrO B MNPeACTaBreHUn
BNoxeHusi. C MOMOLLbIO CTaHAAPTHbLIX AWAanoroB 3anofiHUTb MONS NOABMBLUENCS (hOpMbl K
HaxaTtb kHonky [OK].
Mpu cospgaHun Bepcun/pegakumm JOKyMeHTa B OkHe fobaBneHns Bepcun/pegakuum Heobxoamnmo
BbIOpaTb NCTOYHMK AoOaBneHus danna:

e JlokanbHbI OUCK — HYXXHO BbIOpaTh dhain ¢ yKazaHHOro MECTOMOJOXEHUS, yka3aTb Ha3BaHue
1 BBECTW KOMMEHTapPWIA.

e Konusa — HyxxHO BbIBpaTb (hawin, B KONUM KOTOPOro 6yaeT cosgaHa Bepcus/pegakums, ykasatb
HasBaHWe 1 BBECTWM KOMMEHTapWIA, NOCNE Yero BHECTU U3MEHEHNS B OTKPbIBLUMIACS dhanin,
COXpPaHWTb ero u 3abpaTtb N3MEHEHNS BIIOXEHNA B KAPTOYKY AOKYMEHTA NO KHOMKe
[UameHuTb]:[3abpaTb N3MeHeHUs BNoxeHus] (1o6asneHne Bepcun 1 pegakumm canna

BIOXEHUSI C TUMOM MUCToYHMKa «Konusay npu paboTe Yyepes BeO-UHTEpPENC onncaHo B
pasgene 11l.4.1 PaboTa c BnoxeHusimu B BeO-UHTEpdENCe CUCTEMBI).

CosgaHue Bepcun 1 pegakunii annos BMOXEHUN He NpeaycMaTpuBaeTcs Npu HaxoXaeHun
Jorosopa (4OroBopHOro JOKyMeHTa) B ctaTyce «Ha nognucaHum y KoHTpareHTa.

Hob6asumb pedakyuro u3 obcyxOeHul, ecnv NPy COrnacoBaHUN OOKYMEHTa Heobxoammo
co3gatbh pedakumio danna BnoxeHus. Npy 3TOM B OTKPbIBLUEMCS AMANOroBOM OKHE HYXXHO
BblOpaTb COObLLEHNE, N3 BNOXEHNST KOTOPOrO HY)XHO €O34aTb pedakuuio, a 3aTeM OTMETUTb
BMNOXeHus BblIGpaHHOro coobLleHns ons nx 4obaBneHns B KApTOUKY.

B auanorosom okHe oTo6paxaeTcs nepeyeHb COOBLLEHNI, AOCTYMNHbIX TEKYLLEMY MOMb30BaTEN!HO.

Pedakmupoeamb esl0KeHue, €cn HeobXOOAMMO BHECTU U3MEHEHUS B  CO3[aHHYH
Bepcuto/peaakumio BNOXEHUSI A0 BblHECEHMsT pelleHus. MNpyu 3TOM OOKYMEHT OTKpbIBaeTCs B
COOTBETCTBYHIOLLEM MPUTOXKEHNMN.

3abpamb u3MeHeHUsi 8JI0)KeHUSI, eCnn HeObBXOOUMO COXPaHWUTb W MEpPEeHEeCTU B KapTOuKy
YaCTUYHble W3MEHEHUsl, KOoTopble ObinM BbINONMHEHbI B anne BrOXKEHUMS Npu  ero
pefakTMpoBaHun (pedakTMpoBaHWE BIOXEHWA W nocrnefylowee COXpaHeHUe W3MEHEHWA B
KapTouky AOKymeHTa npu paboTe noa Beb-uHTepdbencom onmcaHo B n. lll.4.1 Pabota c
BNOXeHUAMU B BEG-HTEPdENCE CUCTEMDI).

n
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YTtoObl NPOCMOTPETb (VI3MeHI/ITb) cBoWCTBa [J,O6aBJ'IeHHOFO BIOXXEeHUA (TI/II'I BINoOXeHunA, Ha3BaHue,

KOMMEHTapWI1) HYXHO BbIAENUTL HEOBXOANMbIA JOKYMEHT B 06MacTi BOXEHUN U HaXaTb KHOMKy &
(ICBoncTBa)).
Nonb3oBaTenb MOXeET N3MEHUTb CBOMCTBA TOJbKO TEX CbaVIJ'IOB BJTOXXKEHUA (a TaKkxe nx Bepcvu7| n

penakumi), kotopble Obinv UM gobaBneHbl (M 40 TOro, Kak AOKYMEHT NepeiaeT Ha CrieayroLLyto
cTtaguio obpaboTkn).

YTtoObl COXpPaHNTb BI1IOXXEHUE Ha YKECTKN ONCK unn p,pyr017| HOCUTEJ1b, HY>KHO B obnacTu BrOXeHui

HaXxaTb KHOMKY T ([CoxpaHuTb]), B OTKPbIBLLEMCH OKHE OTMETUTb hawrbl AN COXpPaHEeHUS, HaxaTb
(IOK]) n 3aTem BbiOpaTb HEO6XOANMMOE MECTOMNONOXEHME, Kyda byayT coxpaHeHbl BbibpaHHble dhalnbl
=
Uto6bl pacneyataTh BrOXeHWe, cneayeT BbiAenuTb ero B NPeACTAaBMEeHNN N HAaXKaTb KHOMKY <~
([MevaTb BnoxeHwus)). JaHHOe AevicTBMe HeOQOCTYNHO Npu paboTe nog Be6-nHTepdencom.

>

KHonka ([PunbTp]) Ucnonb3yetcss AN U3MEHEHUS OTOOPaKEHMS BIIOXEHUA U COLEPXKUT
BbiNagatoLLun CNnNCOK:

e Bce — oTobpaxaloTcsa BCe BIOXEHUS;
e [locnedHue sepcuu — oTOGPaxalTCA TONLKO NOCNeAHNEe BEPCUM OKYMEHTOB C pedakuusamMu;
o  Ucmopus — oTobpaxaeTca nctopusi paboTbl C BIOXEHMAMU, BKITlOYas yaaneHHble dannbl.

OTKpbITb M MOCMOTPETL BIIOXKEHHbIA (Al MOXHO, BbIMOSTHMB OBOWHOW LIEMYOK MbIK Ha
COOTBETCTBYIOLWEM hanrne B obnactu BrnoxeHun. ®ann 6yaeTt OTKPbIT C NOMOLLLIO COOTBETCTBYHIOLLErO
eMy npunoxeHusa (NpocmMoTp pannos BnoxeHun B Beb-mHTepdence onmucaH B n. I.4.1 Pabota ¢
BINOXEHMAMU B BEG-UHTEpPdEiCe CUCTEMDI).

[N OTKPLITUS BCEeX BIIOXEHHbIX DaiifioB cpasy credyeT BOCMOMb30BATLCA KHOMKOW
([OTKpbITb Ha npocmoTp]) (cMm. PucyHok 8). Bce BnoxeHHble annbl 6yayT OTKPbITbl C MOMOLLbIO
COOTBETCTBYIOLLMX UM MpUNoXeHnin. [JaHHoe OecTBME HEAOCTYMHO nNpu paboTe nog BeG-nHTepdencom.

B KapTO4Ky OOKYMEHTa MOXXHO TakKe BITOXUTb cbaﬂn CO CKaHepa C NOMOLL b KHOMKKN
[Pacno3HaBaHue] Ha naHenun genctsuin (. II1.5. CkaHmpoBaHne gokymeHToB). B kapTouke OP[, C3

1 3as8BKK No kHonke = ([MeuyaTs]), BbIOpaB B BbiNagatoLlem cnvcke [Meyats no wa6noHy]:
[MpukpenuTb Kak BNoXeHWe], MOXHO aBTOMaTn4Yeckn chopMmMpoBaTh BIIOXKEHWNE HA OCHOBaHUM
3anofTHEHHbIX NOMen percTpaunoHHon KapToyku (cMm. . 111.4.1 PaboTa ¢ BnoxeHnsimu B Beb-
UHTEepdence cuctemsol).

.4.1. Pa6oTta ¢ BnoxeHuamu B Be6-nHTepcence cuctembl

[nsa npocmoTpa danna BnoxeHust npu paborte B Be6-nHTEPENCE HYXKHO LLENKHYTh MO CCbIfKE Ha
cooTBeTCTBYIOWMN pann BnoxeHus (PucyHok 10). BbiGpaHHbIM hann (Hanpumep, dann ¢
pacwupeHuem .doc, .XIs 1 T.Mn.) NMBOo cKkaumMBaETCs Ha NOKarnbHbIN ANCK (B MECTOMOSOXEHNE, YKazaHHOe
B HacTpomnkax mcnonbdyemoro 6paysepa), nocne 4ero ero MOXXHO OTKPbITb U MPOCMOTPETb C MOMOLLbIO
COOTBETCTBYIOLLEro npuroxeHus,, nNnbo cpasy OTKpbIBAeTCs C MOMOLLbID COOTBETCTBYHOLLErO
npunoXxexus (Hanpumep, dannsl n3obpaxeHun Tuna .jpg, .png v 1.n.).
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':“4} NoBaeuTs 253 M3MeHUTB ¥ Y.Oanute ?E‘ CoxXpaHuTs 7 ounspr G
HanmeHosaHue daina PacwmpeHne Pasmep Bepcna Oara cosgaHuAa ABTOp KomMMeHTapHi
—|CopepsaHne oKyMEHTa 23K
| & OopaboTka gokyMeHTa doox 23K Bepoua 1 02.12.2014 AomuHuctpatop Cepreit KOMMEHTapWIA

16:59:14 BnaoumMuposmy

PucyHok 10. Obnactb BNoOXeHUN KapTO4KM JOKYMeHTa B Beb-uHtepdeice

[na cosgaHua Bepcum unu pegakunmn danna BnoXeHust ¢ TMNom UctodHnka Konus npu pabote B
BeO-MHTepdence Hy>xHo:

1. Bblgenutb Heo6xoaMMbIN OKYMEHT B 06MacTu BROXEHUA U HaXaTb KHOMKY =7 4 ([M3meHunTB])
(cm. PucyHok 10).

2. B Bbinapatoliem cnuvcke BbibpaTh onepaumio Co3zdame eepcutro/Co30amp pedakyuro.

3. YcraHoBuUTb nepekntovatenib McmoyHuk B 3Ha4veHue Konusi. BbibpaHHbI hann ckaumBaeTcs
Ha IOKarbHbIN OMCK (B MECTOMOSIOXEHNE, YKa3aHHOE B HACTPOMKaxX Ncnomnb3yemoro 6paysepa),
O YeM B OKHe pedakTMpoBaHusi hanna nonb3oBaTento oTobpaxaeTcsi COOTBETCTBYHOLLEE
coobuieHne (PucyHok 11).

4. Heobxoanmmo BHECTM M3MEHEHMSI B CKadaHHbIA dann, COXpaHUTb ero Ha gucke u gobaBuTb
M3MEHEHHbIN hann B KapTOYKy OOKYMEHTa, BblOpaB ero ¢ nomollbld kHomku [BbiGepuTe
c¢ann] n Haxxae kHonky [OK] (PucyHok 11).

5. Tllpn Heob6Xxo0AMMOCTM MOXHO U3MEHUTb Ha3BaHWe danna u BBECTU KOMMEHTapPUN.

B pesynbTate BbINOSHEHHbIX AENCTBUA COXPaHEHHas1 BEPCUS UNKU pedakumst panna BrOXEHUN
nobaBuTcs B 061acTb BIIOXEHUA KAPTOYKM AOKYMEHTA.

Ao5asMTe BEPCHID

HMeTouHMK: NokansHelA OMckK
Konua
Pann 3anylWled Ha CKadMBaHWe, oTREAaKTURYHTS, COXpaHUTE
M3IMEHEHWMA HE& OWCKE W BNOWKWTE B none Pann

dann R ———— .

BriGepuTe dain | Pain He ecibpaH
HazsaHwe
KoMMeHTapui

Ok OTMEHE

PucyHok 11. [lo6aBneHue Bepcum harina BnoxeHusi B Be6-uHrepdence

[na penaktupoBaHuns gobasneHHoOW pedakumm unm sepcun darina BrnoxeHunsa npu pabote B Beb-
NHTEpdence Hy>Ho:

1. Bbligenutb Heobxoaummbli hain B 06facTu BIIOXEHUN M HaxaTb KHOMKY = 4 ([U3meHunTB])
(cm. PucyHok 10).

2. BBbinagatowem cnucke BblOpaTb Pedakmupoeamb eJsioxeHue. BbiOpaHHbIi  dann
CKayMBaeTCa Ha JoKanbHbIi OUCK (B MECTOMONIOXKEHWEe, YKa3aHHOE B HaCTpOWMKax
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ncnonbdyemoro 6Opay3epa), O 4YeM B OKHe pedakTUpoBaHuA danna nonb3oBaTesntio
oTobpaxaeTtcsa cooTBeTCTBYHOWEE coobLueHne (PrucyHok 12).

3. Heobxoammo BHECTM M3MEHEHMsI B CKadaHHbIA dhaln, COXpaHUTb ero Ha gucke u gobaBuTb
N3MEHEHHbIN hbarn B KapTOYKy OOKYMEHTa, BblbpaB ero ¢ noMoLlbio KHOMku [Bbloepute
c¢ann] n Haxxas kHonky [OK] (PrucyHok 12).

PeoakTWpoBaTe BNOXEHKWA

FeoakTupyeMoe BnomeHWe: Bnowennel.doc Bepoua 1

$aln 3anyWwed Ha CKadWBaHue, OTRSAaKTHRY TS, CoOXpaHuTe
M3IMEHEHWA HA AWMCKE W BAOKWTE B none $ann
©ain _—
| BuiGepure paiin | ®aiin He BriGpan

Ok OTMEHA

PucyHok 12. OKHO pefaKTUpPOBaHUA BIIOXEHUSA

B pesynbTaTe BbIMNOMHEHHbLIX AEWCTBUA W3MEHEHHbIN dann BroXeHust gobaBuTca B obnacTb
BNOXEHWIN KapTOYKM AOKYMEHTA.

11.4.2. ABTOMaTM4eckoe ¢opmupoBaHume BNOXeHus AOKYMeHTa

Ha OCHOBaHMUM 3arnofIHEeHHbIX NOfien perMcTpaumoHHON KapTOUKU

[aHHOe fencTBME JOCTYMHO TONbKO B kKNueHTe Anst Bepcun MS WORD 2007 v BbiLue.

Mpn cosgaHum kaptoudkn OP[L, C3 n 3adBkM B KapTouKy (B BMAE BMOXEHUS) MOXHO A06aBuUTb
nevatHyto copmy fokymeHta. OHa copmupyeTcss aBTOMaTMYECKM Ha OCHOBaHMM MOMEn KapTOYKK
AoKymeHTa. [Ina 3Toro HeobxoAMMO 3anofHWUTb BCe 0bA3aTenbHble MONs KapTOYkW, B TOM 4uChe,
[00aBuTb coaepkaHne JOKYMeHTa B TEKCTOBOE Morie Ha Bknagke CodepxamesibHasi Yacmb, HaxaTb
KHONKy &= ([MeyaTb]) B KapTO4ke AOKyMeHTa W Bblbpatb [Mevyatb no wabnoHy]:[Mpukpennutb Kak
BriOXeHue], B BbiNagawolem cnucke BblbpaTb WwabnoH nedyaTtHoM POPMbl UCXOOALLErO OOKYMEHTa
OtkpoeTcsa cdopmMupoBaHHas nevatHas dopma [JokymeHTa. B obnactu BRoXeHui ¢ TUMNOM
CodepxxamenbHasi Yyacmb OTOOpaXxaeTcs chopMMpoBaHHas nevaTHasi popma JOKYMeHTa.

MNocne pernctpaunmn OOKyMeHTa, B obnactn BROXeHUn KOTOPOro COoTpyAHWKOM Obina p,o6aBneHa

neyatHaa opmMa AOKYMEHTa, perncrparop cmoxeT OoOHOBMTbL nmevaTHyt copmy anst gobaeneHus
Homepa un aaTtbl peructpauuu (0. 111.25. Pernctpauns ookymeHTa).

[11.5. CKaHMpoBaHMne A,OKYMEHTOB

[.5.1. CkaHMpoBaHue AOKYMEHTOB C NOoMoLbIO cneuuanbHoro MO

B obnacte BnoxeHun PK OOKymMeHTa MOXHO MOMECTUTb OTCKaHUMPOBAHHbLIA U PacnoO3HaHHbIV
OOKyMeHT, ecnn kK Cucrteme nogkniyeHo cpencrtBo pacno3HaBaHus ABBYY FineReader Scripting
Edition 7.01.
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YTtoObl OTCKaHMUPOBATb AOKYMEHT HY>KHO!:

1. B kapTouke ookyMeHTa HaxaTtb kHonky [PacnosHaBaHue]:[CkaHupoBaThk] (PucyHok 13).
H % QIpAENTE NC HEPUPYTY (1 Pacnoinanaime ~
LEAOnaTY ™ Kowdraerumanusio
i ™ Hha
MG opMay i No JORYMEHTY
Kparwoe COpepxanue: yos 2014 o THn aosymrenTa Moz oanimmi
Craryc Heproonr
MERomumr e e o
\( Ben AoKyMenTa:
Nopgnucanrne ﬂ

PucyHok 13. KHonka «PacnosHaBaHue» B PK nokymeHTa

2. Ha naHenn pgencteun okHa FineReader BbLINOMAHUTL CKaHMPOBaHWE W pacrno3HaBaHWe, Haxas
COOTBETCTBYIOLLNE KHOMKMU.
3. OtpepakTtnpoBaTb TekcT B FineReader, 4Tobbl ycTpaHuTb OWMOKM pacno3HaBaHus.
4. BepHyTbCA 0OpaTHO B KNMMEHT W HaxaTb kHONKy [Pacno3HaBaHue]:[MMnopTt] Ha naHenu
JENCTBUN.
B pesynbrate BbINOMHEHHbIX OENCTBUA pacno3HaHHbIA TeKCT OyaeT nomeweH B obnacTb
BNOXEHUN.

[na KoppekTHOro otobpa)keHus OTCKaHMPOBAHHOIO TEKCTa B KIMEeHTe Heobxoammo npoBepuThb,
ucnonesyet nn FineReader kupunnuyeckne wpudTbl AN 3anucy pacnos3HaHHoro tekcra. [ns atoro

HY>KHO:
1.
2.

11.5.2.

Haxogsice B FineReader BbinonHnTe KOMaHay MeHio <CepBuc>:<Onuun>.

B nossuBwemca guanore Hago BbiGpaTb BkNagky @opmMamupoeaHue W HaxaTb KHOMKY
[WpudThI].

B nosBuBWEMCA [fuanore ykasaTb Kupunnmyeckue wpudptbl (eCriv OHM He YyKa3aHbl
no ymon4aHuio) ons Bcex wpndTos, ucnonb3yemoblx FineReader.

MNMpocToe ckaHupoBaHue

®PyHKUMA CKaHMPOBaHWS AOCTyMNHa Tawke npu pobasneHun Bnoxenus B PK gokymeHTa no

KHOMKe % ([Mo6aBuTb]) (cM. pasaen I11.4 PaboTa ¢ BNoXeHAMN).

[ns nonyyenns nzobpaxeHmsa HeobxoanMo:

1.
2.

HaxaTb kHonky ~+ ([[lo6aBUTL]) Ha NaHenn AeiCTBUiA 0BNacTV BIOXEHW KapTOUKM.

Bbibpatb Tvn uctovHmka CkaHep (PucyHok 14).
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[loBaeneHne daiince |z|
HeTouHKuE:! " NokansHelid auck [~ no YMONUYaHWHD
" BAO "WabnoHe"
o CraHep
Tun BnoxceHna Cooep#aHue ACKYMEHTa ‘ >(
WzoBpaxerHne [T Nokasate avanor ckanepa

[DTI’EHKM ceporo (8 Dur] v]

|Ad (210 x 297) -

[~ c asyx cropon

CrkaHWpoBaThL

CraHep |f:anuScan LIDE 110 |
HassaHue | |
KoMMeHTapuia

QK J OTHEHS

PucyHok 14. MapameTpbl CKaHUPOBaHUS

3. LlenkHyB no ccbinke CkaHep, BbiOpaTb B OkHe «BbiGOp MCTOYHMKa» YCTPOWCTBO M3 CnuUCKa
AOCTYnHbIX B none CkaHep (PucyHok 15).

‘ BeiGop ucTournka i g

WeToyHmnkn:

" HP Laserdet M1120 MFP TWAIN 1.5 (32-3]
TWAIN2Z Freelmage Software Scanner 2.1
WIA-HP CLJ CM2320 Scan 1.0 (32-32)

PucyHok 15. Bbi6op nctoyHuka

4. YkasaTb napamMeTpbl CKAHUPOBaHUA.
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5. Haxatb kHonky [CkaHupoBaTtb] (PucyHok 14).
6. [Mpu Heob6xooMMOCTH yka3aTb Ha3BaHWE M BBECTU KOMMEHTAPUIA B COOTBETCTBYHOLLUX MNOMAX.

B pesynbrate BbINOMHEHHbIX AENCTBUA B obOnactb BroXeHun Oygetr pobasneH dhann
C n3obpaxeHnemM JOKyMeHTa.

[11.6. PegakTnpoBaHme OKYMEHTOB

YUT06bl OTpeaakTUpoBaTb KAPTOUKY AOKYMeHTa B 6a3e AaHHbIX, HY)XXHO:
1. BblGpaTb B OAHOM M3 NPEACTaBMNEHUI KapTOYKy HY>XHOrO JOKyMeEHTa.
2. OTKpbITb €€ Ha NPOCMOTP ABOWHbLIM LLENTYKOM MbILLW.

3. HaxaTb kHonky [PepakTtupoBaTtb] Ha naHenun encTBuUi U BHECTU HEOOXOANMbIE U3MEHEHMSA B
Nosnsi KAPTOYKM.

4. CoxpaHuUTb MHPOPMAaLMIO N 3aKPbITb KAPTOYKY.

[11.7. KonupoBaHue AOKYMEHTOB

KonvpoBaHue OOCTYNHO Ansi OKYMEHTOB Ha Ntoboli cTagun Kpome CTagmmn NOAroTOBKU.
B cucteme oTcyTCTBYET BO3MOXHOCTb Ny6NMkaLumn JOKYMEHTOB C npusHakom Kommepyeckasi
madHa.

YToObI co34aTb KOMUKO KapToO4kn AOKYMEHTa B Oase OaHHbIX, HY>KHO!

1. BbibpaTb B OOAHOM W3 MpeACcTaBneHu KapTOYKy HYXHOrO OOKYMeHTa (nMbo OTKpbITb ee Ha
NPOCMOTP) M HaxaTb KHorky [AdononHutenbHo]:[KonupoBaTb A[OKYMeEHT] Ha naHenu
OENCTBUN KapTO4YKM OOKYMeHTa unu kHonky [KonupoBaTb AOKYMEHT] Ha naHenn AencTBui
npeactasnexHuns b.

2. MoaTBepauTb BLINOMHEHME OnepaLum B OKHE C COObLLEeHNEM.
B pesynbTaTte co3gaeTcs Konus KapTodku OOKYMeHTa B cTaTyce «YepHoBuk»/ «[MoarotoBkay.

Mpwn BBINOMHEHUMN ONepaL My KONMMPOBAHUA AOKYMEHTA HE KOMUPYOTCA:
e  pansibl BNOXEHUN;
e copepxumMoe Bkragok O6cyxodeHue, MopyyeHusi, UIcmopusi usmeHeHus nosel,
CesizaHHble AokKyMeHmMbI, UcriosiHeHue do2080pa;
cekumna_Mcmopus pedakmuposaHus Bknagku fJocmynm;
3HayeHue nons Paboma c 6ymMaxKHbIM opu2uHasioM Ha Bknagke OpuauHar,
NYHKTbI pe3ontounin/ peLleHnin, oTnpaBrneHHble Ha NUCMOMNHEHNE;
npusHak encTBUsl AOrOBOPHOro JOKYMEHTa;
BbICTYMJIEHMS MO COBELLAHMIO.

[11.8.YpaneHne AOKYMEHTOB U aHHYNMpOBaHWe NpoeKTa Aorosopa

Bo3MOXHOCTb yoaneHna OOKyMeHTOB U3 0asbl OaHHbIX onpegendeTcda npaBamMu gocTtyna
nofib3oBaTen4.

YTo6bl yaanutb OKYMEHT U3 6a3bl AaHHbIX, HYXHO:

1. OTKpbITb B OAHOM U3 NpeACcTaBneHnin KapToOUKy HYXXHOIO AOKyMEHTa.
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2. HaxaTb Ha 3HAYOK KOP3WHbI B MpaBOM YacTW NaHenu OEUCTBUA KapTOYKM [OKYMeHTa W
NOATBEPAUTL BbINOMHEHNE OnepaLnn B OKHE C COOGLLIEHMEM.

Mpy 3TOM JOKYMEHT momMellaeTcsi B KOp3uHy (npeactasneHve Kopsuna). B 3aronoBok KapTouku

nobaBnsaeTcs Npu3Hak MOMELLEHUss B KOp3uHy “° 'T, BCE YBeOOMSIEHUS MO OaHHOMY [OOKYMEHTY Yy
OTBETCTBEHHbIX COTPYAHWKOB MEpexoasaT Ha BKNagky BbinosiHeHHbIe [NnaBHoOW cTpaHuubl. [1o

NCTEYEHMN BPEMEHW, YKa3aHHOro B HAcTpoKkax 6asbl, 4OKYMEHT yaanseTcs u3 6a3bl 4aHHbIX.

UToObl BOCCTAHOBUTb YyOANEHHbI OOKYMEHT W3 KOpP3WHbl, HeobxogumMo OTMEeTUTb €ero B
npeactasneHnn Kopsuna 1 HaxkaTb KHONKY [BoccTaHOBUTBL].

I'IpM yoarneHnn B KOP3NHY AOKYMEHTOB aBTOMAaTUYECKN yaanAaloTCA CBA3KN yaalrieHHbIX JOKYMEHTOB.
I'IpM BOCCTaHOBJIEHUN OOKYMEHTa U3 KOP3NHbl CBA3KN HE BOCCTAHaABIINBAIOTCA.

YT06bl aHHYNMpPOBaTb JOrOBOP, HYXKHO:
1. OTKpbITb B OAHOM M3 NpeAcTaBneHnin KapTOYKY HY)KHOro OKYMeHTa.
2. HaxaTb KHonky [AHHYNnMpoBaTb] Ha NaHenu AencTBUN.

Mpn 3TOM [OOroBOp M CBSI3aHHblE [JOrOBOPHbIE  OOKYMEHTbl MOMELLATCA B KOP3UHY
(npeactasneHve Kop3uua), a N0 UCTEYEHUM BPEMEHU, YKa3aHHOro B HacTponkax 6asbl, yaanserca w3
0a3bl AaHHbIX.

Bo3moxxHOCTb aHHYNMpoBaHua agorosopa goctynHa KypaTtopy n CoctaButento AoroBopa B ctaTyce
OoKymeHTa «Ha gopaboTtke».
Ecnu npn pacTop>XeHnn No AoroBopy MMerTCA CBA3aHHbIe OroBOPHbIE AOKYMEHTbI B OAHOM U3

NPOMEXXYTOYHbIX CTaTyCOB (40 perncTpaunn u He B ctaTtyce «Ha gopaboTtke»), To cuctema Bblgaet
COOTBETCTBYHOLLEE COODLLEHNE O HEOBXOANMOCTUN 3aBEpLUEHUS NpoLecca NO HUM.

[11.9. CBA3bIBaHME AOKYMEHTOB U fo0aBrieHne BHELWHNX CCbINTOK B KAPTOUKY

B B[ MNP npegycmoTpeHa BO3MOXHOCTb YKa3blBaTbh CBSA3b MeXAy AOKYMEHTamu (Korga, Hanpumep,
OOVH JOKYMEHT SBNSieTCA OTBETHbIM UK COMPOBOAUTENBHBIM K ApYroMy).

I'IpM Hannynn y 0OKymMmeHTa CBA3aHHbIX JOKYMEHTOB UITN BHELUHUX CCbIJTOK B BEPXHEM J1EBOM YIIy
KapTO4YKM OOKYMEHTOB B 0T06pa)KaeTCﬂ NPU3HaK « EcTb cBA3aHHbIE OOKYMEHTbI».

MoxHO cBSA3aTb AOKYMeHTbl Mexay cobow npu co3gaHuu, B npouecce obpaboTkn, a Takke
yAanuTb paHee Co3aHHYH CBA3b.
Mpun co3gaHum CBA3M MexXay CYLLECTBYOLWMMN OOKYMEHTAMKN cucteMa obecneynBaeT BO3MOXHOCTb
npeaocTtaBiieHna OoCTyna K AOKYMEHTY-OCHOBaHUIO COTpyAHUKaM, MMerLWKUM OOCTYyn K Bbl6paHHOMy
npv co3gaHnn CBA3M JOKYMEHTY, U HaobopoT.
Mpn coszgaHnm HOBOro AOKYMEHTAa, CBA3AHHOMO C CYLLEeCTBYIOLWNM, CUCTEMa NpefocTaBnaeT JOCTYN K

OOKYMEHTY-OCHOBaHUKO BCEM COTpPyAHWKaM, yYKa3aHHbIM B Ka4eCTBe y4aCTHUKOB 06pa6OTKI/I HOBOIo
CBA3AaHHOIo AOKYMEHTa.

I'Ipw co3gaHnn 4OKYMeHTOB, CBA3aHHbLIX C AOrOBOPOM:

UTobbl yKasaTb CBA3b MexXOy [OOroBOopoM W [OOrOBOPHbIM [OKYMEHTOM (cneuundukauuven,
NMPOTOKOSIOM COrfacoBaHUsA pasHornacumi, M3aMeHeHusaM K cneumdukaumm, U3MEeHEeHUeM K [0roBopy:
AOMOMHUTENbHLIM  COrnalleHneM, CornalleHneM, corfawlieHnemM O pacTOpXeHUU, WU3MEHEHVEM K
[OroBOPY), HYXXHO:
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1. Bbigenute B ogHomMm u3 npeactasneHun b TP 3apernctpmpoBaHHbIM OrOBOP, C KOTOPbIM
HY>KHO CBSi3aTb CO34aBaeMbIl JOKYMEHT.

2. HaxaTb kHONKy [CBAA3aHHbIN] Ha naHenu OencTBUi U BbibpaTb M3 cnucka HeOBXOAMMBIN TUN
[OrOBOPHOro JOKyMeHTa.

3. B nosiBuBemcs Ha akpaHe cooblieHnn «CBsizaTb <HAUMEHOBaHWE_[AOKYMEHTa> C JOrOBOPOM
Ne <Homep_pgorosopa>?» HaxaTtb [da].

B pesynbtaTte B CO34aHHOM [OKYMeHTe Ha Bknagky Cesi3aHHble OOKyMeHmbl B Tofe
OcHoeaHue TMOMELLAETCA CCbiflka Ha [0roBop-OoCHoBaHue. B [OoroBop-ocHoBaHve Ha BKnagky
CesizaHHble OoKyMeHmMbI B none CesizaHHble MOMELLAETCA CCbIfIka Ha CO3OaBaeMblii JOrOBOPHOM
[OKYMEHT.

AHamnorMyHo co3nalTca CBsi3aHHble [JOKYMEHTbl: MPOTOKONT COrMacoBaHUs pasHornacui (Ha
OCHOBaHUM  HEe3aperncTpupoBaHHOrO [OroBopa W  [OrOBOPHOro  AOKYMeHTa nboro  Tuna),
cneumndmkaumst (Ha OCHOBaHWM HE3aPErncTPUPOBaAHHOIO AOroBOpa), U3MEHEHUS K [OM. COrnalleHuio (Ha
OCHOBaHMUW JOM. COrnalleHuns), \3BMeHeHMUs K cneundukauum (Ha ocCHoBaHUM crieundmKaumm).

NMpn co3paHMM U3MEeHeHMWU K A[AOoroBopy (Aon. CcorfaweHuio), HaxoAasileMycs Ha
onepaTMBHOM XpPaHEHUM:

UT0o6bl co3gaTh M3MEHEHUSI K [AOroBopy (OOM. COrnalleHuto), HaxoasweMycsi Ha onepaTUBHOM
XpaHeHu, (ZOoMoNHUTENbHOE CcornalleHne, cornalleHue, cornalleHme O pacTOPXXEeHUU, U3MEHEHMS K
[AOroBOpY, U3MEHEHUS K 4OM. COrMNaLleHnto), Hy>HO:

1. OTkpbITb KapTouky goroBopa B B[] OnepatuBHoe xpaHeHue B cTatyce «Ha onepaTvBHOM
XpaHeHUn».

2. Haxatb kHornky [A3meHeHuMs Kk poroBopy] Ha naHenu AeWCTBMW U BblibpaTb M3 cnucka
HeobXxoANMbIV TUN AOKYMEHTa.

Mpun cozpannu OPL, OoroBopa, C3, 3anaBku:

YUT06bl yKa3aTb CBA3b MeXAy OpraHvM3auMOHHO-PacnopsaAnTENbHBIMU JOKYMEHTaMn (4oroBopamu,
cnyebHbIMY 3anuckamm, 3asiBkaMmu), Hy>KHO:

1. Bblgenutb B ogHOM u3 npeactasneHun B MP 3apernctpupoBaHHbii gokymeHTt (OPL, C3,
3a8BKy JOroBOp), C KOTOPbIM HY>XHO CBA3aTb CO34aBaeMblid AOKYMEHT.

2. HaxaTtb kHornky [CBAi3aHHbIM] Ha NaHenu AenUCTBUA N BbibpaTb U3 cnnucka HeobxoanMbIA TUn
pokymeHTa (OP[, C3, 3asiBka, 4OroBop).

Co3paTtb CBA3aHHbIN JOKYMEHT MOXHO TakkKe HenocpeacTBEHHO M3 KapTOYKM CaMoro AOKyMeHTa-
OCHOBaHMs1, OTKPbIB KapTOUKy JOKYMEHTa Ha NpPoCMOTp, Haxas kKHorky [CBA3aTb] Ha naHenu
OENCTBUI 1 BbIOpaB B BbiNadatoLLeM CNMCcKe HEOOXOAMMBIA TUM CO30aBaAEMOro AOKYMEHTa.

3. B nosiBuBLIEMCA Ha 3akpaHe coobuwieHun «CBs3aTb CO34aBaeMblii JOKYMEHT C TEKyLUM?»
HaxaTb [Aa].

Mpu cozgaHum OTBETHOW CNY>KeOHOM 3anuncKu:
Mone Adpecam 3anonHsieTcs 3HavyeHnsiM nonst llodnucaHm V3 JOKYMeHTa-OCHOBaHWUSI.
e T[lone ModnucaHm 3anonHseTcs 3Ha4YeHeM nons Adpecam n3 JOKYMeHTa-OCHOBaHUS.
Ecnu B [OKyMEHTE-OCHOBaHUN HECKOSBKO aapecaToB (MN eCcriv yka3aHHbIM agpecaT U3
AOKYMeHTa-oCHOBaHus He o6ragaeT 6usHec-ponbto llodnucanHm), To none ocTaeTcs
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nycTbIM.

[na co3paHHOro paHee AOKYMeHTa:

YT06bI CO3aaTb CBSA3b B CO34aHHOM paHee JOKYMEHTE HYXKHO:

1.

2
3.
4

MepenTn Ha BkNagky Cesi3aHHbIe OOKYyMeHMbI.
HaxaTb kHonky [CBA3aTb] psgom ¢ nonem OcHoeaHue.
B nosiBuBLUIEMCA Ananore BbibpaTe QOPMYy OOKYMEHTA-OCHOBaHMs 1 HaxaTb [OK].
3anonHnTb Nonst oTKpbIBLWENCs dopMbl «CBA3aTbY:
e B none Tun ces3u ykasaTb TUN CBA3W, BbIOpaB Hy>KHOE 3Ha4YeHWe 13 CrioBaps.

e YKkasaTb MapamMeTpbl Moucka HY>XHOro AOKYMEHTa, 3anofHMB OAHO unu Gonee nonew
dhopMmbl.

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

BbibpaTb B cCnucke HaWOEHHbIX [AOKYMEHTOB HeoOXoAuMMbl [AOoKyMeHT. [pu aToM noAa
pesynbTatamy MoucKa HarnsgHo oTobpaxaeTcss nnaHupyemasi CBA3b Mexay [ABYyMsi
[OKYyMEHTaMMm.

HaxaTtb kHonky [CBa3aThb].

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

B coobuweHun o Tom, 4YTO HEOBXOAMMO 3aHOBO OTKPbITb AOKYMEHT ANl OTOBpaXeHUss HOBbIX
CBA30K, HaxaTb KHornky [OK].

Mocne NOBTOPHOIo OTKPbLITUS JOKYMEHTA CCbifika Ha BblOpaHHbI LOKYMEHT oTobpaxkaeTcsi B nore
OcHoeaHue TekyLLlero JOKyMeHTa, a caMa CBsidka AByX AOKyMeEHTOB dukcmpyeTcs B B[l CBA3KM.

YpaneHue cBA3uU:

YTo6bl yaanutb CBA3b MEXAY OOKYMEHTaMMU, HYXHO:

1.

2
3.
4

OTKpbITb HY>KHbIN JOKYMEHT B 0OAHOM U3 npeactasnexni B MP.
MepenTn B pexmnm pegaktmpoBaHus.
MepenTtn Ha BkNagky CesizaHHbIe OOKYMeHMbI.

BbibpaTb CBA3aHHbI AOKYMEHT B none OcHoeaHue W HaxaTb PSAOM C MNOfeM KHOMKY
[Ypanutb]. Ha akpaHe oTobpaxaeTcs OKHO 3amnpoca Ha nogTeep)aeHue onepauun. Haxatb
kHonKy [OK].

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

YaaneHue ccbifiku Ha LOOKYMEHT-OCHOBaHUEe U3 KapTO4KN CBA3aHHOIoO 4OroBOPHOro OKyMeHTa
3anpeLjeHo. I'IpM nonbITKE yaaneHna BbiIBOOUTCA coobLeHne 0 HEBO3MOXXHOCTM yoanutb JOKYMEHT-
OCHOBaHue.

B B[ MNP npegycmoTpeHa BO3MOXHOCTb J00aBMATb BHELLHME CCbINKN Ha pecypcbl ceTn VIHTepHeT.

n
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[nsa no6aBneHnsa BHELWHEN CChINKN HY>KHO:
1. MNepentn Ha BkNnaaky Cesi3aHHbIe QOKYMeHMbI.
2. HaxaTb kHorky [BHelwwHAs cebinkal psgom ¢ nonem OcHogaHue.

3. 3anonHuTb Nons oTKpbIBLLENCS (POPMBbI:

o B none Ccbinka ykasatb agpec pecypca B hopmate «http://agpecy;
e B none HaseaHue yka3aTb Ha3BaHue pecypca, KpaTKoe OnucaHue.

4. [nsa coxpaHeHus BBegeHHOW MHGopMauumm HaxaTb kHonky [OK]. Bce cBs3aHHble BHeLWHue
CCbISIKN COXPaHSAOTCA Ha BKraake B nosne Cesi3aHHbIe.

UTo6bl yaanuTb BHELUHIO CCbIIKY, HY)XHO Ha Bknagke Cesi3aHHble OOKYMeHmbl B Mosne
CesizaHHble BblAENUTb COOTBETCTBYIOLIYIO CCbINIKY UM HaxaTb kHonky [YaanuTtb]. [NogtBepautb
yOoaneHue B AManoroBoM OKHe.

UToObl BHECTM U3MEHEHUSI BO BHELLHIOW CCbIITKY, HYXXHO Ha BKnaake CesizaHHble aOKyMeHMbl B

none Cesi3aHHbIe BbIOENUTL COOTBETCTBYIOLLYIO CCbINKY M HaxaTb KHonKy [PepakTtupoBatb]. BHecTn
n3MeHeHusa n HaxaTtb kHonky [OK].

B KapTo4yke gorosopa M OOroBOpHbIX OOKYMEHTOB peannn3oBaHO 0T06pa)KeHV|e nepapxmn4eckoro
aepeBa cBA3en OOroBOPHbIX AOKYMEHTOB (BKJ'II'O‘-Iaﬂ co3aaHHble No A0oroBopy aTanbl I/ICI'IOJ'IHeHI/IFl).

[lns npocmoTpa aepeBa CBA3en U3 KapTOYKN [OrOBOPHOIO AOKYMEHTA HYXHO:

1. B kapToyke [foroBopa (OOroBOPHOro [AOKyMEHTa) nepenTn Ha Bkrnagky CesizaHHble
OOKyMeHMbI.

2. Haxatb kHorky [[lepeBo gorosopal.

B pesynbtate Cuctema OTKpbIBaeT AMANoroBoe OKHO C OToOpaxeHWem OepeBa AOrOBOPHbIX
AOKYMEHTOB, CO34aHHbIX MO AOroBOpy—OCHOBaHUK. BBepxy oTobpaxkaeTcs AOroBop-ocHOBaHve, ganee
CO CABUIOM CCbIfIKM Ha CBSA3aHHblE JOrOBOPHbIE AOKYMEHTbl U CO3[4aHHble dTanbl UCNOMHEHUsS B BUAe
nepapxmyeckoro cnmcka. «3Be3goyvkon» OTMeYeH AOroBOPHOM AOKYMEHT, M3 KOTOPOro Haxarta KHOMka
[depeBo aorosopa] (PvcyHok 16).

fepeso goroeopa |z|

BribepuTe O0OKYMEHT ONA NEpexoaa

01. * N96 norosop 623 MapwpyTa © A00. COrNaeHWeM
0z2. 3Tan 1:

03. 3Tan 2:

04. 3Tan 3:

0s. N26/1 Aon cornaweHwe K aorosopy 6

QK OTrMena

PucyHok 16. OkHo «[lepeBo goroBopa»

UToObl OTKpPbITb Kakon-nMbo [OKYMEHT M3 ChMcKa, HeoOXoAMMO BbIAENUTb 3TOT AOKYMEHT B
AnanoroBoM okHe «[lepeBo goroBopa» v HaxaTtb kHonky [OK].
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111.10.

OTﬂpaBKa AOKYMEeHTa NoO MapLlpyTy

YUTtobbl OoTNpaBuTb AokymeHT (OPL, noroBop, AOroBOpPHOW OOKYMEHT, 3asBky, C3) no mappyTy

HY>KHO:

1.
2.

OTKpbITb Ha NPOCMOTP NOAFOTOBIEHHYIO KAPTOUKY JOKYMEHTA (B cTaTyce «4epHOBUMK»).

HaxaTb kHonky [OTnpaBuTbL N0 MapLpyTy] Ha NaHenn enNcTBUN.

Ecnu B kayecTBe y4acTHUKa 06paboTkm AokymeHTa 6bin gobaBneH COTPYOHUK, KOTOPbIN He ABnseTcs
nonb3oBaTenem NpunoXxeHus, n y kotoporo otcytctaytoT NO/OJT - nonb3oBaTeny NpunoxeHus, To
cuctema oTobpasnT cooTBeTCTBYIOLEe coobLeHne. [IokyMeHT Mo MapLUpyTy He oTnpasnseTcs.

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

Ecnv gna BbiOpaHHOro B TUMOBOM MapLlpyTe »ypHana perucrpauuym npoeKToB [JOKYMEHTOB
CyLLEeCTBYeT HECKONbKO (pOpMaToB pernmcrpaumoHHbIX HOMEPOB B pamMKax OOHOro HymepaTopa, TO
HyxHO OydeT BblbpaTb hopmaT HOmMepa B NOSIBUBLUEMCH Ha 3kpaHe Aauvarnore. [NpucBOEHHbIN B
pesynbTate Homep 6yaeT oTobpaxaTbcs B none Homep npoekma kapTo4ukvM OOKYMEHTA.

Ans [OOroBOpHbIX [AOKYMEHTOB pErMcTpaumsi MpOeKTOB [JOKYMEHTOB BO3MOXHO TONbKO ecrnv B
TMNOBOM MapLupyTe ycTaHoBneH dnar Ucrnonbzoeamb cmaHOapmHbIU cepeuc pesucmpayuu
9Ons cesizaHHbIX 002080PHbLIX OOKYMEHMOos.

4. lNpn oTnpaBke Aorosopa (Oon. cornawleHusl) No MapLipyTy cuctema oTobpakaeT OKHO C

BOMNPOCOM O HEOBXOAMMOCTU CO3[aHWUsi 3TanoB No AoKyMeHTy. [Npu Bbibope BapuaHTa «[a»
OTKpbIBaeTCs kapToyka HoBoro atana (n. 111.21.2 CosgaHune aTtana no JOKYMEHTY).

B pesynbTaTte 4OKYMeHT GyaeT oTrnpaBneH:

Ha cornacoBaHue, ecnu B kapTouky AOKyMeHTa fobaBneHbl cornacyoLme.

Ha nognucaHue, ecrnn B KapTouke AOKYMEHTa He JobaBreHbl Cornacylowme unm Ha Bknagke
HeuxxeHue dokymeHma noctasrneH cnar B none lfponycmumse co2sacoeaHue.

Ecnm OPL wnu poroBop ©Obin co3gaH Mo  Maplipyty C YyCTaHOBNEHHbIM dnarom bes
Mapwpymu3ayuu, TO BMECTO KHOMNkM [OTnpaBuTb MO MaplipyTy] Ha naHenu OEenWCTBUA LOCTyrnHa
KHOonka [OTnpaBuUTb], NPU HaXaTUN Ha KOTOPYIO AOKYMEHT OTNPAaBNAETCS Ha perncTpaumio ykazaHHoMy
B KAapTO4Ke AOKYMEHTa perncrparopy.

B cnyyae HacnegoBaHWs OOrOBOPHbIM JOKYMEHTOM MapLupyTa AOroBopa-OCHOBaHMS cucTeMa
OCYLLEeCTBNSET NPOBEPKY MOANUCAHTOB M COrnacyrLnX Ha NpeameT yBOSIbHEHUSA coTpyaHuKa. B cnyyae
OBHapy>XeHUN Taknx COTPYAHWKOB MpK OTMpaBKe Mo MapLlpyTy AOrOBOPHOrO AOKYMeEHTa oTobpaxaeTcs
COOTBETCTBYIOLLEE COOBLLEHNE.

BoamoxHocTb peructpaumm OP[L wn pgoroBopa [[oOCTyrnHa MOMb30BaTEN Ha 3Tanax MoAroTOBKU
AOKYMEHTa B TOM Crly4ae, ecnn JOKYMEHT Obln co3gaH Mo MapLupyTy C YCTaHOBMNEHHbIM dnarom bes
Mapwpymu3ayuu, W ecn UCNONMHUTENb AOKYMEHTa (TO eCTb COCTaBUTESNb) MMeeT Gu3Hec-porb
PerucrpaTop ¥ ykasaH B none Peazucmpamopbl KapToyku AOoKymeHTa. B aTom crniyyae npwm
HaaTtunm Ha kHonky [OTnpaBuTb] OTOOpakaeTcs [AOManoroBoe OKHO C BapuwaHTamu Bblbopa
[BaperncTpupoBartb] 1 [OTnpaBUTbL Ha perucTpauuio].

BoaMoxxHOCTb noanucaHms cnyxebHon 3annckn/yTBEPXKOEHNSA 3asBKU (kHOMKa
[MopgnucaTb]/[YTBepAUTL]) [OCTyNHaA MOMb30OBATEN0 Ha STanax MnoAroTOBKA U OopaboTkm
OOKYMeHTa B TOM Crlyvae, eCcnv UCMNONHUTENb OKYMeHTa (To ecTb cocTtaButens) B B/l MNP sensetcs:
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e noanucaHToM/yTBepxaatowmm gokymeHta (nnn MO nnn OJ1 nognmucanTal/yTBepxaatoLlero);
e ecnu Npu 3TOM B NapamMmeTpax corfacoBaHus BbiCTasneH nar lfponycmume coanacogaHue unu
B MapLupyTe HeT 6roka cornacoBaHus.

YTo6bl OTNPaBWTb NPOU3BOSbHbBIA AOKYMEHT MO MapLUPYTY HYXHO:
1. OTKpbITb HA NPOCMOTP MOArOTOBMEHHYIO KapTOUKy AOKYMEHTa (B cTaTtyce «4epHOBUKY).
2. HaxaTb kHornky [OTnpaBuTb No mapLupyTy] Ha naHenu 4encTBUi.

Ecnu B kKauecTBe yvacTHMka 06paboTkm JoKkyMeHTa Obinl 4o6aBneH COTPYAHMK, KOTOPLIN He siBNsieTcs
nonb3oBaTenem NpUNoXeHusi, n y kotoporo otcytcTteytoT NO/OJ1 - nonb3oBaTenu NpumoxXeHus:, To
cuctema oTobpasnT COOTBETCTBYIOLLEE COOOLEHNE. [JOKYMEHT Mo MapLUpyTy He OTNpaBrsieTcs.
B pesynbrate OokyMeHT OydeT OTnpaBfieH Ha YKasaHHyl MNepBOA B TUMOBOM MapLupyTe
obpabotkn pokymeHTa ctagutio ([oTokoBeii BBOA, CornacoBaHue, [lognucaHue, YTBepXxaeHwue,
Peructpaums).

[nsa ctagumn NnponsBonbHOro OKYMeHTa «MOTOKOBbIV BBOAY:

e B craryc «lotoB k cnmucanuto B geno»/ «B gene» (B 3aBUCMMOCTM OT NpuU3HaKa NoMeLleHus
opurvHana B 4eno), ecnu:

o B TUMNOBOM MapLUpyTe He YCTaHOBMEH MpuU3HaK MOTOKOBOrO BBOJA BOXEHWW, a B
KapToukKy fobaBneHbl annbl BNOXEHUN,

o B TMMOBOM MapLUpyTe YCTaHOBMEH NpU3HaK NOTOKOBOro BBOAA BMOXEHWUN, HE YCTaHOBIEH
NPU3HaK OXXMOAHWS BNOXEHWIN, a B KAPTOYKy A0OaBMNeHbl BNOXEHUS.

e B craTtyc «BBOa 3aBeplueH», ecnn B TUMOBOM MapLUpyTe He YCTaHOBMEH NPU3HaK NOTOKOBOMoO
BBOJA BIIOXEHWA, a B KapTO4Ky He AobasneHbl davnbl BnoxeHun (n. I11.31.1 3aseplieHve
BBOJA BNOXeHUN Ans mapLupyTa 6e3 NOTOKOBOro BBOAA BOXEHWUN).

e B cratyc «OxuaaHne noToKOBOro BBOAA BIIOXEHWUI», €CNN B TUMOBOM MapLupyTe YCTaHOBMEH
NPU3HaK MOTOKOBOrO BBOAA BMOXEHUA W YCTAHOBMEH MNPU3HAK OXMOAHUS BIIOXEHWUIA (BHe
3aBUCUMOCTU OT Hanuuusi annoB BrOXeEHU B KapTodke, n. 111.31.2 OxuaaHne noTOKOBOroO
BBOZA BIIOXEHWI AN MapLupyTa C MOTOKOBLIM BBOAOM BIIOXKEHUIA).

Ecnv B TMNOBOM MapLupyTe YCTaHOBIIEH MpU3HAK NOTOKOBOIO BBOAA BMOXEHWN, HE YCTaHOBIEH
NPU3HaK OXuOaHus BIIOXEHUW, a B KapTouKy He Aob6aBneHbl avinbl BROXEHUW, TO OOKYMEHT Mo
MapLUpyTy He OTNpaBnseTcs.

Ecnv B TMNOBOM MaplupyTe YCTaHOBMEH MpW3HaK MOTOKOBOrO BBOAA BIIOXEHWI, TO nocne
OTNPaBKX MNMPOW3BONbHOIO AOKYMEHTa MO MapLipyTy OTKpbiBaeTCcsi HoBas kapToyka [1pon3BOfbHOro
[IOKyMeHTa.

Ecnu B TMMOBOM MapLUpyTe NPOW3BONIbHOrO AOKYMEHTA yKasaHa cTaausi «[10TOKoBbIi BBOAY, B
KapTouke JOKYMeHTa He Bbino 3anonHeHo none Onepamop nomokogozo eeo0da, a VicnonHutens/
CocTtaBuTenb JOKYMEHTa He UMEIOT GU3HEC-PONM OnepaTop NOTOKOBOI'O BEOZA, CUCTEMA
0T06pa3nT COOTBETCTBYIOLLEE COOBLLEHME C NpeaynpexaeHnem. JoKyMeHT No MapLUpyTy He
oTnpaBnsieTcs.
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[.11. BosBpaTt nOoKyMeHTa

[lns Bo3BpaTa OOKYMeHTa (CO CTaaui CornacoBaHusl, NOAMNUCaHNUS UNN YTBEPXKOEHWUS) HA CTaaumio
[0paboTKK, C Lenbio BHECEHWUS] U3MEHEHUIN B UCXOAOHbIA AOKYMEHT UMM NPUKPENIEHHbIe K Hemy dainsbl,
aBTOPY JOKYMEHTA HY)XHO BbIMOMHUTL Creaylowmne encTBUS:

1. Hantu B ogHoM n3 npeactasneHnit B MP HyXXHbIN JOKYMEHT N OTKPbITb €ro Ha NMPoCMOTP.

2. Haxatb kHonky [BepHyTb] Ha naHenu pgencteun u BbibpaTb [BepHyTb] wnu [BepHyTb
¢ kommeHTapuamu]. [lpyn Bbibope BapmaHTa [BepHyTb € KOMMeHTapusaMM] YykasaTb
B AManoroBOM OKHEe NpWYnHY BO3BpaTa AOKYMEHTa.

[lokymeHT nepexogut B ctatyc «Ha popaboTke». COTpyaHUKY, OTBETCTBEHHOMY 3a TEKyLLyto
ctaguto  obpaboTku  (cornmacoBaHue, nognucaHue unu - yTBEpXKAeHue), OyaeT  HanpaBneHo
COOTBETCTBYHOLLEE YBEAOMIIEHNE.

.12. MpocmoTp Hpopmaumm o xoae o6paboTKn AOKYMEHTa

NHdbopmaums o xoge o6paboTknm OOKyMeHTa oTobpaXkaeTcsl B KapToyke AOKYMEHTa Ha BKnagke
[euxeHue AokyMeHma v [OCTyNHa BCEM y4acTHUKaM npoLecca.

Ha Bknagke [JeuxxeHue AoKymMeHma oToOpaxaeTcsa CBOAHasi MHpopMaums No Kaxaow crtaguu
06paboTkM Tekylleh Bepcunm [OKyMeHTa (HOBble BepCcuM OOKYMEHTa MOSABMAKTCA B pesynbraTe
MOBTOPHOW OTNPaBKM OOKYMEHTa Mo MapLupyTy nocne gopaboTku). Mo kaxgon ctagum npuBOAUTCS
WHopMaumMss O COTpyaHuke, obpabaTtbiBalolwemM [OKYMEHT (nognucaHTe, cornacylwem u T.0.),
NMPUHATOM peweHnn unu Bu3e, gate obpaboTkMm M BHECEHHbIM KOMMeHTapusMm. WHgopmaums o
AONOMHUTENbHBIX cornacyowmx otobpaxaeTtcs nog nHopmaumnen o6 nHmumaTopax AONOHUTENBHOro
cornacoBaHus.

[ns npocmoTtpa nHgopmaumm o xoae obpaboTkm NpeablayLwmnx Bepcun JOKYMEHTa UCNOoNb3yeTcs
kHorka [Mpeabiaywwme Bepcuun]. B none Mmepayus coenacoeaHusi paaomM C KHOMKOW yKasbiBaeTCs
HOMep ouyepenHon utepauumn cornacosaHus. Ha Bknagke lMopy4eHusi otobpaxaeTca uHopmaums no
nopyyeHnsam, co3gaHHbIM MO AOKYMEHTY (BKknagka oTobpakaeTcs B KapToyke [OKYMeHTa nocre
CO34aHnsA Nopy4veHus No AOKYMeHTY, n. 111.32 dopmmnpoBaHme nopyvyeHnii No JOKyMeHTaMm).

[11.13.MpocMoTp XXypHana nocriegHUX JOKYMEHTOB

Onsa otobpaxeHus xypHana nocrnegHnx Ao0KyMeHTOB HE0OX0AUMO YCTaHOBUTL hnar Omob6paxkamsb
JKypHan nocrnedHux oKymeHmoe Ha Bknaake JononHumersibHO B HacTpomnkax 'naBHOWM cTpaHULbl
(6nok Cepeuc ccbinka Mou Hacmpouku).
lMonb3oBaTernb, KOTOPbIA OCYLLECTBNAN PEerncTpaLmio JOKYMEHTOB (a TakKe BbINOMNHAN OENCTBME,
B pesynbTare KOTOPOro OOKyMEeHT Obln 3aperMctpupoBaH aBTOMATU4YECKW, Hanpumep, nognucaHuve
Ccny>kebHOW 3annckM U T.n.), MOXEeT NPOCMOTPETb MNepedeHb MOCneAHMX OOKYMEHTOB, KOTOpble OH
peructpuposarn.

|

',C
[na aTtoro HeobxoAMMO HaxaTb KHOMKY E ([>KypHan nocnegHux AOKYMEHTOB]) Ha naHenu
AencTeum ogHoro u3 npeacrtasneHun bl MNMpuHATne pewweHun, NMOGO Ha NaHENU OENCTBUN KapTOYKM

NOTrmMEKA 50
v ¢



OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii Paboma c 6azon oannvix

AokymeHTa. KonnyectBo otobpaxaeMbix B ANanoroBOM OkHe AOKyMeHTOB (PucyHOK 17) ykasbiBaeTca B
HacTporkax [[MaBHOM cTpaHuubl (Bknagka JonosiHumensHo).

Boibe puTe noryme HT m

Jorosop: M? 00101 ot 08.11.2013

OPO: MNe 43 oT 30.10.2013

CnyxebHaA sankcka: N? AC002

CnyxebHaA zanwcka: N2 002-55 o1 29.10.2013

OPO: MNe 002000581 ot 28,10.2013

Aorosop: M? 0-00100 o7 17.10.2013 - #4%~&*@_+

CnyxebHan sankoka: N9 C3-002-54 ot 17.10.2013 - O HanpaBneHHHW MATEPHaNoE K OYepedHOMY 3acefaHHH MNpagHTENbCTI
CnyxebHaa sankcka: N? C3-002-53 ot 17.10.2012 - O HanpaBneHHH MATEPHANOE K OYEpeAHOMY SacenaHHK MNpasHTENLCTI
OFPL: He zapervcTtprposand

(0134 OTHEHE

PucyHok 17. XXypHan nocnegHux 0OKyMeHTOB

YT0Obl OTKPbITL AOKYMEHT Ha MPOCMOTP, HeobXoaAMMO BblOpaTb €ro B OTKPLIBLUEMCSI OKHE W
HaxaTtb KHonky [OK].

111.14. CornacoBaHue u 3KcnepTu3a AOKYMEHTOB

B xope 06p860TKM Cﬂy)l(e6HbIX 3anncokK CtTagunga cornacoBaHna 3aMeHAEeTCA CTaﬂ,MeVI BU3NpoBaHUA.
MexaHunam BI/I3I/IDOBaHI/I$| CJ'Iy)K66HbIX 3arnncokK aHanorm4yeH cornacoBaHur ,D,OKyMeHTOB I'IpO‘-II/IX
TUNOB.

CornacoBaHne OOKYMEHTOB MOXET MPOBOAUTBLCS B OAMH MIM HECKONbKO aTanoB. Kaxabi atan
MOXeT OblTb nocnegoBaTesnbHbIM, NapanfnefnbHbiM (OOQHOBPEMEHHBIM) WK ke ©Bonee CnoXHbIM,
HacTpauBaembiMm cpeacteammn Workflow. Mpu nocnepoBaTensHOM COrnacoBaHUM JOKYMEHT nepenaeTcst
crneayoLLeMy y4acTHUKY COrflacoBaHUSA TONbKO MOCME BbIHECEHUS peLleHns NpeablayLWmnm y4acTHUKOM.
Mpn napannenbHOM CornacoBaHUM AOKYMEHT NOCTynaeT BCEM COrnacytLwmumM O4HOBPEMEHHO.

Ha atane akcnepTu3bl nonb3oBaTenu, B 3aBUCUMOCTU OT UMEIOLLLENCA KOMMNETEHUUN, a Takke oT
TMNa AOKYMEHTa, MMEeIT BO3MOXHOCTb peaakTMpoBaTb OrnpederneHHble MO KapTOYKM [OKYMEHTa,
M3MEHATb MapLUpyT AOKYMEHTa, pefaktupoBatb W [006aBnATb BMOXEHWS, B 3aBUCUMOCTM OT
YCTAHOBIMEHHbIX HACTpoek B npocdhanne akcneptusbl (co3gaHue npocdhanmna akcnepTuabl ONMcaHoO B
AokymeHTe «Jlormka ECM. C3[ - OC - 8 - CnyxebHble 6a3bl AaHHbIX»).

Cragusa cornacoBaHusi/aKkcnepTu3bl KONMPYeTCA M3 HAaCTPOEHHOro TMMOBOroO npouecca (co3aaeTcs
agMuHuctpaTopom B B[l TunoBble MaplipyThbl). VIcnonHUTenb JOKYMEHTa MOXET Npu HeobXxoanmMocCTu
(ecnn B HacTpoyrkax TUNOBOro npouecca 3ajaHa Takas BO3MOXHOCTb) CKOPPEKTUpoBaTb napameTpbl
3TanoB cornacoBaHus, 1 NepeyeHb cornacyowmx, yépas nnv gobasusB y4acTHUKOB COrnacoBaHus.
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B kauyecTtBe cornacyrowwmx mMoryT 6biTb 3a4aHbl TONbKO COTPYAHUKM, obnagatowmne 6usHec-ponbto
Cornacymoumiz B 5[] CnpaBoYHUK opraHuMsaumm.

Cornacyrou.u/lﬂ MOXEeT oOpraHn3oBatb AOONOJIHUTENbHOE  corrnacoBaHne [OOKyMEeHTa WUnu
aernernposartb cornacosaHune Apyromy COTpyaHUKY.

.14.1. No6GaBneHue 3Tana cornacoBaHuUs/3KCNepTU3bI

BoamoxxHOCTb 06aBneHusi HOBOro aTana OTCYTCTBYET, eciiv B TUMOBOM MapLipyTe o6paboTku
[AOKYMEHTa CHAT orar Paspewums MeHsIMb Mapwpym co2/1acoeaHus.

YUtobbl 4o6aBnTb HOBbLIVM 3Tan COrnacoBaHNS/aKCNEePTU3bIl, HY>KHO:

1. B pexume pegaktMpoBaHWsi KapTOUKM LOKYMEHTa OTKPbITb Bknaaky JeuwxeHue okymeHma.
2. Haxatb Ha Bknagke kHonky [HoBbin aTan].

3. 3anonHuTb non dopmbl «HoBbIM 3Tan cornacosaHus» (PucyHok 18, PucyHok 19).

e Tun amana — yCTaHOBUTb HYXXHOE 3HAYeHMEe C MOMOLLbI nepeknovyatens (dman
cozasiacoeaHusi Unu dman akcrnepmussbi).

e Tun coenacoeaHusi — YCTaHOBWUTb HYXHOE 3HayeHMe C MOMOLLbIO NepeknyaTens
(MocnedoeamenbHbili vnu [MapannenbHbil). [py ycTaHOBNEHHOM nepeknyartene
Tun amana B 3HayYeHve 3dman 3Kcnepmu3bl aBTOMATUYECKM YCTaHaBNMBAETCS MO
ymMon4yaHuio B 3HadeHue llocrnedoeamersibHoe M Nofie CTAaHOBUTCA HEOOCTYMHbIM ANA
peaakTMpoBaHus.

e HaumeHoeaHue — BBECTM HAUMEHOBaHWE 3Tana.

o [Ipoghalin akcriepmu3bl — C NMOMOLLBK KHOMKM . BblbpaTb npodhann akcneptusbl M3
crnucka AOCTYMNHbIX 3Ha4YeHun. one AOCTyNHO Npu ycTaHOBNEHHOM nepekntoyatene Tun
amana B 3Ha4yeHne dman akcnepmu3bi. CNNCOK COOEPXKNUT BCE NPOalnibl IKCNEPTU3bI,
co3aaHHble 4Ns JaHHOTO TUMOBOro npouecca 0b6paboTkn AOKYMEHTa.

e Cpok coanacoeaHusi — BBECTU C KrnaBmaTypbl OCHOBHOW CPOK COrfiacoBaHus (B AHAX).

e [Jlon. cpok coeanacoeaHusi — BBECTM C KnaBuaTtypbl [OMNOMHUTENbHBLIA CPOK
cornacoBaHus (B AHAX).

e Aemomamuyeckoe 3aeepuweHue — NocTaBuTb crar B nomne, ecrnm Heobxoanmo, YToGbI
[OKYMEHT  aBTOMaTU4ecKM nepedaBancsa  cregylowemy  cornacywowemy  (unm
Ha noanucaHve, B 3aBUCMMOCTM OT cTaguum obpaboTku [OOKyMeHTa) B crnydyae, ecnu
cornacyllmin He TMpUHSAN  pelleHne Mo AOKYMEHTY B TeYeHMe OCHOBHOrO
1 IOMNOSNHUTENbHOrO CPOKOB COrNMacoBaHus.

e Coanacyrowjue — c nomowbio kHoNkM [[Jo6aBUTb] ykasaTb COrnacylLlmMx AaHHOro
atana. [lpu yctaHoBneHHOM nepeknoyatene Tun amana B 3HavyeHve Iman
aKcnepmu3bl B CNWCKe OOCTYMHbI ANs Bblbopa TONbKO nonb3oBatenu, obnagatowune
KOMMeTeHUuen, ykazaHHOM B BblIOpaHHOM npodanne aKkcnepTusbl.
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Hoewiil 31an cornacoeaqna Iz‘
Twn =Tana: " =ran kcnepTussl
Tun cornacoBaHua: * MocnepoeaTensHoe " MNapannencHoe " WorkFlow ApxuTexTop
HanMeHoBaHKWe
CpoK COrNacoBaHua: 2 aHel
Aon. cpoK Cornacceanua: 2 anell [T AgroMaTMyeckos 3aBeplIEHME
Cornacyrowme:
NofaEHTE. .. ¥ 0aniTe
Q1 CTMEHA
PucyHok 18. lobaBneHne HOBOro atana corfiacoBaHusi
Hogwii 37an cornacoeaqna Iz‘
Twn aTana: " =Tan cornacosanua 1+ £ an___;_r_ggg_n;_p]’_m;_lg_lj
Twn cornacoBaHua: NocneaoeaTensHoe
HauMeHoBaHKe

Mpodain 2KcnepTH3sl;

CpoK cornacosaHuA: 2 aHei
Hon. cpok cornacosaHua: 2 anelt [T AgroMatwueckoe sasepleHue
Cornacyrime:
NoBagHTh... W anHTE
(614 CTMEHA

PucyHok 19. lo6aBneHue HOBOro 3Tana aKCnepTU3bl

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

[loGaBneHHbIN HOBLIM 3Tan COrnacoBaHUS/aKCNepPTU3bl 1 MOXHO CcTpenkamu «BBepx-BHU3»
nepeHecTn B HyXXHOe MecTO Broka corracoBaHus.

Mpu pobaBneHMn COTpPyOHUKA, YKe yKa3aHHOro B OAHOM M3 BGITOKOB COrnacoBaHusl, BbIBOAUTCS OKHO
¢ npegynpexaeHneM: « CompydHuk <®@UNO compyOHUKa> yxe eblbpaH 8 amarie coanacosaHusi». MNpu
3TOM COTPYOHWKA B Apyron 6ok cornacoBaHus [O6aBUTb MOXHO.
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1.14.2. M3meHeHMe napamMeTpoB CTaguu cornacoBaHus

MapameTpbl 3Tana cornacoBaHus onpeaeneHbl B MapLipyTe, HA OCHOBE KOTOPOro co3faH AaHHbIN
AOKYMeHT. [pn Heo6XoaUMOCTN OHN MOTYT GbITb CKOPPEKTMPOBAHbLI UCNOSTHUTENEM NPU NOArOTOBKE UK
AopaboTke JOKYMEHTA.

Bo3MOXHOCTb pefakTpoBaHNs NapameTpoB COrNacoBaHWsl OTCYTCTBYET, €CNU B TUMOBOM MapLupyTe
06paboTkn AOKYMEHTa CHAT donar Paspewums MeHIMb Mapwpym co2/1acoeaHusl.

[nsa nameHeHna napameTpoB CTaann corfmfacoBaHna HyXXHO BbINOJIHUTL cnefyloune nencreuns:

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

2. Tlepenty Ha Bknaaky [JeuxeHue OOKyMeHma.

B cekuun Mapamempbl coa2nacoeaHusi MOXHO U3MEHUTb creaylolme napameTpbl cTaguu

corfiacoBaHunA:

lMponycmumsb coanacoeaHue — NoCTaBuTb conar B nosne, ecnn Heobxoanmo NponycTuTb
CTagMio CornacoBaHus 1 OTNPaBUTb JOKYMEHT cpa3sy Ha crneayLlyo ctaguio obpaboTku.
[ocTynHO Aans peaakTMpoBaHUs, ecriv B HACTpOMKax TUMOBOro MapLupyTa yCTaHOBIEH
dnar PeGakmupoeamsb npu3Hak «[lponycmumsb coanacogaHuey.

UNzeewamb 0 — yCTaHOBUTb HY)XHOE 3HAYEHWE C MOMOLLbLIO MepekrnvaTens: Kaxoou
peueH3uu (yBegomrneHus 6yay nocTynatb aBTOPY AOKYMEHTa O KaXKOOW peueH3un no
OOKYMEHTY) Unn nocsiedrHell peyeH3uu (aBTOp NOMyYnT yBEAOMIIEHNE TONbKO O CaMOM
nocrnegHen peueHsmm B mappyTe). JoCTynHO ANg pefakTUpoBaHUA, ecriv B HaCcTPOMKax
TUNOBOro MapLupyTa ycTaHoBneH conar PeGakmupoeamb npu3sHak M3eewams o.

Bosepawiamb npu nepeomM Hecoaslacuu — NOCTaBuUTb doriar B More, ecnu OOKYMEHT
HeobXxoAMMO BO3BpaLlaTb WCNOMHUTEMD Ha A0paboTKy MOCne NonyvyeHus NepBON Xe
oTpuuaTenbHOM peueH3un (NpuM nocrnegoBaTenibHOM cornacoBaHuun). Ecnuv  donar
He yCTaHOBMEH, TO [JOKYMEHT obonaeT BCeX Ha3HAYeHHbIX pPEeLEeH3EeHTOB BHE
3aBMCUMOCTM OT pelleHMn npeabigywmx peueH3eHToB (U 6yayT yyTeHbl BCE UX
3amevaHusl). MNpu ycTaHoBKe dhriara aBToMaTn4eckn cHMMaeTtcsa (ecnu Bbin yCTaHOBIEH
paHee) U CTaHOBUTCA HeAoCTynHbiM dnar Pa3pewumb nodnucbieamb OOKyMeHmM cC
ompuyamesnbHbIMU 6u3amu. [JOCTynHO Ons pedakTUpOBaHUS, €CNU B HacTpoKMKax
TUMNOBOro MapLupyTa ycTaHoBneH cdnar PeGakmupoeamsb npu3sHak «Bo3epawams npu
nepeom HecoaJslacuu».

Pa3pewumsb nodnucbieamb GOKyMeHmM ¢ ompuuyamesibHbIMU eu3aMu — NOCTaBUTb
cdnar B nomne, ecnu WCNOMHUTENK CO cTagum obpaboTkM 3ameyaHun [omkHa ObiTb
npefocTaBfieHa BO3MOXHOCTb OTMPaBUTb AOKYMEHT Ha nognvucaHue (Mnu yTBepXAeHUe,
B 3aBMCMMOCTM OT TuMa [AOKYMEHTa) C oTpuuaTenbHbiMM Bu3amu. [oCTynHo Ans
pedakTUpoOBaHUS, €CrnM B HACTpOMKax TMMOBOrO MaplipyTa YCTaHOBReH dnar
Pedakmupoeamb npusHak «[llodnucbieamb OOKyMeHmM C ompuyamesibHbIMU
eu3zamu».

n

NOTrmKa

CaA4

54



OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii Paboma c 6azon oannvix

111.14.3.

lponyck coanacyrowjux, ebiHecwux peweHue «CoanaceH»/ «CoanaceH c¢
KOMMeHmapusiMu» — NocTaBuTb (pnar B nosie Ansa nponycka CornacyroLwmx, BbIHECLLMX
peweHne «CornaceH»/ «CornaceH C KOMMeHTapusiMmy» Ha npegblaylwien utepaumnm
cornacoBaHusi, Ha Mocreaywwmnx wuTepauusax corfacoBaHus [OoKyMeHTa (Kpome
aBTOMATMYECKOro 3aBepLUeHnst cornacoBaHus). [JocTynHO AN peAakTUpOBaHUA, ecnu B
HacTpoMkax TMMNOBOrO MaplupyTa YycTaHoBneH dnar Pedakmupoeamb npu3HaK
«lponyck coanacyrouwux, ebiHecwux peweHue «CoanaceH»/ «CoenaceH ¢
KOMMeHmapusiMu» COOTBETCTBEHHO.

N3meHeHMne napameTpoB 3Tana corfnacoBaHus

MapameTpbl corfacoBaHUs onpeaeneHbl B MaplipyTe, Ha OCHOBE KOTOPOro co3gaH [AaHHbIN
AOKYMeHT. [Npy HEOGXOAMMOCTU OHM MOTYT ObITb CKOPPEKTUPOBAaHbLI UCTMOMHUTENEM MPY NOArOTOBKE UK
AopaboTke AOKYMEHTa, a Takke BO BPEMS COrnacoBaHUs (AN Tex 3TanoB, KOTOpble eLle He HaYarnuchb).

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

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

YTo0Obl N3MEHNUTL napameTpbl cornacoBaHnA, HyXHO:

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

2. Bblgenutb CTPOKY J3Tana cornacosaHua, MNpu 3TOM CTaHOBATCA AOCTYMNHbIMW KHOMKU
ynpaBnieHusa aTanoMm.

3. HaxaTtb kHonky [MapameTpsbl]. Ha skpaHe oTobOpaxaeTcs OKHO HAaCTPOMKM NapaMeTpoB aTana
cornacoBaHus.

4. MOXHO M3MeHWUTb criefylroliMe napameTpbl COorfacoBaHusa (A4ns Tex 3TanoB COrnacoBaHus,
KOTOpble ele He Havanuck, PucyHok 20):

Tun coanacogaHusi. YCTaHOBWTb HYXXHOE 3HadYeHue C MOMOLLbID MepeknyarTens
(MocnedoeamenbHbili inv lNapannenbHbil).

Cpok coanacoeaHusi. OTKOPpPeKTUpOBaTb BBOAOM C KraBMaTypbl OCHOBHOW CPOK
cornacosaHus (B AHAX).

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

Bosepawiamb npu nepeom Hecoeslacuu. [1pocTaBuTb OTMETKY, €Cnn AOKYMEHT
Heo6xoQuMO BO3BpaLllaTb MCMOMHUTEN0 Ha [opaboTKy nocre MnonyvyeHus NepBon Xe
oTpuUaTenbHOW peueHsuu (Mpu  nocnegoBaTenbHOM cornacoBaHuun). Ecnn  donar
He yCTaHOBNEH, TO [JOKyMEHT oO0onaeT BCeX Ha3HAYeHHbIX pELEH3EeHTOB BHE
3aBMCUMOCTM OT pelleHuMn npeablaywmx peueHseHToB (U 6yayT yyTeHbl BCe WX
3amMeyaHus). [locTynHO Ons pedakTMpoBaHUS, eCnn B HacTporkax TUMOBOrO MapLupyTa
yCcTaHoBneH dnar Pedakmupoeamb npu3sHak Bosepawamb npu nepeom
Hecoanacuu.
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e Asmomamu4ecKkoe 3aseepuweHue. [loctaBuTb cnar B nosne, ecnn Heobxoanumo, YTobbl
AOKYMEHT  aBTOMaTM4YeCcKn nepedaBancs  cregylowemy cornacywowemy  (unu
Ha nognucaHue, B 3aBUMCMMOCTM OT CTagum o6paboTKM [OKyMeHTa) B cnydae, ecnuv
cornacyllwmin He TMpPUHAN  peleHne no  [OKYMEHTY B TeYeHMe OCHOBHOro
N OOMOMHUTENbHOr0 CPOKOB COrNacoBaHmS.

5. Haxatb [OK].

MapameTpel cornacosanma X
HawMeHoBaHWe 3Tana HoBril 3Tan cornacosadnA -
nocnenoEaTensHoe
Tun * MocnenosarencHeli

(" MapannensHeli

CpoK COrNacoBaHua .
AOHEeR
OonoAHUTENBHEIR CPOK .
COrNacoBaHue AHEN
BozepawaTe Npy NEpEOM Het

HECOrnacKK,

ABTOMaATHUHECKDE JdBEPWEHKWE |_

6] 4 OTHMEHA

PucyHok 20. U3meHeHMe NnapaMeTpoOB cornacoBaHus

111.14.4. MU3meHeHMe cnncka cornacyrowmx

N3meHATb cnuckm cornacyowmx MoxeT WcnonHutens [OKyMeHTa. V3meHeHue cnuckos
COrnacymrLmx BO3MOXHO TOMNbKO [AfiA Tex 3TanoB COrnacoBaHWs, KOTOpble elle He Havanuce.
WNcknioveHne cocTtasnsieT onepaumus Nponycka CornacyloLmx, Kotopas NpMMeHnMa TONbKO K TeKyLLemy
cornacytouiemy. CyliecTByeT Takke BO3MOXHOCTb 3aMeHbl COrnacyloLlero U3 Tekyllero atana, ecnu
AOKYMEHT K Hemy elle He noctynun. Ecnu Tpebyetcs, 4Tobbl cornacoBaHue, NoanvcaHue, yTBepxaeHve
AOKYMEHTa Mpou3BOAWMM TONbKO YKasaHHble B KapTO4YKe COTPYAHUKM (a He WX UCMNOmMHsALWwme
0643aHHOCTM 1 JOBEPEHHbIE NULA), HYXXHO NpocTaBuTb dnar JIU4HO (3TOT NPU3HaK Hemnb3s CHATb, eCNn
OH 3aJaH B TMNOBOM MapuipyTe 06paboTku).

BO3MOXXHOCTb M3MEHEHUS CMCKa COrnacyrLmMx OTCYTCTBYET, €Cnn B TUMOBOM MapLupyTe o6paboTku
OOKyMeHTa CHAT donar Paspewumb MeHsIMb Mapwpym coajsiacoeaHusl.

Mpu ycTaHoBneHHOM chnare Paspewumbs MeHsIMb Mapuwpym co2/1aco8aHusi BO3MOXHOCTb
AobaBneHms cornacyowmux B OTAeNbHbIV 3Tan cornacoBaHus perynvpyetca dnarom Paspewamsb
dobaesiamb coanacyroujux B KapTodke 3Tana corflacoBaHnsi, a BO3MOXHOCTb PeAaKTUPOBaHUS
MapLipyTa - conarom Pa3pewamb MeHsIMb Mapwpym B KapTouke aTana cornacoBaHus.

[na nameHeHuns cnmcka cornacymoLwmx:

1. B pexume penakTMpoBaHWsi KapTOYKM [OOKYMeHTa nepentu Ha Bknagky JeuxeHue
doKymMeHma.

2. Bblgenutb CTPOKY Q3Tana cornacoBaHud, npu 3TOM CTaHOBATCA [OOCTYMNHbIMW  KHOMKU
ynpaeieHua CrincKkoM cornacyrounx:
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[1.14.5.

[Ao6aBuTtb]. Cnegyer wucnonb3oBaTb 3Ty KHOMKY Ans  gobaBneHuss B CAMCOK
COrnacymLUMx HOBOro coTpygHuka. lMpu HaxaTum KHOMKM Ha 3KpaHe oTobpaxaeTcs
CMUCOK COTPYAHWMKOB, Obnagawowmx Ou3Hec-ponbio Cormacywoupz. Hy)XHO BblbpaTb
Tpebyemoro coTpygHuka u Haxkatb kHorky [OK].

[Mponyctutb]. Cneayetr ucnonb3oBaTb 3Ty KHOMKY AnNs TOro, 4tobbl NponycTUTb
TEKYLLEro COrnacyrLlero B atTarne corfacoBaHusl.

[3amenuTb]. Cnegyet ucnonb3oBaTb 3Ty KHOMKY AOf11 3aMEHbl YKa3aHHOro B CMMCKe
cornacywmx coTpygHuka gpyrum. pu HaxaTum KHOMKM Ha 3KpaHe oTobpaxaeTtcs
CMNCOK COTpyaHMKoB, obnagatowmx OusHec-ponbio Corsmacywowps. HyXHO BblOpaTb
Tpebyemoro coTpygHuka u Haxkatb kHorky [OK].

[YaanuTe]. Cneayet ucnonb3oBaTtb 3Ty KHOMKY ANS yAaneHus BbIOpaHHOro COTpyAHUKa
n3 cnmcka cornacywowmx. Npn ee Haxatum Ha aKkpaHe oTobpaXaeTcs OKHO 3anpoca
0 noaTeepxaeHun onepauunn. HyxHo HaxaTb [Aa].

KHonkn co cTpenkamm (Ons WM3MEHEHUSI O4YepedHOCTM cornacylwmux B OGnoke
cornacoBaHunsl) — BblgenuTb B Oroke cornacoBaHus COTPYAHMKA WM HaXKaTb KHOMKY CO
CTpenkown (BBepx/BHU3).

[Brnok] (ansa wu3aMeHeHUMs OYepenHOCTW 9TanoB corfacoBaHWd) — BblOENUTb 3Tan
cornacoBaHus U HaXxaTb KHOMKy [Bnok] co ctpenkon (BBepx/BHN3).

CornacoBaHue

[nsa BbINONHEHWS onepawuuy cornacoBaHns COTPYAHMK A0MMKEH UMETb BU3HEC-poNb Corsacyompsi.

[na npocmoTpa AOKYMEHTa W BbIHECEHUS pELUEHUs MO HEMY HYXXHO BbIMNOMHUTL criegylowue
JEencTBuS:

1. OTKkpbiB yBeOoOMIMEHNE O HeobXOOMMOCTU COrfliacoBaHMs [OOKYMEHTa, MOCTynuBLLEE Ha
MaBHylo cTpaHuuy (Mnm B nouty, ecnn B B[] CnpaBOYHMK oOpraHusauuu npou3segeHa
HacTpovika ybnmpoBaHus COOBLLEHMI), NEPENTN B KAPTOUKY JOKYMEHTA.

2. TMpu HeoGXoaNMOCTN MOXHO A06aBUTL HOBYHO pefaKLMio NPUKPENIIEHHOIO K JOKYMEHTY dhainna

Mo KHoMKe 7. [UameHunTb]: [Co3aaTtb pepakuuto] unv [UsmenuTs]: [lo6aBUTL peaakumro
n3 obcyxxgeHuu] (n. lll.4 PaboTta ¢ BnoxeHmuamm).

3. BblHECTM pelueHne No AOKYMEHTY, HaXKaB COOTBETCTBYHOLLYIO KHOMKY Ha NaHenu AeNCTBUNA:

[CornaceH]. locne BbiGOpa AaHHOMO peleHus B MNOSIBUBLLEMCS AMAnNOroBOM OKHE
BblHECEHUSA pelleHna HaxaTb kHornky [OK] npw ycTtaHoBNeHHOM nepeknoyartene
Modmeepdumb peweHue, nocrie 4ero B AOKYMEHT npocTaBnsieTcss Bu3a Coznacen,
1 OOKYMEHT nepegaeTcs cnegyowemMy y4acTHUKY paboyero npouecca.

Ecnu fo noateepxaeHUs pelleHns cornacyolmm 6bina cosgaHa pegakums darna, npu
noaTeepxaeHun pelleHns «CornaceH» cosgaHHas pegakuua 6yaet yoaneHa.

n
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Ecnwu B kapTouke JOKYMEHTa ycTaHOBMNeH cnar lIponyck coanacyroujux, e biIHecWux peuwieHue
«CoasiaceH», TO B Cnyyae NOBTOPHOM OTNPaBKu JOKYMEHTa No MapLupyTy (nocrne Bo3spaTta Ha
LopaGoTKy B NEPBOii UTEpaLMM COrMacoBaHUsa) cornacyowmuM, BelHecMM pelueHmne «CornaceHy,
LOKYMEHT Ha CornacoBaHue He NocTynuT.
B Cny4ae aBTOMaTU4EeCKOro 3aBepLieHunsa cornacoBaHna OKYMEHT Ha cnep,ylou.l,eﬁ nrtepaummn
cornacoBaHuA BCe paBHO NOCTYNUT K TAKMM COIMacyroLWwnMm.
[He cornaceH]. HyXHO BBECTM KOMMEHTApun, B KOTOPOM OOBSCHAKTCA MNPUYUHBI
pelieHnsa, B nosisupwemcs aumanore. lNocne aTtoro B NosiBUBLLUEMCS [MANIOrOBOM OKHE

BblHECEHUNA pELLEHUA Bbl6paTb OAVH N3 BAPUAHTOB U HaXXaTb KHOMMKY [OK]

o [loOmeepdumb peuweHue - Npu BbibOpe 3TOro pelleHus Ha Bknagke JeuxxeHue
dokymMeHma npocrtaensietca Bu3a He coziacen. [JOKyMEHT BO3BpallaeTcs
Ha gopaboTtky WcnonHutento (ecnu Obin yctaHoBneH cnar Bosepawamb npu
nepeoM Hecoaslacuu) Vnu nepegaeTcsl cnenyloleMy YYacTHUKY COrnacoBaHus
(ecrin donar Bosepawamb npu nepeoMm Hecoaslacuu He Obll YCTaHOBMEH,
OOKYMEHT BO3BpaLlaeTcs Ha fopaboTKy nocne oTBeTa BCeX COrnacyoLLmx).
Ecnu B kKapTo4ke JOKyYMeHTa ycTaHoBMeH chnar Paspewumbs nodnucbieamb OOKyMeHm ¢
ompuyamesibHbIMU 8U3amu, TO NPy BbIHECEHUN pelleHust «He cornaceH» AOKYMEHT NOCTynaeT Ha
ctaguio «Ha o6paboTke 3amedaHminy (Nocne oTBeTa BCEX COrnacyloLmx),
o Co30amb pedakuyuro — npu Bblbope 3TOro peweHus OyaeT npegocTaBneHa
BO3MOXHOCTb CO3AaHus peaakuun gokymeHta (n. 111.4 PaboTta ¢ BNOXeHNsiMu).

o W3meHumb KommeHmapua — Ana nsmMeHeHuna eBeeHHOro paHee KOMMeHTapuA.

[CornaceH ¢ kommeHTapusamu]. [JOCTYNHO ONS pefakTMpoBaHWs, €Cnn B HACTPOMKax
TMNOBOro MapulpyTta yctaHoBneH dnar CoanaceH ¢ KOMMeHmMapusiMmu (napameTp
BapuaHmsbi peweHuli 9ns coanacyroujux). Hy>kHoO BBECTU KOMMEHTapWI, B KOTOPOM
OOBACHAITCSA MPUYMHBbI  pelleHnsd, B nosieMBwemca pAguanore. [locne aTtoro B
NOsIBUBLLEMCSI ONANOroBOM OKHE BbIHECEHUS pelleHusi BblbpaTb O4MH U3 BapuaHTOB U
HaxaTb kHonky [OK]:

o [IModmeepdumb peweHue - Npn BbIGOPe ITOro pelleHuss Ha Bknaake JeuxeHue
dokymeHma npocTaBnsietcss Busa Coziacen ¢ Kommenmapuamu, N OOKYMEHT
nepedaeTcsi Ha cornacoBaHve creaytollemy yvacTtHuky. Korga Bce y4acTHMKM
COrnacoBaHWsi BbIHECNM peLleHUs U eCTb BU3bl Coziacen ¢ KommeHmapusamu,
AOKYMEHT noctynaeT Ha ctagumio «Ha obpaboTke 3ameyaHuiny.

Ecnu B HacTpolkax TMNOBOro MapLupyTa yctaHoBrneH dnar lMponycmums cmaduro o6pabomku
3amedyaHuli, To Npn Hanuyum Bn3 «CornaceH ¢ KOMMeEHTapUsIMM» (Nocre 3aBepLLEHNst BCEX 3TanoB
COornacoBaHus) LOKYMEHT NepexoduT Ha crieytoLlyto ctaanio obpaboTku JOKYMeHTa, npomnyckas
ctagmio «Ha obpaboTke 3ameyaHuiny.

Ecnu B KapTouke AOKYMeHTa ycTaHoBMeH dnar fIponyck coanacyrowux, e bIHECWUX peweHue
«CoanaceH ¢ KOMMeHmapusiMu», TO B Clly4ae NMOBTOPHOW OTNPaBKM AOKYMeHTa Mo MapLipyTy
(nocne Bo3BpaTa Ha gopaboTKy B NEPBOI UTepaLun CornacoBaHmWs) COrnacyoLwyUM, BbIHECLLUM
peleHne «CornaceH ¢ KOMMEHTaPUAMMWY, OOKYMEHT Ha COrfacoBaHue He NOCTYMuT.

B cnyyae aBTOMaTU4YeCKOro 3aBepLUEHUS COrNacoBaHUs AOKYMEHT Ha criefyoLlei utepaumm
COrfacoBaHus BCe PaBHO NMOCTYNUT K TAKUM COrMacyoLLmMm.

n
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o Co30amb pedakyuro — npu Bblbope 3TOro peweHus OyaoeT npegocTaBneHa
BO3MOXHOCTb CO34aHus pegakuum gokymeHta (n. 111.4 PaboTta ¢ BnoxeHuamm).

o W3meHumb KommeHmapu& — Ana nsmMeHeHuna eBeaeHHOro paHee KOMMeHTapuA.

e [Owmnbo4yHO HanpaBneHo]. [OCTynNnHO Ansi pedakTMpPOBaHWUS, €CrivM B HACTPOMKaXx
TUNOBOr0O  Mapwpyta ycTaHoBneH dnar Owubo4YyHO HanpaesieHo (napameTp
Bapuanmsbi peweHull 0nsi coenacyrouwux). CnegyeT BblOpaTb 3TO pelleHue, ecnu
OOKYMEHT Obin HanpaeneH no owubke. HyXHO BBECTU KOMMEHTapun, B KOTOPOM
OOBACHATCSA MPUYMHBbI  pelleHnsa, B nosiuBwemca pguanore. [locne aTtoro B
NOsIBUBLLEMCSI OMANoroBOM OKHE BblHECEHMS pelleHus BblbpaTb OAMH U3 BapuaHTOB U
HaxaTtb kHonky [OK]:

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

Ecnu go nogreepxaeHus peweHns cornacyowum beina cosgaHa pegakumns danna, npu
noateepxaeHun peweHuns «OwnboyHO HanpaBneHo» Co3daHHasn pedakuns byaet yganeHa.

o WU3meHumb KOMMeHmapUlj — AnAa naMeHeHna eBeeHHOro paHee KOMMeHTapus.

e [Oon. cornacoBaHue]:[OTnpaBuTb]. CrnegyeT BbiOpaTbh 3TO pelleHne, ecnn OOKyMEHT
HY)XHO OTMpaBUTb Ha gononHuTenbHoe cornacosaHme (n. 11.18 OrtnpaBka Ha
AONOMHUTENbHOE COornacoBaHne 1 OT3bIB C AOMOSTHUTENBHOrO COrNacoBaHus).

B Ccny4yae aBTOMaTU4eCKOro 3aBepLieHuna cornacoBaHna OOKYMEHT nepenaeTca OCHOBHOMY

cornacyrwouiemy. npl/l 9TOM Ha BKnaake ,aeu»(eHue 60KyM9Hma npocTaBndaeTcs BuU3a 3aseputeno
co2nacyromiumy, .

[11.14.6. dkcnepTusa
,D,J'Iﬂ npocmMmoTpa AOOKyMeHTa U BblHECEHUA pelleHUA Nno HeMy HYXHO BbINONMHUTB chneaytoune

JEenCcTBuUS:

1. HOJ'Iy‘-WIB yBeaoMIneHne Ha FnaBHyro CTpaHuygy o HeobXxoaAMMOCTU cornacoBaHus OOKYMEHTa,
OTKPbITb I'IOJ'Iy‘-IGHHbIVI OOKYMEHT.

2. lMNepeinTn B pexmm pegakTupoBaHus no kHonke [PepakTupoBaTtb] M BHECTU M3MEHEHWS B Mors
KapTOYKM LOKYMEHTa, onpeaeneHHble B npodarine 3KcnepTusbi.

3. lMpn HeobxogumocTn pobaBuTb/OTpegakTMpoBaTh BIIOXEHME, [[00aBreHHoOe aBTOPOM
AOKyMeHTa (ecnu Takash BO3MOXHOCTb YCTaHOBMEeHa B npodhanne 3Kcneptusbl), Co3gaTb
BEPCUIO UNY pefakumio panna BnoxeHus.

Bepcun n pegakumm bannos BrOXeEHUIN, CO3[aHHbIe CornacyoLwmuM-3KCnepToM, COXPaHATCA Npu
Nto6OM BbIHECEHHOM UM pPeLLEHMMN.

4. Tlpu HeobxoamMmocTu Ha Bknagke JJeuxxeHue OOKyMeHma U3MEeHUTb MapLUpPyT COrnacoBaHus
AOKYMeHTa (ecnu Takas BO3MOXXHOCTb YCTaHOBIEHa B Npodanine akcnepTusbl).

5. BblHecTn pelleHne nNo [OKyMEHTY (cornacytowemy-akcnepTy OOCTYMHbl Te Xe BapuaHThbl
peLleHuns, 4To 1 Ang obblMHOro cornacyotero, cMm. f. 111.14.5 CornacosaHue).
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11.15.

MNoanucaHue gokyMeHTa

Crtagust nognucaHus npegycMoTpeHa B CTaHOapTHbLIX CXemMax 06p860TKVI ana cnegyrwmnx Tunoe
OOKYMEHTOB!

OpraHn3aunoHHO-pacnopsaaMTENbHbIE JOKYMEHTHI;
cnyxebHble 3anucky;

AOroBOpbI;

OOrOBOPHbIE AOKYMEHTbI: crneundukaLmm, U3MeHeHns K cneumdmkaLmm, NpoToOKOMbI
cornacoBaHus pasHornacun, USMeHeHUs K A0roBopy (4ONOMHUTENbHbIE COrnaLleHus,
cornalleHus, cornalleHns o pacToPXXeHUN, U3MEHEHNS K JOroBOpY, U3MEHEHNS K 0.
cornatleHuto).

[nsa BbINONHEHMSA onepaunn noanncaHnAa CoTpyaHUK OOJMKEH MMETb 6M3HeC-pOJ'Ib [lopnucaHT.

[Na NpUHATMA peLueHnst No NoANUCAHUI0 LOKYMEHTa HYXHO:

1.

OTKpbIB yBEOOMIEHME O HEOHXOOMMOCTM NOANUCAHUA OOKYMEHTa, NOCTynuBLUEe Ha [naBHyto
cTpaHudy (M B nouty, ecnv B B[l CnpaBOYHMK oOpraHuM3auum Npov3BedeHa HacTpolka
Ay6nmpoBaHMsa coobLLEeHMI), NEPENTN B KAPTOYKY JOKYMEHTA.

Mpn HeobxogMMoOCTM MOXHO [06aBUTb HOBYHO BEPCUIO/pedakumMio  MPUKPENSIEHHOMO K

[oKyMeHTy chaiina no kHomke. . [MameHuTb]:[Co3paTh Bepcuio]/ [Co3paTh peaakumio]
(n. 11l.4 PaboTa ¢ BNOXeHUsiMN).

HaxaTb COOTBETCTBYIOLLYIO NPUHATOMY PELLUEHUIO KHOMKY Ha naHenun OenCTBUN:

¢ [Moanucartb]. B nosBmBLIEMCS OMANOroBOM OKHE BbiOpaTb OAMH M3 BapMaHTOB U HaXaTb
kHonky [OK]:

O

Modmeepdumsb peweHue - Npy BbIGOpe 3TOro peLleHns JOKYMEHT OTrnpaBnsieTcs
criegytoemy noanucaHTy Unu Ha criefytoLlyto ctaamio o6paboTku AOKyMeHTa.

Ecnu go nogTreepxaeHus pelleHns nognnucaHTom 6bina cosgaHa pegakums canna, npu
noaTeepxaeHun peweHus «lMoanucate» co3gaHHas pegakumsa byaet yaaneHa.

Mpu nognucaHnm C3 npoucxoauT ee aBToMaTuyeckasl perucTpaums U oTnpaska ykasaHHbIM B
kapTouke agpecatam. C3 nepexoauTt B ctatyc «OTnpaBneH».

O

Co3damb eepcuro — npu BblbOpe 3TOro pelleHust HeobxoamMMo co3gaTb HOBYHO
Bepcuio gokymeHTa (n. 111.4 PaboTta ¢ BNoxeHnsmu).

Ompedakmupoeamb OOKyMeHmM — [Ns BO3Bpata B KapTOYKYy [OOKYMEHTa
B PEXMME pedakTMpOBaHUS ANl BHECEHUSI W3MEHEHU B TMOMs  KapTOYKU
[OKyMEHTa.

e [OTKNOHMUTBL]. HyXHO BBECTM KOMMEHTapui, B KOTOPOM OBOBACHAITCA MPUYUHDI
pelleHns, B nosisuewemcs Auvanore. Nocne aToro B NOSBMBLUEMCH OUANOroBOM OKHE
BblOpaTb OAMH U3 BapuaHTOB U HaxaTtb kHoMKy [OK]:

O

Modmeepdumb peweHue - Npy BbIGOPE 3TOrO peLLeHnst JOKYMEHT BO3BpaLLaeTcs
NCMONHUTENIO Ha AOPabOTKy C COOTBETCTBYHOLLMM YBEAOMIIEHUEM.
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Ecnu go noateepxaeHns pelleHna nognucaHTom beina cosgaHa Bepcus danna, npu
noaTeepxxaeHumn pelieHms «OTKNOHUTLY co3aaHHasi Bepcus byaeT yaaneHa.

o Co30amb pedakuyuro — npu BblbOpe 39TOro pelleHUss HeobxoaMmo co3daTb
penakumto gokymenTa (n. lll.4 PaboTa ¢ BnoxeHuamm).

o W3meHumb KommeHmapu& — Ana nsmMeHeHuna eBeeHHOro paHee KOMMeHTapua.

o Ompedakmupogeamb OOKyMeHmM — [Onsi BOo3BpaTa B KapTOYKy [OKYMeHTa
B PEXMME pedaKTMpOBaHUS ANl BHECEHMSI W3MEHEHU B MOMs  KapTOuKK
AOKyMeHTa.

e [Oon. cornacoBaHue]:[OTnpaBuTb]. Cnegyet BbiOpaTb 3TO peELLUEHUE, ecnv OOKYMEHT
HY)XHO OTNpaBuUTb Ha [OnonHuUTEenbHoe cornacoBaHne (cm. n. 111,18 OTnpaBka Ha
AONOMHUTENbHOE COornacoBaHne 1 OT3bIB C AOMOSTHUTENBHOIO COrNacoBaHus).

Bo3moxxHOCTb nognucaHusa cnyxebHon 3anuckm (kHonka [MognucaTtb]) 4OCTYNHa Nonb3oBaTento Ha

3Tanax noaroToBKM U AopaboTkM JOKYMEHTa B TOM Cryyae, eCrnv UCMOMHUTENb JOKYMeHTa (TO ecTb

coctasutens) B B[] MNP asnseTcs:

e noanucaHToM gokymenta (unu O vnn OJ1 nognucaxTa);

e eCcnv Npu 3TOM B NapamMeTpax CornacoBaHus BeicTaBneH cgnar Mponycmums coasacogaHue nnm
B MapLupyTe HeT 6rioka corracoBaHus.

Ecnu nognucant OP[ (npu oTCyTCTBUM 3Tana yTBepXaeHuWs)/4orosopa 0AHOBPEMEHHO SABMseTCH
perucTpaTopom JOKYMeEHTa (M ecnu JOroBop eLle He MMeeT PerncTpaumMoHHOro HoMepa, TO eCTb He
ObIn paHee Bo3BpalLeH Ha JopaboTKy co cTaamMn «Ha nognvcaHum y KoHTpareHTa»), To npu
noanvucaHnm JOKyMeHTa cuctema oTobpasnT avanor ¢ BO3MOXHOCTbIO Bbibopa AeNCTBUiA:
Moanucatb u 3apernctpupoBatb unu Mognucatb M OTNPaBUTL Ha perncTpauuio.

MoanucaHT MOXeT OTMpaBUTb 3anpoc Ha pe3epBupoBaHne Homepa OP[/morosBopa (cM. pasgen
111.26 Pe3epBupoBaHMe perMcTpaumoHHOro Homepa U OTMeHa pe3epBupoBaHNS).

[11.16. MoanucaHne AOKYMEHTa Yy KOHTpareHTa

[oroBop (A0roBOpHON AOKYMEHT) NepexoanT Ha CTaauio NoanucaHns OroBopa y KoOHTpareHTa nocne
pervctpauuu (MoanucaHus) B TOM Criyvyae, ecnv npu co3gaHum AoKyMeHTa He 6bin oTMeYeH dakT
noanucaHns AOKyMeHTa BCEMW yKasaHHbIMU B KAPTOYKE KOHTpareHTamu.

PelueHve Ha gaHHOW CTaammn BbIHOCUT COTPYAHWK, YKa3aHHbIA B KApTOUYKe JOroBopa B nose
OmeemcmeeHHbIlU 3a nodnucaHue y K/a.

[na doukcMpoBaHus B cucteme hakta noanvcaHns AOKyMeEHTa Y KOHTpareHTa HyXHO:

1. OTKpbITb KapTOuKy [oroBopa (OOrOBOPHOrO [OKyMeHTa) B cTtatyce «Ha nognucanumn vy
KOHTpareHTay.

2. [Mpn HeobxoaumMocTn MOXHO [o6aBuTb Heobxoaumble dannbl BnoxeHun (n. ll.4 PaboTa ¢
BNOXEHUAMN).

3. Ha naHenu penctBun HaxaTb KHomMky [[Moanucartb]. B oOTKpbIBLUEMCA OWANoOroBOM OKHe
«BblHeceHune pelleHus» BoibpaTb BapuaHT lTodmeepdumb peweHue n HaxaTtb kHonky [OK].

4. Ecnu B KapTodke OOKYMEHTa He OoTMeyeH hakT nognucaHmst XoTs Obl OOHWUM KOHTPareHToM,
cucteMa otobpakaeT cooblueHne o ToM, YTO HeobxoaMmMo 3anonHuTL nons Homep dozoeopa
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KoHmpazeHma v [fama nodnucaHusi koHmpaz2eHmom. HaxaTb kHonky [OK]. KapTouka
AOKYMeHTa NepexoaunT B peXXum peaakTupoBaHus.

5. 3anonHute nona nonsa Homep O0Oocoeopa KoHmMpazeHma w [ama nodnucaHusi
KOHMpa2eHmMoM [l BCEX KOHTpareHTOB, ONs KOTOPbIX 3TWU MOMs He 3anosfiHeHbl, U CHOBa
BblHECTU pelleHune [MoanucaTtb] (Nocne 4Yero OTKpbIBLUEMCA AMAnoroBoM OKHe «BblHeceHue
pelweHnsa» BblbpaTb BapnaHT lTodmeepodumsb peweHue n HaxaTtb KHonky [OK]).

D,OFOBOp cyHnTaeTca noanncaHHbIM y K/a, TONbKO ecnv OH nognucaH Y BCE€X KOHTpareHToB.

[lokyMeHT nepexoanT B cTaTyC «3apermcTpmpoBaH».

MoxHO cpasy nepenTn B pexuM peaakTMpoBaHUA KapTOYkW (Ha NaHenu OencTBUA HaxaTb KHOMKY
[MoanucaTtb], B OTKPbIBLUEMCH AOWANOroBOM OKHe «BblHeceHue pelleHusa» BbliOpaTb BapuaHT
Ompedakmupoeamb OOKyMeHmM 1 HaxaTtb kHomnky [OK]).

[lns Bo3BpaTa AOKyMeHTa Ha fopaboTKy CO CTaauu NOAMNUCaHUS Y KOHTPareHTa Hy>»XHo:

1. OTKpbITb KapTOYKy [OoroBopa (4OroBOPHOro AOKyMeHTa) B ctatyce «Ha nognucaHumn y
KOHTpareHTay.

2. Ha naHenu genctBui HaxaTb kHOMKy [BepHyTb Ha aopaboTKy]. B okHe BBOga KOMMeEHTapus
ykasaTb NpUYnHY Bo3BpaTa JOKYMeHTa Ha AopaboTky, HaxaTb kHonky [OK]. B oTkpbiBLuemcs
AnanoroBom okHe «BblHeceHue pelleHus» BblIGpaTb OOUH M3 BApUMAHTOB U HaxaTb KHOMKY
[OK]:

e  U3MeHUMb KommeHmapu& — Ana nsmMeHeHna BBeJeHHOro paHee KOMMeHTapua.

e Ompedakmupoeamb OOKyMeHmM — [Nsi BO3BpaTa B KApPTOYKy AOKYMEHTa B pexume
penakTUPOBaHNA ANA BHECEHUSI M3MEHEHWA B [OOCTYMHble Ha [OaHHOM cTaguu nons
KapTOYKW LOKYMEHTa.

e [loOmeepdumsb peweHue — npu BbLIGOpPE 3TOrO peLLUeHUst OOKYMEHT BO3BpallaeTcst
UCNOMHUTENIO Ha 1I0pabOTKy C COOTBETCTBYOLMM yBeaAoMneHneM. MNpu aTom:

o Ecnu B [OKymMeHTe ykasaH TONMbKO OOWMH KOHTpAareHT, TO Mpu BoO3BpaTe Ha
AopaboTKy 3Ha4YeHusl, ykasaHHble B nonsx Homep dozoeopa koHmpazeHma u
JHama nodnucaHusi KOHMPa2eHMOoM, He COXPaHAOTCS.

o Ecnn B [OOKyMEHTE yka3aHO HECKONbKO KOHTpareHTOB, TO YyKasaHHas Aansg
KOHTpareHToB MHopMaLmMsa O NOANMUCAHNUN COXPaHSAETCS.

MNMocne Bo3BpaTa OOKyMeHTa Ha JdopaboTky co crtaguu «Ha nognucaHunm y KOHTpareHTa» B
[OroBOpe COXPaHHAETCA PerucTpaumoHHbIA HOMEpP, MOA KOTOpbiM OH Obin 3apernctpupoBaH nepen
OTNpPaBKOM AOKYMEHTa Ha CTaguio NognucaHns y KoHTpareHTa. Takon OoroBop npu noBTOPHOW OTNpaBKe
no MapLpyTy NpornyckaeT CTaguto permctpauumn u cpasy nepexoaut B cTatyc «3apernctpupoBaH» unuv
«Ha nognucaHuu y KoHTpareHTa» B 3aBMCMMOCTW OT TOro, OTMEYeH N B JoroBope akT nognucaHus
A0orosopa BCEMW KOHTpareHTamu.

B ctaTtyce «Ha nognucanun y k/a» MOXHO nepeaaTtb OrOBOP M CBSA3aHHbLIN AOrOBOPHOM AOKYMEHT
B B[ Kanuenspusa (cm. n. 111.19 MNepegayva goroBopa 1 4OroBopHbIX 4OKymMeHTOoB B B[] KaHuenspus).
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111.16.1. M3meHeHMe OTBETCTBEHHOro 3a noanucaHue [AOKyMeHTa Yy
KOHTpareHTa

M3MeHUTb OTBETCTBEHHOIO 3a NOANMUCAHWE Y KOHTpAreHTa cCoTpyaHMKa MOryT:
e AaMUHMCTPATOpP NO JOroBOpHON paboTe OTKpbIBaET B cTaTtyce «Ha nognucaHumny, «Ha
noanucaHum y KoHTpareHTa», «Ha pernctpauun», «Ha gopabotke», «Ha obpaboTke
3aMedaHniny.

e [loagnucaHT B cTaTtyce «Ha nognucaHumy.
o OTBeTCTBEHHbIV 3a NoAnncaHue B ctatyce «Ha nognucaHum y KoHTpareHTa»
[ns cMmeHbl COTpyaHMKa, yKasaHHOro B KapToyke B KaydecTBe OTBETCTBEHHOro 3a noAanuvcaHue y
KOHTpareHTa, HY>XHO:

1. OTKpbITb KAPTOUKY AOroBopa (4OroBOPHOro JOKYMEHTA).

2. Psgom ¢ nonem OmeemcmeeHHbIlU 3a nodnucaHue y K/a LWenkHYyTb MO CCbifke
N3meHumb omeemcmeeHHOoR20.

3. B oTkpbiBlIEMCA OKHE BblOpaTb HEOGXOOAMMOro COTpPyAHWKa M3 yucna coTpyaHukoB B[
CnpaBOYHMK opraHusaumum n HaxaTtb kHornky [OK].

B pesynbtate B none OmeemcmeeHHbIl 3a nodnucaHue y K/a oTobpaxaeTcsi BblOpaHHbI B
ANanoroBomM OkHe COTPYAHKK.

MNpu nepexofe B cTatyc «Ha nognucaHMmM y KOHTpareHTa» yBegoMIeHNe O NPUHSATUM PeLleHUs Mo
AOKYMEHTY MOCTYNUT BblGpaHHOMY COTPYAHUKY. Ecnun naHHoe AeicTBue BbINOMHSANOCL Ha ctagum «Ha
noanMcaHnm y KOHTpareHTay, To y TeKyLLEero cCoTpyaHuka, OTBETCTBEHHOMO 3a CTaauio Noanucaxus y k/a,
yBEZIOMIIEHME MEPEXOAUT B KaTeropuo «BbINOMHEHHbIe», a YyKasaHHbIA OTBETCTBEHHbIN COTPYAHUK
nony4aet yBeloMIIEHME O HEOOXOAMMOCTM NOAMNUCAHNSA AOKYMEHTA Y KOHTpareHTa.

.17. YTBepxaeHue AOKYMEHTOB

Cragus yTBEPXOAEeHUA npegycMoTpeHa B CTaHOAaPTHbIX CXeMax 06pa6OTKVI ona cnegylowmx Tunos
OOKYMEHTOB!

e  OpraHM3auMOHHO-PaCMNOPSANTENbHBIE JOKYMEHTHI;
e  3asBKM.
[ns BbINONHEHWS onepauun yTBEPXAEHUS COTPYAHMK LOIMKEH UMETb BU3HEC-PONb YTBepXOaoumpysi.

[Ns NpUHATMSA peLLeHnst No YTBEPXKAEHWNIO JOKYMEHTA HYXHO:

1. OTkpbIB yBEOOMIIEHME O HEOOXOOUMOCTMN YTBEPXKOAEHNSA AOKYMEHTA, NOCTynuBLLEe Ha [NaBHyto
cTpaHuyy (unu B nouty, ecnn B B[] CnpaBOYHMK opraHu3auum npousBegeHa HacTpovika
Ay6rnvpoBaHMsa coobLLeHnIn), NePenTN B KAPTOYKY JOKYMEHTA.

2. lNpn HeobxogumMocTM MOXHO [06aBUTbL HOBYK Bepcuio/pefakumio  MPUKPENEHHOro K

[OKyMeHTy caiina no kHorke. . [MamenuTb]:[Co3naTk Bepcuio]/ [CospaTh peaakumiol
(n. 1.4 PaboTa ¢ BNOXeHNaMn).

3. HaxaTb COOTBETCTBYIOLLYIO MPUHATOMY PELLEHWNIO KHOMKY Ha NaHenn AencTBUn:

o [YTBepauTb]. B nosiBuBLLEMCA ANANOroBOM OKHE BblbpaTb O4MH N3 BapMaHTOB M HaxaTb
kHonky [OK]:
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o [loOmeepdumb peweHue — npu BbIOOpPe 3TOro pelleHus LOKYyMeHT Oyaer
OTMpaBfeH No MapLUPYTy B 3aBMCMMOCTUN OT HACTPOEK.

Ecnu oo noateepxaeHus pelleHus yTeepxaarLwmm 6bina co3gaHa pegakumsa danna, npu
noaTBEPXKAEHUM pelleHns «YTBepauTby co3faHHas pefakuuna byneT yaaneHa.

I'IpM yTBEPXAEHUN 3adABKN NMPOUCXOOUT €€ aBTOMaTtn4decKkaa permcrpaunA.

o Co3damb eepcuro — npu BbIbOpe 3TOro0 pelleHus Heobxoaumo co3daTb HOBYHO
Bepcuto gokymeHTa (n. 1.4 PaboTa ¢ BnoxeHuamm).

o Ompedakmupoeamb OOKyMeHmM — [N BO3BpaTta B KapTOYKy [AOKYMeHTa
B peXUME penaKkTMpoBaHMs [ON18 BHECEHMS] W3MEHEHWA B MONS  KapTO4KU
AOKYMEHTa.

e [OTKknoHuTL]. B nosiBuBLLEMCS ANanNoroBomM OkHe BbiGpaTb OAWH U3 BapUaHTOB U HaXaTb
kHonky [OK]:

o [lodmeepdumsb peweHue — nNpun BbiGOpe 3TOro peLLeHnsa AOKYMEHT BO3BpaLlaeTcs
NCMOMHUTENIO Ha AopaboTKy C COOTBETCTBYHOLLMM YBEAOMIIEHNEM.

Ecnu go nogreepxaeHus pewweHns yTeepxgaowmum beina cosgaHa Bepcus hanna, npu
noaTeepxaeHun peleHns « OTKNOHUTb» Co3faHHasa Bepcus 6yaeTt yaaneHa.

o Co3damb pedakyuro — npu BblOOpPe 3TOr0 pelleHust Heobxooumo co3adaTb
pegakumio gokymeHTa (n. 111.4 Pabota ¢ BnoxeHnsmn).

o WU3meHumb KOMMeHmapua — Ana naMeHeHnda BBeJeHHOro paHee KOMMeHTapus.

o Ompedakmupogeamb OOKyMeHmM — [ns BO3BpaTta B KapTO4Ky [OKYMeHTa
B pEXMME pedakTMpoBaHUS AN BHECEeHUSI W3MEHEHM B MOMNs  KapTOuKu
[OKyMeHTa.

e [[Oon. cornacoBaHue]:[OTnpaButb]. CnegyeT BbiOpaTb 3TO pelleHue, ecrnim SOKYMEHT
HY)XHO OTNpaBUTb Ha JAononHuTenbHoe cornacoBaHue (cm. n. l11.18 OTnpaBka Ha
AOMOJSTHUTENBHOE COrnacoBaHUe U OT3bIB C AOMOSTHUTENBHOMO COrNACOBaHWS).

Bo3sMOXHOCTb yTBEpXOeHus 3asBKM (KHOMKa [YTBepAWTb]) AOCTynHa nofb3oBaTerno Ha aTanax

NoOAroTOBKM WM J0paboTKM [OKYMEHTA B TOM Clydae, €Cnu UCMNOSHUTENb [AOKYyMeHTa (TO ecTb

coctaBuTensb) B B[] MNP aenseTcs:

e yTBepxaatowmum gokymenTa (unn O nnn OJ1 ytBepxaaroLLero);

e ecnv Npu 3TOM 1 B MapamMeTpax corfnacoBaHus BbicTaBneH dnar lMponycmumb coaslacoeaHue
U B MapLUpyTe HeT Grioka cornacoBaHus.

Ecnun yreepxxgatowmn OPL, 04HOBPEMEHHO SIBMSIETCA PErMCTPaToOPOM AOKYMEHTA, TO Npwu
YTBEPXKAEHMM LOKYMEHTA CMCTEMa 0TOOpa3uT guanor ¢ BO3MOXHOCTbIO Bbibopa AeNCTBUN:
YTBepAuTbL U 3aperucTpupoBaTb Unv YTBepauTb U OTNPaBUTb Ha perucTpauuio.
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YTBEpXKOAOLWMN MOXET OTNpaBUTb 3anpoc Ha pesepBupoBaHue Homepa OP[ (cm. pasgen
111.26 Pe3epBunpoBaHne perncTpaumMoHHOro HoMmepa 1 0OTMeHa pe3epBUPOBaHNS).

[11.18. OTnpaBKa Ha fONONIHUTENbHOE cornacoBaHue U OT3bIB

C AOoNOoJIHNTeJNIbHOro corrnacoBaHusA

Monb3oBaTtens, KOTOpOMY noCTynun  OOKYMEHT AnAa cornacoBaHud, noanncaHna wunn
yTBEepXaeHusd, npu HEeobXOAMMOCTN MOXET opraHmn3oBaTb AOOMONMHUTESIbHOE CorftacoBaHue. Kpome TOro,
OOMNONHUTENbHbIN cornacyrou.l,vu?l TaKKe MOXeT OpraHn3oBaTb AOMNOJIHUTESIbHOE COorfiacoBaHue.

YTtoObl OTNnpaBnTb AOKYMEHT Ha OOMNoJIHUuTesribHoe corfiacoBaHune, Hy>XHO:

1. OTKpbITb Ha npocMoTp KapTO4Ky [OKYMEHTA, NOCTYNMBLUErO
Ha cornacoBaHue/noanMcaHve/yTBepXXaeHne Unmn ononHUTeNbHOEe cornacoBaHuve.

2. HaxaTtb kHonky [[on. cornacoBaHue]: [OTnpaBuTb).

3. B nosiBuBLIEMCS OMANOroBOM OKHE yka3aTb MapameTpbl AOMOSTHUTENbHOIO COrfacoBaHus
(PucyHok 21):

e [00aBUTb AOMONHUTENbHBIX COrnacyrLWwmx (Ang 3Toro HaxkaTb KHOMky [[lo6aBuTb));
e yKasaTb CPOK JOMOSIHUTENbHOrO COrnacoBaHus;
e [00aBUTb KOMMEHTAPWI NPU HEOBXOANMOCTW.

4. HaxaTb kHonky [OK].

BriGop cornacyrouwmx X

Mapamerpbl 4ONOAHHTENLHOND COrNacoBaHnA

CnUcoK ACNOAHKWTENBHBIX
COrnacy LA,

AobaenTe...

CpoK cornacoBaHWA, OHeN: 2

KOMMEHTEPMHIA:

QK OTMEHE

PucyHok 21. NMapameTpbl 4OMONHUTENILHOIO corflacoBaHus

BbiGpaHHble OOMONHUTENbHBLIE COrMacylolMe NnonyyarT yBeAoMIeHUsa Ha [naBHyl cTpaHuuy O
HeobXoAMMOCTU COrNacoBaHUS JOKYMEHTa.
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CoTpyaHuK, OTNpaBMBLLMIA JOKYMEHT Ha JONOMHUTENBHOE COrnacoBaHne (CornacyloLnin, NOANMUCaHT,
YyTBEPXAAIOLLNIA), MOXET BbIHECTU CBOE peLleHue No JOKYMEHTY, He JOXUOAACh peLleHns aon.
cornacyroLmx, npyu 3Tom 4OMN. cornacyoLme nonyyaT yBeaoMIieHnsa 06 0OTMeHe CornacoBaHus.
Ecnu gononHutensHoe cornacoBaHue 3aBepLUUoCh OTpuLaTENbHO (40N. CornacyoLmii BeIHEC
pelieHne «He cornaceH»), To OCHOBHOE COrnacoBaHue He npekpallaeTcs.

UT06bl 0TO3BaTb AOKYMEHT C AOMOMHUTENBHOIO COrMacoBaHUs, HYXXHO:
1. OTKpbITb HA NPOCMOTP HEOBXOANMYIO KAapTOYKY JOKYMEHTa.
2. Haxatb kHorky [[lon. cornacoBaHue]:[OTo3BaTh].

3. lNogTtBepauTb 3anpoc 06 OT3biBE 3anpoca Ha peueH3npoBaHue. Y COTPYAHMKOB, KOTOPbIM
AOKYMEHT Obln  OTnpaBneH Ha [ONOMHUTENbHOE  corflacoBaHve, Oyoet  yganeHo
COOTBETCTBYIOLLIEE YBEOOMIEHNE Ha [NaBHOM CTpaHuue.

B auanoroBom okHe OTnpaBkK Ha JOM. COrnacoBaHne aBTOMaTUYECKW yKkasbiBaloTCs AOoM.
cornacyloLme ¢ npeabiayLien ntepaumm, KOTopbiM TEKYLLMIA NONb3oBaTeNb OTNPAaBNAAN JOKYMEHT Ha
[0M. cornacoBaHune (Jon.cornacyLwmii He ykasbiBaeTcs aBTOMaTUYECKM, eCrv Ha npeablayLuen
nrepaunmn coTpyaHMK oto3ean AOKYMEHT C Aon.cornacoBaHna y AaHHOro gomn.cornacywuiero, nnun
CaM BblHEC peLLeHMe 3a Hero).

[11.19. Mepepnaya goroBopa u AOroBOpPHbIX AOKYMEeHTOB B B[]

KaHuensapusa

[loroBop v cBA3aHHbIA AOrOBOPHOM AOKYMEHT MOXET ObiTb oTnpaeneH B b1 KaHuenapus.

OTnpaBka JoroBopa v JOroBopHOro AokymeHTa B B[] KaHuensapusa Bo3MoxHa B ctatycax «Ha
nopaGoTke», «3aperncTpupoBaH», «Ha noanucaHum y KOHTpareHTa.

[ns oTnpasBku gorosopa (4OroBopHoro gokymeHTta) B bl KaHuensapusa Hy>XHO:
1. OTKpbITb HA MPOCMOTP HEOBXOOMMYIO KAPTOUKY OOKYMEHTa.
2. Haxatb kHorky [Mepepatb B KaHuenspuio] Ha naHenn AencTBuN.

3.Ecrim B B[l KommyTtatop 3apermctpypoBaHO HECKOSIbKO KaHUEenapun, B OTKpbIBLUEMCS
ANanoroBom okHe BblbpaTb Heobxoammyto 6a3y AaHHbIX U HaxaTb [OK].

4. B nosiBuBwemcs ananore BblbpaTb mMapLupyT o6paboTkM UCXOASALEr0o OOKYMEHTa U HaxaTb
[OK]. MNocne aToro Ha aKpaHe OTKpbIBAETCS KapTOYKa HOBOro AOKyMEHTa.

Ecnu B B[] Tunosble MapLipyTbl Ang Mcxoadiiero JOKyMeHTa co3faH TONbKO OAUH TUMOBOWA
npotecc, 4OCTynHbIN nonb3oBartento (ero MO v A1), To npy co3gaHnm JOKYMEHTa 3TOT TUNOBOW
npoLiecc ucnorb3yeTcs No ymondaHuo 6e3 npegBapuTensHOro Boibopa.

5. 3anonHuTb nons KapTO4KM OOKYMEHTAa M OTNpaBUTb OOKYMEHT MO MapLUPYTy.

B kapTouke ncxogdawiero 4OKyMeHTa YacTb Nosien 3anonHaeTcs 3Ha4YeHUMIN 13 Nonen JOKyMeHTa-

OCHOBaHUA:

o [lone UcnonHumens 3anonuHsetca PO nonb3oBaTens, BoinonHawwero gencreme [Mepenatb
B KaHuenspuio].

¢ B none Komy Hacnepyetcs 3HadeHus nonss KoHmpa2eHm 13 KapTo4ku JOrOBOPHOMO AOKYMEHTA.
Ecnun ykasaHo 6oniee 0gHOro KOHTpareHTa, TO B MOSie YKa3bIBaETCs NEPBbIN KOHTPAreHT rno
CIUCKY.

e B obnactb BNOXeHWI NEPEHOCATCA BIIOXEHUS N3 KapTOYKM JOrOBOPHOIrO AOKYMEHTA.

e B none CodepxamenbHasi Yacmb nepeHoCcUTCS MHGPopMaLmMsa U3 cogepykaTenbHO YacTu
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00roBOpPHOro OKyMeHTa.

Ha Bknagke Cesi3aHHble OOKYMEHMbI KAPTOYKM UCXOASALLEro AOKYMEHTa OOrOBOPHON AOKYMEHT
oTobpaxaeTcs B none OcHoeaHue. B 0oroBopHoW LOKYMEHT Ha Bknaaky Cesi3aHHble OOKYMeHMmbI B
none CesizaHHbIe NOMELLAETCS CCbiflka Ha co3aaBaeMbli UCXOASILUMIA JOKYMEHT.

B BepxHei 4acTu OTKPbIBLLUENCS KapTOYKM UCXOAALLEro AoKyMeHTa GyaeT oTobpaxaTbCs ccbinka
Ha JOroBOPHOMN AOKYMEHT. HyXXHO yKka3aTb, kakuM 06pa3omM co3gaBaeMblii JOKYMEHT CBSI3aH C rofIOBHbIM

AOKYMEHTOM, HaXaB KHOMKY " psijlOM CO CChISTKOM M BbIOpaB M3 CNMCKa KMHOYEBBIX 3HAYEHUIA TUMN CBS3N
(ConpoeodumenbHbill K, B omeem Ha wnu lMoemopHbIli Ha). Ecnu HMW oauH M3 CcTaH4apTHbIX
BapMaHTOB HE NOAXOAUT, cneayeT 3agaTb COOCTBEHHbIN TUM CBA3N OOKYMEHTOB, 3anonHue none Hoeoe
3Ha4eHue.

111.20. OTnpaBKa JoroBopa v AOroBOPHbIX JOKYMEHTOB MO 3J5IEKTPOHHOM

no4yTte

[loroBop ¥ CBSi3aHHbIA [OTOBOPHOM [OKYMEHT MOXeT OblTb OTnpaBfieH KOHTpareHTam Mo
3MNEeKTPOHHOM MnoyTe.

OTnpaBka JoroBopa 1 JOrOBOPHOMO AOKYMEHTa KOHTpareHTam Mo 3feKTPOHHOM NnoYvTe BO3MOXHa B
cratycax «Ha gopabotke», «Ha o6paboTke 3amevaHniny.

[na oTnpaBku [JOroBOPHOrO [AOKYMEHTa MO OMEeKTPOHHOW MnoyTe criedyeT HaxaTb KHOMKY
[AononHuTtenbHo]:[OTnpaBuTb e-mail] Ha naHenn [enWCTBUA KapTodku. B OTKpbIBLUEMCS OKHe
cO34aHnsa MOYTOBOrO COOBLUEHUS, NpU HEeoBXOOUMOCTU, BHECTU U3MEHEHUs B agpeca SMeKTPOHHOW
noyTbl (KOTOpble NPOMMCLIBAOTCA NO yMOnyaHuio uHgopmauven n3 b1 BHewHune appecatbl), TEKCT
nMcbma  (KOTOpbIA  3anonHseTcs wuHdopmauunen u3 nona CodepxkamesibHasi 4acmb KapTOYKU
AOKyMeHTa), BblbpaTb BNOXeHWs Ang OoTnpaBku (KoTopble AobaBnsaiTcs u3 obnactu BrOXEHWN
KapTOYKM JOKYMEHTa), N HaxaTb KHorky [OK].

Ecnu HM y KOro u3 KOHTpareHToB He yKa3aH agpec anekTpoHHou noyTel B (Bl BHewwHue agpecaTsbl),
cuctema oTobpaxkaeT COOTBETCTBYOLLEe CoobLLeHMe.

B pesynbTaTte JOrOBOPHOWN LOKYMEHT ByaeT oTnpaBneH KOHTPareHTy Ha yKka3aHHbIA 3NTeKTPOHHbIN
agpec. B none JJama omnpaeku kapToykn JOKYMeHTa ouKCUpyeTcs Aata u Bpemsi oTnpaBku nucbma. B
none Cnoco6 docmaesku ukcupyeTcs crnocob otTnpasBku «e-maily.

Mocne pernctpaunm B AOKYMEHTE MOXHO U3MEHUTb cnocob AOCTaBKU MO CCbIIKe N3meHUMB
crnocob docmaeku Ha Bknagke OpuauHan.

.21. KoHTponb ncnonHeHnsi 4OroBopoB (4on. cornatueHun)

1.21.1. Hauyano ncnonHeHus

[orosop (gon. cornawweHune) npuobpeTtaeT npusHak «[JerncTByeT» Npu HacTynfeHun gatbl Hadana
AeNCTBNS OOroBopa, ykasaHHOW Ha Bknagke Ycnoeusi dozoeopa. [pun atom Kypatopy gorosopa u
CocTtaBuTenio JOKYMeHTa HanpaBnseTca COOTBETCTBYOLWEE MHpOPMaLNOHHOE yBeJOMIEHME.
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Mo ncteyeHunto cpoka aencTeus gorosopa Kypatopy aoroopa n CocTtaBuUTento AOKYMEHTa Takke
HanpaBnseTcs COOTBETCTBYOLEEe UH(OPMALIMOHHOE YBEAOMITIEHME.

11.21.2. Co3paHue atana no AOKYMEHTY

CospaHve aTana gocTynHo Ha niobor ctagumn obpaboTku Jorosopa (Jon. cornaweHns), Ha4nHas co
cratyca «4epHOBUK» 1 A0 cTaTyca «3aperncTpupoBaH» BKIMIOYMTESBHO.
Cospanue atana goctynHo Kypatopy, Cocrasutento, a Takke vx MO/AJ1.

[ns co3ganuna aTana no 4oroBopy (4on. COrnalleHnio) HYy>KHO:

1. BblgenuTb B NpeacTaBfNeHUM HYXXHbIM OOroBOp (gomn. corfnalleHne), HaxaTtb kHonky [HoBbin
OOKYMEHT] Ha naHenu OEeNCTBMIA 1 BbIOpaTb 13 CnNncka TUN JoKyMeHTa «3T1any. JInbo oTKpbITh
KapTO4Ky [OOKyMeHTa, MepenTn Ha BKknagky McnonHeHue doz2oeopa W HaxaTb KHOMKY
[Co3zpaTb 3Tan].

2. 3anonHuTb NOoNsA OTKPLIBLLENCH KapTo4yku aTana. [na nepexoda no nongm KapTOYKM MOXKHO
ncnonb3osath knasuwy TAB.

3. HaxaTb kHonky [CoxpaHuTb] Ha naHenun OencTBUN.

Co3paHHbIN 3Tan coxpaHsieTcs Ha Bknagke McrosiHeHue dozoeopa. B BepxHem npaBom yrny
oTobpakaeTcs CCbiflka Ha AOroBOP — OCHOBaHMe.

[aTbl Ha4Yana n oKOH4YaHNS 3TanoB AOMKHbI NeXxaTb B npepenax gat Hadana m OKOH4YaHun4
NCNOJIHEHNA OOKYMEeHTa-OCHOBaAHUA.

Ha Bknagke ,qOKyMeHMbI KapToO4kK1n 3Tana 0T06pa)Ka|'0TCF| BNOXEHNA KapTO4Ykn [O0rosopa-
OCHOBaHWu4, a Takke BNoXXeHUA co3daHHbIX Mo aTtany q)I/IHaHCOBbIX (I'IpOVI3BOJ'IbeIX) OOKYMEHTOB.

Ha Bknagke @®uHaHcoeble OOKyMeHmbI OTODpaXxalTcs co3haHHble Mo 3Tany (UHAHCOBbIE
(Npon3BOMnbHbIE AOKYMEHTHI).

COpr}J,HI/IKy, YKa3aHHOMY B KapTO4ke 3Tana B KadeCcTtBe OTBETCTBEHHOro 3a 3Tan, Ccucrtema
HanpasndaeTt VIHCbOpMaLl,I/IOHHbIe yBeaoMIneHuna: 3a 5 oHen po HacTynneHna aatbl Havana/ aatsl
OKOH4YaHuA 3Tana, a Takke rnpn HactynneHumn gatbl Ha4ana/ gaTbl OKOH4YaHUA 3Tana.

[1.21.3. 3aBepLueHue atana

CoTpygHuK, yKasaHHbI B KapTOYKe 3Tana B KavyecTBe OTBETCTBEHHOro 3a 3Tan, OTKpblBaeT
KapTO4Ky aTana no AercTBylowwemy Aorosopy. [lepexoguT B pexvMm peaakTMpoBaHWUs, ycTaHaBnvBaeT
dnar Ommemeka o 3aeepweHuUuU amana, npyu HeobXOAMMOCTUN KOPPEKTUPYeT AaTy 3aBepLUeHns atana
N COXpaHAET U3MEHEHWS.

Ecnn 81O nocnegHuii 3aBepLUeHHbIN 3Tan No AOroBopy, TO cMcTeMa BbiIBOAWUT coobllieHne o
HeobX0AMMOCTM 3aBepPLLEHMS UCMOMHEHMSI NO LOrOBOPY.

[11.21.4.  TNpunoctaHoBKa /BO306HOBMNEHMNE UCNOSTHEHUSA

B03MOXHOCTb NPMOCTAHOBUTL/ BO30OHOBUTL UCMOSIHEHUE MO AOrOBOPY MMeeT AOMUHUCTPATOP Mo
[loroBopHoli paboTe, KypaTop gorosopa, a Takke CocTaBuTeNb AOKYMEHTA.
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YTo6bl NPUOCTAHOBUTL MCMOSTHEHNE MO [OroBOpPY (4O0M. COrnalleHuto) HYXKHO OTKPbITb KapTOuKy
Joroopa (gon. cornaweHus) ¢ npu3Hakom «[encteyeT» KW HaxaTb KHomky [[puoctaHOBUTL
MUCNOSfIHeHUe] Ha NaHenn OenCTBUN.

MprocTaHoBKY/BO306HOBMNEHME UCMONMHEHUS AOroBOpa BeinonHsaeT KypaTop gorosopa B criyyae
I'IOCTaHOBKI/I/BbIBOLI,a KOHTpareHTta B/WU3 CTOM-NNCTa COOTBETCTBEHHO.

KypaTopy noroBopa hopmMupyeTcsi COOTBETCTBYIOLLEE YBeAOMIeHE 00 n3MeHeHun ctaTtyca
KOHTpareHTa.

Horosop (gon. cornaweHne) npuobpetaer npusHak «[llpuoctaHoBneH». [lpy  3aTOM
AOMUHUCTPATOPY MO [OroBOpHOM paboTe HanpaBnseTcsa COOTBETCTByKLWEEe WMHPOPMaLNOHHOE
yBeOMIIEHNE.

B cekumn Ucmopus usmeHeHuUss 0o2o8opa OTOOpaxaeTcsd 3anvMcb O BbINOMIHEHHOW onepauun, B
TOM 4ucCre, gata n BpeMsi BbiNoNiHeHne onepauun, PUNO coTpygHuka.

UTo6bl BO30OGHOBWTL WMCMOMHEHME MO [OroBOpy (4OMN. COrNalEeHUI0) HYXXHO OTKPbITb KapTO4Ky
goroopa (gon. cornaweHus) ¢ npusHakom «[lpuocTtaHoBMneH» M HaxaTb KHOMKY [Bo30OHOBUTH
MUCNOSNIHeHUe] Ha NaHenn OeNCTBUN.

Horoeop (gon. cornaweHune) npuobpeTtaeT npusHak «dencteyeT». MNpn atom AgMUHUCTPATOPY NO
AO0roBopHOM paboTe HanpaBnsaeTcsi COOTBETCTBYOWEee NHHPOPMaLMOHHOE YyBe4OMIIEHME.

B cekumn Ucmopus usmeHeHuss 0o208opa OTOBPaXkaeTcsl 3anucb O BbINMOMHEHHOW ornepauun, B
TOM Yucne, AaTta v Bpems BbinonHeHune onepauun, PO coTpyaHuka.

Ecnn pata okoH4aHus goroeopa npowna, 1o npu BO30OHOBIEHWM UCMONTHEHUSI CUCTEMA BblaaeT
COOoTBETCTBYKOLLEE coobueHmne 0 HeobXoANMOCTUN N3MEHEHUS CpoOKa nencrTeus poroeopa.

[11.21.5. PactopxxeHune gorosopa (gon. cornaiwueHus)

B0o3MOXXHOCTb pacTOprHyTb OrOBOp MMeeT AOMUHMCTPATOP Mo AoroBopHoK paboTe, Kypatop
Joroeopa, a Tarke CoctaBuTeNnb JOKYMEHTA.

UTtob6bl pacToprHyTb AOroBop (4OMN. COrnalleHue) HYXXHO OTKPbITb KapTouKy Aorosopa (gon.
cornaweHuns) ¢ npusHakom «[ewncteyet»/ «[llpnocTtaHoBNeH» W HaxaTb KHOMKY [PacTtoprHyTb] Ha
naHenu genctevin. B oTKpbiBLLEMCS AMANOroBOM OKHE BblOpaTb OOKYMEHT, ABNSAOLMECS OCHOBaAHWEM
AN pacTOPXXEeHUs, BBECTU ONMCaHMe NPUYUHBI pacTopXKeHns n HaxkaTb [OK].

Ecnn npn pacTtop>XeHnn 4oroeopa MMerTCA He3aBepLlleHHbIe 3Tarnbl MO A0OroBopy, T0O cuctema
BblaeT COOTBETCTBYOLLEE 0006u.|,eH|/|e, C BO3MOXXHOCTbIO NMPOoAOINKUTL BbINOJIHEHME onepauunn, nuoéo
BEPHYTbCA B KAPTOYKY OOKYyMEHTA.

HoroBsop (pon. cornawweHne) npuobpetaeT npusHak «PactoprHyT». Mpu atom AgMuHMCTpaTopy No

AOroBOpHOM paboTe HanpaBnNAeTCs COOTBETCTBYOLEEe MHPOPMALMOHHOE YBEAOMIEHNE.

Cesa3aHHble C [OroBOPOM AOMOSHUTENbHbIE COrMalleHns, Haxoaswmecd A0 BbINOSIHEHUSA
onepauum B ctatycax «3apernctpupoBaH» unn «Ha gopaboTke», MMelT npusHak «PacToprHyt». Y
OTBETCTBEHHbIX COTPYAHWKOB yAansaTcsa Bce yBeAOMMEHUs Mo AaHHbIM JOKYMEHTaM.

Ecnu npn pacTtop>xxeHnn No 4oroBopy MMerTCA CBA3aHHble JOroBOPHbIE AOKYMEHTbI B OAHOM U3

NPOMEXYTOYHbIX CTaTyCcOB (ﬂ,O pernctpaunm n He Ha p,opa60T|<e), TO CUCTeMa BblgaeT
cooTBeTCTBYKOLLEE coobLeHne o HeobxoaMMocTuH 3aBepLieHna npouecca no H1UM.
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.21.6. 3aBepLueHne UCNoSTHEeHUsA

B03MOXXHOCTb 3aBEPLUUTL UCMONMHEHNE AOroBOpa M AOMNOSNTHUTESNBHOrO CornalleHns umeeTt
AamuHUCTpaTop no gorosopHoun pabote, KypaTtop goroBopa, a Takke CoctaBuTENb JOKYMEHTA.

3aBepLueHne NCNOMHEHNS A0roBopa 1 AOMOMHUTENBHOrO cornalleHns AOCTYMHO TONbKO nocne
Havyana gatbl UCMONHEHMS AOroBopa (B AOKYMEHTax C NpuM3Hakom AencTeus «Jenctesyet» un
«MprocTaHoBEH»), €CNN B KApTOYKe JOKYMEHTa Ha Bknaake Ycsioeuss do2oeopa B none Cpok
delicmeust BbIOpaHo 3Ha4veHve o ykaszaHHolU dambi unv o ucnosiHeHuUs1 o6s13amenbcme. Mo
[IOroBOpY BCe 3Tarbl JA0KHbI OblTh 3aBEpLUEHDI.

[ins 3aBepLUeHMs1 UCNOMHEHUs! foroBopa (4OMNOSTHUTENBHOMO COrMalLeHus1) HyXKHO:

1. OTKprTb KapTO4Ky Oorosopa (D,OI'IOJ'IHI/ITeJ'IbHOFO cornau_leva) 13 npengcraBrieHns E,D, nnn n3
nony4yeHHoro ysegomMrieHmsa o 3aBepLLIeHI/II/1/I/ICTe‘-leHVII/I CpOKa UCNOJIHEHNA OOKYMEHTa

2. HaxaTb kHOMKy [3aBepwMTb UCNOSTHEHUE] Ha NaHenn encTBUN.

B pesynbTate OoroBop wnv OOMOMHUTENbHOE CcorfaweHune npuobpeTarnT NpusHak AencTeus
nokymeHta «WcnonHeH». CaaAsaHHble ¢ [oroBopoM [onofHUTENbHbIE COrnaweHna B cTaTycax
«3aperncTpupoBaH» Takke npuobpeTaloT npusHak aencteust «McnonHeH». CBsidaHHble [JOroBOpHbIE
OOKYMEHTbI B cTaTyce «3apernctpmpoBaHy»/ «Ha gopaboTke» noMeLiarnTcs B KOP3NHY.

Ecnn cBa3aHHble JOrOBOpHbIE AOKYMEHTbI HAXOOATCSA B OAHOM U3 MPOMEXYTOYHbIX CTaTyCcoOB (4O
perncrpaumm), TO cuctema BblgaeT cooblieHMe O TOM, 4YTO neped 3aBeplUeHMEM MWCMONHEeHUs
HeobxoauMO 3aBepLUNTb MPOLECC MO CBSA3aHHbIM AOrOBOPHLIM AOKYMEHTaM (nMnbo BepHYTb UX Ha
AopaboTky).

Ecnn no poroBopy ecTb Hes3aBepLUEHHblE 3Tanbl, cMcTeMa OToOpaxkaeT COOTBETCTBYyHLLEE
coobLeHne 0 HeobXoaMMOCTU 3aBepLLEHNS 3TAMNOB MO JOKYMEHTY.

.21.7. MN3meHeHune cpoka aencrteua gorosopa u NponoHrupoBaHue

lMponoHrmposaHve (NpoasneHne cpoka AeNCcTBMA) 4OroBopa U AOMNOMHMTENBHOMO CornatleHns
AOCTYMHO MOcCre TOoro, Kak Ha4yHeTcsa AaTta UCMOMNHEeHNs AOKyMeHTa (npu3Hak genctems «dencteyet»
unu «lMNpuocTaHoBNEH»), a Takke ecnu B KApTOYKe JOKYMEHTa Ha Bknaake Ycroeust dozoeopa B
none Cpok delicmeusi BbIGpaHo 3Ha4YeHne Jo yka3aHHOU dambl.
[Onsa npoaneHus cpoka AencTBUA LEWCTBYIOLWEro goroopa (4OMOMHWMTENBHOMO CornawleHns)
HY>XHO:

1. OTKpbITb  KapTOMKy  JoroBopa  (OOMOMHWTENbHOTO  COrnawleHns) B cTaTtyce
«3apernctpupoBaH» 1 npusHakom «enctsyet» nunm «pnocTaHoBEH.

2. HaxaTtb kHorky [[TponoHrnpoBaTbk] Ha NnaHenv A4enNCTBUN.

3. B oOTKpbiBWEMCA AManoroBoM OKHe BbI6paTb [OOKYMEHT K [OroBopy, SBNSAKOLLMICS
OCHOBaHVEM [5s1 U3BMEHEHUA CPOKa, BBECTU AaTy, A0 KOTOPOW HY>XHO MPOANUTL AeNCTBUe
AOKYMeHTa, 1 HaxaTb KHonky [OK].

B pesynbTaTe B kapTo4ke QOKyMeHTa (4oroBopa uMnv OOMNOMHUTENBbHOMO COrnalleHns) Ha BKnagke
Ycnoeus dozoeopa B none [Jama okoH4YaHuUsi oToOpaxaeTcsa aaTa, 40 KOTOPOW NPoASIeH JOKYMEHT.
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B cekuun Ucmopus usmeHeHusi 0o2080pa OToOpa)kaeTcs 3anuchb O BbIMNONHEHHOW onepauun, B
TOM Yuncne, Aata 1 Bpemsi BbinonHeHue onepauun, PO coTpyaHuka.

MN3meHeHune CpoOkKa ﬂ,eVICTBMFI goroesopa u OonoJIHUTEeJ1IbHOro cornaweHna AoCTynHoO A0 TOoro, Kak
Ha4yHEeTCAa gata UCNOJIHeHUA OOKYMEHTa.
Ana  wn3MeHeHWs cpoka [OEeWCTBMSI  3aperncTpvpoBaHHOIO  [0OroBopa  (AOMONHUTENbHOro
cornalleHns), 4ata Havana KoToporo ele He HacTynuna, Hy>Ho:

1. OTkpbITb KapTouyky  gorosopa (oononHUTEnNbLHOro cornaLleHus) B craTyce
«3aperncTpmpoBaH».

2. Haxatb kHonky [UI3MeHUTb CPOK AeMCTBUS| Ha NaHenn AenNCTBUN.

3. B oTkpbIBLIEMCS OUaNOroBOM OKHE BblibpaTb AOKYMEHT K JOrOBOPY, ABMASIOLMNCA OCHOBAHMEM
ONA M3MEHEeHWs1 Cpoka, BBECTU HOBblE 3HAYEHUA AaTbl Havana M OKOHYaHuA dorosopa (ans
AOroBOPOB CO CPOKOM AencTBus BeccpoyHo v [Jo ucnonHeHusi o6si3amenibcme — TONbKO
AaTty Havyana) u HaxaTb KHorky [OK].

B pesynbTaTe B kapTo4ke AOKyMeHTa (4oroBopa uMnv SOMNOSMIHUTENBbHOMO COrnalleHuns) Ha BKnagke
Ycnoeusi dozoeopa B nonsix JJama okoH4yaHusi v [Jama Ha4asia 0oToOpaXxatoTcsi HOBblE 3HAYEHUs.

B cekumn Ucmopusi usmeHeHuUss 0o2o8opa OTOOpaxaeTcsd 3anvMcb O BbINOMIHEHHOW onepauun, B
TOM yucre, gaTta v Bpems BbinosniHeHne onepaumn, PUNO coTpyaHuka.

[laTbl HA4Yana n oKoH4YaHWs gorosopa He MOoryT ObITb 3a npegenamun gaTt Ha4dana n OKOH4YaHusA
CO34aHHbIX 3TAnoB Mo 40oroBopy COOTBETCTBEHHO.

111.21.8. Co3paHune chmHaHcoBOro (MPOU3BOSILHOI0) AOKYMEHTa no atany

[ns HacTponkn npouecca 06paboTkn PUHAHCOBOro JOKYMEHTa B cMcTeMe He0O6X0AMMO:
1. Cos3gatb hopMbl AOKYMEHTOB «PUHAHCOBBIN JOKYMeHT» u «lnatex» (B B Cnosapm).
2. lMpueasaTtb co3gaHHble hOpMbI K BUAY AOKYMeHTa ans tuna NMpoun3sBonbHbI gokyMeHT (B B
Cnosapw).
3. Cos3pgaTb Heo6X0AMMOE KONMYECTBO TUMOBLIX MPOLIeCCoB No TUny MNMpon3BoMbHbIA JOKYMEHT B
NPMBSA3KE K CO34aHHbIM BUAAM JOKYMEHTOB C UCMOMb3oBaHNEM POPMbl «« PUHAHCOBbIV
OokymeHT» 1 «[natex» (B b TunoBble MapLIpyThI).

[nsa cosgaHns rHaHCOBOroO (NPOM3BOSIbLHOr0) AOKYMEHTA MO 3Tany HY>KHO:
1. BblgenuTtb B NpeacTaBfeHUN HYXHbIA 3Tan, HaxaTb KHOMKY [HoBbIn AOKyMeHT] Ha naHenu
AencTeBuMn M BblbpaTb U3 crnvcka TN AOKyMeHTa «®PuHaHCcoBbIM». JINGO OTKPbITb KapTOuKy

OOKYMEHTa, nepenTu Ha Bknagky McrnonHeHue doz2oeopa, Bblaenutb (MM OTKPbITb Ha
NPOCMOTP) KapTO4Ky 3Tana u HaxkaTb KHOMKY [PUHAHCOBbLIN].

2. B nosiBuBweMcs ananore BbiGpaTb MapLupyT ob6paboTkM AN HOBOro AOKYMEHTa W HaxkaTb
[OK].

3. 3anonHuTb Mons OTKPbIBLUENCHA KapTOYKM (PUHAHCOBOro (NMPOM3BONBLHOIO) AOKyMeHTa. [Ons
nepexoa no nonamM KapTo4kM MOXHO Ucnorb3oBaTh knasuwy TAB.

4. Haxatb kHonky [CoxpaHuTb] Ha naHenun AenCcTBUN.

Co3agaHHbIN  (PMHaAHCOBLIM AOKYMEHT OToOpakaeTca Ha Bknagke @PuHaHcoeble OOKYyMeHMbI
KapTodkn aTana. B BepxHem npasom yriy otobpaxaeTcs cCbifika Ha JOroBOp — OCHOBaHWe. Ha Bknagke
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HdokyMeHmbI KapTO4YKM 3Tana-OoCHOBaHWsi OTODOpaXKalTcs  BMOXEHUSI KapTodkM  (OUHAHCOBOrO
AOKYMEHTA.

Co3aaHHbIN (OUHAHCOBLIN AOKYMEHT MOXHO 3annaHMpoBaTh, NMGO OTNpaBuTbL NO MapLLPYTY.

Ona nnaHupoBaHusA nnatexa HeobXxoouMO yKasaTb B KapTOYKe [OKyMeHTa gaTty nnatexa u
HaXaTb KHOMKy [3annaHupoBaTtTb] Ha naHenu AdenctBun. [OKyMeHT nepexoaut B cTaTyc
«3annannposaHo». OTBETCTBEHHOMY COTPYAHWKY HanpaBnsieTcsa COOTBETCTBYOLLEe yBeJoOMMeHMe 3a 5
AHen OO0 HacTynneHusa gaTbl nnaTtexa, a Takke Nno UCTeYeHuo AaTbl nnaTtexa. [na cHATus nnaTtexa c
nfaHa HeobxoanMo HaxaTb KHOMKY [M3baTb n3 nnaxHal. [JokymeHT nepexoauTt B ctaTyc «llogrotoBkay.

Mocne pakTMyeckon onnatbl OTBETCTBEHHLIM COTPYOHUK OTKPbIBAET KapTOUKYy [OOKYMEHTa WU
dukcupyeT  akT onnatbl M akTUYecKyto CyMMmy nrartexa no kHorke [Onmna4veHo] Ha naHenwu
pencteun. locne BBoAa cyMmbl M HaxaTtusa kHorku [OK] B kapTodke OMHAHCOBOro [OOKYMeHTa
aBToOMaTMyeckun yctaHaBnmsaeTtca onar OnsaqyeHo.

[11.22. HdenernpoBaHue onepauun Hag AOKYMeHTaMu

WcnonHutens uMeeT BO3MOXHOCTb [enerMpoBaTb BbINOMHEHWE Onepauuy  CorfacoBaHus
(nognvcaHusi, yTBEPXKAEHUS) APYrOMY COTPYAHUKY.

,D,enerMpOBaHme HeOOCTYNHO ANA cornacyrowero-akcnepTa Ha 3Tane 3KCnepTu3bl AOKYMEHTAa.

YUT06bl fenermpoBaTh cornacoBaHue (NognucaHue, yTBepXXaeHe) opyroMy COTPYOHUKY, HYXKHO:

1. OTKpbITb KapTOYKY JOKYMEHTA, HAXOASLWErocs Ha CornacoBaHuy (NoanucaHum, yTBepXaeHum)
B OHOM U3 NpeACTaBNeHNiA.

2. Haxatb kHonky [dononHutenbHo]:[denerpoBatb] Ha naHenn aewncteun. B oTkpbiBLLEMCSA
Awnanore BblbpaTb COTpyAHMKA ON4 AenernposanHuns onepaumm n Haxatb [OK].

BbiGpaHHOMY COTpyaoHUKY OyaeT HanpaBneHoO YBEAOMISIEHME O HeoOXOAMMOCTM BbIMOJSIHEHMS
cornacoBanunsa (NognucaHusl, yTBepXOeHus) OOKyMeHTa. WMHdopmauma O BbIHECEHHOM peLLeHUn
aenerata otobpasnTcs Ha Bknagke JeuxxeHue Q0OKymMeHma.

lMocne BbliHECEHNUS peweHna CoTpyaHMKOM, KOTOPOMY ObIno aernernpoBaHo BbIMNOJIHEHNE onepauunn,
OCHOBHOW COTPYAHUK (D,eﬂeI'MPOBaBLLWIIZ onepau,mo) yXe He MOXeT BbIHECTU peLlleHne No JOKYMEHTY.

11.23. HopaboTka noKymeHTa

Ecnu B npouecce cornacosaHuns fokyMmeHTa bbina nonydeHa xota 6ol ogHa Bu3a «He cornaceH»
(M B KapTO4Ke AOKYMEHTa He ycTaHoBneH dnar Paspewamb nodnucbieamb ¢ ompuyamesibHbIMU
eusamu), Nnn B npouecce MOANUCaHUA/YTBEPXKOEHUA AOKYMEHT Oblfl OTKIIOHEH YNOMHOMOYEHHbLIM
COTPYAHMKOM (MNn JOKYMEHT Obin BO3BpaLLEeH Mo nHuynatmee MicnonHntens no kHonke [BepHyTb] unu
[BepHYTb ¢ KOMMeHTapuaMHM]), AOKYMEHT NOCTynaeT Ha ctaguio «Ha gopaboTke».

|_|OJ'Iy‘-II/IB OOKYMEHT Ha p,opa60TKy, McnonHutenb BHOCUT HeobXoAMMble W3MEHEHUS!, Kak
B KapTO4Ky OOKYMEHTA, TaK 1 BO BJTOXXEHHbIE C*)aﬁﬂbl.
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YaaneHHble BNOXeHW He yOansTcs U3 KapTOYKM JOKYMEHTA, a MOMeYaloTes, Kak yaaneHHble, ecnm
B HacTpovikax 6a3bl ycTaHOBMNEH Npu3Hak CKkpblieamb yOaneHHbIe esioxeHus. MNpu yaaneHum
Bepcun JokymeHTa cnonHutenem nonb3oBaTenu, ykasaHHble B Ka4eCTBe COrnacyloLwmx, nonyyar
COOTBETCTBYIOLLIEE YBEAOMIIEHNE.

Mocne 3anonHeHus Bcex obsAsaTernbHbIX NONEN M COXPaAHEHUS KapTOYKUM AOKYMEHTa (40 OTnpaBKu
OOKYMEHTa Mo MapLupyTy) MOXHO OTNpaBWUTb 3anpoc Ha pesepBupoBaHue Homepa ans OPO u
gorosopa.
Ecnun gna nokymeHTta paHee 6bin 3apes3epBypoBaH HOMEP, TO NPy HEOBXOONMOCTU MOXHO OTMEHUTb
pesepsupoBaHue Homepa (n. l11.25. Pernctpaumnsa gokymeHTa).
Ecnn HeT HeobxoouMMOCTM B MNOBTOPHOM MPOXOXOEHMM MNpoLecca CcorfacoBaHud, CcTaguio
COrnacoBaHNsA MOXHO MCKITUNTL M3 MapLupyTa. [na aToro HykHO Ha Bknaake JeuxeHue 0OKyMeHmMa

ycTaHoBuUTb ¢onar B none lponycmums coanacosaHue.

lD,OCTyI'I K OOKYMEHTY Ha YTEHNE OCTaeTCA y COTPYAHUKOB, KOTOPbIE pa60Tan|/| C OOKYMEHTOM Ha
npegbiaywmnx nTtepaunax corriacoBaHuA.

YTOo6bl MOBTOPHO OTNPaBUTL [AOKYMEHT MO MapLipyTy 06paboTku, HYXHO HaxaTb KHOMKY
[OTnpaBuTbL No mapwpyTy] Ha NaHenu encTBUN.

BosmoxHOCTb nognucaHns cnyxebHon 3anuckn/yTBepXKaeHNs 3aABKM (kHoMKa
[MognucaTb]/[YTBepanTb]) OOCTyNHaA MOMb30OBATEN0 Ha 3Tanax MoAroTOBKM W OopaboTkm
AOKYMEHTa B TOM crny4ae, ecnv aBTop gokymeHta B B[] MP asnsetcs:
e noanucaHTom/yTBEpXxaatrowmum gokymeHta (unn MO nnn OJ1 nognucaHTa/yTBep)KAatoLero);
e ecrnuM npuM ITOM B napaMeTpax CcorfacoBaHusi BbicTaBneH dnar [Iponycmumsb
coaslacoeaHue 1nv B MapLupyTe HeT Broka cornacoBaHus.

111.24. O6paboTka 3ame4yaHuUM

Korga BCe y4yaCTHMKM COrnacoBaHWs BbIHECNM peweHns wn  ecTb Bu3bl «CornaceH
C KOMMEHTapusaMn», OOKYMEHT nocTynaet Ha crtaguio «Ha obpaboTke 3ameyaHun», C KOTOPOW
ncnonHutene nmbo BO3BpallaeT [OKYMEHT Ha p[opaboTky (kHonka [BepHyTtb] wnu [BepHyTb
C KOMMeHTapusamMu]), TMbo npodomKaeT ero AsmxeHe no mapLupyTy (kHonka [MpoaomknTb])).
Ecnu B HacTpolkax TMNOBOro MapLupyTa ycTtaHosreH dnar lponycmums cmaduto o6pabomku
3amMeyaHull, To npy Hanuumu B3 «CornaceH ¢ KOMMEHTapusiMmy (Mocre 3aBepLUeHns BCEX 3TanoB
COFJ'IaCOBaHVIﬂ) OOKYMEHT nepexogunT Ha crneaywLlyo ctaguo 06pa6OTKVI OOKyMeHTa, nponyckas
ctagmio «Ha obpaboTke 3amevaHuin».
Ecnn gns gaHHoro npouecca 06paboTkm AOKyMeHTa pa3pelleHa oTnpaBka AOKYMEHTa Ha Nnognuch
C oTpuUaTenbHbIMK BM3aMu (B KapToyke AOKyMeHTa ycTaHoBrneH dnar Pa3pewamb nodnucbieamsb €
ompuyamesibHbIMU 8U3aMu), TO Ha CTaaun 06paboTkn 3amMmeyaHuin MHULMATOP MOXET HaXaTb KHOMKY
[OTnpaBuTbL ¢ melowMMUcA Bu3amm]. B aTom cnydae npu otnpaske no MapLupyTy AOKYMEHT ynaet
Ha noanucb/yTBEPXAEHMEe, MUHYS CTaguio MOBTOPHOIO COrfacoBaHus.

11.25. Perncrtpaunsa noKkymeHTa

PervcTpauumsi LOKYMEHTOB OCYLLECTBNSIETCS NO CNeayLLMM npaBunam:
e  OpraHu3aLUoHHO-pacnopaanTenbHbIE 4OKYMEHThI U 4OroBopbl peructpupytotes B B, NP
COTpYAHUKaMK, yka3aHHbIMU B none Peaucmpamop [OKYMEHTa,;
e crneundmKaLmmn, U3MEeHeHNs K cneumdukaLmmn, M3MeHeH sl K JOroBOpY (AOMONHUTESbHbIE
cornalleHus, CornalleHusi, CornalleHunsi 0 pacTOPXKEHUU, U3MEHEHNS K AOTOBOPY, U3MEHEHNUS
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K [ON. COrMnaLleHunto) permcTpmpyroTcsl aBTOMaTU4eCcku B MOMEHT OTMNPaBKK UX MO MapLUpyTy
(ecnu B TMNoBOM MapLupyTe 06paboTkn AOKYyMEHTa He ycTaHoBMneH cnar Acrnosib3oeams
cmaHOapmHbIl cep8uc peaucmpayuu OJisl cesi3aHHbIX 002080PHbIX OOKYMeHmMoes);

e cnyxebHble 3annckun/3asiBk1 PermcTpmpyroTcs aBToMaTu4eckn B MOMEHT
noAnucaHns/yTBEPXKAEHNSI COOTBETCTBEHHO.

Utobbl 3apermctpmpoBatb gokyMmeHT (OP[l, goroeop, CBA3aHHbIN AOTOBOPHOW AOKYMEHT), HY>KHO:

1. Tlo yBegomneHuto o HeobXxo4MMOCTM perucTpauum AOKYMEHTa, NocTynueBlieMy Ha [naBHyto
cTpaHudy (wnm B nouty, ecnn B B[l CnpaBOYHMK OpraHusauuMu Npov3BedeHa HacTpouka
aybnupoBaHnst  CcOOOLWEHUN), OTKPbITb KapTOYKy [AOKymeHTa. [lepentn B pexum
pefakTMpoBaHus.

2. Haxatb kHonky [3apernctpupoBarb] Ha NaHenn OENCTBUIA.

3. Mpn pernctpaumn OP[L cuctema npoBepsieT HanuMyMe agpecaToB B CNUCKAxX PacCbifikyM Ha
BKIagke PaccblsiKa:.

e €Cnu CNUCKM NyCTble, CUCTeMa BblgaeT cooblueHne: «B cnuckax pacChifiku He yKaszaHo HU
OAHOro coTpyaHuka. Bbl MoxeTe ykasaTb ux nos3xe. MNpogomkuTb permctpaumo (Ja) nnm
BEpPHYTbCA K kapToyke (HeT)?» lNpu BbibOope BapuaHTa [a LOKYMEHT perncrpupyercs,
npun BbibOope BapuaHTa Hem npowucxognt Bo3BpaT B Kaptouky OP[ B pexume
pedakTMpoBaHWs, JOKYMEHT HE permcTpupyeTcs;

e ecnn apgpecaTbl MNPUCYTCTBYIOT XOTA Obl B OOHOM M3 CMWCKOB, CUCTEMA BblgaeT
coobuieHne: «B cnuckax paccbifikv ykaszaHbl COTPYAHWUKM, BbINOMHUTL aBTOMaTUYECKYHO
paccbIfiky AOKYMEHTa No ykadaHHbiM crnivckam? ([a) Bbl MoxeTe BbINOMHWUTL PacCbifKy
BpyyHyto noaxe (Het)». [Npu BbiGope BapuwaHTa [a [OKYMEHT perncrpupyercs,
N OCYLLECTBNSAETCS aBTOMaTU4Yeckas €ero paccbifika Mo yka3aHHbIM agpecatam. [lpu
BblObOpe BapnaHTa Hem JOKYMEHT perncTpmpyeTcs, HO pacchinika He npomssogutcs. MNpu
BblbOpe BapuaHTa OmmeHa npoucxoaut Bo3BpaT B KapTouky OP[ B pexume
pedakTMpoBaHus, [OOKyMeHT He peructpupyetca (n. l11.28 Ortnpaska OPL wu
Mpon3BONBLHOrO [OKYMEHTa MO ChMckam paccbifiki, o3Hakomnenne ¢ OPL n oTmeHa
OPL).

Bknapgka Paccbuika oTobpaxaeTtcs B PK gfokyMeHTa npu ycTaHOBNEHHbIX doniarax Mcrnosib3oeamb
paccbiniky ¢ noomeepxoeHueM o3HakomMseHusi w/vnn Ucnonb3oeams pacchifiky Onsi ceedeHust
B HacTpoKKax TUNoBOro npotecca.
4. Ecnu no BblbpaHHOMY >XypHarny perucrpauum CywecTByeT HeCKONbko (popMaTtoB HOMEPOB B
pamMKax 0gHOro Hymeparopa, TO Nocrie HaxaTusa KHonku [3apernctpupoBaTb] HYy>XHO BbibpaTb
B MOSIBUBLLIEMCS AMarnore HYXHbIn (popmaT HoMepa.

5. B nosiBMBLLUEMCS ANANIOrOBOM OKHE NOATBEPAUTL PErMCTPaLMIO JOKYMEHTA.

Ecnu peructpaTtop 0gHOBpPEMEHHO ABMSETCA NOANMCAHTOM/yTBEPXAAOLWMM AOKYMEHTA, TO Npwm
nognucaHnn/yTBEPXKAEHUM JOKYMEHTA CMcTeMa 0To0pasunT guarnor ¢ BO3MOXHOCTbIO Bblibopa
aencteuii: NMoagnucaTtb 1 3aperncTpmpoBaTtb/ YTBepAUTb M 3apernctpupoBartb unu NMognucatb n
oTnpaBuUTb Ha perucTpauuto /YTBepaAuTb N OTNPaBUTb Ha perucTpauuio.
lMocne pernctpaumm JOKYMEHTY aBTOMATUYECKM NPUCBAMBaETCA PErMCTPaLMOHHbIN HOMEP, O YeM
cucTemMa BblgaeT COOTBETCTBYyHOLLEE coOOLEHME (MEXaHM3M PYYHOro BBOAA PErMCTPaLMOHHOro HoMepa

onncaH B n.lll.25.1 BBog pernctpaumoHHoro Homepa BpyyHyt). OP[ nepexoaut B crTaTtyc
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«3apeructpupoBaH». [loroBop nepexoauT B cTaTyc:

e «3aperncTpupoBaH», €cnv B [AOKYMEHTe OTMeuYeH (akT MNoAnucaHus OOKyMeHTa Bcemu
yKasaHHbIMU B KapTOYKe KOHTpareHTamu.

e «Ha nognucaHum Y KOHTpareHta», eciin B JOKYMEeHTE HE OTMEeYeH ¢)aKT noanncaHnAa BcemMu
YKa3aHHbIMU B KapTO4Ke KOHTpareHTamMmu.

Ecnn B HacTpoinkax B[ MP (8 B AaMnHucTprupoBaHue) yctaHoBreH pnar Aemomamuyecku
neyamams wmpux-k00 npu peaucmpayuu OP[]/0ocoeopa, TO nocne perucrTpaunu
COOTBETCTBYIOLLEro BuAa [OOKyMeHTa oTobpaxaeTca AuanoroBoe OKHO C coobuieHnem «BcTtaBbTe
AOKYMEHT B MPUHTEP ANS nevatu WTpux-koga» ¢ BO3MOXHOCTbIO BblbOpa pacnonoXeHus LWTpux-koaa
(BBEpxy unu BHU3Y AokymeHTa). MNocne Haxatua [OK] wrpux-koa pacneyataeTcsi Ha CaMOM JOKyMeHTe
UNW Ha Haknewnke, ecrnv B HACTpOMKax 3agaHa rnevatb LWTPUX —Koda Ha NpUHTEpPEe HaKrneex.

Ecnu B B[l AaMmunHuctpupoBaHue B gokymeHTe Hactpoek B[] MNP Ha Bknagke JononHumesibHO
nepekntoyatens flposepsimb yHukKarlbHOCMb HOMepa 6 rnpedesiax 6a3bl YCTAHOBMNEH B 3HAYEHUE
Ans mekywe2o 2o0a/6e3 y4yema 200a, TO NpU PerucTpaumMm CUCTEMA OCYLLECTBMNSET NPOBEpPKY
HOMepa Ha YHMKanNbHOCTb, COOTBETCTBEHHO, B paMKax TeKyLlero roga nnm 6es yyeta roga, B npegenax
6asbl. Ecnn B B MNP yxe 3apernctpmpoBaH OOKYMEHT, MOA KOTOPbLIM OCYLLUECTBIISIETCS perucrpaums
TeKyLLlero IOKyMeHTa, cuctema otobpaxaeT COOTBETCTBYIOLWEee coobLieHmne.

Mocne pernctpaumMm [OKYMEHT CTaHOBWUTCS HEAOCTYMHbIM ANst peaakTMpoBaHusi. CoTpygHuKy
C ponblo [None] nocne peructpauuy npegocTaBrieHa BO3MOXHOCTb pPeaakTUpPOBaHMS HEKOTOPbIX
nonei KapToYKM AOKYMEHTA.

Mocne pervctpaunm OPL, C3 n 3asBKN, B 00NacTy BNOXEHUI KOTOPOro COTPYAHMKOM Obina
pobaBneHa neyatHasa oopma AOKYyMEHTa, COOPMUPOBaHHAsh aBTOMATUYECKN, PETNCTPATOP MOXET

06GHOBUTL NeyaTHy gropMy, Haxkas KHormKy =i ([MevaTb]) B KapTouke JOKYMEHTA U BbiGpaB
aerictene [O6HOBUTL nevyaTHyro dopMy] B Beinagatoem cnvcke (n. I11.4.2 ABTomatnyeckoe
CbOpMI/IpOBaHI/Ie BINOXXeHNA OKYMEeHTa Ha OCHOBaHMM 3anoJiIHEeHHbIX nonen peFVICTpaLI,I/IOHHOVI
KapTouykmM). B pesynbtaTte B neyaTHyto hopmy 6yayT fobaBneHsl HOMEP U JaTa perucTpaumu.

B cratyce «3apeructpupoBaH» B kaptouke fAokymeHta (OPL, C3, poroBopa, AOroBOPHOro
AOKYMeHTa 1 3asaBKu) OocTyrnHa kHonka [[Mopy4yeHue] ana cosgaHust nNOpyvyeHUn no AOKYMeHTam
(n. 111.32 dopmupoBaHne NopyyeHNin No AOKyMEHTaM).

Ecnv no Tem unu nHeIM NpuyYnHaM (Hanpumep, HEBEPHO yKasaH XXypHan perucrpaumu) perucrtpatop
He MOXEeT 3apermctpypoBaTtb AOKYMEHT, OH MOXEeT MnepeHanpasuTb ero Apyromy peruncrparopy,
HaxaB kHorky [OTnpaBuTbL Ha perucTpauuipo] Ha naHenu gencteui. B atom cnyyae OOKymMeHT
nocTynut gpyromy Peructparopy.

Ecnm B TunoBom mapwpyte 06paboTkn [OOroBOPHOro [AOKYMEHTa He YCTaHoBrneH dnar
Ucnonbzoeamb cmaHOapmMHbIU cepeuC peaucmpayuu Onsi cesi3aHHbIX 002080PHbLIX
dOoKyMeHmoe, a A0roBOPHOM AOKYMEHT [MpoTokon cornacoBaHusa pasHornacui n Cneumdukaums 6binm
CO3[aHbl Ha OCHOBaHMM He3aperncTpMpoOBaHHOIO [JOroBopa, TO MNOCfe perncrpauun [orosopa B
Cneundukaumm wn T[ICP aBTOMatMyecks nMpoCcTaBNAeTCs HOMEpP, MNPWUCBOEHHbIN OOroOBOpPY Npw
pernctpaumun. B NCP Takke npoctaBnaeTcs gata permcrpaumm 4orosopa.

B ctaTtyce «3apernctpupoBaH» MOXHO nepefatb JOrOBOP U CBSA3a@HHbLIA JOrOBOPHOW OOKYMEHT B
B KaHnuensapwusa (cm. n. 111.19 MNMepegadva goroBopa v 4OroBopHbIX 4oKyMeHToB B B[] KaHuenapus).

Mocne peructpauun OP[Ll pernctpatop MMEET BO3MOXHOCTb:
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e pasocnaTtb AOKYMEHT Mo cnuckam pacchinku (. 111.28.1 OTnpaBka AOKyMeHTa no crnvckam
paccbInkn);

e OTMeHUTb AokyMmeHT (n. 111.28.2 OTmeHa OP[).

Ecnu pnoroBop (CBsi3aHHbIM JOrOBOPHOW AOKYMEHT) Obin OTNpaBneH No MapLUpyTy Nocne Bo3Bparta Ha
JopaboTKy cO cTaguu noanuMcaHust Yy KOHTpareHta, TO Mocne NoAanvMcaHus OOKYMEHT npornyckaeT
cTaguio perncTpaumm u nepexoauT cpasy B cTaTtyc «3apernctpupoBaH» unu «Ha nognucaHum y
KOHTpareHTa» (B 3aBMCMMOCTW OT TOro, Obln N OTMeYeH akT noanucaHus OOroBopa Ans BCeX
YKa3aHHbIX B KAPTOYKE KOHTPAreHToB).

[1.25.1. BBoa perMcrpauMoHHOro Homepa Bpy4Hyro

Py‘-IHOIZ BBOA perncrtpaumMoHHOro Homepa npegycmartpmBaeTcd and opraHn3auynoHHO-
pacnopAaanTesibHbIX JOKYMEHTOB, JOINoBOPOB 1N CBA3aHHbIX AOrOBOPHbLIX AOKYMEHTOB.

Ecnu B TMNnoBoM mMapLupyTe 06paboTkn OKyMEHTa paspeLleHa pyyHas permctpaumnsa JOKYMEHTOB,
npu permcTpaumm LOOKYMeHTa nosiBnaeTca dopMa Ans pydHOro BBOAA PernmctpaumMoHHOro Homepa.
MoXHO BHeCTN Heobxoanmble n3MeHeHUs B NpedurKc/NoCTUKC HOMepPa, a Takke caMm HoMep (48 aToro
Heobxoanmo yopath conar Mcnonb3oeamb 3Ha4eHUe cHemyYyuKa u3 HymMepamopa), N HaxaTtb KHOIMKY
[OK] ana pernctpauumn gOKyMeHTa.

Ecnu B HacTpoiikax HyMepaTtopa 6bin oTMeveH cnar Acrnosib3oeamb 0c8060X0eHHbIe
3ape3sepesupogaHHbie HoMepa (1 0OCBOBOXAEHHbIE OT pe3epBnpPOBaHMS HOMEpa NMETCS B
HaJ'II/I‘-II/II/I), B OKHe py‘-IHOIZ perncTpaummn noasnaeTcAa BO3MOXHOCTb YCTAaHOBKU NepekKni4vaTtensd B

3HauyeHne Oceob0oxdeHHbIe HoMepa, NOCre Yero MOXHO BbibpaTb HEOOXOAUMBIN HOMEpP ANs
pervctpaumm n Haxatb kHonky [OK] ons pernctpaumm gokymeHTa.

111.26. Pe3epBupoBaHue perncTtpauMoHHOro Homepa 1 oTMeHa
pe3epBMpoOBaHMUA

PesepBupoBaHne Homepa npegycmaTpyBaeTcs AN JOroBOPOB Y OpraHM3aunoHHO-
pacnopsianTenbHbIX JOKYMEHTOB.
Onepaums co3gaHus 3anpoca Ha pesepBrpoBaHe HoMepa AOCTYNHa TOMbKO MOcne 3anonHeHNs
o6s3aTeNbHbIX NOEeN N COXpaHeHUs OKYMeHTa UCMOMHUTENIo B cTaTyce «YepHOBUKY U
«Ha popaboTtke», a Takke nognucaHTy B cTaTyce «Ha nognucaHum» 1 yTeepxaaroLiemy B ctaTyce
«Ha yTBepxaeHum».
Cuctema npepocTtaBnsdeT BO3MOXHOCTb 3apes3epBMpOBaTb HOMeEp And [OOKYMEHTa, u4ToObl
3aperncTpupoBatb ero BnocrneacTtsnn, NCNonb3ya HeE TeKyllee, a 3ape3epBnupoBaHHOE paHee 3Ha4YeHne
cyeTyMKa HOMEpPOB AOKYMEHTOB. B kauecTtBe gaTbl permctpauum npu 3tom Oyaet npoctaBneHa pata

pe3epBMpOBaHNA HOMepa.

[nsa oTnpaBku 3anpoca Ha pe3epBUPOBaHME HOMEpPA OOKYMEHTa HYXXHO BbIMOMHUTL criegylowme
JencTBus:

1. OTKpbITb KAPTOYKY OOKYMEHTa, AN KOTOPOro HeobxoAnmo 3ape3epBrpoBaTb HOMep (B cTaTyce
«YepHoBuk»/«Ha gopaboTtke»/«Ha nognucaHnm»/«Ha yteepxxgeHuny ).

2. Haxatb kHONnKy [Pe3epBupoBaHue]:[3anpoc Ha pe3epBupoBaHMe HoMepa].

B pesynbTaTte COTpyAHMKY, yka3aHHOMYy B none Pes2ucmpamop, HanpaBnseTcs yBeAoMIeHue
Ha [naBHyl0 cTpaHuyy (a Takke B NOYTOBLIN sAwMK, ecnm B B[ CnpaBOYHMK oOpraHu3auum
npovsBedeHa HacTponka aybnupoBaHua cooblieHuin) ¢ npocbboin 3ape3epBuMpoBaTb HOMEP ANd
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AOKyMeHTa. B peructpaumoHHoOW kapTodke [OOKYMEHTa B cekuun PesepeupoeaHue oTpaxaeTtcs
MHcpopMaLms o Nornb3oBaTesne, co3aaBLIEM 3anpoc, U AaTe co3aaHnsa 3anpoca.

[lokymMeHT nepexoguT B cTaTyc «YepHOBMK, Ha pe3epBMpoBaHMM Homepa», «Ha popaboTke,
Ha pe3epBUpoBaHMM HOMepay, «Ha nognucaHum, Ha pe3epBMPOBaHUM HOMepa» Unn «Ha yTeepxaeHuu,
Ha pe3epBUPOBaHMN HOMEPa» COOTBETCTBEHHO, N CTAHOBUTCS HEAOCTYMNHLIM AN peAaKTUPOBaHUS.

Mony4yunB 3anpoc, perncTpaTop MoXeT YA0BNEeTBOPUTL Ero Unmu oTkasatb.

ANna nNpuHSATUS pelueHuss No MNOflyYeHHOMY 3amnpocy Ha pes3epBUpPOBaHME HOMepa [OKyMeHTa
PerncTpaTopy Hy>XHO BbINOMHUTL crieaytowmne OeicTBUS:

1. OTkpblB YyBeAOMMeHMe O HeobXoOUMOCTU pe3epBUPOBaHWS HoOMepa Ans  AOOKYMEHTa,
noctynuellee Ha [naBHyo cTpaHuuy (Mnu B noyty, ecnv B B[l CnpaBoYHUK opraHusauum
npounsBedeHa HacTponka AyonnmpoBaHusi COOBLLIEHNIN), MEPENATM B KAPTOUKY AOKYMEHTA.

2. TMpuHATbL peLueHre No nony4yeHHoMy 3anpocy:

o [lns pesepBupoBaHUA HOMepa HaxaTb KHOmMky [PesepBupoBaHue]:[3ape3epBupoBaTb
Homep]. B pesynbTaTe cuctemMa aBTOMATUYECKU pe3epBMpYyeT HOMeEp ANs OOKYMEHTA,
KOTopbIi  BnocreacTBum  GygeT MNpuUcBOEH eMy B MNpouecce  perncrpaumm,
a B perncTpaumoHHOM KapTouyke OOKYMeHTa B cekuun Pe3epeupoeaHue oTobpaxaeTcs
WHopMauMss O 3apes3epBMPOBaHHOM HOMepe, AaTe pesepsupoBaHuda un  OUNO
COTPYAHMKA, BbIMNOMHMBLLErO OnepaLmio.

o [lns oTkasa B pe3epBMpOBaHUN HOMepa HaxaTb KHOMKy [Pe3epBupoBaHue]:[OTka3aTb
B pe3epBUMpPOBaHMMU] 1 yKasaTb NpMUMHY OTKa3a B NosiBuBLIEMCS guanore. B pesynbtate
HOMEep ANA OOKYMEHTa He pe3epBupyeTcs, a B PEermcTpaumoHHON KapTovke AOKYMEHTa
B cekummn Pe3epeuposaHue oTpaxaeTcsa nHgopmauunsa ob otkase 1 ero npuymnHax.

lMocne NpuHATUSA peLleHns Mo 3anpocy Ha pe3epBMpOBaHUE AOKYMEHT BO3BpalLaeTcs B CTaTyc,
C KoToporo Obin  OTnpaBneH 3anpoc Ha pesepBupoBaHuM («YepHoBuk», «Ha gopaboTke»,
«Ha nognucanun» nnn «Ha ytBep>xgeHumny» cooTBETCTBEHHO).

Takke permctpatop MOXeT CaMOCTOATENbHO 3ape3epBMpoBaTb HOMep AN AOKyMeHTa
(Hanpumep, No PacnopPsHKEHUIO PYKOBOACTBA).

N3 cTaTyca «YepHOBUK, Ha pe3epBMPOBaHNM HOMEpay, B Criyyae pe3epBUpoBaHUs HoMepa
ANs AOKyMeHTa, Nnbo 13 ctatyca «YepHOBUK», B Criyyae caMoCTOSITENBHOIO pe3epBMpPOBaHuS
HOMepa PerucTpaTopoM, AOKYMEHT NepexoanT B cTaTyc «YepHOBUK, HOMep
3ape3epBupOBaHY.

Pe3epB|/|pOBaHv|e HOMepOoB ANA AOKYMEHTOB OCYLLECTBIIAETCA BblAENTEHHbIMU COTPYAHUKAMMN,
YKa3aHHbIMK B KApTO4Ke JOKYMEHTa B none Peecucmpamop, 1 UMeLWuMm B1u3Hec-ponb
PerucTpaTop.
UTo6bl OTMEHUTL pe3epBUPOBaAHNE HOMEPA, UCMOMHUTENO HY)XHO OTKPbITb KApTOYKY OOKYMEHTa,
ANA KOTOporo paHee Obln 3ape3epBUpoBaH HOMeEpP, U HaxaTb KHOMKy [Pe3epBupoBaHue]:.[OTMeHa
pe3epBupoBaHus]. lNpn 3TOM 0CBOOOAMBLUMICA paHee 3ape3epBMPOBAHHBLIN HOMEP MOXeT ObiTb

MCNonb3oBaH ANSA perucTpaumm Opyrux OOKYMEHTOB (B Cry4Yae pyvyHOro BBOAA PErnCTpauMOHHOro
HomMepa).
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[aHHoe fencTBue JOCTYNHO VicnonHUTeno ToMnbKo Ha atane 4opaboTku. ToNbKO Nocne OTMEHbI
pe3epBMpoBaHust Homepa (ecnu oH 6bin 3ape3epBMPOBaH) JOKYMEHT MOXHO yAanuTb B KOP3UHY.

[ns npocMoTpa AOKYMEHTOB C 3ape3epBUpPOBaHHbIMM HOMEpPaMM HEOGX0AMMO NepPEnTH

B nNpeactaeneHve Jozoeopwbl/OPL]: PezepeupoeaHue Homepa. B naHHOM npeacTaBrneHnn MoXHO
npocMaTpuBaTh JOKYMEHTbI, CTPYNMUPOBaHHbLIE B ABE KAaTEropumn: 4OKYMEHTbI, MO KOTOPbLIM
OTNpaBrieH 3anpoc Ha pe3epBMpoOBaHME HOMEpPA, U JOKYMEHTbI, NS KOTOPbIX HOMEepP

3ape3epBMpoBaH.
11.27. OGHoBMeHue oTBEeTCTBEHHOro/perncTpaTopoB B «3aBUCLLEM»
OOKYMEeHTe

[daHHoe gencteme MoXeT BbiTb BbIMOMHEHO TONbKO AOMUHUCTPATOPOM CUCTEMBI, @ Takke aBTOPOM
AOKYMeHTa.

B xoge paboTbl C cCUCTEeMOM BO3MOXHbI — Crlydau, Korga  OOKYMEHT  HaxoauTtcs
Ha obpaboTke/perncTpaummn y AOnNuTENbHO OTCYTCTBYHOWEro Ha paboTe nonb3oBartens (Hanpumep,
COTPYAHMK HaxoauTcs B OTNYCKe WM KOMaHAWMPOBKE), ANsi KOTOPOro He Obino onpegeneHo 3apaHee
penernpoBaHve MOSTHOMOYMK. B 3TOM cnyyvyae OOKYMEHT «3aBMCaeT» Ha 9TOW CTagum M He MOXeT
ABuratbca ganblle 6e3 BMellaTenscTBa agMMHUCTpaTopa.

,D,J'IFI OBGHOBMEHMS1 OTBETCTBEHHOIO HY>XHO!

e yKasaTb B KapTouyke OTcyTcTBytowero cotpygHuka (B B[l CnpaBoyHuk OpraHusauum)
Nonb30BaTeNs, MMEHLLErO MOSTHOMOYNSI NMPUHATUSA PELUEHUS 3a OTCYTCTBYIOLLErO COTPYAHMKA,
Ha3Ha4MB ero UCMOSHSIIOLWMM 063aHHOCTM U/ LOBEPEHHBLIM JTULIOM.

e B B[l MNP B «3aBucwem AOKymMeHTe» (MNM B OOQHOM W3 NpeAcTaBfeHUNn, BbIOESNIUB HYXHbIN
AOKYMEHT), HaxaTb Ha naHenn genctsui  kHonky [AdononHutenbHo]:[O6HOBUTHL
OTBETCTBEHHOrO].

B xoae BbINONHeHUss npouenypbl B AOKyMeHTEe 0OHOBNSAeTCs nHopMauus 06 OTBETCTBEHHOM 3a
OOKYMEHT Ha Tekyllen ctagmm obpaboTkm aokymeHTa. B gokymeHTe ¢ napannenbHbIM CorflacoBaHueM,
npu pabote cpencTBamu KnveHTa, byaeT NnpomcxoauTb 3anpoc: MHPOPMaLMIO O KaKOM M3 peLeH3eHTOB
HY>XHO 0B6HOBUTL; nog BeG-uHTepdencom byaet obHoBNATLCS MHGOpMauna 060 Bcex peueH3eHTax. B
AOKYMEHTE C nocrnenoBaTesibHbIM COrfacoBaHMEM MPOUCXOAUT OOHOBIEHME MHOPMaLUKN O TEKYLLEM
peLeH3eHTe.

B pesynbTate npoueaypbl Monb3oBaTenlb, KOTOPOMY Obinv AenerMpoBaHbl  MONHOMOYUS
OTCYTCTBYIOLLErO  COTPYAHMKA,  MONYyYMT  yBEAOMSIeHME O  HeobGXoAMMOCTW  BbIMOSTHEHUS
COOTBETCTBYHOLLMX AEVACTBUIN HAZ AOKYMEHTOM U CMOXET BbIHECTU MO HEMY peLLeHue.

[na obHOBNEHNs perncTpaTopoB HY>KHO:
e YkasaTb B HaCTpOWMKax HymepaTopa HOBbIX PErMcTpaTopoB.

e B B MNP B «3aBucieM OOKYMEHTe» (MM B OAHOM W3 NpPenCcTaBfeHW, BbIOESIMB HY>XHbIN
AOKYMEHT) BbIMONHUTbL KOMaHAy MeHo <[lencTBua>:<OO6HOBNEHME perncTpaTopos>.
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B xope BbiNonHeHWs npouenypbl B AOKYMeHTe OOHOBMRSieTcsl MHopMauusi o perncrpatopax.
B pesynbTtate pgobGaBrneHHble B Ka4yecTBe PerucTpaTtopoB MoOfb3oBaTeny Mnonyyat yBeooMSIEHME O
HeobX0AMMOCTM perucTpaumm JOKyMeHTa.

[11.28. OtnpaBka OP[] u NNpon3BONbHOro AOKYMeHTa no Cruckam

paccbinky, o3HakomneHue ¢ OP n otmena OP[L4

111.28.1. OTnpaBKa JOKYMEHTa No CNMCKaM pacCbIfiKu

OpraHunsaumoHHO-pacnopsaanTenbHbI U NPOU3BOSIbHBLIN AOKYMEHT MOCNe perucrpaumum MoryT
ObITb HanpaeBneHbl MO CNMcKam PacChIfikM Kak Ansg CBeAEHUs, Tak U C NOATBEPXKAEHUEM O3HAKOMIEHUS.
OTnpaBka AOKYMEHTOB MO CMMCKaM pacChiiki1, a Takke 03HAKOMeHMe C JOKYMEHTOM, OCYyLLECTBNSEeTCS
TakK e, KakK 1 st BXOAAWMX JOKYMEHTOB (CM. gokyMeHT «Jlornka ECM. C3[1 - OC-4-KaHuenapusi»).

COpr,D,HI/lK, I'IOJ'Iy‘-II/lBLLII/lI7I AOOKYMEHT MO CnMCKaM pPacCblJikKh, MOXET BbINOJNTHUTL OOMNOJTHUTENbHYIO
paccbinky, HanpuMmep, CBOMM NOAYNHEHHbIM COTPYAOHUKaM.

CotpygHuk, nonyunswmii OPL, no cnmMckam paccbifikn, MOXET co34aTb NOpyYeHUe MO AOKYMEHTY
(n. 111.32 dopmupoBaHne NopyveHNin No AOKyMEHTaM).

[11.28.2. OTtmeHa OP[1

Bo3moxxHOCTb 0TMeHbI 3apeructpupoBaHHoro OP[L1 UcnonHutenem/ CoctaButenem, MNognucaHtom,
YTBepxgawLwmm n Pernctpatopom JOKYMEHTa yKkasblBaeTcsl B HAacTpoeyHoM gokymeHTte B[ MNP (B
B AaMuHucTpupoBaHue).

OpraHn3aunoHHO-pacnopsavTenbHble  OOKYMEHTbl MOryT HaxOAMTbCA B [ABYX COCTOSAHUAX:
OEVNCTBYIOLWMA UNN OTMEHEHHbIN. [JeACTBYIOWNA [OKYMEHT MOXET OTMEHSITb Kakon-nnbo apyron
OENCTBYOLLMIA OOKYMEHT.

[nsa Toro 4Tobbl OTMEHUTL JOKYMEHT, HYXXHO:
1. OTkpbITb KAapTOUKy 3apeructpmpoBaHHoro OP[], koTopbin TpebyeTca OTMEHUTD.
2. HaxaTtb kHonky [OTMEHUTb AOKYMEeHT] Ha naHenu AeCTBUN.

3. B nossuBliemca pauanore BblibpaTb ApPYroM 3aperucTpupoBaHHbIM [OKYMEHT, KOTOPbIN
OTMEHSIeT TeKyLnn, U HaxaTb KHonKy [OK] (PucyHok 22).

BwSepute nz
Homep Nara pervcTpaum 0K

Orstama I

0002-0PA 04.04.2012 11:¢

PucyHok 22. Bbi6op OP[], 3amMeHsA0LWEro oTMeHeHHbIN
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B pesynbTate pokymeHT npuobpeTaeTr npusHak «OTMeHeH». B BepxHen 4acTm KapTOYKu
OOKyMeHTa oTobpaxaeTrcs npu3Hak OTMEHbl OOKYMeHTa «[JOKyMEHT OTMEeHeH». B OTMeHeHHOM
OOKYMEHTEe MOMELLaeTCs CCbiflka Ha OTMEHSLWMA OEACTBYIOWNA OOKYMEHT, a B OENCTBYIOLWEM
OOKYMEHTE — CChlfika Ha OTMEHEHHbIN JOKYMEHT.

OTMEHEHHbIN [OKYMEHT XPaHUTCS B CUCTEME YKa3aHHbI B HACTpoOMKax nepuop BPEMEHW,
MO OKOHYaHUW KOTOPOTrO NEPEHOCUTCSI B ONEePaTUBHBLIN apXuB.

Bo3amoXHOCTb OTMeHbI 3aperncTpupoBaHHoro OP[L MmeeTcsi Npu HaXoXAeHUM JOKYMEHTa B cTaTyce
«Ha onepatnBHom xpaHeHun» (B Bl OnepaTuBHOE XpaHeHue).

11.29. OTnpaBkKka cnyxebHown 3anucku Agpecatam

OTtnpaBka cnyxebHoW 3anuMcknm AgpecaTtam OCYLLECTBNSETCS aBTOMATUMYECKM Mocre ee
noanucaHms (M, COOTBETCTBEHHO, pernctpaumm). Bce coTpygoHukn, ykasaHnHble B nonsix Adpecam
n Konus kaptoykn C3, nony4atoT yBe4OMITEHNSA O MNOCTYMNEHUN UM Cry>KeOHOM 3anncku.

B neuyaTHOM chopme cnykeBGHOM 3anMckn CNMCOK agpecaToB 0ToOpaxaeTcsi B pa3BepHYTOM Buae

B konmyecTtBe 50 coTpyaHukos. Ecnin cnnucok agpecatoB cogepxuT 6onee 50 coTpygHUKOB, TO BCE
OHW He oTobpassaTcs.

111.30. OenctBua Agpecara cry>keGHOMN 3anuUCKn

11.30.1. MpuHATHMe 3anuckn

Ecnun Agpecatamu C3 SABNSIHOTCA COTPYOHMKM, MMetoLime obLero McnonHsiowero o6s3aHHOCTH, TO
MNcnonHsowmin 0653aHHOCTM MOXKET NPUHSTH 3aMUCKy cpasy 3a BCeX COTPYAHUKOB, Ybk 06S3aHHOCTU
OH WUCMOSHSET.

CoTpygHukam, ykasaHHbIiM B none Konusi, cnyxebHas 3anncka noctynuT and ceegeHuns. Hukakmx
AENCTBUIA UM BbINOMHATL He TpebyeTcs.

UTo6bl NPUHATE CRYXeBHY0 3anncky, HY>XHO:

1. OTKpbIB yBeOOMIIEHUE O MONyYeHUU CNyXebHOM 3anncku, NocTynueLLEe Ha [MaBHyl0 CTpaHuLy
(vnu B nouTy, ecnu B B[l CnpaBoOYHMK opraHu3auumn npomssBegeHa HacTponka oyGnupoBaHms
cooBOLeHnin), NnepenTn B KapTOUKy LOKYMEHTa.

2. Haxatb kHornky [Monyunn] Ha naHenu 4enCcTBUN.
B pesynbTare:

o Ecnwn agpecatoB HECKOMBKO — NMOKa AOKYMEHT He ByaeT NpUHSAT BCEMU agpecaTtamu, ero ctatyc
(«OTnpaBneH») He wu3meHseTcd. Ha Bknagke [JeuxeHue OokymeHma oTobOpaxaeTtcs
nHpopmauma o PO Agpecara, a Takke gata u BpeMsi, KOraa OH NPUHSAN AOKYMEHT.

e Korpa nocnegHuin u3 cnucka agpecaTtoB NPUMET AOKYMEHT (Unu, ecnv y [OOKyMeHTa
n3HavanbHO ©Obin oamH ApgpecaT M OH ero MpuHAN), 3anucke npucBavMBaeTcsl craTyc
«Mony4en». cnonHutento u NognucanTty C3 noctynut yBegomreHne o Tom, 4to C3 npuHsaTa
agpecaTtom.
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o [locne HaxaTtma kHonku [[Monyuun] yBegomneHme O MOCTYMAEHUU CryKeOHOW 3anmncku He
yaansetcs ¢ C.

Kak po, Tak n nocne npuHatua C3, agpecaTt MOXeT co3aaTbh NopydeHus no HanpasneHHon emy C3, a
Takke NoAroTOBUTb KpaTKMIN OTBET UK OTBETHYO C3.

111.30.2. PopmupoBaHMe oTBeTa-KOMMEHTapus

Apgpecat (a Takke €ero WUCNosfHAKWUNn 0653aHHOCTU U OOBEPEHHbLIE NULA) MOXET OTnpaBuUTb
WcnonHutento n Mognucanty C3 kpaTknin OTBET-KOMMEHTapUM.

UT06bl CO3aaTb OTBET Ha 3aMMUCKY, HY>KHO:

1. OTKpbITb B NOGOM 13 NPeACTaBNEHUN CNY>XEOHYI0 3anncky.

2. Haxatb kHornky [OTBeTUTB] Ha naHenu AeCTBUN.

3. B oTkpbiBLIENCS Ha 3KpaHe hopMe ANst BBOAA TEKCTA BBECTU KOMMEHTapun u Haxatb [OK].

Ecnu coTpyaHuk, BEINONHSOWMIA onepauuto, ABAsSeTCH UCMOMHALWNM 0653aHHOCTU nnu
AOBEPEHHBIM NMLIOM HECKONbKUX AgpecaToB, TO Npexae YeM OTBETUTb Ha 3anuncKy, HY>XKHO BbibpaTb
B nosBusLemMcd guanore PO coTpyaHmMKa, 3a KOTOPOro BbIMOMHAETCS onepauuns.

CoobweHne 00 oTBeTe Ha cnyxebHy 3anucky noctynut WcnonHutento u [lognucaHTty
Ha [naBHylo cTpaHuuy (a Takke B noyTy, ecnun B B[ CnpaBOYHMK OpraHuM3auum npousBedeHa
HacTpovika aoybnupoBaHusi coobuieHun). Ha Bknagke [euxeHue AokymeHma oTtobpaxatotca PO
Appecara (U3 cnvicka agpecaToB), AaTa U BpeMS, Korga OTBET ObifT OTNpaBeH, a Takke TEKCT OTBETA.

Mocne Toro kak Bce AapecaTbl NPUMYT Cry>kebHyto 3anucky, U XoTst Obl OOMH U3 HMX co3aacT
OTBET-KOMMEHTapUii, JOKYMEHTY npuceamBaeTcs ctaTtyc «lonyyeH oTBeT».

Kak po, Tak n nocne npuHatua C3, agpecaTt MOXeT co3aaTh NopyyeHus no HanpasneHHon emy C3, a
Takke NoAroToBUTb KPaTKMi OTBET unn otBeTHYy0 C3.

11.31. O6paboTka NPon3BONIbLHOro AO0KyMeHTa Ana ctagun «NMoTokoBbIN

BBOA»

[11.31.1. 3aBepweHMe BBOAA BNOXEHWU ANs mapwpyTta 6e3 NnoToKOBOro

BBO/AA BNOXEHUn

Mpoun3BOMbHbLIV JOKYMEHT Nocsie OTNpaBKU MO MapLUpyTy NepexoauT B cTaTtyc «Beopg 3aBepLueHy,
€ecrnM B TMMNOBOM MapLUpyTe [AOKYMEHTa He ycTaHoBneH dnar Ucnosb3oeamb Mapwpym Onsi
nomokoeo20 8800a OOKyMeHMoe, a B KapTOouKy He Obinun gobaBneHbl ansnbl BIOXEHWUA.

Mpn sTom OnepaTop NOTOKOBOrO BBOAA MNOnyvyaeT Ha [MaBHyl CTpaHuLy yBEOOMIIEHWE C
HanoOMWHaAHMEM O TOM, YTO BBOA MO AOKYMEHTY 3aBepLUeH, M 4YTO MO HeMy Heobxoaumo [o6aBuTb
BITOXEHME.

Y7106l NPOOOIMKUTL ABMXKEHME OOKYMEHTA MO MapLUPYTY, HY>XHO:

1. OTKpbITb KAPTOUKY NPOU3BOSILHOIO AOKYMEHTa B cTaTyce «BBoa 3aBepLUEHY.
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2. [Jo6aBuTb BNoxeHWe B KapTouKy AokymeHTa (n. 111.4 PaboTta c BNOXeHUsiMu).
3. Haxatb kHonky [[poaomkuTb] Ha naHenn AencTBUN.
4. B pesynbTrate AOKYMEHT NnepexoauT B CTaTyc:

o «[lOTOB K cMCaHUIO B Oero», eCnNu AOKYMEHT eLle He UMeeT nNpu3Haka nomeLleHus B 4eno.
Monb3oBaTtento ¢ OGU3HEC-PONbI0 OTBeTCTBEHHHM B3a BedeHue gmen PopMUpyeTcs
yBeJoMIeHne O HeobxoOuMMOCTM MOMeLeHUs OOKyMeHTa B Aeno. Ecnn B KapToudke
[IOKyMeHTa ycTaHoBneH dnar JokymeHm cnuwemcsi @ 0es10 aesmoMamu4yecKku, TO Mo
OOCTWXKEHMIO cTaTyca «[OTOB K CNMCaHWo B Aeno» AOKYMeHT GyaeT nomelleH B Oeno
aBTOMaTmyecku, 6e3 yyactmus OBL.

e «B pene», ecnu opurnHan gokymeHTa 6bin NOMELLEH B AENO.

[lokymMeHT ocTaHeTcs B cTaTyce «BBoa 3aBeplueH» fo Tex nop, noka no Hemy He 6yaeT nobasneHo
BrnoxeHune n OnepaTtop He HaxXMeT KHOMKy [[poaomKnuTb].

11.31.2. OXxupgaHne MOTOKOBOro BBOAA BIIOXEHUMUM ANA Maplupyrta C

NOTOKOBbLIM BBOAOM BIIOXXE€HUMN

Mpon3BOSbHbLIA LOKYMEHT MNOCne OTnpaBkM MO MapLipyTy nepexogut B cratyc «OxupgaHue
MOTOKOBOrO BBOAA BMOXEHWA», €Cnv B TUMNOBOM MaplipyTe ycTaHoBneH cnar MUcnosb3oeamb
Mapwpym Onsi nMomokoeo20 eeoda OOKyMeHmMoe, ycTaHoBneH dnar Oxudamb MOMOKO8020
e800a 8s10)keHull (BHE 3aBUCMMOCTM OT HanNu4umsa annoB BNOXEHUI B KAPTOUKE).

|_|pl/l 3TOM OnepaTop NOTOKOBOIro BBOAa nMNOJ1ydaeT Ha FnaBHyro CTpaHuuy ysegomrieHune cC
HanoMmHaHmem o TOM, YTO MO AOKYMEHTY Heobxoanmo OCyLLeCTBUTb NOTOKOBbLIN BBOZ, BI1IOXXEHWN.

YUT06bl NPOAOITKNTL ABMKEHUE LOKYMEHTa Mo MapLUPYTY, HYXXHO:

1. OTKpbITb KapTOYKy MPOM3BOSILHOIO AOKYMEHTa B cTatyce «OxugaHue MNOTOKOBOro BBOAA
BIOXEHUNY.

2. [o6aBuTb BNoxeHne B KapTOYKy AoKymeHTa (n. I11.4 PaboTa ¢ BnoxeHnsimm).
3. HaxaTtb kHonky [[poaomkuTb] Ha naHenn AencTBUN.
4. B pesynbTate 4OKYMEHT NepexoauT B CTaTyc:

o «[lOTOB K CMCaHUIO B OENO0», €CNU AOKYMEHT eLle He UMEET NpM3Haka nomeLleHus B 4eno.
Monb3oBaTtento ¢ GU3HEC-pONbl0 OTBeTCTBEHHIN 3a BeAeHme pen (PopMmupyeTcs
yBe4OMIieHMe O HeobXxoaMMOCTM NOMeLleHUss AOKyMeHTa B Aeno. Ecnn B KapTodke
OOKYMeHTa ycTaHoBneH cnar JokymeHm cnuwemcsi 8 0es10 aemomMamu4ecku, TO Mo
OOCTMXKEeHMIO cTaTyca «[0TOB K crnvcaHuio B Oeno» OOKyMeHT OyaeT nomelleH B Aeno
aBTomartmyecku, 6e3 yyactus OB[.

e «B pene», ecnu opurnHan 4okyMmeHTa Gbin NOMeLLEH B Aeno.

Ecnu no gokymeHTy 6binm gobaBneHbl BnoxeHus, Ho OnepaTop He Haxan kHonky [MpoaomkuTs], To
OOKYMEHT nepenget B ctatyc «[0TOB K cnucaHuio B fenox»/ «B genex» cpasy (ecnv Cpok oxugaHus
yKe NpoLles) Uim no UCTEYEHMIO CPOKa OXUOAHUA (€Cnn CPOK eLLe He UCTEK).
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Ecnu no gokymeHTy Tak u He 6binvn oGaBneHbl BIIOXEHUS, TO 3@ OAMH A€Hb A0 UCTEYEHMS CpoKa
OXMOaHUS, YKa3aHHOrO B TUMOBOM MapLipyte, (M Kaxgbii nocnegywowmi aeHb) Onepatopy
dopMMPYIOTCA YBEAOMIIEHMS C HAaNMOMWHAHWMEM O TOM, YTO MO JOKYMEHTY HEeoOGXOAMMO OCYLLECTBUTb
MOTOKOBbIV BBOA, BIIOXXEHUN.

D,OKyMeHT OCTaHeTCHd B CTaTyce ((O)KVIJJ,aHI/Ie NOTOKOBOIo BBOAA BIIOXEHUA» A0 TeX nop, Noka no

Hemy He 6yayT fAobaBneHbl BNoxeHus:, 1 Onepatop He HaxMeT kHomnky [[poAomknUTk] / He ucteveT
CPOK OXMAAHWUS, yKasaHHbI B HACTPOMKaX TUMOBOro MapLipyTa.

11.32. dopmupoBaHue NOPYyYEHUN MO JOKYMEHTaM

B cucteme npegycmoTpeHa BO3MOXHOCTb QOPMUPOBAHUA MNOPYYEHUN HEenocpenCTBEHHO
N3 KapTOYKN JOKYMEHTA.

Cospanwve nopyyenui no OP[, C3, 3asskam, 4OroBopam v 4OroBOpHbIM JokymeHTam B B[] MNP
BO3MOXHO NOCMe MX perncTpauumm, Bknoyas cratycel «0TOB K cnucaHuio B eno» u «B genex.

Onsa dopmupoBaHns nopyvyeHnin no 3aperucTpupoBaHHOMY AOKYMEHTY HYXXHO BbIMOMHUTb
cnegylowme oencTeus:

1. BblbpaTb 3aperMcTpupoBaHHbI JOKYMEHT B 0gHOM 13 npeactasnenunn b MP n oTkpbITb ero
Ha NPOCMOTp.

2. HaxaTtb Ha naHenu pgencteur kHonky [Mopy4veHue]:[HoBoe] nns cosgaHus HOBOro
nopydeHus, unu kHonky [Mopy4eHue]:[U3 wabnoHa] ans co3gaHusa nopyyYeHust Ha OCHOBe
nmetoLerocs wabnoHa®.

Mocne co3gaHus nopy4yeHnA B KapTo4vke OOKYMEeHTa NoABIAETCA BKNnaaka ﬂopyquun, B KOTOpOVI
OTO6pa3VITCF| CMNCOK BCEX nopyquvuZ, C(*)OpMMpOBaHHbIX ana gaHHOro AoKymMmeHTa.

Ha Bknagke lMopy4eHusi faHHble NpeacTasrieHbl B TabnuyHom suge (PyucyHok 23).

Copepmar wacty | A noxymenta | Opwemsan Nopyueimn | Paccuinks | Cunsannsie goxymentsn | OGCymaemme s

TIODYSENUA NO DOKyHESTY

Npegmer Nopyuenns Kro nanpaman Nara Kosvy wanpansnn | Cpow | Bata Oreet 06 BCnommenns
COTLmHen :llMl“.-ﬂ- L mEnonmesan

| ]n;......:. 8 nINANnEnns AZMnHTTRATOR 01,0013

PucyHok 23. Bknaaka NMopy4yeHus

Mpouecc co3gaHus MOPYYEHUIN M KOHTPOSb WX WCMNOMHEHUs nogpobHO onucaH B OOKYMEHTe
«Jlornka ECM. C3-OC-7-MopyyeHns».

! Ons BblOOpa OOCTYMHbI NMYHbIE U O0LWMe WwabnoHbl pesontouumi/nopydeHnii ns b LWWabnoHbl, a Takke
LWabnoHbI, B KOTOPbLIX MNONb30BATESNb YKa3aH B Ka4eCTBe nognvcaHTa.
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[11.33.NMomeLeHne opuruHana gOKyMeHTa B Aero

111.33.1. YcnoBus nepexopna pokymeHtoB Bl NP B cratyc «loTtoB K

cnucaHuio B gaeno»

OokymeHTbl mogynsa «[puHaTtue peweHun» (OP[L, gorosop, C3, 3asBka, AOrOBOPHON LOKYMEHT)

OOJDKHbI MepexoanTb B CTaTyC «["0TOB K cn1caHuo B 4eno» u3 CTaTyCoOB:

OP[] — «OTMeHeH», «3aperncTpmpoBaHy.
C3 — «OT1npasnen»/«lonyyen»/«onyyeH oTBeT».

[oroBop (4OroBopHON JOKYMEHT), 3asBka — «3aperncTpupoBaH».

Ecnu:

NCTEK CPOK nepexoaa B ctaTyc «OTOB K CMCaHUIO B AEN0», YKa3aHHbI B HACTPOMKax Moayns
«[pyHSATUE peLleHniny;

[oKyMeHT nepexoauT B cTaTyc «[ OTOB K CNUCAHMIO B eNOo» Yepes KONnYecTBo AHEN, paBHOe
pasHuLEe cpoka XpaHeHus JOKyMeHTa B dhyHKLMoHanbHon 6ase (ykasaHHoro B Hactponkax b MP) n
Cpoka nepexofga B ctaTyc «[ OTOB K CNUCAHMWIO B AENOY.

Ecnu no gokymeHTy 6bIn 3aBepLueH npouecc AGMUHUCTPATOPOM CUCTEMbI, TO AOKYMEHT NepexoanT B
ctaTyc «[0TOB K CMMCaHUIO B 4EN0» Yepe3 KONMYEeCTBO AHEN, paBHOE pasHULE CpoKa XpaHeHUs
3aBepLUEHHOro BpYYHY AOKyMeHTa (yKasaHHoro B HacTpovikax B MP) n cpoka nepexoga B cTaTyc
«["0TOB K CMCaHuto B OeNO».

BCE NMopy4yeHnsa NcnosiHeHbl (KOHTpOJ‘IbeIe yTBep)K,EI,eHbI);

ans OP[ [ONOMHUTENbHO YYMTLIBAETCS CPOK AEWCTBUSI OOKYMEHTA, YKasaHHbI B KapTouke
[LOKYMEHTA;

anst C3 OQOMONMHUTENBHO YYMTBIBAETCA MONyYEHUE CryXeBGHOW 3anuckM BCeMM agpecaTamu
(perynupyetcs HacTponkamu B MP);

Ecnu B HacTponkax B[ MNP cnar Apxueupoeamb He NpuHsimble YCTaHOBIEH, TO Npu nepexoge C3
B ctaTyc «B gene» Bce yBegomneHus no C3 y agpecaTtos (gaxe ecnun C3 He Bblna umu NpuHsaTa),
nepexogAT B «BbINOMHEHHbIEY.

ANs OOrOBOPOB U AOrOBOPHbIX AOKYMEHTOB (Kpome [AokymeHToB «Cneundukaumsa» wn
«lMpoTokON cornacoBaHUsA pasHOrnacumy») yuuTbiBaeTca Ccpok Aenctevsa: [Jo yka3aHHOU

damsbi, BeccpoyHo vnv o ucnonHeHusi o6s13amenibcme v NPU3HaK AENCTBUA OOKYMEHTOB
(«McnonHen», «PactopruyT», «[dencteyet», «[1puoctaHOBRNEHY).

Ecnu Ha Bknagke Ycnoeusi do2oeopa B norne Cpok delicmeus BbIbpaHo 3HavyeHne beccpoyHo, TO
[loroBop 1 4OroBOpHbIE JOKYMEHTbI MepexoasT B cTaTyc «0TOB K cnncaHuio B 4ernoy, ecrv NpusHak
AencTBUA ANs HUX — « PacToprHyT.

Ecnu Ha Bknagke Ycnoeusi dozoeopa B none Cpok delicmeusi BbibpaHo 3HaveHne Jo
ucnosiHeHusi o6s13amenscme, TO [10roBOp U JOrOBOPHbIE JOKYMEHTbI MEPEXOAT B cTaTyc «OTOB K
CMUCAHMIO B AeNO0», ECNN NpU3HaK AeACTBUS A8 HUX — «VICNOMHeH» unn «PacTtoprHyT».

Ecnu Ha Bknagke Ycnoeus dozoeopa B norne Cpok deticmeus BbIbpaHo 3HavyeHue [Jo yka3aHHOU
damsbl, TO [10roBOp 1 JOrOBOPHbIE LOKYMEHTbI MEPexXoadaT B CTaTyc «[OTOB K CMUCAHMIO B AeMNo»
yepes KONMMYecTBO AHEW, paBHOE pa3HMLE CPOKa, yka3aHHOro B none [Jo ykazaHHoOU Gambl, U cpoka

n
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nepexofa B ctatyc «[0TOB K cnMcaHuio B 4erno», eCnv Npu3Hak AeUCTBUSA AN HUX — «IcnonHeH»
unun «PacToprHyT».

Mpon3BONbHbIV AOKYMEHT LOIMKEH NEPEXOANTL B CTaTyC «[ OTOB K CMMCAHUIO B AENO»:
o U3 ctaTtyca «HepHoBuk» (Mpy oTnpaeke No MapLwpyTy):

O €ecnu JOKYMeHT Obin co3gaH Nno MaplpyTy 6e3 NOoTOKOBOro BBOAA M B KAPTOYKY LOKYMEHTa
ObInn fobaBneHbl BIIOXEHUS;

O €Cnu AOKYMEHT Obln co3gaH Nno MapLipyTy C MOTOKOBbIM BBOAOM, B KapTO4yke He Obin
OTMEYEH MpPU3HaK OXWOaHUS BBOAA BIIOXEHWI, B KApTOYKy OOKYMeHTa Oblnv AoGaBneHbl
BIOXEHUS.

e U3 cTtaTyca «BBOA 3aBeplueH», ecnn JOKYMEHT Obin co3gaH Mo MapupyTy 6e3 noTOKOBOro
BBOOA, B KapTOYKy AOKyMeHTa Obiny gobGaBneHbl BMOXEHWUS M onepatop NOTOKOBOrO BBOAA
OTMETMI B KApTOYKE AOKYMEHTa (haKT 3aBepLLEHUS BBOAA BIOXEHUMN,

e W3 cratyca «OxwupgaHve NOTOKOBOTO BBOAA BMOXEHUM», €Cnu AOKYMeHT Obln co3gaH no
MapLUpyTy C MOTOKOBbIM BBOAOM, B KapTouyke Obll OTMEYEH MNPU3HaK OXuaaHus BBoAa
BIOXEHWUA, B KapTOYKy AOKYMeHTa Oblnu fobaBneHbl BROXEHWs,, U onepaTop MOTOKOBOrO
BBOZA OTMETWUN B KapTO4Ke AOKYMeHTa (hakT 3aBepLUeHMsi BBOAA BIIOXEHMI UM UCTEK CPOK
OXWAaHWS, YKa3aHHbIA B HACTPOVKaxX COOTBETCTBYHOLLIENO TUMOBOrO MapLupyTa.

CTaTyc «B pene» AOOKYMEHTbI noNy4yatroT npu Halnm4dnn npm3Haka noMmeleHmna opurmHana B geno, a
TaKkXe MNMpun BbIMOJIHEHUWN BbllLlENEepPEeYNCIIEHHbIX ycnosmﬁ.

[okyMeHTbl Takke nepexoddaT B cTaTyc «[ 0TOB Kk cnucaHuio B genox»/ «B gene» npv npyHyaMTensHOM
3aBepLUeHnn paboTbl AOMUHMCTPaATOPOM (3aBepLueHme NpoLeccy No AOKYMEHTY OMUCaHo B
pokymeHTte «Jlornka ECM. C3[] - PykoBoacTBo agMmmnHucTpaTopay).

Mpun nepexone AOKYMeHTa B cTaTyc «[OTOB K CnucaHuio B Aernoy» (ecnv B KapTovke AOKYMEHTa He
yctaHoBrneH dnar Jokymenm cnuwemcsi 8 0esio aemomamudecku, n. |11.33.4 AsTomaTtmyeckoe
nomMeLleHne OpUrnHanoB AOKYMEHTOB B [ei0), NOfb3oBaTeNtio ¢ BU3HEC-PONbi0 OreercrEenHIl: 3a
Bemenne men POPMUPYETCSH yBEAOMIIEHME O HEODXOOMMOCTU NOMELLEHMS OOKYMeHTa B geno (n. 111.33.2
MNomeLlleHne opurmHana AoKyMeHTa B 4eno).

111.33.2. NMomelleHne opurmHana AOKyMeHTa B Aerio

MomecTntb opurnHan gOoKyMeHTa B Aef10 MOXKET TOJ1IbKO COTPYAHUK C 6|/|3HeC-pOJ'IbIO
OrBeTcTBeHHN 3a Begenue gmen (OB[).

lMomecTuTb opurnHan JOKyMeHTa B Aefo BO3MOXHO MOCHe TOro, Kak eMy NpuUCBOEH
pervctpaunoHHbein Homep (ans OPL, C3, 3asBku, 4oroBopa 1 JOrOBOPHOrO AOKYMEHTa - nocrne
pervctpauuu, Ans Npon3BOSIbHOrO AOKYMEHTa — Nocre TOro, kak Bce obs3aTenbHble Nons 3anofHeHbl
W KapTo4dka COXpaHeHa).

Onsa Toro 4tobbl NOMECTUTbL B AENO OpUrMHan LOKyMeHTa HeobOXo4MMO BbINMOMHWUTL cregylowme
JencTBus:
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1. Otkpbite B MP n nepentn B KapTO4Ky 3aperMcTpMpoOBaHHOIO AOKyMeHTa. Mnn OTKpbITb

KapTOYKy JOKYMEHTa 13 Mofy4YEHHOro yBe4OMIIEHNUS1 O HEOBXOAMMOCTM NOMELLEHNS OKYMEHTA
B Aeno.

_@B.ﬂ.e.ﬂn o
2. Haxatb kHonky [B peno] (nnMbo nepenTn Ha BKkNaaky OpueuHas v WenkHyTb Mo
ccbinke Paboma c 6ymaxkHbiM opu2uHasioM, PucyHok 25). OTKpoeTca AnanoroBoe OKHO
«PaboTta ¢ nokymeHTOM Ha GymaxkHoM HocuTene» (PucyHok 24).

PafoTa c Opiyme HTOM Ha GYMaXHOM HOCHTE e m

Aarta v Bpems | 14.11.2013 1s| | 17:11 ©

AedcTBre % CnucaTe B AEN0 NOANHHHKK

Boibop Toma gena

HMupekc aena:

Jaronoeok Aena:

Tom aena:

KOoNWYecTBEo NUCTOB 1

Ok | QOTHEHA |

PucyHok 24. NomeleHne opurmHana AoKyMeHTa B Aesno

Mpu nomMelleHnn B gerno (no kHorke [B geno], no ccoinke Paboma ¢ 6yMaXHbIM Opu2uHasiom) XoTs
Obl 0QHOrO AOKYMEHTa 13 cBA3KM [loroBop-[loroBopHOM AOKYMEHT, a Takke Npyu MU3MEHEeHUN aena
NOAMNVHHKUKA, cuctema otobpaxaeT okHO «PaboTa ¢ JOKyMEHTOM Ha BymaxHOM HocuTene» Ans

rpynnoBOro CnNMcaHus CBA3aHHbIX JOKYMeHTOB B Aerno (n. 111.33.3 pynnoBoe nomelleHne opurmHanos
AOKYMEHTOB B [1€S10)

CORRPMATENBHAR YacTh | Jlmoxenne gokymenta | Operwsan | Pacosnea | Casaaunnie gokymentsi | flocryn

HOMNED SCIENUNE0R Tounomenaa

COMM=ECTRO FUCTOR

KOMIeacTs0 ucTos
nEnn xRk

Her

|

Anrsrees U,B, - Trsenuil oTeeTCraesewil 35 pasenne oen \¢
Wosinas ¢alpuxa 8 r. Tyaa

PucyHok 25. Bknagka «OpuruHan»
3. 3anonHuTb Nons AnManoroBOro OKHa:

e [Jlama u epems. 3anonHsetrca BblOOpoM pfaTtbl U3 kKaneHgaps. [lo ymonyanuio
NPOCTaBIieHbl TEKYLLME AaTa U BPeEMSI.

e [elicmeue. 3HayeHne Cnucamb 6 0Oesi0 MOOSIUHHUK MNPOCTABEHO MO YMOMYaHMWIO

(ecnn nonb3oBaTenb paHee LUENKHYM Mo ccbinke Paboma ¢ 6yMaXXHbIM Opu2uUHasioMm,
NyHKT Cnucamb 0es1o 8 NoGIUHHUK HEOOX0ANMO BbiOpaTh).
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Konuyecmeo nucmoe. 3anonHsieTcs BBOAOM C KnaBuaTypbl. B panbHelwem
Mcnonb3yeTcs ANs AeneHns gena Ha Toma.

3HayeHve nons UHAekc dena, 3azonoeok dena, Tom dena HacneayeTcs U3 MapLUpyTa.
Mpy Heo6XOONMOCTM C MOMOLLIbIO KOHTEKCTHOrO Moucka no uHaekcy/3aronosky MyHkta HO
B none Bbi6op moma desia HAaTV 1 yKa3aTb TOM Aena, Kyaa OyaeT noMeLleH opurnHan

AoKyMeHTa. MOXHO Takke HaxaTb KHOMKY ' psigom ¢ nonem Bbi6op moma dena ons
nepexoga K AuanoroBoMmy OkHy «Bbibop Toma pena» (PucyHok 26). Bbeibpatb B
ANanoroBoM OKHe HeoOxoauMbli TOM gena u HaxaTtb KHomky [OK]. BbibpaHHOe 3HaveHne
oTobpaxaetcs B none MHOekc Oena, 3azonoeok Odena, Tom Oena. Ypanub

AoGaBreHHoe B Mosie 3HaYeHne MOXKHO NMPW MOMOLLM KHOMKM b psigoMm ¢ nonem Bbi6op
moma dena.

BeibpaTb B grManoroBom okHe «Bblbop Toma fgerna» HOMEHKNaTypy Aen 3a onpeferieHHbIN rog MOXHO,
HaxaB kHonky [Fog HA] (no ymonuaHuio otobpaxatotes nyHkTbl HI Tekywiero roga). CosgaHve HOBOro
ToMma (no kHornke [Co3aaTb TOM Aenal) onuMcaHo HuKe Mo pasgeny.

BoiGop Toma pena x

@Cmﬂam TOM Aena ‘lﬁ Mon HA
HMupexkc gena Jaronoesok aena Homep OTBETCTBEEHHbIW 38 BEJAEHHE flENa
TOMa

00232 NHYHEIA ToM BaTeiwesa BEateiwes Masen Cepreegnd i
00232 ITO HOBBIA NYHKT HA BapMHH AnekcaHop ANeKcaHopoEHY
00277 Ewe opyrof TomM KamuneaHoe ApTyp
1 27.02 A0 MHHHETRATOp
1 Anpene HnmnHMCcTpaTop BP
12345018032014 Cosznam Tom 4nAa ceba Buxpee Anekced
123451 (87,4 Qcronosckana Enera
12345100500 ADMIMNBR AAMHMHACTpaTop BP
1234512345 two QcMonosckana Eneda, AoMKMHHCTRaToOp BP

—/1234512345111 bae AnmrHMCcTpaTop BP

= ToM - 1 1
1234532 ABarmin HOBBIA TOM - HOBLIE BapMrH ANEKcaHAp ANEKCAHAPOEHY
Baru
123454 PanuHa Tect Tanunogea PankHa
123458 MNpoeepka Bara S4975B BapMrH AneKcaHAp ANeKcaHApoEWY,BaTeILEE
gae?::geBHl-l,F\,uMMHHCTpaTUp,A,uMHHMCTpaTop,A;LMHHMc
EF,AnmuHncTpaTop BP ,Mrpoves Snsmup 2
614 QTHMEHA

PucyHok 26. Bbibop Toma gena

B okHe «Bbibop Toma gena» coTpyaHuKy oTobpaskatotcs Te nyHkTbl HO n Toma gen (B ctaTyce
«HayaTo»), B KOTOPbIX OH YKa3aH B Ka4ecTBe OTBETCTBEHHOrO 3a BedeHue gena.

4. B okHe «Pabota c gokymeHTOM Ha BymaxHom Hocutene» (CM. PuUCyHOK 24) HaxaTb KHOMKY

[OK].
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Ecnu ans BbibpaHHoro nyHkta HI HET HM OOQHOro OTKPLITOrO TOMa fAena, B AManoroBOM OKHEe
«Bbibop Toma gena» aktnsmpyetcs kHonka [Co3aaTb Tom Aenal. Mpu HaxaTum 3TON KHOMKM OTKPOETCH
dopma co3gaHus HoBoro Toma gena (PucyHok 27).

Co3aaHwe Toma aena X

JaronoBok gena CrnywelHble 3anuckm

Hon. sHaueHWe

Noppazgenexdne Crena paspaborku
WMHAaekc nogpasaeneHns 1001

WHaekc nena 1001-4

Homep ToMa 1

Cpowk xpaHenua (ner) 5

[ BeccpodHo
[~ 2K

OTBEETCTEEHHDbIA 38 BEAeHHe AnMuHucTpaTop Ceprei Bnaavmuposud - Astop, Mpynna
Aen HacTporkn C30

HauwanwHanA parta gena 12.08.2013 18

(0114 COTMEHA

PucyHok 27. Co3pgaHue Toma gena

B dopme co3gaHms HOBOro ToMa npu cnMcaHum B Aeno creayeT 3anonHUTb Nons:

° ,qu'l. 3HavyeHue. Beectu ¢ KnaBnaTtypbl 3Ha4eHne, KoTopoe 6y,1:|,eT ABINATLCA OTIMNYUTENbHbIM
npun3Hakom gnd co3gaBaemMoro gena.

e Cpok xpaHeHusi — HacnegyeTca u3 kaptodkn nyHkta HO. Mpu HeobxogMMOCTM ykasaTb UHOW
CPOK XpaHeHus Aen B JaHHOM fere, nMbo noctaBuTb onar beccpoyHo (NpusHak 6eccpovHoro
XpaHeHus, HacnegyeTcsa u3 nyHkta HA).

e 3K (npusHak aKcnepTHOM Komuccun). Hacnegyetca m3 nyHkta HI. YcraHoBuTb cnar npwm
HeobxoanmocTu (npu yctaHoBke ¢pnara none Cpok xpaHeHusi CTaHOBUTCS HeobA3aTenbHbIM).

e HavanbHasi dama dena — N0 yMONYaHWIO NPOCTaBMeHa Tekyllas aata co3gaHus gena. Mpu
HeobX04MMOCTM BBECTU C KNnaBuaTypbl Unu BelbpaTb U3 KaneHaapsi gpyryto aary.

OcrtanbHble nonst popMbl  3anoOfiHEHbI Ha OCHOBaHWW WHpoOpMaumm u3 nyHkta HI 6e3
BO3MOXHOCTU pefaktupoBaHus. [ocne 3anonHeHns nonen Heobxoanmo Haxatb KHonky [OK].

Ob6bem kaxgoro Toma gena He OOSMKEH NpeBbllaTb 3HavyeHue, ykasaHHoe B O6LmnX HacTpomkax
cuctembl B Bl AamuHuctpupoBaHue (kak npasuno, 250 nuctos). Ecnu npu cnmucaHmm ovepegHoro
AOKYMEHTa yKasdaHHbln 0b6bem nuctoB OyaeT npeBbileH, TO cuctema oTobpasvT OManoroBoe OKHO
«CnucaHue B geno» (PucyHok 28), rae nonb3osatento 6yaeT npeasioxXeHo Ha BbIBop:

e  3aKpbiTb TEKYLLUWUA TOM M OTKPbITb cregytowmnin (kHornka [Aal);
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e cnucatb [JOKYMEHT B [eno, HecMOTps Ha MpeBblleHNe KONMYecTBO JIUCTOB B TOME
(kHonka [HeT]);

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

F =

CnWcaHue B geno 3

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

Aa Het

PucyHok 28. MNMpeBblleHne KonuyecTsa NMUCTOB B Aere

B pesynbtaTe BbINOSIHEHUSA BbILWEONUCAHHBLIX AEWCTBMMA MO CMNUCAHWIO MOASNMHHMKA W nocne
00paboTkM cepBepOM OOKYMEHTLI BCEX TUMOB NPUOOpPETAlOT NPU3HaK NOMELLEHNS B AENO.

MogpobHasa uHpopmaumsi 0 gaTe NOMELLEHUsI, MECTOHAXOXAEHUss OOKYMEHTa U T.n. AOCTynHa
Ha Bknagke OpuauHan (cM. PucyHok 25).
lMocne nomelLeHnsa opurMHana B 4erno COTPYAHMK C OM3HEC-POoSblo OTBEeTCTBEHHE 3a BeIeHMEe
zen (OB[l) MOXeT M3MEHUTb yKka3aHHbIA TOM Aena no ccbinike Paboma ¢ 6yMa>kHbiM opu2uHasioM
Ha Bknagke OpueauHas. B oTkpbiBLUEMCS OKHe «PaboTa ¢ JOKYMEHTOM Ha BymaXHOM HocuTene» B

none Jelicmeaue BbiOpaThb 3Ha4YeHne M3mMeHUmMb Oes1o NOGIUHHUKA, NU3BMEHUTb HEOOXOAMMYIO
WHOPMALIMIO N COXPaHUTb.

Ecnu npu nomewennn OP[ B aeno B ctatyce «[OTOB K CNUCaHUO B AENO» B CMUCKE PaCCbIKM
BCE eLle NPUCYTCTBYIOT COTPYAHMKN, KOTOPbIM JOKYMEHT ele He Obin pas3ocnaH, cuctema otobpaxaet
COOTBETCTBYOWEe cooblieHne ¢ npegynpexaeHnem. locne cnvcaHuMa OOKyMEHTa B [erno paccbisika
CTaHeT HEBO3MOXKHA.

|_|pl/l nomMeweHnn opurmHana AOOKyMeHTa B Aeryio U3 crtartyca «[OTOB K cnucaHuio B Oerno»
OOKYMEHTbI nepexogAaTt B CTatyC «B penevy.

Mpy NomMelLeHnn opurnHana AoKymeHTa B Aerno 13 ftoboro apyroro paboyero cratyca [JOKYMEHT
CTaTyC He MeHsieT.

111.33.3. pynnoBoe nomelieHMe opurmHanoB AOKYMEHTOB B Aerio

,ﬂJ'IFI nomMeLweHnA rpynnbl  OOKYMEHTOB B O€J10 HGO6X0,EI,I/IMO BbINOJIHUTL  Clnegyrouyto
nocrnenoBaTtesibHOCTb 4EeNCTBUN.

1. OrtkpbiTs B MP.

2. [lepewnTtu B NnpeacrasreHne Ilo HoMeHKIAaType /el.
3. Bblgenutb 4OKyMeHTbI AN NomeLleHns B 4eno.
4

HaxaTtb kHornky [B peno]. OTkpoeTca ananoroBoe okHO «PaboTa ¢ 4OKyMEHTOM Ha ByMakHOM
HocuTene» Ans rpynnoBoro nomeLLeHnsa JOKyMeHToB B Aeno (PucyHok 29).
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Pabora © aowywe H10M 1A Syscs om HOUNTE e ]

Nara w spesn 14312013 @ 17:58 “) a
Aeicrane & Cnncats p 2200 MOSTEEN
Boifiop Toma aena

Vapexe avmn:

Jaronopex aenal

Tom pena;

Konwwecrso
NUCIon

Eparkoe copepaamee Craryc

ADarmim 165t 20L 30628 1212 NBR-22 0T 20.06,2042
ASarmin test 20030628 1216 WBX-23 ot
Teor Kawaen 11 90 L NWBX-29 0 06

¥ CONCANINGD © O8na

N Cincane & aano

| 08 ¥ CONCAHNI © Oeno

08 K CORCIHIND &

HO ONeDATHONOM XPanssess
ABarmm test 2( 1 Ha ONeDaTMENAN XD AN
ABarmin test 2

AZarmin test 21

i Ha ONODATHENON XD ANSrese

716.09.2013 12 Ha ONEDATHAMON X ParSeias

on |

PucyHok 29. N'pynnoBoe nomelleHne JOKYMEHTOB B A€o

[lOKYMEHTbI, KOTOPbIE Y)XE€ UMEIOT NPU3HaK MOMELLEHMS OpUrMHana B Aeno, oTobpaxatoTcsi B Cnvcke
[ManoroBoro okHa co aHaukoM |+ . [Ins HNX N3MeHeHns ToMa aena He NPOMCXOAWT.

5. 3anonHuTb Mnonsa AuanoroBoro okHa:

Hdama u epemsi. 3anonHsetcs BbIGOpOM AaThbl
NpOCTaBneHbl TEKYLLME AaTa U BPEMS.

n3 kanengaps. [lo ymonyaHuio

Heticmeue. 3HayeHne Cnucamb 0es10 8 MOOGSIUHHUK NPOCTABIIEHO MO YMOMYaHMIO0.

Bbi6op moma desra. C NOMOLLBIO KOHTEKCTHOIO MoMcka No MHAEKCY/3aronoBky [MyHkTa
HO B none HamTy n ykasaTb TOM Aena, Kyaa OyaeT nMomelleH opurMHan AOKYMeHTa.

MOXHO Takke HaxaTb KHOMKY psaoMm ¢ nonem Boibop moma dena ans nepexopna K
ananoroBomy okHy «Bbibop Toma gena» (cm. PucyHok 26). BeibpaTb B AnanoroBomM okHe
HeobxoauMbIN TOM ferna n HaxaTb kKHonky [OK]. BeibpaHHoe 3HayeHne oTobpaxaeTcs B
none UHOekc Oena, 3azonoeok dena, Tom Odena. Ypoanutb AobaBreHHoe B nore

3HaYeHVe MOXHO NPY NOMOLLMN KHOMKU X, psiooM ¢ nonem Bobi6op moma dena.

Konuyecmeo nucmoe. 3anonHaetcs BBOAOM C KnasuaTtypbl. B ganbHenwem
ncnonb3yeTca Ans AeneHns gena Ha toma. [nanoroBoe OKHO ANiS YKa3aHUs Konvm4ecTea
NUCTOB OTKPbIBAETCHA MO ABONHOMY LLENYKY MbilLUM HA HEOBXOAMMOM AOKYMEHTe, yKka3aTb
HeobxoaMmoe 3HavYeHune 1 HaxaTb KHonky [OK].

6. Haxatb kHorky [OK].

B pesynbTate BbINOMHEHWS BbILLEONUCAHHLIX AENCTBUA MO NOMELLEHUO MOASNMHHMKA U mnocne
06paboTkn cepBepoM AOKYMEHTbI BCEX TUMOB NpMobpeTatoT NpM3Hak NOMELLLEHWUSI Opur1Hana B 4eno.
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Ecnu 6b1nmn BblgeneHbl OOKYMEeHTbI B CTaTyCax, He npeaycMaTtpmnBaroLlLnX noMelleHne opurnHanos
OOKYMEHTOB B eJ10, cuctemMa BblgaeT coobLeHne o ToM, 4YTO B CMIUCKE OTCYTCTBYHOT OOKYMEHThI,
KOTOpble MOryT ObITb NOMELLEHLI B 4ENO.

Ecnn cpean BblAeNeHHbIX JOKYMEHTOB TOJIbKO YaCTb HAaXoAUTCA B CTaTyCcax, He
npegycMmaTtpuBaroLnx noMeleHne opurnHanos OKyMEHTOB B Aelo, CuctemMma BblaeTt coobLieHne o
TOM, 4YTO B CMCKE NPUCYTCTBYIOT JOKYMEHTbI, KOTOPbI€ MOIyT ObITb NOMELLEHbI B A0, C
npennoxeHmnem npoaosnknTb UM BEPHYTLCA K CMUCKY JOKYMEHTOB. B cny4dyae npoaoJnkKeHnA
BbIMOJIHEHNA onepaunn B CNMCOK OnarioroBoro okHa «PaboTta c AOOKYMEHTOM Ha 6yMa)KHOM
HOcuUTerne» nonagyT TOJIbKO T€ AOKYMEHTbI, CTaTyCbl KOTOPbIX MO3BOJ1AK MOMECTUTb UX B AENO.

MogpobHasa uHdopmauma o gaTe MOMELLEHUS, MECTOHAXOXAEHUsI AOKYMEHTa M T.N. JOCTynHa
Ha Bknagke OpuauHan (cm. PyucyHok 25).

111.33.4.

[unanorosoe oKHO AN rpynnoBOro CNMcaHus B Aeno otobpaxaeTcs Npu noMeLLeHmn B Aeno (no KHorke
[B meno], no cceinke Paboma ¢ 6ymMaXXHbIM opu2uHasiom) XoTs 6bl 0QHOro JOKYMEHTA U3 CBA3KM
[oroeop-[loroBopHoOMn AOKYMEHT, NMBO Npy M3MEHEHUU Aena NoanuHHuMKa. [Npu 3ToM B ManoroBom
OkHe «PaboTa ¢ JOKYyMEHTOM Ha ByMakHOM HocuUTene» oTobpaxkaeTcs BCS CBsI3ka JOKYMEHTOB:
[oroBop 1 cBA3aHHble C HUM [JOroBOpHbIE JOKYMEHTHI.

ABTOMaTM4YeCKOe nomMmeLueHue opurnHanoB AOKYMEHTOB B Aerio

HokymeHT MoxeT ObiTb aBTOMaTU4eckum cnucaH B geno (6e3 yvactma OB[l) no [OCTMKEHWUIO
OOKyMeHTOM cTtatyca «[oToB K cnucaHuio B genox». [locrne aBTomMaTU4eCKOro noMeLleHust B Aeno
AOKYMEHT nepenaet B ctaTyc «B gene.

YToObl OOKYMEHT Obln aBTOMAaTMYECKM CnucaH B Oerno, Ha BKMaake OpuaUHan [OMmKeH ObiTb
yCTaHOBJ1EH cbnar ,[loxymeHm cnuwemcsi 8 es1Io asBMoOMamu4yecKu.

®nar B KapToyke JOKYMEHTa YCTaHOBIEH B 3aBMCMMOCTM OT Hanu4uusa nara B none AemocnucaHue
dokymeHmoe & des10 B TUNOBOM NpoLecce.

Ecnu B HacTponkax TMNoBoro npouecca 6bin yctaHoBneH dnar Paspewums u3MeHsimb npu3Hak
asmocnucaHus npu co3daHuu oKkyMmeHma, To dprar JOCTYNeH AN PeAaKTUPOBaHUSA U B KapToyke
OOKYMEHTa.

[11.34.NMomeweHne Konuu AOKyMeHTa B Aerno

MomecTuTb KOMWI0 AOKYMEHTa B AeS0 MOXET TOMbKO COTPYAHMK C BU3HEC-POSbl0 OTBEeTCTBEHHEN!
sa Begenme gmen (OBL).

MomeLwyeHune konum gokymeHTa B geno OP[], C3, 3asBkM, NPON3BOSIbHOIO AOKYMEHTA, A0roBopa u
[OrOBOPHBLIX AOKYMEHTOB BO3MOXHO BO BCEX CTaTycax, KpOMe CTaauu NoAroTOBKM.

|_|pl/l nomMeLlleHnn Kkonnmn JoKyMmeHTa B jefio caM AOKYMEHT OCTaeTCd B CTaTyce, B COOTBETCTBUMN
C 3Tanom npoxoxneHna OKyMeHTa.

[na Toro 4tobbl cnucaTb B AEen0 KOMWUIO [OOKYMEHTa, HeobGXoaMMO BbIMOMHUTL CcregyloLime

JEenCcTBuS:

1. OtkpbiTe B MP 1 nepentn B kKapToUuKy 4OKYMEHTA.

2. [lepenTtn BO BKNagky OpueauHan (cMm. PucyHok 25).
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3. LWenkHyTb no ccbinke Paboma c¢ 6ymaxHbIM opua2uHasioM. OTKPOETCs OuanoroBoe OKHO
«PaboTta ¢ gokymeHTOM Ha BymaxHom HocuTene» (PucyHok 30).

PaboTa c JoOHYME HTOM Ha GyMaHOM HOCHTE 1 m

Narta v Bpema | 15.11.2013 1s| | 11:29 ®

HNelcTere NpHHATE

~
" Mepenate
" MoMECTHTE B XpaHHMHLLE

* Cnucate B Aeno KOnHH

Bwibop ToMa Aena

MuaeKC aena:

Jaronoeok Aena:

Tom gena:

KonuuecTso NHCTOB 1

L8] CTrMeHa

PucyHok 30. NMomeLleHne B geno Konuy 4oKyMeHTa

4. 3anonHuUTb Nons AManoroBoro okHa:

e [Jama u epems. 3anonHsietca BblOOpOM pAaTbl M3 kaneHaaps. [lo ymonuyaHuo
NpOoCTaBneHbl TEKyLLME AaTa U BPeEMS.

e [etcmeue. OTMeTUTL NYHKT Ciucamb e 0es10 KOnuio.

e Kosiudecmeo siucmoe. 3anonHaeTcs BBOAOM C KnaBuatypbl. B ganbHenwem
ncnonb3yeTcd Ana geneHns gena Ha Toma.

e C nomoLbto KOHTEKCTHOrO moucka no uHaekcy/aaronoeky [yHkta HO B none Bbi6bop
moma Jdesla HaWTU W ykasaTb TOM Jdena, kyga OyaoeT nomelleHa Konusi LOKYMEHTa.

MoXHO TaKke HaxaTb KHOMKy | psgom c nonem Bbi6op moma dena onsa nepexoda K
AnanoroBomy okHy «Bbibop Toma gena» (cm. PucyHok 26). BeibpaTb B AUanoroBoOM okHe
HeobxoauMbI TOM Aerna u HaxaTb kHonky [OK]. BeibpaHHOe 3HayeHue oTobpaxaeTtcs B
none MHOekc dena, 3azonoeok dena, Tom Odena. Ypanutb fobaBneHHoe B mnone

3HaYeHMEe MOXHO NPY NMOMOLLN KHOMKMN X psiaoM ¢ nonem Boi6op moma dena.
5. Haxatb kHorky [OK].

B pesynbTate BbINOMHEHHbLIX AEWCTBMI KONWS OOKYMeHTa GyaeT nomMelleHa B yKasaHHbI TOM
Aena. [lokymeHT npuobpeTaeT nNpu3HaK NMOMELLEHUs ero konuu B Aeno: otmeTky K B ctonbue Konus
npeactasneHus lokymenrsi B aeie b OX.

Konusi jokymeHTa MOXeT noMeLaTbCs B Aeria MHOrokpaTHo pasHbimn OB[] B cBOMX
nogpasfaeneHnsix B pasHole ToMa gen (04uMH OOKYMEHT, Heckonbko OBLL).
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Mocne nomelLeHWsl KONMU AOKYMEHTa B AENO0 COTPYAHUK C BU3HEC-POSbI0 OTBeTCTBEHH B3a
Bepenne pgen (OB[l) MOXET U3MEHUTL YKa3aHHbLIV TOM Jena Mo ccbinke Paéoma ¢ 6yMaxKHbIM
opu2uHasiom Ha BKragke OpuauHas. B oTkpbiBLLEMCS OkHe «PaboTa ¢ LOKyMEHTOM Ha GyMaXKHOM
HocuTene» B none Jelicmeue BbiOpaTb 3Ha4YeHe M3MeHUMb 0eslo Konuu, U3MeHNUTb
HeobXoaVMYH MH(OPMALMIO U COXPaHUTb.

[11.35.MpocMOTp NoMeLLeHHbIX B Aerla AOKYMEHTOB

[nsa Toro 4Tobbl NPOCMOTPETb NOMELLEHHbIE B Aena A0KYMEHTbI Heo6xoanmo:
1. OtkpbiTe B MP.
2. Tlepewitn B npeacrasneHune Io nomenkiaarype aea (PrucyHok 31).

3. Hawntu HyxxHOe geno (copTupoBKa Aen no 3arofioBKy Unu gaTte peructpaumm MoxeT obnerymTb
MOWCK).

4. HaxaTb 3Ha40OK C MOCOM OKOJO 3aronoBka Aena. PackpoeTtcs Cnncok JOKYMEHTOB Aena.

5. [lepenTn B KAPTOUKY LOKYMEHTA NPU NOMOLLX OBOMHOIO Lenyka Ha ero Ha3saHuMu.

MiCTpyseentu

Houmil aocy L- — ' 1)

torep npoexTs Homeg Hun e s e Anre parucrpa (SR T

Mow 1aamem
Mon negnuexa *

MON QOoNy™EwT —
[ 8 aene -

. 138 4 owrabpn 03.10.2014

oo poacysenieria
Ha Cornnconsinm no Cpowy

136 4 wanbpn 03.10.2014
Ha COrRaCODSIAK BO COTMOCYINT

orn

20 nananind 10.06.2014 Anzeen MM

. 174 0109mdio 03.09.2014 Anpeen MM

No Toaryey TO10n o CrmCammo 8 Aend
Saperntrpupusan
P e T e —. Ha aopaborce
ta olipaborse ramevannin
Loy mebmest 3000 en Ha POz e e
floronope Ha permcrpaignn
Janmion Ha cormaconamnn
e yrmapsemee
Obpab " copnep

Npossnonanmi 400yment

naen
Orrenes

QrMeNes K yWriTaNce o
Hepsosnn

maRATYPE fen
e S AN
8 jyame {Onep. vpan.)
Nowcs

Lerrp oreerum
Kopauma

Capansn

0O Gare

Baixopn

PucyHok 31. lpocmoTp nomelleHHbIX B Aena gokymeHtos B B[] NP

111.36. NMouck noKkymeHTa

111.36.1. MonHoTeKCTOBbLIN NOUCK

UtoObl OCyLecTBUTb MOMHOTEKCTOBbLIA MOMUCK AokymeHToB B B[l MNP, Heobxogumo BLINOMHUTL
cnefyowime gencTeus:
1. Otkpbite B NP.

2. HabpaTtb 3anpoc B NOMCKOBOW CTPOKE M HaXxaTb Ha kHornky [HanTu] unu knasuwy [Enter].
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B pesynbTate B obnactv npocmoTpa 6yayT oTobpaxeHbl BCe OKYMEHTbI, OTBEYaloLLmMe YCNOBUSM
3anpoca.

Ona ounctkn pesynbTaToB noucka HeobXoaMMO HaxaTb Ha KHOMKY [OunMcTuTb pesynbTathbi]
Ha NaHenwu AencTBUN.

[Onsa nepemelleHna pesynbTaToB Mnoucka ucnonb3ytoTesa kHonmku “1”1 [Hasap] v [Odanee]
Ha NaHenwn AencTBUN.

111.36.2. PacwmnpeHHbIN nouck

[na pacwmpeHHoOro novcka AoKymeHTa ¢ ucnonb3oBaHnem B Mouck Heob6xoamMmMo BbINONHUTL
cnegylowime aencTeus:

1. UWenkHyTb Ha npeactaBneHuu Mouck B 06nactv HaBuraumm 6a3sbl 4aHHbIX (MU HaXaTb KHOMKY
33 ([PacwupeHHbIN]) Ha MaBHOM cTpaHuue), 4Tobbl oTKpbITh B Mouck.

2. 3anonHuTb nonga 3anpoca Ha MNOUCK OOKYMEHTOB M HaxaTb KHOMKY D\ (IMomck]) (cm.
AokymeHT «Jlornka ECM. C3[0-OC-8-CnyxebHble 6a3bl AaHHbIX»).

111.36.3. Mouck B Be6-nHTEepchence
UT0bbl OCyLLEeCTBUTL MOUCK AOKYMEHTOB MO KroyeBbiM cnoBam B B[ MNP B Be6-uHTEpdelice,

HeobXoaANMO BbIMOMHUTL cnepywwmne nencTeuns:

1. OtkpbiTe B MP.

2. HaxaTb KHOMKy Jo (IMowmck]) Ha naHenn NHCTPYMEHTOB.
3. OTKpoeTCs OKHO noucka.

4. Habpatb 3anpoc B MOMCKOBOW CTPOKE U HaxaTb KHOMNKy [HanTtu].

B pe3ynbTtaTte B obnactu npoCcMOTpa 6y,El,yT OTO6pa>KeHbI BCE NOKYMEHTbI, OTBEe4alLlmne ycrnoBuam
3anpoca.

[na o4ncTkm pesynbTaToB MOMCKa HEOOXOAMMO HaXaTb KHOMKY (Ga! ([OuncTuTb pesynbratbl])
Ha NaHenwu AencTBUN.

11.37. MeyaTb no WabnoHy

B BO MNP npeoycmoTpeHa BO3MOXHOCTb BblBOAa Ha MneyaTb pasnUuHbIX MevaTHbIX opmMm,
co3faHHbix B Bl LUabnoHbI (neyaTHble hOpMbl JOKYMEHTOB, JIUCTbI PACCHITKU U O3HAKOMITEHUS, JIUCTbI
corrnacoBaHus, 1 NoANUCaHUA U T.M.).

[ns BblBOAa Ha nevyatb HEOBXOAMMOMN NeYaTHOW POPMbl HYXXHO HaXKaTb KHOMKY e ([MevaTs]) B
KapToyke AoKyMeHTa U BblbpaThb [lMeyaTb no wabnoHy]:[BbiBecTn Ha aKpaH] B BbinagaroLem Crucke.
B guanoroBom okHe «[lleyaTb no wabnoHy» BbIOpaTb HeOOXoAUMbIA LWABMOH NS neYaTtn u HaxaTtb
kHonky [OK].
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MoxHO BbIBECTM Ha nevaTb 6e3 npeaBapuTENbHOrO NPOcMOoTpa, BbibpaB nyHKT Hane4yaTaTtb
Ha NpPUHTepe B BbiNaJaloLLEM CICKE.

[lOKyMEHT aBTOMaTU4ECKN NevaTaeTcsi Co LUTPUX-KOOOM TOSbKO Npy BbIGOPe NyHKTa BbinadatoLero
cnucka [HaneyaTtaTtb Ha npuHTepe].

Ecnu B none Adpecamai cnykebHOM 3anncku NCNosb3yTCA CNUCKM PacChIfiky, TO B Ne4YaTHON
dopme perncTpaLnoHHO-KOHTPObHOM kapTovku C3 BMECTO HaMMeHOBaHUSA Cnmncka paccebinky dyaet
BbIBEJEH CNUCOK COTPYOHUKOB, BKIMOYEHHbIX B 3TOT CMMCOK (0bLLee Yncrno agpecaToB B Ne4aTHON
dopme He npesbiaeT 50).

111.38. MeyaTb WTPUX-KOAA HA AOKYMEHTEe N Ha HaKneuke

HacTpovika ne4aTtun Hakneek onvcaHa B gokymeHte «Jlornka ECM. C3[] — PykoBoacTtso
agMUHMCTpaTopa.

N3 npeactasneHun B MNP MOXHO pacneyataTb LWTPUX-KOA4 [AOKYMEHTa Ha cneuunasibHOM
npuvHTEpe ANs neyaTn HaKneek UM Ha caMoM LOKyMeHTe. OTa HaKrenka CO LWTPUX-KOAOM MOXET ObiTb
HakneeHa Ha opwurnMHan OOKYMEeHTa ANSA [anbHenwero ckaHupoBaHus M obneryeHus ganbHenwwero
noucka u nageHTMdurKauum B CUCTEME COOTBETCTBYHOLLETO 3NIEKTPOHHOIO AOKYMEHTA.

Ecnn B Hactponkax dyHKuMOHanbHOM 6asbl gaHHbIX (Bknagka lMeyamb Hakneek OOKyMeHTa
HacTpoek B B[] ABMUHMUCTpUpOBaHMe) ykaszaH NpUHTEP Hakneek (3HaveHne nons MNMpuHmep Hakneek
ycTaHoBneHo B TSPL unn EZPL), To nevyaTb LWITPUX-KOOA OCYLLECTBRASETCHA Ha NPUHTEp Hakneek. MNMpu
3TOM BblgaeTcs coobLieHne 0 TOM, YTO neyaTb WTpUX-Koga byaeT npom3BeaeHa Ha NpUHTEpPe Hakmeek.

Ecnn B HacTpoikax npuHTEp Hakneek He ykasaH (3HavyeHne nonda [lpuHmep Hakneek
ycTaHoBneHo B Omcymcmeyem), TO nevyaTb LUTPUX-Koga NpPou3BOAUTCS Ha camoM AokymeHTe. [MNpwu
3TOM BblgaeTcs CoobLueHne O TOM, YTO ANS neyaty WTpux-koga HeobxoaMmMo BCTaBUTb AOKYMEHT B
npuHTep. B AnanoroBomM OKHE HY)XHO BblIOpaTb pacnonoXeHuwe LWTpUX-koga: BBEpPXY WU BHU3Y
OOKYMEHTa.

[na neyaTn HaKNemkn HenocpeacTBEHHO M3 KapTOYKM AOKYMEHTa HeoOXOAMMO HaXaTb KHOMKY
= ([MeyvaTb)) B KApTOUKE JOKYMEHTa U BbIOpaTh NyHKT [MMeyaThb wWTpux-koaal.

,D,J'IFI nevaTn HaKnewmkn n3 npeancrtaBieHnA Heobxoanmo Bbl6paTb B npeacTtaslieHnn 1€ OOKYMEHThI,

=

HaKMenKkn Ha KOTopble HYXXHO HamneyaTaTtb, HaxaTb KHOMKy == ([[Me4yaTb]) 1 BLIGPaTL [MeyaTb WTPUX-
KoAa] B BbiNagatoLLeM CrMCKe.

[11.39.PaboTa c obcyxaeHuaMun

B03MOXHOCTb CO34aHMA CBSA3aHHbIX C AOKYMEHTOM M He CBSI3aHHbIX (CBOOOAHbLIX) 0BCYyXaeHWUNn,
oTrnpaBka COOOLLUEHUSs M3 KapTOYKM AOKYMEHTa ApYyroMy COTPYAHMKY, CO3[aB TemMy OOCYXAeHWus wu
npegocTaBuB agpecaTy COoobLieHNss A0CTYN K JOKYMEHTY Ha YpOBHe yuTaTtens, onucaHa B JOKYMEHTe
«Jlornka ECM. C3[] - OC - 12 — O6eyxaenunsa». B[] ObcyxaeHna npeacrtaesnsieT cobon cTaHaapTHbLIN
dopym C ApeBOBUAHOMN CTPYKTYPOWN BETOK OBCYXAEeHUS.
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[11.40. Ha6bnrogeHne (nognucka Ha coobITUA)

B BO MNP peanunsoBaHa dyHKUMs HabnogeHust 3a OOKYMEHTOM, KOTopasl 3akiovaeTcsa B
BO3MOXHOCTM Ans noboro nonb3oBaTens, UMEKLWero OCTyn K AOKYMEHTY, YCTaHOBUTb MOAMUCKY Ha
CcOBbITUA NO OOKYMEHTY M Nofny4aTb KONUW YBEAOMITEHUIN, KOTOPbIE CO3A4alTCH MO JOKYMEHTY BO BpeMs
€ro XXW3HEeHHOro LuKna.

DyHKLMA HabNOOeHUA 3a AOKYMEHTOM AOCTYMNHAa BO BCEX CTaTycax, KpoMe ctaTtyca « HepHOBUKY.

YUtoObl ycTaHOBUTL NOANMMCKY HEOBXOAMMO:
1. OTKpbITb KAPTOYKY AOKYMEHTA.
2. HaxaTb Ha naHenwn gencteun kHonky [JononHutenbHo]:[lloanucaTtbca Ha AOKYMEHT].

B pesynbTate ookymeHT 6ygeT oToGpaxaTbCsi B OTAeNbHOM npeactasneHun Mos mogmucka B[]
MP. Mpu aTom Ha rnaeHyto cTpaHuudy b Kommytatop Ha Bknagky HabnrwdeHue GynoyT noctynaTb
yBefoMIeHns 060 BCEX N3BMEHEHMSAX, CBA3AHHbIX C OKYMeHTOM (PucyHok 32).

1 C03038Th ACKYMEHT - G DEHOBWUTE % » OTNUcaTecA NopydyeHuA of Meda (394) [ Nopyyedus mHe (631)

HaGnwogexne (4)

4 DNata Cpok
19 (1)
[~ [ Monywena peyensus. fozoeop: 19. Coznacyrowuil Banmeesa Onbza Muxaldnoera omeamun CoznaceH,
QWERT (2}
r E Pezucmpayusa dokymenma. Jozosop: QWERT
[ & Modnuce KOHMpazenma nonyyena. Jozosop: QWERT
TYuTy (1)

[~ BEb Oswarkommenue ¢ dorymesmon. Mucemo NeSBX2014 om 06.03.2014: TYuTy

PucyHok 32. Noanucka Ha cobbITUA

[na nonyvyeHus NognMcYMKoOM OOKYMEHTA KOMuK yBeOOMIEHMS N0 AOKYMEHTY Heobxoaumo, 4Tobbl B
HacTponkax wabnoHa yBegomrenus (B WabnoHbl) nognucymkmn AokyMeHTa Gbinn ykasaHbl cpeau
agpecaToB JaHHOro yBeAOMIIEHMS.

Utobbl oTnncaTbCa OT JOKYMEHTa W He nosiydaTb KONMUW YBEAOMSIEHMIA MO HEMy, Heobxogmmo
OTKPbITb KapTOYKYy AOKYMEHTa U HakaTb Ha NaHenun AencTBun KHONKy [AononHutenbHo]:[OTkasaTbecA
ot noanucku]. JInbo BbIAENUTL OAHO M3 YBEAOMSIEHMMA NO [AaHHOMY [OKYMEHTY Ha BKragke
HabnrodeHue MMaBHON CTpaHULbl M HaXaTb KHOMNKy [OTnucarbea].

[11.41. BbiHeceHuMe pelleHUA Mo AOKYMEHTaM B MOYTOBOM KIIMEHTEe

Monb3oBaTenb nony4aeT yBegoMreHme 0 He06X0AMMOCTU BbIHECEHNS peLLEHNsI MO AOKYMEHTY Ha
MMaBHylo CcTpaHuuy, a Takke cooblieHne B NOYTOBbLIN KNneHT (ecnu B Bl CnpaBoOYHMK opraHu3auumn
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npovsBeaeHa HacTpoika Ay6nmpoBaHusi coobLueHnit). Takum o6pa3om, Nonb3oBaTenb MOXET BbIHECTU
pelleHne B CUCTEME UMY HEMOCPEACTBEHHO B TeNe NMcbMa NOYTOBOrO KMMEHTa.

Bo3MoxxHOCTb paboTbl C AOKYMEHTaMy B MOYTOBOM KITMEHTE YCTaHABNIMBAETCHA B HACTPOMKax
cooTBeTCcTBYtOLLEN Ba3bl aHHbIX B B[] AAMUHUCTpUMpOBaHue.

B Teme nouytoBOro coobLueHNs yka3aH 3arofloBOK yBeOOMSIeHNs, coOpMMPOBAHHOIO B CUCTEME,
nobaBneHbl CCbINMKM Ha AOKYMEHT B CUCTeEMe, B Teno nucbma [o0aBneHbl BNOXeHUs u3 obractu
BMNOXeHWN KapTodkm gokymeHTa CO[l (nmnbo CCbifkM Ha BROXEHUS), a Takke copepkaTenbHas 4YacTb
aokymeHTa (PucyHok 33).

Tpetye 10 peuoioma TIHOTONON gwerinmarinm
' . Al v

3
<
L]

Masxasyiicss, wadaere speses 333 COCIRcaRINNg yrers sorpvenss, Cpoe ormera 15,01 2014 105300
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Cosrpaoreiinas vac
INecos Toro,

pax 12 oromero arnphesa ¢ Maox womonet 5 somsy. Maprin npemas npexuosesne Mazpacrmos . Cerocoes om npx

EF Se0GCTEI0RMINE B IOCTANNT 1O, IO TOSIUR]

(IR, 100 postes SrTiaTICT BACTVT

M T GOML o apeenmioecsdl Pusep FeRT 0 a0omen oy B g 4 3 npomeness coone Mapoun npos e 30 Marery 45 war=f po i DAL e

wlecn nats sexoch Bee

COCMmEn ue s00EEnne

PucyHok 33. BbinonHeHne oencTBMi Haa AOKYMEHTOM B MOYTOBOM COOOLLUEHUU

BoO3MOXHOCTb OTMNpaBKu BIIOXEHWI B NUCbMe (NMMBO CCbINOK Ha BOXEHUS), @ Takke CoaepaTerbHON
YacTn JOKyMeHTa, yCTaHaBMMBAETCSA B HACTPOMKax COOTBETCTBYOLLeN 6a3bl AaHHbIX B B
AaMuHucTpupoBaHue.

B Tene nucbma no4vtoBOro CooOLEHMS OTOOpaXalTCs BapuaHTbl PELUEHUA B 3aBMCMMOCTU OT
ctagumn obpaboTku gokymeHta B CO[.

BapunaHTbl JOCTYMNHbIX peLeHniA B NOYTOBOM KNMeHTe npuBeaeHsl B Tabnvue (Tabnvua 11).

Ta6nuua 11. locTynHble BapuaHTbl peLleHUi B MOYTOBOM KIMeHTe

Ctagua o6paGoTku JocTynHble KHONKU

Ha cornacosaHuu CornaceH

CornaceH ¢ KOMMEHTapusmMu
He cornaceH

OwnboYHO HanpaBneHo

Ha nognucanmm Mognucartb
OTKNOHUTL

Ha yTBepxaeHun YTBEPANTD
OTKNOHUTL

O3HakomMmneHue O3Hakomuncs
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BbiHeceHWe peLleHunii No creayowmnm JOKYMEHTaM He NoAAEePKMBAETCS B NOYTOBOM KIMEHTE:
o 3asiBka — YTBepxXaeHue.
o CnyxebHas 3anucka — [NognucaHue.

[ns BbIHECEHUS pelleHMst NOo [OKYMEHTY (cornacoBaHuwe, noanucaHve, YTBEPXAEHUE,
03HAKOMIIEHME) B MOYTOBOM KIIMEHTE HEOGXOAMMO BbIMOMHUTL CrieayoLime AeiCTBUS:

1.

a &~ DN

6.
B

OTKpbITb ~ MONMYy4YEHHOe B MOYTOBbIM  KIMEHT  coobuieHne O  HeobGxoaumocTu
cornacoBaHusi/noanucanna/yTBepXKaeHus OokymeHTa. B Teme nucbma npencTaBneHbl
BapuaHTbl BbIHECEHMUS PELUEHUS], B 3aBUCUMOCTM OT CTaamMmn o6paboTku JOKYMEHTa.

B obnactn BbiHeceHue peweHuli NO4TOBOro coobLleHnst BbiIGpaTb BapuaHT peLleHus.
CucTtema 3anpaluinBaeT aBToOpu3aLmio cepepa, cenu oHa He Bbina BbINONHEHa paHee.
BeecTtn nornH n naporne.

Mpy BbliHECEHMM pelleHusi, Tpebylolero KOMMEHTapusi, BBECTU TEKCT KOMMEHTapusi B
OTKPbIBLLUEMCS OKHE.

Bo3mMOXXHOCTb BBOAA KOMMEHTapUs NPW BbIHECEHUN PELLEHNST YCTaHABNMBAETCS B HACTPOMKax
COOTBETCTBYMOLLEN Oa3bl aHHbIX B Bl AGMUHUCTPMpOBaHue.

Mocne noateepXxaeHUst aBTopusaunm BelHeCEHHOe pelueHne nepeHocutcst B COL.

pesynbTaTte B kapTodke AokymeHTa CO3L B cooTBeTCTByWOLWEN BU3E 3adUKCMpoOBaHO

BblHECEHHOE peLlleHne No AOKYMEHTY, a Takxke BBEOEHHbIN KOMMeHTapMVI.

Ecnn B HacTporikax [naesHon cTpaHuubl (6riok Cepeuc ccobinika Mou Hacmpolku, BKnagka
Moyma u yeedomJsieHus1) yCTaHOBIEH dnar Yeedomsissmb O pe3ysibmame 8bINnosIHeHuss delicmeaul
Had GoKyMeHmamu 8 Mo4Yyme, TO MNOCMe BbIHECEHWUS] PELUEHUsi B MOYTE COTPYOHWKY, BbIHECLLUEMY
pelueHune, bopmMmpyeTcsi MH(pOPMaLMOHHOE YBEAOMIEHNE O pe3ynbTaTe BbIMONHEHUSA AENCTBUS.

111.42.

MUcnonb3oBaHue Bl dneKkTpoHHbLIe 00pa3bl

Mpn pabote ¢ B[ MNP Bce BNOXeHUA XpPaHATCA OTAENbHO OT CaMUX AOKYMEHTOB 6asbl JaHHbIX.
[ns XxpaHeHus1 BIOXXEHWI ncnonb3yeTcs cnyxebHasi 6asa AaHHbIX NeKTPOHHble o06pas3bl.

111.43.

PaboTta Hag AOKYyMeHTaMu ¢ ucnonb3oBaHuem Il

YcTaHoBKa U HacTponka cucTemsl LWNGPOBAHNS OCYLLECTBIAETCS adMUHUCTPATOPOM CUCTEMBI (CM.
AokymeHT «Jlornka ECM. C3[1 - PykoBoACTBO MO YCTAHOBKE ).

Ons koppekTHow paboTbl 3l 1 wWndpoBaHUs HEOOXOANMO BbINOMHATE CUCTEMHbIE TPeOOBaHMA U
OrpaHNYeHus], oNNCaHHbIe B AOKYMeHTaumm K npoaykty «Jlornka ECM. Wtamn. 3.4».

3]'IeKTpOHHa$| noanncb nogaepXxXmBaetTcAa Ha cneayrwnx atanax XM3HeHHOro uukina AoKkyMmeHTa:

NOAroTOBKa JOKYMEHTa;
cornacoBaHune/BU3MPOBaHUE;
paccMOTpeHue;

noanucaHve;

noanncaHne y KOHTpareHTa,
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e YTBEPXKOEHUE;
e peructpauusi.

Ecnn B TvnoBoM mapupyte o6paboTkum OOKYMeHTa Afisi COOTBETCTBYHOLIENW CTaaum obpaboTku
pokymeHTa dnar [lodnucaHue 3I1 ycTaHOBnNEeH, HO He yctaHoBneH dnar [lodnucaHue 3I1
o6si3amesnibHO, TO AOKYMEHT NOCTYNUT Ha criegyowyto ctagunio 6e3 nognucanns M, ecrnv coTpyaHMUK
He ncnone3osan 3.

Ecnu ana kakon-nubo ctagmm B TMNOBOM MapLUpyTe ycTaHoBneHbl oba dpnara ModnucaHue 3I1 v
IModnucarnue 31 o6si3amenbHo, T0 6e3 nognucaHna 3l OOKYMEHT He MOXEeT ObiTb OTNpaBfeH Ha
crnenywLlylo CTaauio.

MopnucbiBaeMble Nons HacTpansaroTcs AAMUHUCTPATOPOM Mo 6e30nacHOCTM B TUMOBOM MapLupyTe
Anst 06paboTKN KOHKPETHOro TMNa JOKYMEHTA.

Mpn ocyuwlecTBrneHMn OEWCTBMA Ha cTagusax obpaboTkum OOKyMeHTa, Ofs KOTOPbIX YCTaHOBIEH
dnar ModnucaHue 3l1, Ha 3kpaHe nosiBUTCA cooblieHMe O HeobxoAMMOCTM noanucatb OOKYMEHT
(PvcyHok 34).

e

Coobuerune l_ T

LO\ JokyMeHT ByaeT NoANUCaH 3NEKTPOHHON nognuceto. Mpogomkute?

Aa | Her

PucyHok 34. Noanucaxue 3N

Mpn HaxaTtum kHonkn [HeT] u He yctaHoBnewHom dnare [ModnucaHue 3I1 ob6si3amesibHO
OOKYMEHT MOCTYNUT Ha crieayroLyto ctaguto obpaboTku.

Ecnu e npu atom yctaHoeneH ¢nar lModnucaHue 3I1 o6si3amenbHO, LOKYMEHT He nepenaet
Ha cnegytowyto ctaguio obpaboTtkn 6e3 ncnonb3oBaHnsa 3 COTPYAHMKOM, OTBETCTBEHHbLIM 3a AaHHYHO
cTaguio o6paboTku.

Mpn Haxatun kHonku [da] nosiBUTCA OuanoroBoe OKHO BBOAA Mapons Ans KoHTenHepa
ceptudumkaToB Kpuntollpo (CSP - PucyHok 35, JCP - PucyHok 36).

' Ny
Kpuntollpoe CSP 29
. 0:09:49
(2)==m BEEAWTE Napons ANA KOHTERHEpa “Avdeey Maxim®
| ==
=
EM
Maponk: 1111
3aNoMHWTE Napans
| Ok | OTMeHa
e -~
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PucyHok 35. BBoa napons Kpuntollpo CSP

JNormka ECM. C31. Beog napona Kpuntollpo

Chl=Anercer KosnoelD=datatech
Cancel

BeeanTe naponkg:

PucyHok 36. BeBoa naponsa Kpuntollpo JCP

/\ Mepen nognncaHmem BbINOMHAETCS NPOBepKa cepTudukaTa B CNNCKE OTO3BaHHbIX cepTudmkatos
i (CRL-tpanne) YaocroBepsitoLero LeHTpa. B crniyyae ecnv ceptudmkaT HaxoguTCcsi B CNIUCKe
OTO3BaHHbIX CepTUdUKATOB, NOMb30BATENIO BblAAETCS COOTBETCTBYHOLLEE coobLieHne Buaa «Baww
cepTuduKkaTt 0To3BaH Y40OCTOBEPAOLLMM LIEHTPOMY, U JarNbHENLLne OENCTBUS C JOKYMEHTOM
HEBO3MOXHbI.

B cnyyae ycnewHoro nognucaHusi cuctema BblgaeT cooblieHve, B KOTOPOM creayeT HaxaTb
kHonky [OK] (PucyHok 37).

s B
CooBuweHune &J

IfO]l JoKyMEHT yCNELIHO NOANMCAH 3NEKTPOHHON NOANKUCEID,

PucyHok 37. YcnewHoe nognucaHme aokymeHTa 3l

/a\ dakT ncnonb3oBaHus 3l Ha gaHHOW cTaguu COTPyAHMKOM OyaeT ykasaH Ha Bknagke [JeuwxeHue
doKymMmeHmMa.

11.43.1. MpoBepka I

MpoBepka 3l nponcxoauT NPU OTKPLITUN LOKYMEHTa COTPYOAHUKOM.

Ecnn B kapTouKy OOKYMEHTa u/vnn dpannbl BAOXKEHUA Ha Npedplaylmx cTagusax Obinv BHECEHbI
N3MEHeHWs, Mnonb3oBaTento BblaaeTca coobuieHne o HapyweHun 3l AoKymeHTa no  NpUYUHE
N3MeHEeHWs OOKYMeHTa.

B 3aronoBke KapToukum [OOKYMeHTa cocTosiHne 31 JOoKyMeHTa oTpaalT COOTBETCTBYHOLLME
nkoHkn: #~ (31 BepHa) wn A (3N HapyweHa). lMpyM HaxaTUM Ha MWKOHKY OTKPbIBAETCA OKHO,
oTtobpaxatowee coctosHue O3l [OOKYMeHTa, BM3 COrfacoBaHWSA, NOAMNWCAHUS, YTBEPXKOEHUS W
permcTpaumm JOKYMeHTa, 3NEeKTPOHHbIX 06pa3oB, OTHOCALLMXCA K JOKYMeHTY (PucyHok 38).
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MuchopmanHa 0 31eKTPOHHOH LHPOBOH NOANHCH Ed

WHdopMaUMa o0 NoOANWCHK

OCHOBHOW AOKYMEHT

Brnapeney ceptHdHraTa: Kadkos Brnafonmkp CTaHHCNABOEHY

KoMy BEelaaH: EMAILADDRESS=kachkov@dd.ru, Ch=Kauykoe BRaAHMHp SNEKTRONOLNHCOEHY,
OU=Moapasaenenune 2, =0T, L=¥ta, ST=Bawkwnprna, C=R

CepHAHBIA HoMep cepTHdmikara: 1704648200020004A620

OTnedaTor ceptidKikata: 1AB0342A4FCELGTOT317DOAIZE4C5C21ERB097I0C

Cpok AeACTEMA cepTMduraTa: 16.07.2013 16:52:00 - 04,10.2014 11:09:00

BpemAa noandcaHKA: 17.07.2013 14:10:15

CTanmdA: HepHOBWK

Pe3yneTaT NpoOEEpKH NOANHCH! [0ANKCE HELERCTEMTENEHA ! AOKYMEHT BEIN HIMEHEH

BnoxeH4vA

Braneneyw ceptrdukata: Kadkos Bnaanmmp CTAHMCNABOEMY

Koy Beigad: EMAILADDRESS=kachkov@dd.ru, CN=Ka4kos Bnagumip SNekTRONO4NHCOBHY,
OU=Nogpasaenedne 2, 0=4Tx, L=¥ha, ST=Bawknpua, C=RU

CepHRHEIR HoMep cepTHdHKkaTa: 1704645200020004A4620

QTneYaTor cepTMhMKaTa: LABDS42ZA4FCELGTO7317D9A3E54CEC2Z18B09720C

Cpok AeACTEWA cepTvdmkaTa: 16.07.20135 16:52:00 - 04,10.2014 11:09:00

Bpema noanncanna: 17.07.2013 14:10:10

CTanHAa: HepHOEHK

PesynbTaT NpoBEpKH NOANHCH: OK

MHBOpHaUKA 0 BNo®eHKH: TWMCT COrNACOBAHWA 2. dock| Bepoua 1)

Brnageney ceptidHkata: Koznoe Anekced MNeHHaAEEEHY

Komy Belgad: EMAILADDRESS=kozlov@dd.ru, CHl=Kosnos Anekcei, OU=MaddrHel, O=ATx, L=¥a,
ST=BawkwpHa, C=RU

CepHAHEIA HoMep cepTHdHEaTa: 1711CFS3000200040627

OTneqator ceptihmkata:; CDIEZESFE1415FBS97FIE4F2714897EAMMDDANDAZ

CpoK AeACTEMA cepTHdHikarta: 16.07.2013 17:07:00 - 04,10.2014 11:09:00

Bpema nognucanka: 17.07.2013 14:135:49

CTaamnA: Ha cornacoBaHHdH

FezyneTaT NpOEEpKH NOANHCH: DK

MHboprauka o Bnoxedmi: TWCT COMMACOBAHWA 2. docx| Bepoua 1)

PucyHok 38. MHdopmaumsa o6 3
Bca nHdopmaums o nognucu pasgenieHa Ha Tpu YacTu:
e  OCHOBHOWN JOKYMEHT.
e Buabl cornacosaHus.

e BnoxeHus.

111.44. Pa6oTta c nokymeHTamu ¢ rpuchom «Kommepyeckasa TanHa»

[ns BoO3MOXHOCTW paboTbl ¢ dpyHKUMoHanom «Kommepyeckas TaviHa» Heobxogumo B o6LLmx
HacTpomkax cuctemsbl (B b1 AaMuHucTpupoBaHue) Ha Bknazake NodknrovyaeMbie MoOynu
ycTaHoBUTb donar Modynb KT.

[1.44.1. HanoxeHue rpuda KT " onpeperneHue YPOBHS

KOH(bVI,qu UMNanbHOCTN AOKYMEeHTa

YctaHoBka rpuca KT (kommepueckad TawHa) npedycMoTpeHa Ang  cnegylowmux  TUMoB
AOKYMEHTOB:

e Bxogswwmn.
e lcxoosawwumn.

o  OpraHusaumoHHO-pacnopaguTenbHbln JokymeHT (OPL).
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e CnyxebHas 3anucka (C3).
e 3asnBKa.
e [loroBop.

YctaHoBka rpuda KT ocyuwiectBngeTca ¢ nomollbto pnara Kommepyeckass maliHa B KapToykax
AOKYMEHTOB.

dnar Kommepyeckass maliHa B KapTO4YKax JOKYMEHTOB AOCTYMEH TOMbKO NOMb30BaTensam,
obnagarownm 6usHec-ponbio Kommepueckast TamHa, Ha 3Tane NoaroToBKM JOKYMEHTA.

Ecnu B kapTouke AokyMeHTa (a Takke BblOOp MCMONMHMUTENEN NPy CO34aHNN NOPYYEHUA/pe3ontoLni
no AaHHOMY JOKYMEHTY) ycTaHoBneH pnar Kommepyeckasi maiiHa, TO BblOOp COTPYAHMKOB B NOMSX
KapTO4KkM AOKYMEHTa OCYLLECTBISETCH TONbKO U3 COTPYAHUKOB C OM3HEC-pornbio KoMmMepueckast
TanHa.

YpoBeHb JOCTyna nonb3oBaTenel K JOKYMEHTY C YCTaHOBIEHHbIM donarom KomMmepy4eckast matiHa
orpaHuymBaeTcs busHec - ponbio KoMmMepueckast TamHa.

Ecnn dnar Kommepuyeckass maliHa ycTaHOBMiEH B TWUMOBOM MapLupyTe AOKYMEHTa, TO Mpu
co3faHuy nonb3oBaTternieM ¢ GU3Hec-posbio Kommepueckas: Tasiua [JOKYMEHTA MO AaHHOMY MapLUpyTy
B KapToyke AOKYMeHTa AaHHbIi conar 6yaeT yCTaHOBIEH MO YMOMYaHULO.

Ecnv no gaHHOMy TMNOBOMY MapLUpyTy AOKYMEHT co3aaeT nosb3oBaTenb, He obnagatowmn 6usHec-
ponbio Kommepueckast Taiiea, TO (prniar KoMmmepyeckasi maliHa B KapTO4Ke JOKYMEHTa CHUMAaeTCS.

Mpn ycTaHOBKE B KapTOYKe [OOKymeHTa ¢nara Kommepudeckass maliHa oTobpakaeTcs
cooOLLeHmne:

- l ]
Kommepueckas TaitHa N

'| JancHeinwan paboTta ¢ gokymeHToM ByAeT 0BecneunsaTbca B pEKMME
' KOMMEPYECKOW TalHbI.

PucyHok 39. MHdopmaumsa o HanoxeHun rpucpa KT

Mpn HaxaTtum kHomku [[a] B OkHe C coobleHnem ganbHenwasa pabota ¢ gokymeHTom Oyner
OCYLLIECTBIATLCHA B pexuvMme Kommepdeckon TawHbl. NMpu HaxaTtum [HeT] B okHe ¢ coobuweHnem dnar
Kommepuyeckasi maliHa cH1MmaeTcs, U paboTa ¢ JOKYMEHTOM NpoAomKaeTcs B 06bIMHHOM pexnme.

Mocne yctaHoBku ¢nara Kommepyeckasi matHa dnar KoHgudeHyuanbHO B KapTouke
AOKYMEHTa 3aMeHsieTca Ha none pans Bblbopa ypoOBHA KOHMMAEHUMANbLHOCTM C BapuaHTaMu:
KoHgpudeHyuanbHo 1 Cmpo2o KoHghudeHyuanbHO.
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Mpn oTnpaBke AokymeHTa c rpudom KT no maplipyty M ycTaHoOBMeHHbIM driarom Cmpoz2o
KOHghuOeHYyuaslbHO BbINOMHAETCS LWKdpPOBaHNE TekcToBoro nonsi CodepxxamesibHasi 4Yacmb W
dannoB B 0611aCcTu BMOXEHUN KApTOYKN OOKYMEHTA.

AHarnormyHo wrndgpoBaHne TeKCToBOro nons CodepxamersnbHass 4acmb 1 aninos B o6nactu
BMOXEHWUI BbINOMHAETCHA NPY OTNPaBKe AOKYMEHTa NO MapLUpyTy C YCTaHOBMEHHbIM dhnarom
KoHgpudeHyuanbHo (pnar Kommepyeckas matiHa He YCTaHOBIIEH).

Hactpoiiku CK3U ocywectBnstoTca agMMHUCTpaATOpom cucteMbl B B[] AQMUHUCTpUpOBaHue.

B cnyyae Heo6x04MMOCTM NCNOMNBb30BaHWUSA COTPYAHMKOM YCTAHOBIEHHON CUCTEMBI LUMGPOBAHUS
«[orvka ECM. Wtamn» B KapTouky coTpyaHuka B 51 CnpaBOYHUK OpraHU3aumm 0omkeH ObiTb
Takke MMNopTMpoBaH ceptudumkat 3l nonb3oBaTens.

Mpv oTnpaBke MO MapLUPYTy cCUCTeMa OCYLLEeCTBNSAET MPOBEPKY Monb3oBaTenen, yKasaHHbIX B
NnonsiX KapTOYKM [OKYMEHTa, Ha HanuyMe Yy HUX YyCTaHOBMNeHHoro ceptudwmkata 3. B cnyvae
OTCYTCTBMS cepTudmKaTta y Koro-nmbo 13 y4acTHMKOB npolecca o6paboTku AOKyMeHTa cucTeMa BblaaeT
coobLleHne o TOM, YTO AOKYMEeHT 3awudgpoBaH He Gyaet. MNpu 3TOM AOKYMEHT OTnpaBnsieTcs no
MapLUpyTy 6e3 BbiNosHeHWs LWNdpoBaHUS.

Mpy oTnpaBke MO MapLUPYTy cUCTeMa OCYLLeCTBMSeT MPOBEPKY Monb3oBaTenen, ykasaHHbIX B
NONsIX KAPTOYKM JOKYMEHTA, Ha Hanuyme y HUx 6usHec-ponv Kommepueckas: Tasiua. Ecnv y koro-1o us
nonb3oBaTenen pofib OTCYTCTBYeT, OTobGpaxaeTcss COOTBETCTBYKLLee COobLleHWe M OOKYMEHT Mo
MapLLpyTy He OTnpaBnseTcs.

Ecnn npn oTnpaBke Mo mapwpyTy B KapToOdke OOKYMeHTa ycTaHoBrneH dnar Kommep4eckasi
matHal KoHgpudeHyuanbHo, a Ha Bknaake Jocmyn yctaHoBneH dnar BudeH ecem, oTobpaxaeTcs
COOTBETCTBYIOLEE COOOLLEHME N JOKYMEHT MO MapLUpPyTy He OTnpaBnsieTcs.

Mpn peructpauum pokymeHta (Bxogawwmn, OP[) cuctema ocywectsnseT nNpoBepKy
nonb3oBaTterien, ykasaHHblXx Ha BKknagke Paccbiika, Ha Hanudve y Hux 6usHec-ponu Kommepueckast
raitHa. EcCnvM y KOro-To M3 nonb3oBaTtenen ponb OTCYTCTBYeT, OTobpaxaeTcs COOTBETCTBYHOLLEE
coobLLeHne 1 JOKYMEHT He perncTpupyercs.

Mocne peructpaumm pokymeHta ¢ rpucgpom KT B KapTouke [OKyMeHTa [LOCTynHa KHorka
[Kommepueckaas TamHa]l Ons co3gaHua 3asBOK Ha cHatue rpucda KT u u3mMeHeHve YpOBHSA
KOHbMAEHUMANBHOCTM.

[na npocmoTtpa aokymeHToB ¢ rpudom KT B B[ MNP (B kaTeropusax OPL, OoroBop, 3asiBKa U
Cnyxe6Hble 3anucku), a Takke B B[] KaHuensapus (B kateropusx Bxogsawme n Ucxopsawme), ans
COTPYOHUKOB C BM3HEC-pONnblo KoMMepueckast TanHa, a Takke A58 COTPYAHMKOB C BU3HEC-POJIbHO
ApMuuMCTpaTOp O 6GesomacHOCTH, JOCTYMHO OOMNOMHUTENBHOE NpeacTaBneHne JOKyMeHTbI
KT.

B ocTtanbHbIX NpeacTaBneHnax JokymeHTbl nog rpudom KT BbigensaTCs BOCKIULATENbHBIM 3HAKOM.
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111.44.2. M3meHeHMe ypoBHA KOHPUAEHUNANbHOCTU OKYMEHTa

B B[] TunoBbie MapLpyTbl B TUNIOBOM MapLupyTe Ans JOKYMeHTa «3asBka» [OMKeH ObiTb
yCTaHOBIEH cnar 3asieka Ha U3MeHeHuUe YPOB8HsT KOHhudeHyUanbLHOCMU.

[na co3paHus 3asiBKM Ha M3MEHEHME YPOBHSI KOHMUAEHUMANbHOCTM MHULMATOPY AOKyMEHTa
HeobX0AMMO BbINOMHUTL CrieayroLLmMe 4eNcTBUS:

Bce genctensa No nsMeHeHno YpoBHSA KOHUAEHUMaNbHOCTM JOKYMEHTa AOCTYMNHbI Takke
COTPYOHWKY C BU3HEC-PONbI0 AZMUHMCTPATOP NO 6e30MacHOCTH.

1. OTKpbITb KAPTOUKY paHee CO34aHHOMO U 3aperncTpUpoBaHHOIO AOKyMeHTa ¢ rpudom KT.

2. HaxaTb Ha naHenu Oencteuin KHOMKy [Kommepueckasi TaitHal:[3asiBka Ha U3MeHeHWe YPOBHS
KOHdMAeHUMnanbLHoOCTH].

3. 3anonHuTb Nons OTKPbIBLLEWCS] KAPTOYKW 3asiBKU M OTNPaBUTL €€ Mo MapLupyTy.

4. B kapTouyke paokymeHTa ¢ rpucdom KT Ha Bknagke CesizaHHble OOKymeHmbl 0Oynet
oTobpaxaTbCs 3asBKka Ha M3MEHEHNE YPOBHSA KOH(PUAEHUMANBbHOCTH.

Mocne yTBepPXOEHUS 3asiBKM Ha W3MEHEHMEe YPOBHSI KOH(MUAEHUMANbHOCTU COTPYOHUKY,
co3faBlleMy 3asiBKy, Ha [naBHyl0 CcTpaHuuy nocTynaeT MWHGOPMaunoHHoe yBeaomneHne o6
yTBEPXKAEHUN 3asBKN.

0Onsa un3MeHeHWa YpOBHA KOH(MAEHUWanbHOCTM [OOKYyMeHTa uHuumatopy gAokymeHta KT
Heob6xoanMO BbINOMHUTL CriegyoLlme 0encTBus:

1. OTKpbITb KAPTOYKY AOKyMeHTa ¢ rpudom KT, no kotopomy Gbina cosgaHa v yTBepxkaeHa 3asiBka

Ha USMeHeHne ypoBHA KOH(*)VI,D,GHLI,I/IaJ'IbHOCTVI.

2. HaxaTb [OK] B OTKpbIBLUEMCSI OManoroBOM OKHE C COOOLUEHMEM O TOM, 4YTO 3asiBka Ha

n3MeHeHne KoHduaeHunansHocTn beina yreepxaeHa (PucyHok 40).

a8

W3menenne rpuda KT 28

"0" Bawua 3aaeka M3MEHEHWE YpPOEBHA KOH(bMAEHLLMaJ'IbHOCTH YTBEPXIEHA,

oK

PucyHok 40. CoobuieHne 06 yTBepKAeHUMN 3asiBKM Ha U3MeHeHMe YPOBHSA KOH(MAeHLNanbLHOCTH

3. Haxatb Ha naHemnu OenCTBUN OTKPbIBLUENCH KapTOYKM [OKyMeHTa KHOMKy [Kommepueckas
TanHal:[UasmeHeHne ypoBHA KOHMAECHLNANBHOCTH].
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4. B oOTKpblBLUEMCS OKHe «M3meHeHMe ypoBHS KOH(MAEHUMANbHOCTM» BbiOpaTb YPOBEHb
KOH(UAEHUMANbHOCTM AOKyMeHTa U HaxaTb [OK] (PucyHok 41).

MzmeHeEHWE YpOBHA KOHGWMAEHLNANEHOCTH

T X
BriGepuTe: lT‘
| Omena_|

KoHpWMOEHUMANEHD
CTporo KoH®WOEHUMANEHD CmaeHa

PucyHok 41. U3ameHeHue ypoOBHS KOHUAEHUMaNbHOCTU
5. lMNMoaTBepanTb BbINOSHEHNE Onepauun B OTKPbIBLUEMCS ANANIOrOBOM OKHe.

6. HaxaTtb [OK] B okHe c coobLieHnem o6 ycnewHoM U3MEHEHUN YPOBHSA KOHMMAEHUMaNbLHOCTH
AOKyMeHTa.

Mpn cmeHe ypoOBHA  KoHwuAeHumanbHoctTM ¢ KoHgpudeHuuanbHOo Ha  Cmpoeo
KOHGbuOeHyuanbHO BbINONHAETCS LWngpoBaHMe TekcToBoro nonsi CodepxkamesnibHasi 4acmb W
¢annoB B 006nacTn BIOXEHWMA KapTOYKM OoKyMeHTa. [Mpyn aTOM, cucTtema ocyLlecTBNsieT MpPOBEpPKY
nonb3oBaTenen, yKasaHHbIX B MOMSAX KapTOYKM AOKYMEHTa, Ha HanuuMe Yy HWUX YCTaHOBMEHHOrO
ceptucmkata Ol1. B cnyvae otcytctBua ceptudmkaTa y Koro-nmbo u3 y4yaCcTHMKOB npouecca
06paboTkmM OKYMEHTa cuctema BblgaeT CoobLleHne O TOM, YTO AOKYMEHT 3awwmndpoBaH He byaeT. Mpu
3TOM W3MEHEHME YPOBHSA KOHPUOEHUMANbHOCTM [AOKYMeHTa ocyulecTBnseTca 6e3 BbINOMHEHUS
LWNdpoBaHnA.

Mpn cMeHe  ypOBHA  KOH(MAeHUManbHOCTM € Cmpo20  KOHuUOeHyuarbHO  Ha
KoHgpudeHyuanbHO B JOKyMeEHTe pacluMdpoBbIBalOTCA TeKCToBOe none CodepikamesibHasi Yacmb U
dannbl B 06nacT BrOXEHWIN, YCTAHOBMEHHblE OrpaHWYEeHUs Mo OOCTYny K AAHHOMY [AOKYMEHTY W
BMNOXEHHOMY hansly CHUMaroTCS.

[11.44.3. CHaTue rpudcpa KT

B B[] TunoBble MapLUpyThl B TUMOBOM MapLUpyTe A5 AoKyMeHTa «3asiBka» AOMmKeH ObiTb
yCcTaHoBreH dnar 3asieka Ha cHsimue 2pucha KT.

[na cospgaHua 3aaBkm Ha cHAaTue rpuda KT gokymeHTa nHngmnatopy gokymeHta KT (ncnonHutento
UM COCTaBUTENIO OKYMEHTa) HeO0OX04MMO BhINOSTHUTL CreayloLmne ENCTBUS:

Bce pevictBua no cHatuio rpudpa KT ¢ gokymeHTa LOCTYMHbI Takke COTPYAHUKY C BU3HEC-PONbIO
ApMuHMCTPaATOP NO 6e30mIacHOCTM.

1. OTKpbITb KAPTOUKY paHee CO34aHHOMO U 3aperncTpUPoOBaHHOrO AoKymMmeHTa ¢ rpucom KT.

2. HaxaTb Ha naHenwn genctBumn KHOMKY [Kommepueckas TariHal:[3asiBKa Ha cHATUe rpudpa KT].
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3. 3anonHuTb nons OTKprBUJeVICFI KapTO4KN 3adABKU U OTNPaBUTb €€ No MapLUpPyTy.

4. B kapTtoyke pokymeHTa c rpucdom KT Ha Bknagke CesizaHHble OOKymeHmbl 0Oynet
oTobpaxaTtbcs 3asiBka Ha cHATue rpudba KT.

lMocne yTBepxaeHUs 3asBKN Ha cHATUe rpudba KT coTpyaHuKy, co3gaBluemMy 3asiBky, Ha [naBHy
CTpaHuuy nocTynaeTt MHOpMaUnoHHOe yBegomrieHne o6 yTBepXaeHumn 3asBKu.

Onsa cHaTtua rpuda KT ¢ gokymeHTa nHmumnatopy gokymeHta KT (MCMONHUTENO MnNu cocTaBUTESNO
OOKyMeHTa) Heo6X0ANMO BbINOMHUTL CriegyoLmne eNCTBIS:

1. OTKpbITb KAPTOYKY AOKYMeHTa ¢ rpudom KT, no kotopomMy Gbina co3gaHa v yTBepXKaeHa 3asiBka
Ha cHaTue rpudpa KT.

2. Cuctema otobpakaeT guanoroBoe OkHO C COOOLEHMEM TO TOM, YTO 3asBKa Ha CHATUE rpuda
KT yTBepxaeHa, a Takke C BOMPOCOM O HeobxogmmocTu cHATus rpudba KT ¢ gokymeHTa
(PucyHok 42).

d N
Wsmenenve rpuda KT

! | Bawa sanexa Ha cHaTue rpuda KT yTeepaxkaeHa.
€Y' Chare rpnd KT7?

Aa Her

A

PucyHok 42. Coo6LieHne 06 yTBepaeHUM 3asiBKM Ha cHaTue rpudpa KT
3. BbINOMHUTL OOHO 13 OENCTBUNA:

e HaxaTtb [Aa] B OkHe C coobuleHnem. B pesynbrate OTKpbIBAETCA KapToyka LOKYMEHTa, B
KoTopoMm doriar Kommepyeckass matiHa CHST.

e HaxaTb [HeT] B OkHe C coobuieHnem, nocrne 4ero B KapToyke AOKYMEeHTa CTaHOBUTCH
OOCTYMHOMW kKHoMKa [Kommepueckass TainHa]:[CHaTMe rpudpa KT]. [lpyM Haxatmm KHOMKK
noaTBEpPAUTb BbINOMHEHME OnepauMyM B OTKPbIBLUEMCH OWanoroBoM OkHe. B pesynbrarte
KapToyka JOKYMeHTa 3aKkpblBaeTcs, Npu aToM pnar KoMmmepyeckass maliHa CHAMaeETCS.

Mpun cHATUM rpudpa KT ¢ OKYMEHTa C YCTaHOBIIEHHbIM YPOBHEM KOHuaeHuunansHoctn Cmpoao
KOH@udeHYuanbHO B JOKyMEHTE paclundpoBbIBaOTCS TekcToBoe none CodepxkamersibHasi Yacmb U
dannbl B 06nact BROXEHWUN, YCTAHOBMEHHbIE OFPaHUYEHUs NO AOCTYNy K AAaHHOMY AOKYMEHTY U
BINOXEHHOMY dhansly CHUMaroTCS.
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Ilpunoscenue. Onucanue noneii

V. MpunoxeHune. OnucaHune nonen

IV.1.KapTouka opraHM3aLMOHHO-pacnopaaUTesibHOro JOKyMeHTa

Ta6bnuua 12. OCHOBHbIe NOMNA KAPTOUKU

Mone

OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

Ba)kHo

Mpur3Hak BaXXHOCTU LOKYMEHTa

yekboKkc

JluyHo

MpusHak, onpegensatowmn, 6yoyt nm
ncrnonHsawwme ob6s3aHHOCTM U
AOBEpeHHble Nnua y4acTHUKOB
06paboTkn JOKyMeHTa MMeTb
AOCTYyN K AaHHOMY AOKYMeHTY. 1o
ymMonyaHuio npusHak JIu4Ho He
npocTasneH. [NMpocTaBuTb NpuU3HaK
BO3MOXHO B [JOKyMEHTaXx,
HaxoAsLIMXCH Ha 3Tane NnoaroToBKK
n Ha popaboTke. Ecnv npuaHak
npocTaBfeH B TUNOBOM npoLecce, B
KapTouvke JOKYMeHTa HeT
BO3MOXXHOCTM ero cHATb. Ecnv B
TUMOBOM MpoLiecce NpocTaBneH
npusHak be3 mapwpymu3sayuu,
npu3Hak JIuyHo ckpbIT. MNpusHak
nMeeT 3HayYeHne Ans Bcex ctagnw,
Kpome permctpaumm un
pesepBMpoBaHNs HoMmepa

yekbokc

KoHgpudeHyuanbHoO

MpusHak koHdUAEHUMansLHOCTH
OOKYMeHTa

yekbokc

Kommepueckasi
maliiHa

Mpu3HaK KOMMepYeCcKon TanHbl
(mocTyneH nonb3oBarento ¢ GusHec-
ponbio Kommepueckas TaiiHa). [1py
oTMeTKe ¢hnara otobpaxaeTcs
coobLeHne ¢ npegynpexaeHnem o
TOM, YTO AanbHenwas pabora c
OOKyMeHTOM bygeT
obecneunBaTbCs B pexume
KOMMep4yeckon TanHbl. dnar
KoHgpudeHuyuanbHO 3aMeHsieTcs
Ha none c ABYMsi BapMaHTamm
BblOOpa: Cmpozo
KOHgbuOGeHyuasbHO U
KoHgpudeHuyuanbHO

yekbokc

YcTaHoBKOW/CHATUEM chnara

UHpopmayusi no oKymeHmy

Homep npoekma

Homep npoeKkTa AOKyMeHTa

txt

ABTOMaTUYECKM B Cryyae
perncTpaumm npoekTa OKyMeHTa
npu OTNpaBKke NO MapLIpyTy

HaumeHoegaHue

HanmeHoBaHne gokymeHTa

txt

Beogowm ¢ knasmatypesl

v 3l
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus

UcnonHumens HaunwmeHosaHune otgena, N0 n 0] txt BbiGopom 13 cnpaBoYvHMKa C
[AOIMKHOCTb COTPYAHUKA, KOTOPbIA MOMOLLH0 KHOMKM - MAM BBOZIOM C
roToBUT AOKYMEHT KnaBnaTypbl C BO3MOXHOCTbIO

aBTOMAaTUYECKOrO KOHTEKCTHOrO
noucka. Yaanutb 3HadyeHune us
CNMCKa MOXXHO C NMOMOLLIbIO KHOMKK
b4

Cocmasumernb ®NO ucnonHMUTENs JOKYMEHTA. 0) txt Beibopom 13 cnmcka kapToyek
OtobparkaeTcs npu co3gaHum COBMELLEHUNS C MOMOLLIbIO KHOMKMN
AOKYMEHTa 3a Apyroro coOTpyaHuKa
(ykasaHHoro B none
UcnonHumernnb)

Modnucanmsi Cnuncok nognMcaHToB JOKYMEHTa. 0) txt Bbibopom 13 cnvcka CoTpyaHUKOB,
Ecnu B HacTporikax TMnoBoro obnagarowmnx 6GnusHec-ponbio
npouecca 6bin yctaHoBneH dnar NopnmucaHT, C NOMOLLbIO KHOMKK
3anpewame usmeHsmL <\ unv BBOLOM C KnaBuaTypebl ¢
nodnucaxma 0okyMeHma, T0 rone BO3MOXXHOCTbI aBTOMaTN4YeCKoro
HEOCTYNHO ANs peAaKTNPOBaHNs KOHTEKCTHOro noucka. Yganuts

3Ha4YeHne 13 Crnmncka MOoXHO C
MOMOLLbHO KHOMKN %

Ymeepxdarowuti ®UO yTBEPXKOAIOLLErO COTPYAHMKA H txt Bbibopom 13 cnncka CoTpyaHMKOB,
obnagarowmnx 6GnusHec-ponbio
Yreepx)paloumiz, C MNOMOLLbIO
KHOMKU % nn BBOZOM C
KnaBmaTypbl C BO3MOXHOCTbIO
aBTOMAaTUYECKOrO KOHTEKCTHOro
noucka. YaanuTb 3HayeHune us
CNM1CKa MOXXHO C NMOMOLLIbIO KHOMKK
b4

Tun dokymeHma Twn gokymeHTa B 6a3e AaHHbIX 0 txt lMpocTaBnseTca aBToMaTUYeCcKu 1

Cmamyc TekyLLee coCTosiHME JOKyMEeHTa o txt HE NOANEXNT NIMEHEHNIO

nons3oBatenem

Bud dokymeHma Bug gokymeHTa (npukas, o) txt Bbi6opom 13 cnmncka KroyeBbIX
pacrnopsixeHue n 1.4.) 3HAYEHUIN C MOMOLLbI KHOMKN

1Ny BBOAOM C KraBmaTtypbl C
BO3MOXHOCTbIO aBTOMaTUYECKOro
KOHTEKCTHOro noucka

Cpok deticmeust do | Cpok gencteua OP[. 3HayeHne H pnata | BBOOOM C knaBmatypbl unu
MONs y4UTLIBAETCA NpU BbIGOpPOM AaThbl U3 KaneHgaps
BbIMOJIHEHVW apXMBMPOBaHMWSA

OmmeHnsirowjuti OTmeHnsowmii gokymeHT, N0 H txt ABTOMaTUYECKN NPU OTMEHE

dokymMeHm nonb3oBaTtens, OTMEHUBLLETO OOKyMeHTa
OOKYMEHT

HononHumensHas uHgopmayus

Hama nodnucanus | Jata nognucaHusa JOKyMeHTa H pnata | ABTOMaTtuyecku nocne

noanucanus. Mpu Heo6xoaAMMOCTH
3HayeHue nons MoxeT ObiTb
CKOPPEKTUPOBaHO NOANUCAHTOM
nepea BbINOMHEHNEM onepaLmn
noanucaHns BBOAOM HY)XHOW AaThbl
C KnaBuaTypbl U1 BLIGOPOM AaThbl
13 KaneHaaps
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Hama Hata yTBepxaeHns OKyMeHTa H pnata | ABTOMaTtuyecku nocne
ymeepkoeHust yTBEpPXAEeHUS AoKymeHTa. [pu
HeobX04MMOCTU 3Ha4YeHne nons
MOXET ObITb CKOPPEKTMPOBAHO
yTBEpXAaLWUM nepes
YTBEPXAEHMEM BBOAOM HY>XHON
JaTtbl C KnaBuaTypbl U BbIGopom
JaTtbl U3 KaneHgapsi
Hdama [ata peructpauumm gokymeHTa H naTa ABTOMaTuyeckun nocne
peaucmpayuu pernctpauuu. Npu Heob6xoaMMoCTH
3HayeHWe nonst MoXeT ObITb
CKOPPEKTMPOBaHO pPerncTpaTtopom
nepen BbINOMHEHNEM onepaumm
pervcTpaumm BBOOOM HY>XHOM
AaTbl C KnaBnaTypbl U BbIGOPOM
4atbl 3 KanexHgaps
XypHan >KypHan peructpaumm 0 txt Bbibopom m3 cnucka KnoveBbixX
peaucmpayuu 3Ha4Y€HU C MOMOLLbIO KHOMKN
Peaucmpamopbi lMepeyeHb COTPYOHMKOB, KOTOPbIE 0 txt Bbibopom 13 cnpaBoYHuKa ¢
MOryT 3apermcTpupoBatb OKYMEHT NOMOLLLIO KHOMKK .. YoanuTb
3Ha4eHue M3 CNNCKa MOXHO C
MOMOLLBIO KHOMKK ¢
Bbi6op moma denna | [JocTyneH Nonb30BaTENO C POIblo 0 txt Bbibopom m3 cnucka KnioveBbiX
OTBeTCTBEHHBIH 3a BCJACHUE TeEJI. 3HaYeHumn ¢ NMOMOLLbIO KHOMKN [+
U1 BBOAOM C KraBmaTypsbl C
BO3MOXXHOCTbIO aBTOMAaTUYECKOro
KOHTEKCTHOro noucka. Yaanutb
3Ha4yeHne 13 Ccnucka MOXHO C
NMOMOLLIbHO KHOTMKM X
UHOekc dena, WHaekc gena, 3aronoBok U TOM e} txt 3anonHaeTcs aBToMaTUyYecku
3azosnoeok dena, aena BblbpaHHbIM B none Bei6op moma
Tom dena desia 3HaYEHMEM
lNMpumeyvaHusi IMprmeyaHusa K JOKYMEHTY H txt Beogowm ¢ knasmatypesl
Ta6bnuua 13. Nonsa cekumn «PesepBupoBaHue»
MNone OnucaHue O/H Tun Cnoco6 3anosnHeHuns
Umst nonb3oeamerns, Mms nonb3oBaTtens, co3aaBLUero H txt | ABTOMaTMYeCKM Npu CO3aaHNM
co3daswez0 3anpoc 3anpoc 3anpoca Ha pe3epBupoBaHne
Hama co3daHus Hata co3gaHua 3anpoca H nata
3anpoca
3apesepeupoeaHHbIli | 3ape3epBUPOBaAHHbLIN HOMEP H txt | ABTOMaTtnyecku npu
Homep pe3epBMpOBaHUN HOMepa
Umsi nonb3oeamerns, Nms nonb3oBaTtens, H txt
3ape3epeupogasuwea0 | 3ape3epBMpPOBaBLLErO HOMEP
Homep
B pezepeuposaHuu B pesepBupoBaHUM oTkasaHo H txt | ABTOMaTuMyecku npu oTkase B
omka3aHo pe3epBMpoBaHMM HOMeEpa
Hama omka3sa e [arta oTkasa B pe3epBMpoBaHUn H nara
pe3sepsuposaHuu
Ta6nuua 14. NMonsa Bknagku «CogepxatenbHasa YacTb»
Mone | OnucaHnue [OH] Tun | Cnoco6 3anonHeHus

n
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Ilpunoscenue. Onucanue nonei

MNone OnucaHue O/H Tun Cnocob6 3anonHeHus
CodepxxamenbHasi | TeKCT cogepXxaHnsi [OKYMeEHTa O/H txt Bsogowm c knasuatypbl. B Beb-
qacmb nHTepdence Ans KONMpPoBaHUS
Tekcta n3 MS Word - ¢ noMolLLbto
KHOMKK e (C uenbio coxpaHeHus
dopmaTmpoBaHus)

O6nacTb darinbl BNOXeHWN O/H txt PaboTa ¢ BnoxeHnaMm

BNOXEHUN OCYLLIECTBIISAETCA MO KHOMKam Ha
naHenu aencTeunin obnacTtu
BINOXEHWUI

Ta6nuua 15. NMonsa Bknagku «BuxxeHne AOKyMeHTa»

Mone | Onucanue |OH| Tun Cnoco6 3anonHeHus
Mapamempsi coenacoesaHusi
Mponycmums OTMeTnTb Heo6XxoAMMOCTb H | yekBokc | YCTaHoBKow/cHATMEM dhbrara
coasiacoeaHue nponycka npoueaypbl

cornacoBaHus. [loctynHo ans
pefakTMpoBaHus, ecnu B
HaCTpOMKax TMNOBOro MapLupyTa
ycTaHoBMeH donar
Pedakmupoeamb npu3sHak
«[lponycmumsb coanacosaHue»

HN3eewamb o M3BelleHne OTBETCTBEHHOIO B 0] MpKn Bbi6opom Heobxoanmoro
npoLecce CorfnacoBaHvs: o Kaxaoou 3HaYeHwns
peueH3uu (0TBETCTBEHHLIN ByaeT
nony4yaTb YyBeAOMIIEHUS O KaXaon
NOCTyNMBLUEN PELIeH3UN) U1 o
nocnedHel peyeH3uu
(oTBETCTBEHHbIN NOAYYnT
yBeJOMIeHne TOMbKO O CaMoWn
nocnegHen peueHsny B mapLipyTe).

[ocTynHo Ans pegakTMpoBaHus,
€cnn B HacTpomnKax TUMOBOro
MapLipyTa yctaHosneH dnar
Pedakmupoeamb npu3Hak
N3eewiamb o
Bosepawiamsb npu | [py ycTaHoBKe driara JOKYMEHT O | yekBokc | YcTaHoBkon/cHATMEM hnara

nepeom
Hecoanacuu

BO3BpaLLlaeTCs UCMOMHUTENIO Ha
AopaboTky nocne nonyyeHus
nepBoOW e oTpuuaTenbHOM
peueH3un (Npu nocneaoBaTenbHOM
cornacoBaHuu). Ecnn donar He
yCTaHOBIEH, TO AOKYMEHT obonget
BCEX Ha3Ha4YeHHbIX PELIEeH3EeHTOB
BHE 3aBMCUMOCTM OT peLLEeHUN
npeabiaywmnx peueH3eHToB (1 dyayT
y4YTeHbl Bce ux 3ameydaHust). o
YMON4YaHUIo He oTMeYdeH. [locTynHO
AN peJakTupoBaHus, ecriv B
HaCcTpoWKax TUNOBOro MapLupyTa
yCTaHoBreH dnar
Pedakmupoeamsb npu3Hak
«Bo3epawamb npu nepgom
Hecoanacuuy»
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Pa3spewamsb Mpwn ycTaHoBKke dnara npu HanMyYun e} txt YcTaHoBKOW/CHATUEM donara
nodnucbieams BM3bl «He cornaceHn» (nocne
JoKyMeHm ¢ BbIHECEHMS PELLUEHUS BCEMU
ompuyamersibHbIMU | peLeH3eHTamun) JOKYMEHT nepenger
eusamu Ha cTaguio 06paboTkn 3amedaHuni, ¢

KOTOPOM UCNONHUTENb BO3BpaLlaeT
OOKYMEHT Ha gopaboTky, nmbo
nepegaet Ha NoAnucaHue ¢
oTpuuaTenbHbIMU BU3aMW.
HocTyneH ans pegaktupoBaHus,
€CInn B HacTpoKikax TUMNOBOrO
MapLupyTa ycTaHoBneH dnar
Pedakmupoeamb npu3Hak
«Modnucbieamb OOKyMeHmM ¢
ompuyamesibHbIMU 8U3amMu»
lponyck Mponyck cornacyloLmx, BbIHECLUNX H | yekBokc | YcTaHoBkoW/cHATMEM dhnara
coanacyrujux, pelwweHue «CornaceH» u/ unm
eblHecwux «CornaceH ¢ KOMMeHTapusiMmn» Ha
peuweHue: npeabigyLen ntepauum
- «CoenaceHy, COrnacoBaHus, Ha nocneayLmnx
- «CoanaceH ¢ uTepaumsix cornacoBaHus
KOMMeHmapusimu» | JOKYMEHTOB (KpoMe
aBTOMaTUYECKOro 3aBepLUeHus
cornacoBaHus). loctyneH ans
pefakTMpoBaHus, eCnv B
HaCTpOWMKax TMNOBOro MapLupyTa
yCcTaHoBRneH chnar
Pedakmupoeamb npu3Hak
«lponyck coanacyroujux,
8bIHECWUX peweHue
«CoanaceH»/ «CoanaceH ¢
KOMMeHmapusimu»
COOTBETCTBEHHO
Ucnonb3yemnbil Mcnonb3yembln TUMOBOW NpoLiecc 0] txt ABTOMaTMYeCKM Npu BbiGOpe
munoeol npoyecc MapLipyTa 06paboTku JOKYMeHTa
Umepayus WTepaumsa cornacoBaHus 0 txt ABTOMaTM4eCKN MpU CO3aaHNN
coaslacoeaHusi nTepauun cornacoBaHus
lModzomoeka Wudopmauusa o nogrotoske 0 txt ABTOMAaTM4eCKU NMpU NOArOTOBKE
JdoKyMeHma OOKYMeHTa JOKYMeHTa
CoanacoeaHue Mudopmauusa o xoge cornacoBaHus 0 txt ABTOMAaTM4eCKN MpU CO34aHNM
OOKYMeHTa 3TanoB COrnacoBaHUsl JOKYMEHTA
lModnucaHue WHdopmauus o nognmcannm 0 txt ABTOMaTMYeckn nNpu gobasneHnn
OOKYMeHTa COTPYOHWKOB B Nnore
lModnucaHmeli
YmeepxxdeHue MHdpopmauus o6 yTeepxaeHun e} txt ABTOMaTU4eCKM Npu JobaBneHnn
OOKYMeEHTa COTPYAHVKA B none
Ymeepxodarouwuli
Ta6nuua 16. Monsa Bknagkn «OpuruHan»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Homep Homep ak3emnnsipa JOKyMeHTa H txt BBogom c knaBmaTtypbl
aK3emmnnsapa

NOTrmKa
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Konuyecmeo KonnyecTtBo nucToB JOKyMeHTa H/O | umcno | BBoaom c knasmaTtypbl. fABnseTcs
sucmos obs3aTenbHbIM, €CNY B AOKYMEHTE

ycTaHoBneH cdonar JokymeHm
cnuwemcs 8 desio
asmomMamu4ecku
Kos-eo nucmoe KonnyectBo NMCTOB NPUNOXEHNN H yncno | BBogom c knaBmaTtypsbl
npusioxeHul
Pa6boma WHdpopmauus o pabote ¢ H txt ABTOMaTUYECKN NPU 3anNOMNHEeHUN
¢ 6ymMaKHbIM OopurMHanom AoKyMmeHTa dopmbl «PaboTta ¢ 4OKYyMEHTOM Ha
opu2uHasriom BymMakHOM HocuTeney, a Takke
npy aBTOMaTU4ECKOM CrnncCaHnn
opvrvHana B geno
Hokymenm dnar ycTaHOBMEH B 3aBUCMMOCTM OT | H | yekBokc | YCTaHOBKOW/CHATUEM dnara
cnuwemcs 8 desio | Hanuyus dnara B none
asmomMamuyecku AemocnucaHue 0OKyMeHmos
e des1o TMNOBOro npouecca. Ecnn
B HacTpoyKax TMNOBOro npouecca
ObIn ycTaHoBneH cnar Paspewums
U3MeHsImb NMpuU3HakK
aemocnucaHusi npu co3faHuu
dokyMeHma, To aBTOpy AOKYMeHTa
donar gocTyneH ons
pefakTMpoBaHust
lMpunoxenus MpunoxeHns K 4OKYMEHTY H txt C NOMOLLBIO KHOMKM . 3MeHnTb
3Ha4YeHMEe MOXHO,
npeaBapuTenbHO BbIAENUB €ro, C
MOMOLLbIO KHOMKK =, YaanuTb
3Ha4YeHMe 13 Crnucka MOXHO,
npeaBapuTENbHO BbIAENUB €ro, C
NMOMOLLIbHO KHOTKM X
OmeemcmeeHHbIl | VIO 1M JOMKHOCTL OTBETCTBEHHOIO | O/H txt Bbibopom 13 cnpaBo4vHuMKa
3a eedeHue den 3a BeieHue Jer, KoTopbii umeeT COTPYOHMKOB, 06ragatoLLmx
BO3MOXHOCTb MOMECTUTb OpUrMHan OM3HEC-PONb0 OTBETCTBEHHEIA
OOKYMeHTa B feno. AensieTcs 3a BegmeHMe xei, C MOMOLLbH
0bsa3aTenbHbIM, eCn B JOKYMEHTE konin unu sogom ¢
He yCTaHOBJ'IeI-:BCbﬂaFHOKy mMeHm KnaBuaTypbl C BO3MOXHOCTbIO
cnuwemces & oeno aBTOMATUYECKOTO KOHTEKCTHOIO
asmomamutecku novcka. MoxeT 3anonHATLCS
aBTOMATUYECKM COTPYOHUKaMM,
yKkasaHHbIMK B kadecTtBe OB[] no
BbIOpaHHomy B none MHOekc
dena, 3azos1080k Oena, Tom
dena MyHkty HA.
Ypanutb 3Ha4YeHme 13 cnucka
MOXHO C MOMOLLbI KHOMKM X
Ta6nuua 17. NMona cdopmbl «MpunoxeHnsa»

Mone OnucaHue O/H | Twn Cnocob6 3anonHeHus
HaumeHoeaHue HaumeHoBaHMA NpunoxeHns 0 txt | BeBogom c knaBuaTtypbl
Bud npunoxeHusi Bua npunoxeHus 0] txt Bbi6opom n3 cnmcka KIodeBbIxX

3Ha4YeHUN C NOMOLLbIO KHOMKK
Konuyecmeo KonunuyecTso aKk3emMnnapos H txt | BBOOOM C KnasmaTypbl
NPUIoXeHns

Ta6bnuua 18. Mona Bknaaku «Paccbinka»

NOTrmKa
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Cc Cnmnckm paccbinku ¢ H txt ABTOMaTM4YECKM NPU CO30aHUN
noomeepxxdeHuem | noaTBepPXaeHUEM 03HaKOMIIEHMS C CMM1CKa pacchISiku ¢
O3HaKOMJIeHUs yKasaHnem fo6aBneHHbIX B CMMCOK noaTBEPXXAEHNEM O3HAKOMIIEHUS

COTPYAHWKOB, NOApPa3aeneHunin, no kHonke [Jo6aBuUTb]
rpynn nnu BoibpaHHbIX CMNCKOB
pacCbIIKK
K ceedeHruro Cnuncku paccbInku K CBe4EHMNIO C H txt ABTOMaTMYECKM NpU CO30aHNMN
ykasaHuem JobaBneHHbIX B CMCOK cnmcka paccbinkun ons ceBegeHus no
COTPYAHWKOB, NOApPa3faeneHunin, kHonke [[lo6aBUTb]
rpynn nnu BoibpaHHbIX CMNCKOB
pacchIKu
Ta6nuua 19. NMonsa Bknagku «CBs3aHHbIe AOKYMEHTbI»

Mone OnucaHwue O/H Tun Cnoco6 3anonHeHus

OcHosaHue [ okyMeHT-oCcHOBaHMe H txt ABTOMAaTMYECKM MpU CO34aHUK
[OKYMeHTa Ha OCHOBe OpYyroro
OOKYMeHTa..
C nomouubio kHonkn [CBA3aTh].
YpanuTb 3Ha4YeHne 13 crnmcka
MOXXHO C MOMOLLIbKO KHOMKN
[Yaanutb]

CesizaHHbIe CcbInKn Ha cBsA3aHHble OOKYMEHTbI H 4yeKOoKC ABTOMAaTUYECKN npu co3gaHumn
CBSAI3aHHOro JOKYMEHTa.
C nomoLubio kKHomnkn [BHewHAA
ccbinka] (yoanuTe/ U3MeHuUTb
[o6aBNeHHY CCbINIKY MOXHO C
nomolLLblo KHonok [Yaanutb]/
[PepaakTnpoBarthb])

Ta6nuua 20. Monsa Bknagku «O6CcyxaeHne»

Mone OnucaHwue O/H Tvn Cnoco6 3anonHeHus
lMopsidkoewnili Ne, MHdopmaLms no coobLueHmto, H txt ABTOMaTHYECKM NpU OTNpaBke
Om kozo, Komy, OTNpaBreHHOMY U3 KaPTOYKU COOOLLEHUA N3 KAPTOUKM
Hama, CoobweHue | noKyMeHTa: NopsaKOBbLIA HOMEP, OOKYMEHTa C NMOMOLLIbHO KHOMKM

aBTop, nosiyyartens, AaTa OTnpaBku [AononHuTenbHo]:[OTNpaBUTL
M TEKCT CoobLLEeHNs coobLeHne] Ha NaHenu AeUCTBUN,
a Takke npu co3gaHum
0BCYXAeHUI N3 KapTOouKu
JOKYMeHTa
Ta6nuua 21. Monsa Bknagku «JocTtyn»

Mone OnucaHwue O/H Tvn Cnoco6 3anonHeHus

Yumamenu Cnvcok unTaTeneii JoKymeHTa H txt BbiGopom 13 obuiero cnucka
COTpyAHVKOB/NoApasaeneHun ¢
NOMOLLLbIO KHOMKW .. YaanuTb
3Ha4YeHune 13 crmcka MoXHO C
NOMOLLLbHO KHOMKM s

BudeH ecem Mpu3Hak BUOUMOCTW OOKYMEHTa Ans H | yekBokc | YcTaHoBkoW/cHaTMeM dnara

BCEX COTPYOHUKOB
Co3sdaHue, WHpopmaums o BpeMeHn co3gaHus H txt ABTOMaTUYECKU NPU CO34aHUN
UU3meHeHust (n3MeHeHus) JOKYMeHTa 1 (M3MeHeHUn) AoKYMeHTa

nonb3oBarere, Co34aBLUeEM
(M3MEHVMBLLMM) JOKYMEHT

Ta6nuua 22. NMonsa Bknagku «Mctopus pegaktupoBaHUA»
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnocob 3anonHeHust

Bpewms

Bpems nameHeHus nonsi

txt

Cepeep usmeHeHull

CepBep, Ha KOTOpOM Obinun
BbINOSHEHbI U3MEHEHUS

txt

Umst nonss ampubyma

Wma nona atpmnbyTta

txt

CodepikaHue ampubyma

CogaepxaHue atpubyta

txt

Cmapoe 3Ha4yeHue

Ctapoe 3Ha4deHune nons

txt

Hoeoe 3Ha4YeHue

HoBoe 3HaveHue nons

I |IT|T|T

txt

ABTOMATN4ECKN MPU N3MEHEHNM
nonemn KapToukn AOKYMEHTa, ecriu
B HAcTpoWKax MPOTOKONMPOBaHMS
B MNP yctaHoBneH dnar
lpomokosiuposams usMeHeHue
nosieli 8 kKapmoyke GoKymMeHma

IV.2.KapTouka crnyxe6HoOMn 3anmnckKu

Ta6nuua 23. OCHOBHbIE NONA KAPTOUKU

Mone

OnucaHue

O/H

Tun

Cnocob 3anonHeHus

Ba)kHo

anI3HaK Ba)XXHOCTU OOKYMEHTA

yekbokc

JluyHo

MpusHak, onpegenstowmi, 6yayTt nm
ncrnonHswLwme oba3aHHOCTU U
AOBEPEHHbIE Nnua y4acTHUKOB
00paboTkn AOKYMEHTa NUMEeTb
AOCTYN K AaHHOMY JOKYMeHTY. 1o
yMon4aHuto npusHak JIu4yHo He
npocTtaeneH. [poctaBuTb NpUsHak
BO3MOXHO B JOKYMEHTaXx,
HaxoAsLIMXCH Ha 3Tane NnoaroToBKu
1 Ha gopaboTke. Ecnv npusHak
npocTaBfeH B TUMOBOM npoLecce, B
KapTouke OOKyMEeHTa HeT
BO3MOXHOCTW ero CHATb. [1pu3Hak
UMeeT 3HayeHne Ang Bcex ctagnw,
Kpome permcrtpaumm u
pe3epBMpoOBaHWs HoMmepa

yekbokc

KoHgpudeHuuanbHoO

Mpu3Hak koHGMAEHUNANBLHOCTH
OOKYMEHTa

yekbokc

Kommepueckasi
maiiHa

Mpun3HaK koOMMepYEeCcKon TarHbl
(mocTyneH nonb3oBarento ¢ GusHec-
ponbio Kommepueckas TaiiHa). [1py
oTMeTke ¢hnara otobpaxaeTcs
coobLeHne ¢ npegynpexaeHnem o
TOM, YTO AanbHenwas pabora c
OOKyMeHTOM bygeT
obecneynBaTbCs B peXxume
KomMMep4ecKon TanHbl. dnar
KoHgpudeHuyuanbHO 3aMeHsieTcs
Ha nosne c ABYMsi BapMaHTamm
BblOopa: Cmpozo
KOHgbuBGeHyuanbHO U
KoHdghudeHyuanbHo

yekbokc

YcTaHoBkoW/cHATUEM dhnara

Ungopmayusi no Aok

MeHmy

Homep npoekma

Homep npoekTa gokymeHTa

txt

ABTOMaTUYECKU B Crydae
peructpaummn npoekTa JOKyMeHTa
npwv oTnpasBke N0 MapLUPYTy

Ilo eonpocy

Onwucanve Bonpoca, Ans peLleHns
KOTOPOro co3faHa 3anucka

txt

BBogom ¢ knaBumaTypbl Unu
BbIGOPOM M3 CrcKa KioYeBbIX

3HA4YEHMI C NOMOLLLIO KHOMKN

NOTrmKa
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
UcnonHumens HaunmeHosaHune otgena, N0 n 0] txt BbiGopom 13 cnpaBoYvHMKa C
AOIMKHOCTb COTPYAHUKA, KOTOPbI MOMOLLI0 KHOMKM - 1A BBOAOM
CO3AaET AOKYMEHT C KMaBMaTypbl C BO3MOXHOCTbIO
aBTOMAaTUYECKOrO KOHTEKCTHOrO
novcka. Yaanutb 3HayeHue un3
CnuncKa MOXHO C MOMOLLbIO KHOMKM
b4
Cocmasumernb ®NO ncnonHUTENs JOKYMEHTA. 0 txt BbiGopom 13 cnvcka kapToyek
OtobparxaeTcs npu co3gaHum COBMELLEHUNS C MOMOLLbIO KHOMKMN
AOKyMEHTa 3a Apyroro coTpyaHuka
(ykasaHHoro B none
UcnonHumernnb)
Modnucanm MoanucaHT nokymeHta. Ecnu e} txt Bbi6opoM 13 crincka coTpyAHMKOB,
B HacTpoKKax TMNOBOro npouecca obnagarowmnx 6GnusHec-ponbio
ObIn ycTaHoBneH cnar NopnmucanT, C MOMOLLBIO KHOMKN
Sanpewame usmeHamL “ unv BBOZIOM C KnaBmaTtypbl C
nodnucaxma 0oOKyMeHma, 70 BO3MOXXHOCTbI aBTOMaTU4YeCKOro
none HE[IoCTynHo An KOHTEKCTHOro noucka. Yganutb
PEAAKTNPOBaHNA 3HaYeHue 13 Crmncka MOXHO C
[OMOLLBIO KHOMKK
Adpecam ®UMO coTpyaHUKOB, B Yer agpec 0 txt Bbibopom n3 cnpaBoYHuKa ¢
HanpaenseTcsa crnyxebHas 3anncka MOMOLLBI0 KHOMKY & unu BBOIOM
Konus ®WNO cotpyaHWKoB, koTOpbIM ByseT txt C KNaBMaTypbl C BO3MOXHOCTbIO
HanpasnieHa konus cnyxe6Hoi aBTOMAaTWYECKOrO KOHTEKCTHOIO
3arnuckn Ans ceefeHns novcka. Yoanutb 3HayeHme us
CMuncKa MOXHO C MOMOLLbIO KHOMKK
be
Tun dokymeHma Tun gokymeHTa B 6a3e AaHHbIX o) txt [MpocTaBnaeTca aBToMaTUYECKN 1
Cmamyc Tekylee CoCTOosiHME [JOKyMeHTa o} txt HE NOANEXMT NSMEHEHWIO
nonb3oBaTenemM
Bud dokymenma Bua nokymeHTa (NMcbMo, axT, o) txt Bbi6opoM 13 crnincka KnoveBsbIX
6anaeponb 1 1.4.) 3HAYEHUIN C MOMOLLIbIO KHOMKM =
WN1 BBOAOM C KraBuaTypbl C
BO3MOXXHOCTbI aBTOMaTN4YeCKOro
KOHTEKCTHOro noucka
Cpok omeema Cpok, 0o koToporo agpecaTt gomkeH | H pata | Beogom c knasmaTypbl nnm
adpecama npegocTaBuTb OTBET BbIGOpPOM AaThbl M3 KaneHgaps
HononHumenbHas uHgopmayus
Hama nodnucanus | data nognucanusa C3 H para ABTOMAaTUYECKM Nocre
nognucanus. MNpn HeobxoanMocTn
3HayeHne nons MoxeT ObITb
CKOPPEKTMPOBAHO MOAMNUCAHTOM
nepeA BbINOMHEHWEM OMnepaumu
noAanucaHnsi BBOGOM HYXXHOW AaThbl
C KnaBmaTypbl unv BbI6Opom gathbl
13 kaneHgaps
XypHan >KypHan peructpaumm 0 txt Bbibopom m3 cnucka KnoveBbix
pesucmpayuu 3HAYEeHUI C MOMOLLbIO KHOMKM =
Kamezopus Karteropua C3 H txt
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus

Bbi6op moma dena | [ocTyneH nonb3oBaTento C ponbo 0 txt BbiGopom m3 cnvcka KnoyeBbix

OTBeTCTBEHHBIH 32 BeJleHHE J1eJ1. 3HAYEHUIA C MOMOLLIbIO KHOMKU

Wy BBOAOM C KnaBumaTtypbl C
BO3MOXXHOCTbI aBTOMaTN4YeCKOro
KOHTEKCTHOro noucka. Yganutb
3HaYeHme 13 Crncka MOXHO C
MOMOLLBIO KHOMKK

UHOekc dena, MHpaekc aena, 3aronoBoK 1 TOM 0 txt 3anonHsieTcst aBTOMaTUYeCcKu

3azonoeok dena, aena BblIOpaHHbIM B none Boi6op moma

Tom dena desia 3HaYeHNEM

Mpumeyarus MpumeyvaHns K JOKYMEHTY H txt Bsoaom c knasmaTypbl

Ta6nuua 24. NMona Bknagku «CogepxatenbHasa YacTb»
MNone OnucaHue O/H Tun Cnocob 3anonHeHus
CodepxxamenbHasi | TeKCT cogepXaHusi OKyMeHTa O/H txt Beogom c knaemaTypbl. B Be6-
qacmsb nHTepdence onsg KONMPoOBaHUS
TekcTta 3 MS Word - ¢ noMoLLbIO
KHOMKM e (C uenbio coxpaHeHus
dopmaTupoBaHus)

Ob6nacTtb dannbl BNOXEHWA O/H txt Paborta ¢ BrnoxeHnsamm

BIOXEHUMN OCYLLECTBSAETCH NO KHOMKaM Ha
naHenu gevwcTeuin obnactu
BMNOXEHWUN

Tabnuua 25. Nonsa Bknapgku «[IBUKeHUe AOKYMeHTa»

Mone | Onwucanue |OH ]| Tun Cnoco6 3anonHeHus
Mapamempsi coenacosaHusi
lponycmums OTmMeTUTbL Heo6X0aNMOCTb H | yekBokc | YCTaHoBKoW/cHATUEM dhnara
eusuposaHue nponycka npouenypbl BU3MPOBaHMS.

[ocTynHO Ana pefakTMpoBaHwus,
€cnn B HacTpomnKax TUMOBOro
MapLiupyTa yctaHosneH dnar
Pedakmupoeamb npu3Hak
«[lponycmumse coanacogaHue»
U3zeewqamb o M3BeLueHe OTBETCTBEHHOIO B 0 npkn | Bblbopom Heobxoanmoro

npoLecce corrnacoBaHus: o Kaxoou
peueH3uu (OTBETCTBEHHbIV OyaeT
nonyyaTb YyBEAOMIEHUS O KaXaomn
NOCTYNMBLUEN PELEH3MN) NN o
nocniedHell peyeH3uu
(oTBETCTBEHHbIN NONYYUT
yBeOMJIEHME TOMBLKO O CaMoW
nocrnegHen peueHsun B MapLupyTe).
JocTynHo Anst pegakTupoBaHus,
€CI1 B HacTporikax TUMNOBOro
MapLupyTa ycTaHOBMEH dnar
Pedakmupoeamb npu3Hak
N3eewjamb o

3Ha4YeHuA
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

Bosepawiamb npu
nepsom
Hecoanacuu

Mpwn ycTaHoBKe donara AOKYMEHT
BO3BpaLLaeTCs UCMOMHUTENIO Ha
AopaboTKy nocne nosnyyeHus
nepBon e oTpuLaTeNbHON
peueH3un (Npy nocnegoBaTenbHOM
cornacosaHun). Ecnn dpnar He
YCTaHOBIEH, TO AOKYMEHT obonaeT
BCEX HA3HAYEHHbIX PELIEH3EHTOB
BHE 3aBMCUMOCTM OT peLLeHUn
npeabIoyLnx peueH3eHToB (1 6yayT
y4YTeHbI BCE MX 3amevaHus). o
YMOMYaHuo He oTMeYeH. [JocTynHo
ANsi peJakTMpoBaHus, ecnv B
HaCTpOMKax TMMOBOro MapLupyTa
yCcTaHoBRNeH chnar
Pedakmupoeamsb npu3Hak
«Bo3epawamb npu nepeom
Hecoanacuu»

yekbokc

YcTaHoBKOW/CHATUEM chnara

Paspewamsb
nodnucbieams
JOKyMeHm ¢
ompuuyamenbHbIMU
eusamu

Mpwn ycTaHoBKe chnara npu Hanu4mu
Bu3bl «He cornaceHn» (nocne
BbIHECEHMSI PELLUEHUS BCEMMU
peLeH3eHTamMun) LOKYMEHT nepengeT
Ha cTaguio o6paboTkM 3aMevaHnii, ¢
KOTOPOW MUCMOMNHUTENb BO3BpaLlaeT
OOKYMEHT Ha gopaboTky, nmbo
nepegaet Ha NognucaHue c
oTpuLaTenbHbIMU BU3aMMU.
[ocTyneH ana pegakTMpoBaHus,
€cnn B HacTpomnKax TUMOBOro
MapLiupyTa yctaHosneH dnar
Pedakmupoeamb npu3Hak
«Modnucbieamb AokymeHm ¢
ompuyamesibHbIMU 8U3aMu»

txt

YcTaHoBKoW/CHATUEM dhnara

lponyck
coanacyroujux,
eblHecwux
peweHue:.

- «CoanaceHy;

- «CoanaceH ¢
KOMMeHmapusimu»

lMponyck cornacyoLmx, BbIHECLUNX
pelwweHue «CornaceH»/ «CornaceH c
KOMMEHTapusMny» Ha npeabigylien
uTepauum cornacoBaHus, Ha
nocriegyoLumx ntepaumax
cornacoBaHus JOKYMEHTOB (Kpome
aBTOMaTUYECKOro 3aBepLueHus
cornacoBaHus). [octyneH ans
pefakTMpoBaHus, ecnv B
HacTpoWKax TUNOBOro MapLupyTa
ycTaHoBneH cnar
Pedakmupoeamb npu3Hak
«lponyck coanacyrouwjux,
eblHecWux peweHue
«CoanaceH»/ «CoanaceH ¢
KOMMeHmapusiMu»
COOTBETCTBEHHO

yekbokc

YcTaHoBKoOW/CHATUEM dhniara

Ucnonb3yemsblii
munosou npoyecc

Mcnonb3yembln TUMOBOW NpoLiecc

txt

ABTOMaTMYECKM NpU BbiIGOpE
MapLipyTa 06paboTku JOKYMeHTa

Umepauyus
coaslacosaHusi

|/|TepaLl,l/IF| cornacoBaHunA

txt

ABTOMaTMYECKM npn co3gaHun
nTepaunmn cornacoBaHuna

lModzomoeka
JdoKymMeHma

MHdopmaLumsa o noarotoeke
OOKYMeHTa

txt

ABTOMaTMYECKM NPU NOATOTOBKE
OOKYMeHTa
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus

Bu3supoeaHue Nudopmauusa o xoge Bn3mMpoBaHus 0 txt ABTOMAaTM4ECKN MPU CO34aHNN
OOKYMEeHTa 3TanoB COrnacoBaHnsl JOKYMEHTa

ModnucaHue Nudopmauus o nognmcannm 0 txt ABTOMaTun4ecku npu gobasneHmm
OOKYMEeHTa coTpyAHuka B none lModnucaHmsbl

OmnpaeJsieH Wudopmauus o noctynneHum 0 txt ABTOMaTun4ecku npu otnpaske C3
AOKYMEeHTa agpecarty agpecary

Mony4deH NHopmauus o nonyveHmu 0 txt ABTOMAaTUYECKN NPU NOMYHEHUN
AOKYMEHTa agpecaTtomM C3 agpecatom

lMonyyeH omeem WHdopmaumsa o kpaTkom oTBETE 0 txt ABTOMaTMYECKN NpU OTNpaBke
agpecarta KpaTkoro oteBeTta agpecatom C3

Ta6nuua 26. NMona Bknagkn «OpuruHan»

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Homep Homep ak3emnnsipa JOKyMeHTa H txt Bsogom c knaBmaTtypbl
aK3emnnsapa
Konuyecmeo KonnyecTtso NUCToB JOKYMEHTA H/O | uncno | Beogom c knaBuaTypbl. ABnsieTcs
nucmos obsA3aTenbHbIM, €CNny B AOKYMEHTe

ycTaHoBneH cdonar JokymeHm
cnuwemcs 8 desio
asmomamuyecku
Kon-eo nucmoe Konnuectso NMMCTOB NPUoXeHuii H 4mcno | BeBoaoM C Knaeuarypbl
npunoxexnuu
Paboma c MHdopmaums o paboTe ¢ H txt ABTOMaTMYECKM NPWU 3aNOSTHEHUN
6yMaXKHbIM OpUrMHaNoOM OOKYMEHTa dopmbl «PaboTa ¢ JOKyMEHTOM Ha
opu2uHasiom OyMaXkHOM HocuTeney, a Takke
npy aBTOMaTU4ECKOM CrnCaHnn
opvrvHana B geno
HokymeHm dnar ycTaHOBMEH B 3aBUCMMOCTM OT H | yekbokc | YcTaHoBKoW/cHATMEM chnara
cnuwemcs 8 desio | Hanuuus dnara B none
asmomamuyecku AemocnucaHue OKyMeHmoe
e desio TMNOBOro npouecca. Ecnu
B HacTpoKKax TMNOBOro npouecca
ObIn ycTaHoBneH dnar Paspewumsb
U3MeHsIMb MPU3HaK
aemocnucaHusi npu co3daHuu
dokyMeHma, To aBTopy JOKYMeHTa
dnar goctyneH ans
peaakTupoBaHus
lNpunoxeHus MpunoxeHns K JOKYMEHTY H txt C NoMOLLIbI0 KHOMKK . U3MeHNTb

3HaYeHne MOXHO,
npeaBapuUTernbHO BbIOENUB €ro, C
MOMOLLbIO KHOMKK =, YaanuTb
3Ha4YeHue 13 crmncka MoHo,
npegBapuUTernbHO BbIOENUB €ro, C

NOMOLLbK KHOMKA y
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
OmeemcmeeHHbIl | PO n gomkHocTb oTBeTcTBEHHOro | O/H txt Bbibopom 13 cnpaBo4vHMKa
3a eedeHue den 3a BefieHue ger, KoTopbii umeeT COTPYOHMKOB, 06ragatoLLmx

BO3MOXHOCTb MOMECTUTb OpUrMHan OM3HEC-PONbI0 OTBETCTEEHHENE
OOKYMeHTa B geno. AsnsieTcs 3a BegmeHMe zei, C MOMOLLbHO
06s3aTenbHbIM, eCN B JOKYMEHTE kHomk & v BEOaOM C
Ziggzgocini'gfﬁgr HokymeHm KnaBmaTypbl C BO3MOXHOCTbIO
aBTOMATUYECKOrO KOHTEKCTHOIO
asmomamutecku novcka. MoxeT 3anonHATbCS
aBTOMATUYECKN COTPYOHUKaMM,
ykasaHHbIMK B kavectee OB/l no
BbliOpaHHOMy B none MHOekc
dena, 3azonoeok dena, Tom
dena MyHkty HA.
Ypanutb 3HadeHne 13 cnucka
MOXHO C MOMOLLIbIO KHOMKM X
Ta6nuua 27. NMonsa cdopmbl «MpunoxeHnsa»

Mone OnucaHue O/H | Twn Cnocob 3anonHeHus
HaumeHoeaHue HaumeHoBaHMsA NpunoxeHns (o) txt | BBogom c knaBmaTtypbl
Bud npunoxeHrusi Bua npunoxenus 0 txt | BbIBOPOM U3 cnncka KnioYeBbIX

3HAYEHMWIN C MOMOLLbIO KHOMKM
Konuyecmeo KonnyecTBo ak3eMnnspos H txt | BBOOOM C KnaBmaTypbl
NPUIOXeHns
Ta6nuua 28. NMonsa Bknagkn «CBA3aHHbIe AOKYMEHTbI»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus

OcHoeaHue [loKyMeHT-OCHOBaHwue H txt ABTOMaTMYECKM NPK CO3aaHMK
[JOKYMeHTa Ha OCHOBe Opyroro
JOKYMEHTA..
C nomolubto kHonkn [CBA3aTb].
Ypanute 3HadeHne 13 cnucka
MOXHO C MOMOLLIbIO KHOMKM
[YaanuTb]

CesizaHHbIe Ccbinkv Ha CBsI3aHHbIE JOKYMEHTHI H | yekBokc | ABTOMaTUYECKU NpY CO3OaHNK
CBSI3aHHOIo JOKYMEHTa.
C nomoLwubio kKHOMkU [BHewwHAA
ccbinka) (yaanute/ U3MeHUTb
000aBnNeHHY CChINTKY MOXHO C
nomolLLblo KHonok [Yaanutb]/
[PepakTupoBatb])

Tabnuua 29. NMNonsa Bknagku «O6cyxaeHne»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
Mopsidkoesiii Ne, WHdopmaums no coobLueHnto, H txt ABTOMAaTM4eCKU MpU OoTNpaBke
Om kozo, Komy, OTNpaBfAeHHOMY U3 KapTOYKK COOOLLEHUNSA N3 KAaPTOUKM
Hama, CoobweHue | noKyMeHTa: NOpsOKOBbLIA HOMEP, JOKYMEHTa C MOMOLLLH KHOMKK

aBTop, noryyaTens, AaTta OTNpaBKu [QononHuTtenbHo]:[OTNpaBuTL
N TEKCT coobLLLEeHNs coobLeHne] Ha NaHenu OencTBIN,
a TaKke npu co3gaHmu
0bCYXOAEeHU U3 KapTO4KK
JOKYMeHTa
Ta6nuua 30. Monsa Bknagku «JocTtyn»
Mone | Onwucanue |OH]| Tun Cnoco6 3anonHeHus

NOTrmKa

v ¢34
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue noneii

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
HYumamenu Cnuncok yntarenen JOKyMeHTa H txt Bbibopom n3 obLiero cnmcka
COTPYOHVKOB/MoOApa3aeneHun ¢
MOMOLLbO KHOMKM . YaanuTb
3Ha4YeHne U3 cnmcka MOXHO C
MOMOLLIbHO KHOMKN
CosdaHue, MHdopmaumst 0 BpeMeHU co3gaHus H txt ABTOMAaTMYECKM NpU CO3a0aHNMN
U3meHeHusi (n3MeHeHuns1) OOKYMeEHTa 1 (n3MeHeHUn) OOKyMeHTa
nonb3oBarterne, co3aaBLLeM
(M3MEHVBLLMM) JOKYMEHT
Ta6nuua 31. Monsa Bknagkmn «Mctopus pegakTupoBaHUA»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Bpewmsi Bpemsi usmeHeHusi nonsi H txt ABTOMaTMYECKM NMPU U3MEHEHUN
Cepeep usMeHeHuli CepBep, Ha KOTOPOM Bbinn | H txt nofeu kapTo4kn AOKyMEHTa, ecrm
BLINOMHEHE! 3MeHeHus B HAcTpoWKax NpOTOKONMPOBaHMS
B4 MNP yctaHosneH donar
Umst nonss ampubyma Nmsa nons atpubyra H txt
lTpomokosiupogamsb U3MeHeHue
CodepxaHue ampubyma CopepxaHue aTpubyta H txt noneii @ kKapmoyke AoKyMeHma
Cmapoe 3HayeHue Crapoe 3HauyeHve nonsi H txt
Hoeoe 3Ha4yeHue HoBoe 3Ha4eHne nons H txt
IV.3.KapTouka 3asaBKU
Ta6nuua 32. OCHOBHbIe NOMA KAPTOYKU
Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
BaxkHo lNpun3Hak BaXXHOCTM AOKYMEHTa H | yekBokc | YCTaHoBKoW/cHATUEM dhnara
Kommepueckas Mpun3Hak KOMMEpPYECKON TanHbl H | yekBokc
maltiHa (mocTyneH nonb3oBarento ¢ 6GusHec-

ponbio Kommepueckas taiina). [1pu
oTMeTke ¢hnara otobpaxaeTcs
coobLLEeHNE C NpeaynpexaeHnemM o
TOM, 4YTO AanbHewnwas paboTta c
OoKkyMeHToMm ByaeT
obecneynBaTbCs B peXxume
KOoMMepYecKon TanHbl. dnar
KoHgpudeHyuanbHO 3aMeHsieTcs
Ha none c ABYMsi BapMaHTamm
Bblibopa: Cmpozo
KOHgbuBGeHyuanbHO U
KoHdghudeHyuanbHoO
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
JluyHo MpusHak, onpegenaowmn, 6yaytnn | H | yekBoke | YCTaHOBKOW/CHATUEM donara
ncnonHsLwme o6a3aHHOCTA U
[AOBEepeHHble NnuLa y4acTHUKOB
06paboTkn JOKyMeHTa UMEeTb
AOCTYN K AaHHOMY JOKyMeHTY. 1o
ymMonyaHuio npusHak JIu4Ho He
npoctasneH. MNpoctaBuTb NpusHak
BO3MOXHO B JOKyMEHTaXx,
HaxoOsALMXCA Ha aTane NoAroToBKU
1 Ha popaboTke. Ecnn npusHak
npocTasfeH B TUMOBOM NpoLiecce, B
KapTo4ke JOKYMEeHTa HeT
BO3MOXHOCTU €ro CHATb. [pusHak
MMeeT 3HayYeHve Ans Bcex CTaaun,
Kpome permcrpauum u
pe3epBrpoBaHMsa HoMepa
KoHgpudeHyuanbHo | MNpusHak koHpuAEHUMansHOCTM H | yekBokc
AOKyMeHTa
Urngopmayusi no dokymeHmy
Homep npoekma Homep npoekTa gokymeHTa H txt ABTOMaTM4eCcKkun B Criyyae
perucTpaumm npoekTa JOKyMeHTa
npu OTNpaBKe Mo MapLIpyTy
Temamuka 3asieku | TemaTuka 3asBKu O txt Bsogom ¢ knasmatypbl nnm
BbIGOPOM 13 CNMCKa KMoYeBbIX
3HaYeHU C NOMOLLIbIO KHOMKM
Om Kozo ABTOp 3asBKU 0] txt BbiGopom 13 cnpaBoYvHMKa C
MOMOLLBIO KHOMKI - UM BBOAOM C
KnaBnaTypbl C BO3MOXHOCTbIO
aBTOMaTUYECKOro KOHTEKCTHOro
noucka. YaanuTb 3Ha4YeHve 13
CrnMcKa MOXHO C MOMOLLbIO KHOMKM
b
Cocmasumerb ®UO ncnonHUTENa AOKYMEHTA. 0] txt BbiGopom 13 cnvcka kapToyek
OTtobpaxaeTcs npu cosfaHunm COBMeELLIEHNS C NOMOLLbIO KHOMKM
AOKYMEHTa 3a Apyroro coTpyAHuKa
(ykaszaHHoro B nonie Om koe20)
Ymeepxdarowulii YTBepxaatoLwmnn coTpyaHuK e) txt Bbibopom n3 cnucka CoTpyaHUKOB,
obnagatowmnx GnusHec-ponbio
Yreepxpaaommiz, C MOMOLLbIO
KHOMKU % MM BBOZOM C
KnaBMaTypbl C BO3MOXHOCTbIO
aBTOMaTUYECKOro KOHTEKCTHOrO
noucka. YaanuTb 3HayeHve 13
CrnMcKa MOXHO C MOMOLLIbIO KHOMKM
b
3asieka Ha Mpu3Hak 3asBku Ha pacxoabl H | yekBokc | YCTaHoBKoW/cHATHEM chnara
pacxoobli
3asieka Ha onnnamy | [Mpu3Hak 3asBKW Ha onnary. H | yekBokc | YCTaHoBKoW/cHATHEM chnara

[ocTynHo npu ycTaHOBNEHHOM
dnare 3asieka Ha pacxo0bl
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
KonmpazeHm KoHTpareHT ans 3assku. [JocTynHo 0] txt Bbibopom n3 cnpaBoYHuKa ¢
npu yCTaHOBIEHHOM donare 3asieka MOMOLLI0 KHOMKM - MAM BBOZIOM C
Ha onnamy KnaBnaTypbl C BO3MOXHOCTbIO
aBTOMATUYECKOTO KOHTEKCTHOIO
noucka u noucka no MHH. Yganuts
3HaYeHue 13 Crncka MOXHO C
MOMOLLbIO KHOMKM
BaHkoeckue BaHkoBCKMe pekBM3nThbl BoibpaHHoro | H txt AsTOMaTM4ecku npu Boibope
pekesusumsl KOHTpareHTa KOHTpareHTa
Hama nnamesxa [Jata nnartexa H pnata | BBOOOM c knaematypbl unm
BbIGOpOM faTbl M3 KaneHaaps
Cmambs pacxodoe | Ctatbsa pacxogos. [JocTynHO npu H txt BBogom ¢ knaemaTypbl Unu
ycTaHoBneHHOM dnare 3asieka Ha BbIOOPOM M3 cnucka KrnoyeBbIX
pacxoobl 3HAYEHUI C MOMOLLIbKO KHOMKU
3anpawusaemas 3anpalumsaemas cymma. [JocTynHo e} txt Cymma 3anornHsieTcs BBOAOM C
cyMma npv yCcTaHOBNeHHOM dornare 3asieka KnaBsuaTypbl, a BanoTa — BbIbopom
Ha pacxo0bl N3 CrmcKa KIto4eBbIX 3HaYeHWI ¢
MOMOLLIbKO KHOMKM
Tun dokymeHma Tun gokymeHTa B 6a3e AaHHbIX 0 txt lMpocTaBnseTcst aBTOMaTUYECKN U
Cmamyc TekyLLee cocTosiHUE JOKYMEHTa 0 txt HE NOANEXUT USMEHEHMIO
nonb3oBaTenemM
Bud dokymeHnma Bug ookymeHTa (MMcbMo, akT, 0 txt Bbibopom m3 cnucka KnioveBbiX
6anaeponb 1 1.4.) 3HAYEHUI C MOMOLLIbIO KHOMKU
U1 BBOAOM C KraBuaTyphbl C
BO3MOXHOCTbIO aBTOMaTU4EeCKOro
KOHTEKCTHOro novcka
Cpok ucnonHeHusi | Cpok UCMOMHEHNS 3asiBKM H pnata | BBOAOM C knaBmatypbl unm
BbIOOPOM AdaThl M3 KaneHaaps
HononHumensHas uHgopmayus
Hama [ata yTBepxaeHns OKyMeHTa H pnata | ABTOMaTtuyecku nocne
ymeepkoeHust yTBEPXAEHUSt JOKYMeHTa. B
cny4yae HeobXxoAMMOCTU 3HaYeHne
nonsa Moxert ObITb
CKOPPEKTMPOBaHO yTBEpX4aloLwum
nepeg yTBepXgeHveMm BBOAOM
HY>XKHOW JaTbl C KnaBmaTypbl Unu
BbIOOPOM AdaThl M3 KaneHaaps
XypHan >KypHan peructpaumm 0 txt Bbibopom m3 cnucka Kno4veBbiX
pesucmpayuu 3HAYEHUI C MOMOLLIbIO KHOMKN
Bbi6op moma denra | [JocTyneH Nonb30BaTENO C POIbIO 0 txt Bbibopom m3 cnucka KnoveBbiX
OTBeTCTBEHHBIH 32 BeleHHe ael 3HaYeHWIN C NMOMOLLbIO KHOMKM
U1 BBOAOM C KraBuaTypsbl C
BO3MOXHOCTbLIO aBTOMaTU4ECKOro
KOHTEKCTHOrO noucka. YaanuTb
3Ha4YeHme 13 CNNCKa MOXHO C
MOMOLLHO KHOMKN
UHOekc dena, WHpekc gena, 3aronoBoOK U TOM 0 txt 3anonHsieTca aBToMaTU4eCKn
3azonoeok dena, aena BbIOpaHHbIM B None Bbi6op moma
Tom dena desia 3HaYeHMEM
lMpumeyvaHusi MprMeyaHusa K OKYMEHTY H txt Beogowm ¢ knasmatypsl
Ta6nuua 33. NMonsa Bknagkun «CogepxatenbHasa YacTb»
None | Onwucanue |OH]| Tun Cnoco6 3anonHeHus
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

MNone OnucaHue O/H Tun Cnocob6 3anonHeHus
CodepxxamenbHasi | TeKCT cogepXxaHnsi [OKYMeEHTa O/H txt Bsogowm c knasuatypbl. B Beb-
qacmb nHTepdence Ans KONMpPoBaHUS
Tekcta n3 MS Word - ¢ noMolLLbto
KHOMKK e (C uenbio coxpaHeHus
dopmaTtmpoBaHus)

O6nacTb darinbl BNOXeHWN O/H txt PaboTa ¢ BnoxeHnaMm

BNOXEHUN OCYLLIECTBIISAETCA MO KHOMKaM Ha
naHenu aencTeunin obnacTtu
BINOXEHWUI

Ta6nuua 34. NMonsa Bknagku «BuxkeHne AOKyMeHTa»

Mone | Onucanue |OH| Tun Cnoco6 3anonHeHus
Mapamemps! co2nacosaHus
Mponycmums OTMeTnTb Heo6XxoAMMOCTb H | yekBokc | YCTaHoBKow/cHATMEM dhbrara
coasiacoeaHue nponycka npoueaypbl

cornacoBaHus. [loctynHo ans
pefakTMpoBaHus, ecnu B
HaCTpOMKax TMNOBOro MapLupyTa
ycTaHoBMeH donar
Pedakmupoeamb npu3sHak
«[lponycmumsb coanacosaHue»

HN3eewamsb o M3BelleHne OTBETCTBEHHOIO B 0] MpKn Bbi6opom Heobxoanmoro
npoLecce CorfnacoBaHvs: o Kaxaoou 3HaYeHwns
peueH3uu (0TBETCTBEHHLIN ByaeT
nony4yaTb YyBeAOMIIEHUS O KaXaon
NOCTyNMBLUEN PELIeH3UN) U1 o
nocnedHel peyeH3uu
(oTBETCTBEHHbIN NOAYYnT
yBeJOMIeHne TOMbKO O CaMoWn
nocnegHen peueHsum B MapLipyTe).

[ocTynHo Ans pegakTMpoBaHus,
€cnn B HacTpomnKax TUMOBOro
MapLipyTa ycTtaHoBrneH dnar
Pedakmupoeamb npu3Hak
N3eewiamb o
Bosepawiamsb npu | [py ycTaHoBKe driara JOKYMEHT O | yekBokc | YcTaHoBKOW/CHATMEM (pnara

nepeom
Hecoanacuu

BO3BpaLLlaeTCs UCMOMHUTENIO Ha
AopaboTky nocne nosnyveHus
nepBoOW e oTpuuaTenbHOM
peueH3un (Npu nocneaoBaTenbHOM
cornacoBaHun). Ecnn dpnar He
yCTaHOBIEH, TO AOKYMEHT obonget
BCEX Ha3Ha4YeHHbIX PELIEeH3EeHTOB
BHE 3aBMCUMOCTM OT peLLEeHUN
npeabiaywmnx peueH3eHToB (1 dyayT
y4YTeHbl Bce ux 3ameydaHust). o
YMON4aHuIo He oTMeYeH. [locTynHo
AN peJakTupoBaHus, ecriv B
HaCcTpoWKax TUNOBOro MapLupyTa
yCTaHoBreH dnar
Pedakmupoeamsb npu3Hak
«Bo3epawamb npu nepgom
Hecoanacuuy»
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Pa3spewamsb Mpn ycTaHoBKe donara Npu Hanuyum e} txt YcTaHoBKOW/CHATUEM donara
nodnucbieams BM3bl «He cornaceHn» (nocne
JoKyMeHm ¢ BbIHECEHMS PELLUEHUS BCEMU
ompuyamersibHbIMU | peLeH3eHTamMun) JOKYMEHT nepengeT
eusamu Ha cTaguio 06paboTkn 3amedaHuni, ¢

KOTOPOM UCNONHUTENb BO3BpaLlaeT

OOKYMEHT Ha gopaboTky, nmbo

nepegaet Ha yTBepXAeHue ¢

oTpuuaTenbHbIMU BU3aMW.

[ocTyneH ans pegakTupoBaHus,

€CInn B HacTpoKikax TUMNOBOrO

MapLupyTa ycTaHoBneH dnar

Pedakmupoeamb npu3Hak

«Modnucbieamb OOKyMeHmM ¢

ompuyamesibHbIMU 8U3amMu»
Ucnonb3yemsbiii Mcnonb3ayembli TUMOBOW NpoLecc e} txt ABTOMAaTMYECKM MpKn BbiOOpE
munoeou npoyecc MapLupyTa 06paboTku JOKyMeHTa
Umepayus NTepaunsa cornacosaHus 0 txt ABTOMaTUYECKM NpY CO3aaHNK
coaslacosaHusi uTepaumm cornacoBaHmus
Modzomoeka NHpopmaLus o nogrotoske o) txt ABTOMaTUYECKM NPU NOATOTOBKE
dokymeHma OOKYMeHTa OOKYMeHTa
CoanacosaHue NHdbopmauuna o xode cornacoBaHust | QO txt ABTOMaTUYECKM NpY CO3aaHnn

AOKYyMeHTa 3TanoB COrNMacoBaHUA JOKYMEHTa
YmeepxdeHue UHdpopmaumsa ob yteepxaeHum o) txt ABTOMaTnyecku npu gobasneHun

OOKYMeEHTa COTpYAHMKA B none

Ymeepxodarowjul

Ta6nuua 35. NMonsa Bknagkn «OpuruHan»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Homep Homep ak3emnnspa gokymeHTa H txt Beogom c knasumaTypbl
3K3emmnasapa
Konuyecmeo KonunyecTtBo NUCTOB JOKYMEHTA H/O | umcno | BBoaom c knaBmaTtypbl. fABnseTcs
nucmoes obsi3aTenbHbIM, €CNY B AOKYMEHTE

ycTaHoBneH cnar JokymeHm
cnuwemcs 8 desno
asmomamuyecku
Kosn-eo nucmoe KonnyecTtBo NUCTOB NPUMOXEHUN H yucno | BBogom c knaeuatypbl
npunoxeHuu
Pa6boma c WHdopmaumsa o paboTe ¢ H txt ABTOMaTMYECKM NpU 3anofTHEHUN
6yMaXKHbIM OpUrMHanom JOKyMeHTa dopmbl «PaboTa ¢ JOKyMEHTOM Ha
opu2uHasiom BGyMaXkHOM HocuTeney, a Takke
npy aBTOMaTU4ECKOM CrNNCaHNn
opvrvHana B gerno
HokymeHm dnar ycTaHOBMEH B 3aBUCMMOCTU OT H | yekbokc | YcTaHoBKoW/CHATMEM chnara
cnuwemcs 6 desio | Hanu4us dnara B none
asmomamuyecku AemocnucaHue GOKyMeHmos

e desio TMNOBOro npouecca. Ecnun

B HaAcTpoKKax TMNOBOro npouecca
6bIn ycTaHoBnNeH dnar Pazpewumsb
U3MeHsImb MPU3HaK
aemocnucaHusi npu co3laHuu
doKkyMeHma, To aBTOpy AOKYMeHTa
donar gocTtyneH ans
peaakTupoBaHus
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OyHKIHOHATBbHBIE oAcHcTeMbl. [IpuHATHE peeHnii

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
ﬂpuno»(eHun anIJ'ION(eHVIFI K AOKYMEHTY H txt C MOMOLLbIO KHOMKKU .. N3MeHUTb
3HayYeHne MOXKHO,
npeaBapuTENbHO BbIAENNB €ro, C
MOMOLLbIO KHOMKM =, YaanuTb
3Ha4yeHue 13 cnmcka MOXHO,
npeaBapuTENbHO BbIAENUB €ro, C
NOMOLLLbHO KHOMKM X
OmeemcmeeHHbIlU | PVIO 1 JOMKHOCTL OTBETCTBEHHOIO | O/H txt Bbibopom 13 cnpaBo4vHuMKa
3a eedeHue den 3a BefeHne aern, KOTopbii UMeeT COTPYAHMKOB, obnagarLmx
BO3MOXXHOCTb NMOMECTUTb OpUrMHan On3HEC-ponNbi0 OTBETCTEEHHEI
OOKYyMeHTa B aeno. ABnsieTcs B3a BegeHme geJ, C NOMOLLbIO
obazatenbHbIM, eCnin B JOKYMEHTE
He ycTaHoBneH dnar ,qgkyn);eum Honku < uw BBOAOM ©
cruwemes & deno KnaBuaTypbl C BO3MOXXHOCTbIO
aBTOMAaTU4YECKOro KOHTEKCTHOro
asmomamu<ecku noucka. MoxeT 3anonHATbLCA
aBTOMaTUYECKN COTPYLHMKaAMMU,
yKasaHHbIMK B kavyectee OB[1 no
BbliOpaHHOMY B none MHAekc
dena, 3azonoeok dena, Tom
dena MyHkty HA.
YpanuTb 3Ha4YeHne 13 cnucka
MOYXHO C MOMOLLIbIO KHOMKW x|
Tabnuua 36. Nons Bknagku «CBA3aHHbIE AOKYMEHTbI»

Mone OnucaHwue O/H | Twun Cnoco6 3anonHeHus

OcHoeaHue [okymeHT-O0CHOBaHWe H txt ABTOMaTU4ECKM NPU CO3aaHUM
KapTO4Kku AOKYMEHTa Ha OCHOBe
OpYyroro AOKyMeHTa.
C nomoLubio KHoMkn [CBA3aTh].
YaanuTb 3Ha4YeHne u3 crnmcka
MOXXHO C NMOMOLLLbHO KHOMKM
[Ypanutb]

CesizaHHbIe Ccbinku Ha CBA3aHHbIE JOKYMEHTHI H txt | ABTOMaTU4YeCKu Npu co3gaHnm
CBSI3@HHOr0 AOKYMEHTA.
C nomoLubto kHoMkK [BHeLHAA
ccbinka) (yaanute/ U3aMeHuTb
006aBMNEHHYO CCbINIKY MOXHO C
nomoLbio KHoMnok [YaanuTtb]/
[PemakTupoBatsb])

Tabnuua 37. Nonsa Bknapku «O6cyxaeHue»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
lMopsidkoewill Ne, MHdopmaLms no cooblieHuto, H txt ABTOMaTUYeCKn Npu oTnpaske
Om kozo, Komy, OTNpaBNeHHOMY U3 KAapTOYKM COOOLLEHUS N3 KAPTOYKN
Hama, CoobweHue | noKyMeHTa: NOpPsOKOBbLIA HOMEP, OOKYMEHTa C MOMOLLbIO KHOMKU

aBTop, nonyyaTtens, AaTa OTnpasBKu [QononHuTenbHo]:[OTnpaBuUTbL
M TEKCT coobLLeHns coobLeHne] Ha NaHenu AeUCTBUN,
a Takke npu co3gaHum
06CYXOEHUIN N3 KAPTOUKU
OOKYMeHTa
Ta6bnuua 38. Monsa Bknagku «doctyn»
Mone | OnucaHue [OH]| Tun Cnoco6 3anonHeHus

v 3l
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
HYumamenu Cnuncok yntarenen JOKyMeHTa H txt Bbibopom n3 obLiero cnmcka
COTPYOHVKOB/MoOApa3aeneHun ¢
MOMOLLbO KHOMKM . YaanuTb
3Ha4YeHne U3 cnmcka MOXHO C
MOMOLLIbHO KHOMKN
CosdaHue, MHdopmaumst 0 BpeMeHU co3gaHus H txt ABTOMaTMYECKM NpU CO30aHNMN
U3meHeHusi (n3MeHeHuns1) OOKYMeEHTa 1 (n3MeHeHMn) OOKyMeHTa
nonb3oBartene, co3gaBLUeM
(M3MEHVBLLMM) JOKYMEHT
Ta6nuua 39. NMonsa Bknagkmn «Mctopus pegakTupoBaHUA»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Bpewmsi Bpemsi usmeHeHusi nonsi H txt ABTOMaTUYECKM NPU U3MEHEHUN
Cepeep usMeHeHuli CepBep, Ha KOTOPOM Bbinn | H txt nofeu kapTo4kn AOKyMEHTa, ecrm
BLINOMHEHE! 3MeHeHus B HAcTpoWKax NpOTOKONMPOBaHMS
B4 MNP yctaHosneH donar
Umst nonss ampubyma Nmsa nonsa atpubyta H txt
lTpomokosiupogamsb U3MeHeHue
CodepxaHue ampubyma CopepxaHue aTpubyrta H txt noneii @ kKapmoyke AoKyMeHma
Cmapoe 3HayeHue Crapoe 3HauyeHve nonsi H txt
Hoeoe 3Ha4yeHue HoBoe 3Ha4eHne nons H txt
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IV.4.KapTouka goroBopa

Ta6nuua 40. OCHOBHbIE NONA KAPTOUKU

Mone OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

BaxHo Mpn3Hak BaXXHOCTM OKYMEHTa

yekbokc

Kommepueckasi lNpun3HaK KOMMepYeCcKon TarHbl
maltiHa (BocTyneH nonb3oBaTento ¢ busHec-
ponbio Kommepueckas TaiiHa). [1py
oTMeTKe chnara oTobpaxaeTcs
coobLeHne ¢ npeaynpexaeHnem o
TOM, 4YTO AanbHenwas paboTa c
OOKyMmeHTOM byneT
obecneuynBaTbCs B pexuve
KomMMepYecKon TanHbl. dnar
KoHgpudeHyuanbHO 3aMeHsieTcs
Ha none c AByMsi BapMaHTamm
BblOopa: Cmpozo
KOHgbuGeHyuanbHO U
KoHdghudeHyuanbHoO

yekbokc

KoHgpudeHyuanbHo | MpusHak kKOHpMAEHUMANBHOCTH
OOKyMeHTa

yekbokc

YcTaHoBKOW/CHATUEM chnara

Jlu4yHo MpusHak, onpegensatowmin, 6yoyt nm
ncnonHawLme o6sa3aHHOCTU U
OOBEpPEHHbIE NuLa y4aCTHMKOB
06paboTkn JOKyMeHTa MMeTb
OOCTyn K AaHHOMY JOKYMeHTY. [1o
ymMorn4yaHuio npusHak JIuyHo He
npocrasneH. [pocTaBuTb NpU3HaK
BO3MOXHO B JOKYMEHTaX,
HaxoOsALWMXCA Ha aTane NoAroTOBKM
1 Ha gopaboTke. Ecnv npusHak
NpOCTaBMeH B TUMOBOM MpoLiecce, B
KapToO4ke OOKYMEHTa HeT
BO3MOXHOCTW ero CHATb. Ecnu B
TMNOBOM MpoLecce NPOCTaBMeH
npusHak bez Mmapwpymu3sauyuu,
npuaHak JTuyHo ckpbIT. [NpusHak
UMeeT 3HayYeHne ansa Bcex ctagun,
KpoMe peructpaumm n
pe3epBUpoBaHMSa HoMepa

yekbokc

YcTaHoBKoW/CHATUEM dhnara

UHpopmayusi no oKkymeHmy

Homep npoexkma Homep npoekTa JokyMeHTa

txt

ABTOMaTUYeCKM B cnyyae
perucTpaumm NpoekTa OKyMeHTa
npu oTnNpaBke No MapLpyTy

HaumeHoeaHue HanmeHoBaHue goroeopa

txt

Beogom ¢ KnaBuaTypbl

Kypamop KypaTop norosopa

txt

Bbibopom 13 cnucka coTpyaHUKOB,
obnapgatowmx 6usHec-posnbio
KypaTop moroeopa, C MOMOLLbIO

KHOMKN Q nnn BBOAOM C

KnaBmaTtypbl C BOSMOXHOCTbH
aBTOMaTU4ECKOro KOHTEKCTHOIo
noucka. Yganutb 3Ha4yeHune 13
CnnckKka MOXXHO C NOMOLLIbIO KHOMMKKU

X
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Cocmaesumernb MO ncnonHUTensa JOKyMeHTa. 0 txt Bbibopom m3 cnucka kapTodek
OTtobpaxaeTcs npu co3gaHum COBMELLEHNSI C MOMOLLLbIO KHOMKM
OOKYMEHTa 3a OpYyroro CoTpygHuka
(ykasaHHoro B none Kypamop)
UHuyuamopsi WHuumaTopsl gorosopa. Npu H txt Bbibopom 13 cnmncka coTpyaHUKOB
OTnpaBke JOKyMEHTa Mo MapLipyTy C MOMOLLbIO KHOMKM e BBOAOM
MHMLMaTOPbI fobaBnAloTCA B C KNaBmaTypbl C BO3MOXHOCTbIO
uuTatenn gokymenta. Ectb aBTOMAaTUYECKOrO KOHTEKCTHOO
BO3MOXHOCTb BBOAA HECKOSbKMX noncka. YaanuTb aHaueHme na
COTPYAHWKOB CrMCKa MOXHO C MOMOLLYbIO KHOMKM
b'd
Modnucanmsi Cnuncok nognmMcaHToB JOKYMEHTa. 0) txt Beibopom 13 cnmcka CoTpyAHNUKOB,
Ecnu B HacTpowkax TMNoBoro obnapatoLmx 6usHec-ponbio
npouecca 6bin yctaHoBneH dnar NoxnucaxT, C MOMOLLBI KHOMKK
3anpewams usmeHsmb “\ unu BBOZOM C KnaBuaTypbl C
nodnucaHma 0okymeHma, To none BO3MOXHOCTbIO aBTOMaTU4EeCKOro
HEAOCTYNHO ANs pe/lakTMpoBsaHii KOHTEKCTHOrO noucka. YaanuTb
3HaYeHue 13 CNncka MOXHO C
MOMOLLBIO KHOMKK
OmeemcmeeHHbIl | OTBETCTBEHHbIV 32 NognucaHue y 0] txt Bbibopom n3 cnmucka coTpyaHUKOB,
3a nodnucaHue y KoHTpareHTa. CKpbITO, ecnu dakT C MOMOLLbIO KHOMKM Q unn BBOJOM
K/a NOANMCaHnA y KoHTparexnTa C KMaBmaTypbl C BO3MOXHOCTbIO
OTMEHEH AN1A BCEX ykasaHHbIX B aBTOMAaTUNYECKOrO KOHTEKCTHOTO
KapTOHKE KOHTPAreHToB. noucka. YaanuTb 3aHauyeHue u3
Mo yMmonyaHuio yka3biBaeTcsl aBTop CINCKA MOXKHO G MOMOLLbI KHOTMKM
O0roBopa, ecnu B HacTponkax 6asbl %
yCTaHoBMEH chnar '
OmeemcmeeHHbIll 3a
nodnucaHue dozoeopa y
KOHmMpazeHma rno yMoJsiyaHuro —
aemop dozoeopa
Tun omHoweHul Tvin OTHOLLEHNA C KOHTPareHTom H txt Bbi6opoM 13 cricka KnoveBbIx

3HA4YEHMWI C NOMOLLbIO KHOMKM
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Mone

OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

KonmpazeHm

MHpopmaLms 0 KoHTpareHTe.
[ob6aBneHne/ yoaneHune nonsa ons
BBOZA KOHTpareHTa

o

OCYLLECTBNAETCA MO KHOMKe &'/

COOTBETCTBEHHO (MOXHO
nobaBuTb He Bonee NaATU
KOHTpareHToB).

Ecnu B HacTpolikax B[] BHewHue
adpecamni (B b[]
AaMuHucTpupoBaHue)
ycTaHoBneH cnar lpoeepka
6nazoHadexHocmu
KOHmMpazeHmos, 70 106aBnTb
MO>XHO TOJIbKO KOHTPAreHToB B
ctaTyce «[llpoBepeH» 1
npeacTaBuTenemn, ynormHOMOYEHHbIX
noanucbiBaTh 4OrOBOPHbLIE
OOKYMEHTHI (B KapTouke
npeactasutend B 61 BA
YCTaHOBMEH COOTBETCTBYIOLLNIA
donar).

Ecnu nognucaxve porosopa y
KOHTpareHTa BbINOSIHEHO, TO HY>KHO
ykasaTb HOMep JoroBopa co
CTOPOHbI AAHHOrO KOHTpareHTa u
JaTty nognucaHusi forosopa
KOHTPAreHTOM B COOTBETCTBYHOLLMNX
nonsx

txt

Bbibopom 13 cnmncka coTpygHUKOB
Bl CO nnun BHeLWHMX
KOoHTpareHToB 13 b[] BA, c

NOMOLLbKO KHOMKA Q nnn BBOAOM C

KnaBmaTypbl C BO3MOXHOCTbIO
aBTOMAaTU4YECKOro KOHTEKCTHOrO
novcka (Bo3amoxxeH nouck no HH).
YpanuTb 3HadeHune us nons

MO>XHO C MOMOLLIbIO KHOMKN y

Homep dozoeopa
KOHmMpaz2eHma

Homep poroBopa koHTpareHTa.
Ob6sa3arTenbHo Ha ctagun «Ha
noanucaHum y k/a» npu BbIHECEHUN
peweHunsa «lMognucatb»

O/H

txt

Beogowm ¢ knasmatypebl

Hama nodnucaHus
KOHmMpaz2eHmom

[aTa nognucaHua gorosopa
KOHTpareHTomMm.

Ob6s3aTenbHO Ha cTagumn «Ha
noanucaHum y k/a» npv BblHECEHWMU
peweHunsa «lMognucatb»

O/H

jara

Beogom ¢ KnaBunaTtypbl Unum
BbI60pOM OaTbl N3 KaneHgap4a

Tun dokymeHma

Tun gokymeHTa B 6a3e gaHHbIX

txt

Cmamyc

TeKyu.l,ee COCTOAHNE OOKYMEeHTa

txt

rlpOCTaBJ'IﬂeTCFI aBToOMaTU4ECKN N
HEe nognexmt N3MeHeHnto
nonb3o0BaTeriemM

Bud dozoeopa

Bua gorosopa

txt

Tun dozoeopa

Twun gorosopa

txt

BeiGopom m3 cnvcka KnoyeBbix
3HaYEHUI C MOMOLLIbIO KHOMKM (-

lpu3Hak
delicmeusi

MpusHak gencTemsa gorosopa:
Hetcmeyem, lMpuocmaHoe&JieH,
UcnonHeH, PacmopaHym
(AHHYnupoeaH)

o|lT|T| O|O

txt

ABTOMAaTMYECKM NMPY HACTYMEHUM
AaTbl HaYana Joroeopa,
MPUOCTaHOBKE, UCMOSTHEHUN U
pacTopXeHWUn gorosopa
COOTBETCTBEHHO
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Mone

OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

Hama nodnucaHus

[aTa nognucaHuna aoroeopa

jara

ABTOMAaTHYECKN Nocne
noanucaxus. B cnyyae
HeoOX0AMMOCTU 3Ha4YeHUe nons
MOXET ObITb CKOPPEKTUPOBAHO
NoAnucaHToOM nepes
BbINOSHEHNEM OnepaLmm
noanucaHns BBOAOM HYXXHOW AaThbl
C KrnaBuaTypbl Unn BbIGOPOM AaThbl
13 kaneHgaps

lMnanupyemas
dama nodnucaHusi
KOHMpaz2eHmom

MnaHnpyemas gata noanucaHms
KOHTpareHToMm. 3HayeHne
BbIYMCIISIETCA UCXOAs U3 TeKyLLen
AaTbl U Konn4ecTBa AHeNn,
yKasaHHOro B TUMOBOM MapLupyTe
[OKyMeHTa, B none Cpok
nodnucaHusi y KOHmMpaz2eHma.

narta

BBogowm ¢ knasuaTtypbl Unu
BbIGOpOM AaThbl M3 KaneHaaps

HononHumenbHas uHghopmayus

Hama
peaucmpauyuu

[laTa perucTpaummn JoKymeHTa

jara

ABTOMaTMYECKM Nocne
peructpaumm. Mpn HeobxoamMmocTu
3HayeHue nons MoxeT BbiTb
CKOPPEKTMPOBaHO perncTpaTtopom
nepeg BbINOMHEHNEM onepaumm
pervcTpaumm BBOAOM HY>XHOM
AaTbl C KNaBmaTypbl UK BbIOGOPOM
AaTbl U3 KaneHaaps

Hama nodnucaHus

[aTa nognucaHunsa AOOKyMeHTa

jara

ABTOMAaTMYECKN Nocne
noanucanus. Mpu Heo6xoaAMMOCTH
3Ha4deHue Nnoss MoXeT ObITb
CKOPPEKTUPOBaHO NOANUCAHTOM
nepen BbINOMHEHUEM onepaLmm
noanucaHns BBOAOM HY)XHOW AaThbl
C KnaBuaTypbl Unn BLIGOPOM AaThbl
13 KaneHaaps

XypHan
peaucmpauyuu

KypHan peructpauumm

txt

Bbibopom m3 cnucka knioveBblX
3HaYeHU C NMOMOLLIbKO KHOMKM

Pe2ucmpamopsbi

MepeyeHb COTPYAHUNKOB, KOTOPbIE
MOrYT 3aperMcTpmMpoBaThb AOKYMEHT

txt

Bbibopom m3 cnpaBoYvHuKa
COTPYAHMKOB, obnagarLmx
Oun3Hec-ponblo Peructpatop, C
MOMOLLBIO KHOMKM .. YaanuTb
3Ha4YeHue 13 Crncka MOXHO C

NOMOLLbK KHOMKA x

Bbi6op moma dena

,D,OCTyI'IeH nonb3oBaTesnito C posbo
OTBeTCTBEHHBIH 3a BEJACHUE €1

txt

BeiGopom m3 cnvcka Kno4eBbIX
3HaYEHUI C MOMOLLIbIO KHOMKM (-
Uy BBOAOM C KNaBuaTtypbl C
BO3MOXHOCTbI aBTOMaTUYECKOro
KOHTEKCTHOro novcka. Yaanutb
3Ha4eHWe 13 Crmcka MOXHO C

NOMOLLbK KHOMKN x

HNHOekc dena,
3azonoeok dena,
Tom Oena

MHpekc gena, 3aronioBOK U TOM
aena

txt

3anonHsieTcss aBToMaTU4ecku
BblOpaHHbIM B none Boi6op moma
desna 3Ha4YeHVeM

lpumeyaHus

I'Ipwwean na K JOKYMEHTY

txt

Beogom ¢ KnaBuaTypbl

Ta6nuua 41. NMonsa cekuun «Pe3epBupoBaHue»

Mone

Cnoco6 3anonHeHust

| Onwucanue | OH | Tun |
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Mone OnucaHue O/H| Twun Cnoco6 3anonHeHus
Uwmsi nonb3oeamens, Vms nonb3oBaTtens, co3gaBLUero H txt | ABTOmMaTMyeckn npu co3gaHmm
co30asewez0 3anpoc 3anpoc 3anpoca Ha pe3epBupoBaHMe
Hama coszdaHus [aTa cosgaHuna 3anpoca H parta
3anpoca
3apesepsuposaHHbIl | 3ape3epBUPOBaHHbIA HOMEP H txt | ABTOmMaTm4ecku npu
Homep pes3epBMpOBaHUN HoMepa
Nms nonb308amerns, Mmsa nonb3oBartens, H txt
3ape3sepeupoegasuwie2o | 3ape3epBMPOBaABLLErO HOMEP
HomMmep
B pe3epeupoeaHuu B pesepBupoBaHum oTKaszaHoO H txt | ABTOMaTU4eCKM Npu oTkase oT
OomkKa3aHo pe3epBMpoBaHUS
Hama omkasa e [aTa oTkasa B pe3epBunpoBaHun H | para
pe3epsuposgaHuu
Ta6nuua 42. NMona Bknagkun «CogepxatenbHasa YacTb»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
CodepxxamernbHasi | TeKCT coaep>xaHnsi JOKYMeHTa O/H txt Bsogom c knaBuatyphl. B Be6-
qacmsb nHTepdence onsd KONMPoBaHUS
TekcTa u3 MS Word - ¢ nomoLLbio
KHOMKM EE| (C uenbio coxpaHeHus
dopmaTupoBaHus)

Ob6nactb dannbl BNOXEHWA O/H txt Paborta ¢ BrnoxeHnsaMm

BNOXEHUN OCYLLIECTBMAETCA NO KHOMKaM Ha
naHenu gencTeui obnactm
BINOXEHUI

Tabnuua 43. MNonsa Bknagku «[BukeHne JOKyMeHTa»

Mone | Onwucanue [OH]| Tun Cnoco6 3anonHeHus
lMapamempsbi coanacoeaHust
lponycmums OTmMeTUTb Heo6Xx0aUMOCTb H | yekBokc | YCTaHoBKoW/cHATUEM dhnara
coaslacoeaHue nponycka npoueaypbl

cornacoBaHus. [JocTynHo ans
pefakTMpoOBaHus, eCiv B
HaCTpoWKax TUMOBOro MapLupyTa
ycTaHoBneH dnar
Pedakmupoeamb npu3Hak
«llponycmumse coanacogaHue»
UN3eewamsb o M3BeLlueHne OTBETCTBEHHOMO B 0 npKn Bbibopom Heobxoammoro

npoLecce corrnacoBaHus: o Kaxoou
peueH3uu (OTBETCTBEHHbIV OyaeT
nonyyaTb YBEAOMIEHUS O KaXaomn
NOCTYMMBLUEWN PELEH3MN) NN O
nocnedHell peyeH3uu
(oTBETCTBEHHbIN NONYYUT
yBeOMJIEHME TONBKO O CaMoWn
nocrnegHen peueHsun B MapLupyTe).
[ocTynHo anst pefakTupoBaHus,
€CI1 B HacTporikax TUMNOBOro
MapLupyTa ycTaHOBMEH dnar
Pedakmupoeamb npu3Hak
N3eewjamb o

3Ha4YeHuA

NOTrmKa

v ¢34
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Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

Bosepawiamb npu
nepsom
Hecoanacuu

Mpn ycTaHoBKe donara OOKYMEHT
BO3BpaLLaeTCs UCMOMHUTENIO Ha
AopaboTKy nocne nosnyyeHus
nepBon e oTpuLaTeNbHON
peueH3un (Npy nocnegoBaTenbHOM
cornacosaHun). Ecnn dpnar He
YCTaHOBIEH, TO AOKYMEHT obonaeT
BCEX HA3HAYEHHbIX PELIEH3EHTOB
BHE 3aBMCUMOCTM OT peLLeHUn
npeabIoyLWnx peueH3eHToB (1 byayT
y4YTeHbI BCE MX 3amevaHus). o
YMOMYaHuo He oTMedeH. [JocTynHo
ANsi peJakTMpoBaHus, ecnv B
HaCTpOMKax TMMOBOro MapLupyTa
yCcTaHoBRNeH chnar
Pedakmupoeamsb npu3Hak
«Bo3epawamb npu nepeom
Hecoanacuu»

yekbokc

YcTaHoBKOW/CHATUEM chnara

Paspewamsb
nodnucbieams
JOKyMeHm ¢
ompuuyamenbHbIMU
eusamu

Mpwn ycTaHoBKe chnara npy Hanuyum
Bu3bl «He cornaceHn» (nocne
BbIHECEHMSI PELLUEHUS BCEMMU
peLeH3eHTamMun) LOKYMEHT nepengeT
Ha cTaguio o6paboTkM 3aMevaHnii, ¢
KOTOPOW MUCMOMNHUTENb BO3BpaLlaeT
OOKYMEHT Ha gopaboTky, nmbo
nepegaeT Ha NOANUCAHNE C
oTpuLaTenbHbIMY BU3aMK

[ocTyneH ana pegakTMpoBaHus,
€cnn B HacTpomnKax TUMOBOro
MapLiupyTa yctaHosneH dnar
Pedakmupoeamb npu3Hak
«Modnucbieamb AokymeHm ¢
ompuyamesibHbIMU 8U3aMu»

txt

YcTaHoBKoW/CHATUEM dhnara

lponyck
coanacyroujux,
eblHecwux
peweHue:.

- «Coenaceny;

- «CoanaceH ¢
KOMMeHmapusimu»

Mponyck cornacyroLmnx, BeIHECLLNX
pelwweHue «CornaceH»/ «CornaceH c
KOMMEHTapusIMU» Ha npeablayLlen
uTepauum cornacoBaHus, Ha
nocriegyoLumx ntepaumax
cornacoBaHus JOKYMEHTOB (Kpome
aBTOMaTUYECKOro 3aBepLueHus
cornacoBaHus). loctyneH ans
penakTupoBaHus, ecnu B
HaCTpoOWKax TUMOBOro MapLupyTa
ycTaHoBneH cnar
Pedakmupoeamb npu3Hak
«lponyck coanacyrouwjux,
eblHecWux peweHue
«CoanaceH»/ «CoanaceH ¢
KOMMeHmapusiMu»
COOTBETCTBEHHO

yekbokc

YcTaHoBKoOW/CHATUEM dhniara

Ucnonb3yemsblii
munosou npoyecc

Mcnonb3yembln TUMOBOW NpoLiecc

txt

ABTOMaTUYECKN NpY BbiGOpE
MapLipyTa 06paboTku JOKYMeHTa

Umepauyus
coaslacosaHusi

|/|TepaLl,l/IF| cornacoBaHunA

txt

ABTOMaTMYECKM npn co3gaHun
nTepaunmn cornacoBaHuna

lModzomoeka
JdoKymMeHma

MHdopmaLumsa o noarotoeke
OOKYMeHTa

txt

ABTOMaTMYECKM NPU NOATOTOBKE
OOKYMeHTa

v 3l
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Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
CoznacoeaHue Wudopmauusa o xoge cornacoBaHus 0 txt ABTOMAaTM4ECKN MPU CO34aHNN
OOKYMEeHTa 3TanoB COrnacoBaHnsl JOKYMEHTa
ModnucaHue Nudopmauus o nognmcannm 0 txt ABTOMaTun4ecku npu gobasneHmm
AOKYMEHTa COTPYOHWKOB B Morne
TModnucanmbi
Ha nodnucaHuu y NHopmauus o nognmcaHmu 0 txt AsTOMaTM4ecku npu gobasneHnm
KOHmMpazeHma [OKYMEHTa y KOHTpareHTa COTpPYAHMKA B nore
OmeemcmeeHHbIU 3a
nodnucaHue y KOHmMpazeHma
Ta6nuua 44. NMonsa Bknagku «YcnoBus goroBopa»

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
OcHoeaHue 0ns OcHoBaHue ans 3aknyeHns H txt Bsogom ¢ knasmaTtypbl
3aknroYeHust gorosopa
dozoeopa
Mpedmem MpeomeT gorosopa H txt
lpoyedypa Mpouenypa BbIOOpa KOHTpPareHTa H txt
eblbopa K/a
Xapakmepucmuka | XapaKTepuUCTUKa BbIMNOMHAEMbIX H txt
8bIMOJIHAeMbIX pabot
pabom
O6ocHoeaHue O6ocHoBaHWe cToMmocTn paboT H txt
cmoumocmu
pabom
Cmambu Cratbu BlofxeTa 4OXOO0B U H txt Bbi6opoM 13 crnincka KnoveBsbIX
6r00xema pacxonos 3HAYEeHUI C MOMOLLbIO KHOMKM
doxodos u
pacxodoe
Cpoku u onylama
Hama Havyana [arta Havana gencrteus gorosopa e) parta Beogowm ¢ knasunatypbl Unu
Hama okoH4aHus [lata okoH4YaHWs gencTeus e nata | BbIOOpOM faThbl U3 kaneHaapst

porosopa. None otobpaxaeTcs,
ecnu B none lpu3Hak delicmeusi
BblIOpaHo 3HaveHue [Jo yka3aHHOU
dambl
Cpok delicmeus Cpok gericteusa gorosopa (4o 0] npKn BbIOOpPOM HY)XHOIO 3Ha4YeHUs
yKka3aHHoU dambl, [o
ucnoJsiHeHus1 o6s13amenscme,
Beccpo4Ho)
Cymma o Cymma No JOKYMEHTY H txt Cymma 3anonHsieTcs BBOAOM C
JoKyMeHmy, 8 m.u. KnasuaTtypbl, a BanoTa — BbiGopom
HAC 13 CrmcKa KItoueBbIX 3Ha4eHui ¢
nomoLLpbto KHoMku . Kypc
nepecyYnTbIBAETCH aBTOMaTUYECKM
Cymma asaHca Cymma aBaHca H txt Cymma 3anonHsieTcs BBOAOM C
KnaBmaTypbl, a BanoTa — BbIGopom
N3 Cnmcka KIoYeBbIX 3Ha4YEHUI C
NMoMoLLbLo KHOMKKM . Kypc
nepecynTbIBAETCH aBTOMATUYECKM
HAOC % Mpouext HOC H txt BBogom ¢ knaBmaTypbl unm

BbIOOPOM M3 CnmcKka KIto4eBbIX
3HAYEHUIN C NOMOLLbIO KHOMKK
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Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Cymma HLC Cymma HOC - yka3aHHbIN B none H txt PaccuntbiBaeTcs aBTomaTuyecku
HAC npoueHT oT cymMMbl MO
AOroBopy, yKasaHHoW B none
CymMma no GoKymeHmy, 8 m.4.
HAOC
Cymma o Cymma no 6rogxeTy. MNone H txt Cymma 3anonHsieTcs BBOAOM C
6r0dxemy OOCTYMHO ANSA U3MEHEHMWS TOMbKO Ha KnaBmatypbl, a BanoTa — BbI6opom
aTane aKCcnepTu3bl COTPYAHUKY C N3 CrmcKa KIto4eBbIX 3HaYeHWN C
COOTBeTCTByPOU.leVI KOMMeTeHUnen MOMOLLIbIO KHOMKM .. Kypc
nepecyuTbLIBAETCH aBTOMaTUYECKU
®dopma onnamel dopma onnartbl H txt Beibopom m3 cnvcka KnoyeBbixX
3Ha4YeHWIN C MOMOLLbKO KHOMKM ==
Ob6ocHoeaHue O6ocHoBaHWe aBaHCOBOTO Mnarexa H txt Bsogom c knasnatypbl
asaHcoeo2o0
nnamexa
Tabnuua 45. Nonsa Bknagkn «OpuruHan»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Homep ak3emnnsipa | Homep sk3emnngpa OKyMeHTa H txt BBogom ¢ knaBsmaTtypbl
Konuyecmeo KonnyecTtBo NUCTOB JOKYMEHTa H/O | umncno | Beogom c knaBmatypbl. BBogom c
nucmos KnaBuaTtypbl. fiBnseTcs
obs3aTenbHbIM, ecrnv B JOKYMEHTe
ycTaHoBneH cdonar JokymeHm
cnuwemcs 8 desio
asmomamuyecku
Kon-eo nnucmoe KonnyecTtBo NMCTOB NPUIOXKEHUI H yncno | Beoaom C KnaBuatypbl
npunoxeHuu
Pa6boma c NHdpopmauus o paboTe ¢ H txt ABTOMaTMYECKM NpU 3anofTHEHUN
6yMaXKHbIM OopurMHanom AokyMmeHTa dopmbl «PaboTta ¢ JOKyMEeHTOM
opu2uHasriom Ha GymaxkHOM HocuTerney, a Takke
npv aBTOMaTUYECKOM CNUCaHNM
opvrMHana B geno
HokymeHm ®dnar ycTaHOBIEH B 3aBUCUMOCTH H | yekbokc | YcTaHoBKoOW/CHATMEM dhnara
cnuwemcs 8 desio OT Hanuuua drnara B none
asmomamu4ecku AemocnucaHue AoOKyMeHmos

e des10 TMNOBOrO Npouecca. Ecnu
B HacTpoiikax TMNOBOro npolecca
Obin ycTaHoBMEH dnar
Pa3pewumb usMeHsimb rnpu3sHaK
aemocnucaHusi npu co3faHuu
doKyMeHma, TO aBTOpPY OOKYMeHTa
donar goctyneH ons
penaKkTUpoBaHUs
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
OmeemcmeeHHbIU ®UNO n gomkHocTb oTBeTCTBEHHOro | O/H | txt Bbibopom 13 cnpaBo4vHMKa
3a eedeHue den 3a BeJeHve ger, KoTopbln umeet COTPYOHMKOB, 06nagatoLLmx
BO3MOXHOCTb MOMECTUTb OpUrMHan OM3HEC-PONbI0 OTBETCTEEHHENL
OOKyMeHTa B Aaeno. AsnseTca Ba BegeHme geJ, C NOMOLbH
06s3aTeNbHBbIM, ECNU B JOKYMEHTE Q

KHOMKWM % MNn BBOOOM C
KnaBmaTypbl C BO3MOXHOCTbHO
aBTOMAaTUYECKOrO KOHTEKCTHOMO
noucka. MoxeT 3anonHATLCS
aBTOMATUYECKN COTPYOHUKaMM,
yKkasaHHbIMK B kavectee OB/l no
BbliOpaHHoMy B none MHAekc
dena, 3azonoeok dena, Tom
dena MyHkty HAO.

YnanuTb 3HavyeHve 13 cnmucka

He ycTaHoBneH dnar JJokymeHm
cnuwemcs e desio
asmomamu4ecKu

MO>XHO C NMOMOLLIbIO KHOMKN x .

3adamb ons OTtmeTuTb hnar, ecnm Heobxoanmo H | yekbokc | YcTaHoBKOW/CHATUEM (hnara
Kaxxdozo adpecama | 3agaTtb cnocob gocTaBku Ans
Kayxgoro agpecara

Cnocob docmaeku Cnocob goctaBku gokymeHTa. Mpun H | txt Bbibopom 13 cnncka KoyeBbIX
ycTaHoBMneHHOM ¢onare B none 3HAYEHUIN C MOMOLLbIO KHOMKM
3adamb Onst kaxxdozo adpecama
cnocob AoCcTaBkM ykasblBaeTcs Ans
Ka)K4oro KoOHTpareHTa

[lama omnpaeku [aTa oTnpaBKk1 JOKyMEHTa H | paTa BBOOOM C KNaBMaTypbl Unm
KOHTpareHTy. Mo ymonyaHuio BbIGOPOM AaThbl U3 KaneHaaps
NPOCTaBNAETCA TeKyllad garta

lNpunoxeHus MprnnoxeHus K JOKYMEHTY H txt C NOoMOLLIbI0 KHOMKK . U3MeHNTb

3Ha4YeHne MOXHO,
npeaBapuTenbHO BblOENuB ero, ¢
MOMOLLbIO KHOMKK =, YaanuTb
3Ha4YeHune 13 crmncka MoXHo,
npeaBapuTenbHO BblOENuB ero, ¢

NOMOLLbK KHOMKA y

Tabnuua 46. Monsa dopmbl «punoxeHus»

Mone OnucaHue O/H | Twun Cnoco6 3anonHeHus
HaumeHoeaHue HavmeHoBaHMs1 NpunoxeHus (o) txt Beogom ¢ knaBuaTypbl
Bud npunoxeHusi Bug npunoxerus 0 txt Bbi6opom 13 cnmcka KnodeBbIX
3HAYEHUN C MOMOLLbIO KHOMKN
Konuyecmeo KonuyecTtBo ak3eMnnsipoB H txt BeBogom c knaBuaTtypbl
NPUNOXeHNst

Ta6nuua 47. NMonsa Bknagkn «CBA3aHHbIe AOKYMEHTbI»

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHusn

OcHoesaHue [okymeHT-O0CHOBaHwme H txt | ABTOMaTt14eCckn Npu cosgaHum
KapTOYKM AOKYMEHTa Ha OCHOBE
OPYroro JOKYMeHTa.

C nomoubio KHoMNkn [CBA3aTh].
Yoanutb 3Ha4YeHme 13 crnmcka
MO>XHO C MOMOLLIbK KHOMKM
[Ypanutb]
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Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus

CesizaHHbIe CcbInky Ha cBA3aHHbIE JOKYMEHTbI H txt | ABTOMaTM4yeckn npm cosgaHmm
CBSI3aHHOI0 AOKYMEHTA.
C nomoLbio kKHonkn [BHewHAA
ccbinka) (yaanutbe/ U3MeHUTb
006aBMNeHHYO CCbINIKY MOXHO C
nomMoLblo kHonok [Yaanuts]/
[PepakTupoBathb])

Tabnuua 48. Nonsa Bknapku «O6cyxaeHne»

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

aBTop, noriyvartens, AaTa oTnpaBku [AononHuTenbHo]:[OTNpaBuUTL
N TEKCT coobLLeHNs coobLeHne] Ha NnaHenu OencTBIN,
a Takke npu cosgaHum
06CyXOEeHUIN N3 KapTOUKK
OOKYMeHTa
Ta6nuua 49. NMonsa Bknagku «Joctyn»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHuns
Yumamenu Cnucok yntaTenei JOKyMeHTa H txt Bi6opom 13 obuiero cnucka
COTPYAHVKOB/MoApa3AeneHuin ¢
MOMOLLIbIO KHOMKK . YoanuTb
3Ha4yeHue 13 crnmcka MOXHO C
MOMOLLIbHO KHOTKM X
Co3sdaHue MHdopmMaLms o BpeEMEHM CO3aaHNS H txt ABTOMAaTMYECKM MpU CO34aHUK
OOKYyMeHTa 1 norb3oBarerie, (M3MeHeHnKn) LOKyMeHTa
co34aBLIEM JOKYMEHT
UsmeHeHus WHdopmaLmsa o BpeMeHu H txt
N3MEHEeHNs1 JOKYMEHTa U
nonb3oBarerne, U3MEHUBLLUM
OOKYMEHT
Ta6nuua 50. Monsa Bknagkmn «Mctopus pegakTupoBaHUA»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Bpewms Bpems nsmeHeHus nons H txt ABTOMaTMYECKN MPU U3MEHEHUN
Cepeep usmeHeHull CepBep, Ha KOTOPOM 6bInu H txt noneu kapTo4ku AOKyMeHTa, ecnu
BbIMOSHEHbI M3MEHEHWS E,D,Hal'cl:;’pOMKaX NPOTOKONNPOBaHMUA
cTaHoBINeH chnar
Umst nonss ampubyma Wmsa nonsa atpmnbyTta H txt Y ®
lTpomokosiupoeams U3MeHeHuUe
CodepxxaHue ampubyma CopepkaHue aTpnbyTa H txt noneli 6 kapmoyke doKyMeHma
Cmapoe 3Ha4yeHue Crapoe 3Ha4veHune nong H txt
Hoeoe 3Ha4yeHue HoBoe 3HaueHune nong H txt

IV.5.®opma ansa BBoaa peKBU3UTOB KOHTpareHTa

Ta6nuua 51. Monsa cdopmbl «<HoBas opraHusaumsa»

Mone OnucaHue OH | Tun Cnocob 3anonHeHus
lMonHoe MonHoe HaumeHoBaHWe (0] txt Beogowm ¢ knasmatypsl
HaumMeHosaHue opraHm3aumm (kak oHo curypupyeT B

IopuaNYECKUX JOKYMEHTaXx)
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
CokpauwieHHoe CokpalleHHoe HauMeHoBaHme 0 txt
HaumMeHoeaHue opraHusaummn. lNounck B cucteme
OCYLLIECTBISIETCS NO COKpaLLEHHOMY
HaMMEHOBAHUIO
OpraHnsaunoHHo- dopma opraHusaumm: H npkn | Beibop ogHOro 13 aHayYeHui
npasoBasi dopma KOpuduyeckoe nuyo (KOJI) unu
UHOueudyanbHbIl
npednpuHumamens (UM)
MecToHaxoxaeHue Cratyc opraHusauuu B P®: H npkn | Beibop ogHOro 13 aHadeHui

Pe3udeHm, HepezudeHm,
Hepe3sudenm (oghghwiop)

NHH VHanBuayanbHbIn HanoroBbIn H txt Bsogowm c knasmatypbl

=

Homep. o KHorke psgom ¢
nofnem MOXHO NPOBEPUTb
YHUKAINbHOCTb 3anofIHEHNS NOns B
npegenax cnpaBoYHMKa

Cneyuanu3sayusi Pon nesatensHOCTM opraHnsaumm 0 txt Bbibopom m3 cnucka KnioveBbiX
3HAYEHWI C MOMOLLbIO KHOMKY
Kommenmapuu MpumevaHus H txt Bsogom ¢ knaBmaTtypbl
Mouymoeniii adpec | [NouTOBbIV agpec opraHusauum H txt
TeneghoH Homep TenedoHa KoOHTpareHTa H txt
®Pakc Homep dakca koHTpareHTa H txt
E-mail Anpec aneKTpOHHOW NOYThI H txt
KOHTpareHTta
Koo Koga, ncnonbayemblin onsi COpTMpoBkM | H txt
KapTOYeK JOKYMEHTOB
Ta6nuua 52. NMonsa dopmbl «MpeacTtaBuTenb»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
OpezaHu3ayusi OpraHu3auns npegcraBuTens O txt Bbibopom n3 cnncka BHELUHUX
opraHusauwui (b1 BA) ¢ nomoLLbto
kHorkn
Pamunus $Pamunus npegcrasutens O txt Beogom c knasuaTyphl
Ums Mwmsa npepcrasutens H txt
Omyecmeo OTyecTBO NpeacTaBuTens H txt
HomxkHocmb [omKHOCTb NpeacTasmTens H txt
Kommenmapuu MpumeyaHus H txt
Pa6. men Homep pabouyero TenedoHa H txt
npeacTaBuTEnNs
E-mail Anpec aneKTpoOHHOW NOYThI H txt
npegcraBuTens

IV.6.KapTo4yku cBAiI3aHHbIX C 4OrOBOPOM AOKYMEHTOB

CocTaB none kapToyek creundukaumm, U3sMeHeHust kK cneumdukauum, NpoTokona cornacoBaHus
pasHornacui, M3MeHeHuWsi K JOroBopYy (AOMOSHUTENbHOrO COrfalleHusl, COrnalleHusi, CornalleHust o
PacCTOPXXEHWUN, U3MEHEHUSI K IOTOBOPY, M3MEHEHUS K [OM. COrnalleHuo) WOEHTUYEH cocTaBy noneu
KapTO4KW JoroBopa.

I'Ile Cco34aHNN U3MEHEHUN K Oorosopy (,EI,OI'IOJ'IHVITeJ'IbHOI'O cornawleHund, cornawleHua, cornalleHuns
O pacTopXXeHUn, WU3MEHEeHUA K OOoroeopy, WU3MEHeHuA K [on. cornameano) HacnegywTcda Bce
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3anofiIHEHHbIE MONS A0roBopa-oCHOBAHWUSA C BO3MOXHOCTLIO MX pefakTMpoBaHusi, kpome nonen Qama
Ha4vana, Jama okoH4YaHusi, Cpok Oelicmeus.
Mons Cpok delicmeus, Jama Ha4yana v [Jama okoH4YyaHusi B PK 0OroBoOpHbIX JOKYMEHTOB:
MpoTokon cornacoBaHusi pasHornacun, Cneundukaums, NameHeHns k cneumdunkaumm —
OTCYTCTBYHOT.

Pernctpaumsi nepeyvmcrieHHbIX [OOKYMEHTOB (KpOMe MpOTOKONa COorflacoBaHUsA pasHornacumn)
nNpoucxoanT Mpu OTNpaBKe AOKYMEHTa MO MapLlipyty (418 MNpUCBOEHUS HOMepa MWCMonb3yeTcs
nocrniegoBatenbHass B paMkax [[orosopa Hymepauus). [lpoTokon cornacoBaHWsa pasHornacum
He perucTpupyercs.

Mone [lMpu3Hak Jdelicmeusi WMEETCs TONbKO B KapTouyke Aorosopa WM [AOM. cornaweHusi, B
OCTarnbHbIX AOrOBOPHbIX 4OKYMEHTaX rofe oTCyTCTBYET.

B kaptouke «M3meHeHuss k goroBopy» Ha Bknagke Ycsoeuss [oGaBnsoTCs LONONMHUTENbHbIE
NHopMaLmMOHHble nons — NMpedmem usmeHeHul  U3meHeHus1 kK do2oeopy (Tabnuua 53).

Ta6nuua 53. NMonsa Bknagku «YcnoBus Ans KapToykn AoKkymeHTa» U3aMeHeHus K 4OroBopy

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
lpedmem lMNpeomMeT nameHeHn gorosopa H txt BBogowm ¢ knaBmatypbl
u3sMeHeHul
UN3meHeHust K VaMeHeHus K JoroBopy H txt
dozoeopy

I\VV.7.KapToyka npon3BOSIbHOro OKYMEHTa

Ta6nuua 54. OcHOBHbIe nons KapTO4KM NPOU3IBONTbHOIro AOKyMeHTa

Mone OnwucaHue O/H Tun Cnoco6 3anonHeHus
BaHo Mpu3Hak BaXXHOCTM JOKYMEHTa H | yekBokc | YCTaHoBKow donara
JluyHo MpusHak, onpegenstowmnn, 6yayT H | yekBokc

N UcnonHsLLMe 0683aHHOCTU U
AOBEPEHHbIE NULA Yy4aCTHUKOB
06paboTKn AOKYyMEHTa UMETb
[OCTYN K AaHHOMY JOKYMeHTY. Mo
ymornyaHuio npusHak JIuyHo He
npocTasneH. [pocTaBuTb NpMU3HaK
BO3MOXHO B JOKYMEHTaX,
HaxoAdsLMXCH Ha aTane
noaroToBkuM N Ha gopaboTke. Ecrnn
npu3HaK NpoCTaBIEH B TUMOBOM
npovecce, B kKapTo4ke JOKYMEHTa
HEeT BO3MOXXHOCTM €ro CHATb.

Ecnu B TInoBOM npouecce
npocTasrieH NpusHak bes
Mapwpymu3sayuu, NpusHak
JluyHo ckpbIT. [MpusHak nmeet
3Ha4YeHne angd Bcex ctaaun,
KpOMe permcrpaumm m
pe3epBMpOBaHMS HOMepa

KongpudenyuanbHo Mpu3Hak KoHMDUOEHUMaNbLHOCTH H | yekBokc
AOKYMeHTa
HaumeHoeaHue HavmeHoBaHune 0 txt Beogom c knasuatypebl
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Mone OnucaHue O/H Tun Cnocob 3anonHeHus
PezucmpayuoHHbIl PernctpaunoHHbIn Homep e} txt BBogom c knaeuaTypbl
Homep AokymeHTa. OTobpaxaeTcsd, ecnm
B TUMOBOM MapLupyTe He
yCcTaHoBreH cnar ong crtagmu
«Pernctpauusny
UcnonHumenb HaumeHoBaHue otgena, ®UO un 0 txt Beibopom n3 cnpasBo4HuKa ¢
OOIMKHOCTb COTPYAHUKA, KOTOPbIN MOMOLLIIO KHOMKM S unm BBOAOM
CO3faeT [OKYMEHT C KnaBuaTypbl C BO3MOXHOCTbIO
aBTOMaTUYECKOro KOHTEKCTHOrO
noucka. Yoanutb 3HadeHue 3
CrmMcKa MOXHO C MOMOLLbIO
KHOMKM %
Cocmaesumernb ®UO nenonHUTENa JOKYMeHTa. 0 txt Beibopom 13 cnucka kapTovek
OTobpaxxaeTcst npy co3gaHnm COBMELLIEHNS C MOMOLLIbIO KHOMKU
AOKYMEHTa 3a pyroro
COTPYOHMKA (yKa3aHHOro B rorne
UcnonHumens)
ModnucaHm Cnncok nognMcaHToB JOKYMEHTA. 0 txt Beibopom 13 cnucka
OTobpaxaeTcs, ecnv B TUNOBOM COTPYOHWUKOB, 06nagaroLLmx
MapLupyTe ycTaHOBMeH dnar ans GusHec-ponbio NognucasnT, C
crapum «Moanncanne» NOMOLLIO KHOMKK - nnv BBOAOM
C KnaBmaTypbl C BO3MOXHOCTbHO
aBTOMaTUYECKOr0 KOHTEKCTHOrO
noucka. Yoanutb 3HadeHue n3
CrmcKa MOXHO C MOMOLLbIO
KHOMKM %
Ymeepxodarowjuli ®UO yTBEpxaatoLwero H txt Bbibopom 13 cnvcka
coTpygHuka. OTobpaxaeTcs, ecrnm COTPYOHUKOB, 06ragatoLLmx
B TUMOBOM MapLUpyTe YCTaHOBMEH BU3Hec-pornbi0 Yreepxnaoummit, C
dnar Ans cTanuu NOMOLLIO KHOMKK & nnv BBOAOM
«YTBEPXKASHMEY C KNnaBnaTypbl C BO3BMOXHOCTbIO
aBTOMaTUYECKOr0 KOHTEKCTHOIO
noucka. Yoanutb 3HadeHue n3
crmcKa MOXHO C NMOMOLLbIO
KHOMKM %
Onepamop PO onepaTopa NOTOKOBOrO H txt Bbibopom n3 cnmcka
nomokoeozo esoda BBoga. OTtobpaxaeTcs, ecnv B COTPYOHUKOB, 06ragatoLLmx
TMNOBOM MapLUpyTe YyCTaHOBIEH BusHec-pornbio OnepaTop
donar ana cragum «loTokoBbIN IOTOKOBOT'C BEOXA, C
BBOOY MOMOLLbIO KHOMKM % MAn BBOAOM
C KnaBmaTypbl C BO3MOXHOCTbLH)
aBTOMaTUYECKOr0 KOHTEKCTHOrO
noucka. Yoanutb 3HadeHue n3
CMmMcKa MOXHO C MOMOLLbIO
KHOMKM
Cmamyc dokymeHnma | Tekyllee COCTOsIHME AOKYMEHTA 0 txt [MpocTaBnsieTcss aBTOMaTUYECKM U
He NoANEeXuUT U3MEHEHUIO
nonb3oBaTenem
Bud dokymenma Bua pokymeHTa e} txt Bbibopom 13 cnncka KrnoYveBblX

3Ha4YeHUN C MOMOLLbIO KHOMKM
nnn BBOAOM C KnaBmaTtypbl C
BO3MOXXHOCTbIO aBTOMaTtmn4ecKkoro
KOHTEKCTHOro noucka
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Kommenmaputi KoMmeHTapuii No AOKYMEHTY H txt Bsogom c knaBuaTypbl
HononHumenbHas uHghopmayusi
XypHan YKypHan peructpauyuu. 0 txt BbI6opom n3 cnmcka KnodeBbixX
peaucmpayuu OTo6pa>KaeTc;|, €eCclin B TunoBom 3HAYEHUN C MOMOLLbI KHOMKN

MapLupyTe ycTaHoBMeH dnar ons
ctagumn «Pernctpaumsn»
Pez2ucmpamopsi [MepeyeHb COTPYAHMKOB, KOTOPbIE 0 txt Bbi6opom 13 cnpaBoyHuMKa
MOTYT 3aperncTpmpoBaTb COTPYAHMKOB, obnagaroLmx
AokymeHT. OTobpaxaeTcsi, ecnv B Bu13Hec-pornblo Peructpatop, C
TUNOBOM MapLipyTe yCTaHOBIIEH NMOMOLLbIO KHOMKKM . YAaanuTb
d)]'lal' ,D,J'IFI CTaﬂ,MM ((PerVICTan,Mﬂ» 3HayYeHune N3 cnucka MoXXHo c
NMOMOLLLbIO KHOMKM s
Bbi6op moma dena HocTyneH nonb3oBaTento C posibo 0 txt Bbi6opom n3 cnmcka KnodeBbIX
OTBeTCTBEeHHBIH 32 BeJeHHe e 3HAYEHWI C NOMOLLLbIO KHOMKM
WIM BBOAOM C KnaBuaTypbl C
BO3MOXXHOCTbIO aBTOMaTUYECKOro
KOHTEKCTHOro novcka. YganuTb
3Ha4YeHne 13 crnmcka MOXHO C
NOMOLLLbIO KHOMKM hes
UHdekc dena, NHpekc gena, 3aronoBok U TOM 0 txt 3anonHseTca aBToMaTU4eCKM
3azonoeok dena, aena BblGpaHHbIM B none Bbi6op
Tom dena moma desia 3Ha4YEHUEM
Ta6nuua 55. NMonsa Bknagku «CogepxatenbHas 4YacTb»

Mone OnucaHue O/H Twvn Cnoco6 3anonHeHus
CodepxxamenbHasi | TeKkCT codep)kaHnsi JOKYMeHTa O txt Beogowm c knasuatypbl. B Be6-
Yyacmsb nHTepdence Anst KONMPOBaHNUS

Tekcta n3 MS Word - ¢ nomoLlbto
KHOMKM EE| (C uenbio coxpaHeHus
dopmaTUpoBaHUA)
O6nactb Parinbl BNOXeHWN O/H txt Pa6oTa ¢ BnoxeHnsaAMM
BITOXXEHUN OCYLLECTBIIAETCS MO KHOMKaM Ha
naHenu aencTeunin obnacTtu
BITOXXEHUN

Ta6nuua 56. Monsa Bknagku «BuXXeHUe AOKyMeHTa»

OtobpaxaeTcs, ecnm B

[LOKYMEHTOB.

TUNOBOM MapLupyTe

Ta6nuua 57. Mona Bknagkn «OpurnHan»

OOKYMeHTa ycTaHoBneH nar ana craguu
«CornacoBaHue». lNMona aHanorvyHbl Nonsm BkNagku fjeuxkeHue OOKyMeHmMa B OCTallbHbIX TUNax

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHus

Homep
3K3emmnsapa

Homep 3K3eMnndapa OKyMeHTa

txt

Beogom ¢ KnaBuaTypbl
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Konuyecmeo KonnyecTtBo nucToB JOKyMeHTa H/O | umcno | BBoaom c knasmaTtypbl. fABnseTcs
sucmos obs3aTenbHbIM, €CNY B AOKYMEHTE

ycTaHoBneH cdonar JokymeHm
cnuwemcs 8 desio
asmomamuyecku
Kos-eo nucmoe KonnyectBo NMCTOB NPUNOXEHNN H yncno | BBogom c knaBmaTtypsbl
npusioxeHul
Pa6boma WHdpopmauus o pabote ¢ H txt ABTOMaTUYECKN NPU 3anNOMNHEeHUN
¢ 6ymMaKHbIM opurMHanom JoKyMeHTa dopmbl «PaboTta ¢ 4OKYyMEHTOM Ha
opu2uHasriom BymMakHOM HocuTeney, a Takke
npv aBTOMaTUYECKOM CNUCaHWM
opvrvHana B geno
Hokymenm dnar ycTaHOBMEH B 3aBUCMMOCTM OT | H | yekBokc | YCTaHOBKOW/CHATUEM dnara
cnuwemcs 8 desio | Hanuyus dnara B none
asmomMamuyecku AemocnucaHue 0OKyMeHmos
e des1o TMNOBOro npouecca. Ecnn
B HacTpoyKax TMNOBOro npouecca
ObIn ycTaHoBneH cnar Paspewums
U3MeHsImb MPU3HaK
aemocnucaHusi npu co3faHuu
dokyMeHma, To aBTOpy AOKYMeHTa
donar gocTyneH ans
peaakTupoBaHus
Cnoco6 docmasku | Cnocob AoCTaBkM JOKYMEHTa H txt BbI6opoM 13 cnncka KIo4eBbIX
3HaYEeHUIN C MOMOLLbIO KHOMKY
lMpunoxenus MpunoxeHns K 4OKYMEHTY H txt C NOMOLLBIO KHOMKM . U3MEeHNTb
3HaYeHNe MOXHO,
npeaBapuTenbHO BbIAENUB €r0, C
MOMOLLIbIO KHOMKKM =, YaanuTb
3HayeHue 13 CnmMcka MOXHO,
npeaBapuTenbHO BbIAENUB €0, C
MOMOLLBIO KHOMKK
OmeemcmeeHHbIl | PNO 1 JOMKHOCTb OTBETCTBEHHOIO | O/H txt Bbi6opoM 13 cripaBoyHvKa
3a eedeHue den 3a BeeHue aen, KoTopbli UMeeT COTPYAHUKOB, 0bnagarLmx
BO3MOXHOCTb MOMECTUTb OpUrMHan BM3HEC-POnbio OTBEeTCTEEHHEIE
OOKyMeHTa B geno. Asnsetcs Ba BemeHMe mei, C MOMOLLbIO
0bsa3aTenbHbIM, eCn B JOKYMEHTE ko Eunu ssogom ¢
He yCTaHOB”e"gbnar HokymeHm KnaBmaTypbl C BO3MOXHOCTbIO
cnutiemcs e 0eno aBTOMAaTNYECKOro KOHTEKCTHOro
asmomamutecku novcka. MoxeT 3anonHATbLCS
aBTOMATUYECKW COTPYOHUKaMM,
ykasaHHbIMK B kavecTtee OB[l no
BbIOpaHHomy B none MHOekc
dena, 3azos1080k Oena, Tom
dena MyHkty HA.
Ypanutb 3Ha4YeHme 13 cnucka
MOXHO C MOMOLLIbIO KHOMKM X
Ta6nuua 58. Mona cdopmbl «MpunoxeHnsa»

Mone OnucaHue O/H | Twn Cnocob 3anonHeHus
HaumeHoeaHue HaumeHoBaHMA NpunoXxeHns 0 txt | BBogom c knaBuaTtypbl
Bud npunoxeHusi Bua npunoxeHus 0] txt Bbi6opom n3 cnmcka KIodeBbIxX

3Ha4YeHUN C NOMOLL IO KHOMKM
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Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus

Konuyecmeo KonnyectBo ak3eMnnsipos H txt | BBOAOM C KnaemaTypbl
NPUIOXeHNs
Ta6nuua 59. Nonsa sknapkn «Paccbinka»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
(o Cnunckun pacchbinku ¢ H txt ABTOMaTUYECKN NPY CO3AaHNN
noomeepxdeHueM | NooTBEPXOEHNEM O3HAKOMIIEHMS C cnu1cKa pacchbifky ¢
O3HaKoMI/leHusi ykaszaHnem gobaBneHHbIX B CUCOK NOATBEPKAEHNEM O3HAKOMITEHUS

COTPYAHWKOB, NOApPa3aeneHunin, no kHonke [Jo6aBuUTb]
rpynn unu BblGpaHHbLIX CMUCKOB
pacChbIKK
K ceedeHutro Cnmnckn paccbinikvi K CBEAEHUIO C H txt ABTOMAaTM4ECKN MPU CO34aHNN
ykasaHvem JobaBneHHbIX B CMMCOK cnucKa paccbiikv Ans CBeAEHUS No
COTPYAHMKOB, NoapasaesnieHunn, kHonke [[lo6aBuUTb]
rpynn unu BblIOpaHHbIX CMINCKOB
pacchbIfku
Ta6bnuua 60. MNonsa Bknagku «CBA3aHHbIE AOKYMEHTbI»

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus

OcHosaHue [okymeHT-ocHOBaHune H txt ABTOMaTUYECKM NpY CO3aaHNK
OOKYMEeHTa Ha OCHOBE OpYyroro
OOKYMEHTa..
C nomouubto kHonkn [CBA3aTh].
Ypanutb 3Ha4yeHne 13 cnucka
MOXHO C MOMOLLIbIO KHOMKM
[Yoanuts]

CesizaHHbIe Ccbinku Ha CBsI3aHHbIE JOKYMEHTHI H | yekBokc | ABTOMaTUYECKU NpY CO3aaHNN
CBSI3aHHOI0O JOKYMEHTa.
C nomoLwubio KHOMKU [BHewWwHARA
ccbinka) (yaanute/ U3MeHUTb
000aBnNeHHY CChINKY MOXHO C
nomolLLblo KHonok [YaanuTb]/
[PepgakTnpoBaTtb])

Tabnuua 61. Monsa Bknagku «O6cyxaeHne»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
IMopsidkoenwiti Ne, WHdopmaLmsa no coobLueHmio, H txt ABTOMaTMYECKN MPU OTNpaBKe
Om kozo, Komy, OTMNpaBNeHHOMY U3 KapTOYKM COODGLLEHUS N3 KapTOYKM
Hama, CoobweHue | noKkymeHTa: NopsaKoBbIA HOMEP, JOKYMEHTa C MOMOLLbIO KHOMKK

aBTop, noriyyaTens, Aata OTNpaBku [QononHuTtenbHo]:[OTNpaBuTL
N TEKCT coobLLeHns coo0bLeHne] Ha NaHenu AenCTBIN,
a Takke npu co3gaHmu
0bCYXOAEeHU U3 KapTOYKK
JOKYMeHTa
Ta6nuua 62. NMona Bknagkmn «Mctopus pegakTMpoBaHUA»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Bpewmsi Bpems nameHeHusa nongd H txt ABTOMaTUYECKU NPU N3MEHEHUN
Cepeep usmeHeHuli CepBep, Ha KOTOPOM Bbinn | H txt nofeu kapTo4kn AOKyMEHTa, ecrnm
BbINOSHEHbE! 3MEeHeHust B HacTpoWKkax NpoTOKONMPOBaHUS
Umst nons ampubyma Nmsa nons atpubyta H txt B NP ycraHosneH dnar
lTpomokosiupogamsb U3MeHeHue
CodepxaHue ampubyma CopepxaHue aTpubyta H txt noneli e kapmoyke doKyMeHma
Cmapoe 3Ha4yeHue Crapoe 3HauyeHue nonsi H txt
Hoeoe 3Ha4YeHue HoBoe 3HauyeHune nong H txt

NOTrmKa
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Ilpunoscenue. Onucanue nonei

IV.7.1.

Moadopmbl «PUHAHCOBLIN AOKYMEHT» U «lnaTtex»

B 3aBMCMMOCTM OT MOAKNHOYaEMOWN I'IO,EI,(*)OprI K KapTo4Ke Mnpou3BOJSiIbHOro AOKyMeHTa 6y,EI,YT

nobGaeneHs.l cooTBeTCTBYHOWNME OOMNMOJTHUTESIbHbIE anVI6yTbI.

Ta6nuua 63. lononHuTenbHbIe aTpubyThl AnA noadopm «PUMHAHCOBLIM AOKYMEHT» U «lnaTex»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Hama dokymeHma [laTta cosgaHua JoKyMeHTa. o) nata Bsogom ¢ knasmatypbl Unm
OtobpaxaeTcs B noadopme BbIOOpPOM gaThl U3 KaneHgaps
«PUHAHCOBbIN AOKYMEHTY.
Mo ymonyaHuio yctaHoBreHa
Tekywasa gara
Hama nnamexa [arta nnartexa no JOKyMeHTy O/H nara BBogowm c knaBuaTtypbl Unm
ObsizaTenbHoe none ans BbIOOpPOM AaThbl U3 kaneHaaps
nogdopmsbl «InaTex».
Heobs3aTenbHoe ans
noadopmbl «PUHAHCOBLIN
OOKYMEHT»
Konumpazenm WHdopmauus o KoHTpareHTe. e} txt Bbibopom m3 cnucka
Mpun cozpgaHmm druHaHCOBOroO cotpyaHuko B3 CO nnu
OOKyMeHTa no Ortany BHELLUHNX KOHTpareHToB 13 B[]
HacrnegyeTca U3 KapToYkM aTana BA, C NOMOLLBIO KHOMKM Q unn
6e3 BosMOXHOCTH BBO/IOM C KnaBuaTypbl ¢
PEAAKTMPOBAHNA BO3MOXHOCTbIO
aBTOMAaTNYECKOrO KOHTEKCTHOIO
novcka (BO3MOXEH MOUCK No
NHH)
Hama nnamexa [ata ocyllecTBneHus nnarexa H nara BBogom c knaBmaTypbl unm
BbIOOpPOM AaThbl U3 kaneHaaps
OnnayeHo ®akT onnatbl N0 JOKYMEHTY H yekbokc | YCTaHoBkow dnara unu rno
KHonke [OnnayeHo] Ha naHenmn
0EeNCTBumn
®Pakmu4eckas cymma | Paktnyeckas cymma onnatbl no o) yekBokc | BBOAOM C KnaBuaTypsl
AokymeHTy. OTobpaxaeTcs npu
ycTaHoBke dnara OnsayeHo
Tun onepayuu Tvn onepauuy No JOKYMEHTY: 0 npKn YcTaHoBKOM HEOOX0AMMOro
e [Ipuxod 3HaveHus
e Pacxod
e 3abanaHc
B 3aBucumocTm oT Buaa
onepauun paccyntbiBaeT
nToroBasi CyMMa B KapToyke
OTana-ocHoBaHWs
dopma onnamsi dopma onnaTbl 0 txt BbIbopom 13 cnncka KroyeBbIX
3Ha4YeHUI C MOMOLLLbIO KHOMKM
=, YaanuTb 3Ha4YeHne 13 crnmcka
MOXHO C MOMOLLbIO KHOMKMN x|,
Cymma o Cymma no JOKYMEHTY 0 txt Cymma 3anonHsieTcs BBOAOM C
JOKyMeHmy, 8 m.u. KnaBuaTypbl
HAOcC
HAOcC Mpouent HOC e} txt Bbibopom mn3 cnmncka KroyeBbIX

3HA4YEHMWI C NOMOLLLIO KHOMKM
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Ilpunoscenue. Onucanue nonei

MNone OnucaHue O/H Tun Cnocob 3anonHeHus
Banroma Bug santothl. IMpu cozaaHmm H txt BbiGopom m3 cnvcka KnoyeBbix
®urHaHCOBOro JOKyMeHTa no 3HaYEHUIN C MOMOLLbIO KHOMKM
OTany HacnegyeTtcs U3 KapTOYKK
aTana
IV.8.®PopmMma HOBOro 3Tana cornacoBaHus
Ta6nuua 64. NMonsa dopmbl «HoBLIN 3Tan cornacoBaHUsA»
Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Tun Tun cornacoBaHus: 0 MK BbI60pOM HY>KHOMO 3HauYeHust
nocnedoeamenbHbill (BbIGpaH no
YMOIYaHWI0) UNn napasienbHbil
HaumeHoeaHue HaumeHoBaHue aTana 0 txt Bsogom c knaBumaTtypebl
cornacoBaHusi
Cpok Cpok cornacoBaHusl JOKYMeHTa H yncno
coaslacosaHusi
Hon. cpok JononHuTenbHbIA CPOK H umncro
coalacogaHusi cornacoBaHus 4OKymeHTa (nocne
TOro, KaK UCTEK CPOK
cornacoBaHus). Mo ymonyaHuio: 2
Aemomamud4eckoe | [pu ycTaHOBNEHHOM hnare nocne H | yekBokc | YCTaHoBKow/cHATMEM dhrara
3asepuweHue NCTeYeHWs JOMONTHUTENBHOro CPoKa
cornacoBaHus AOKYMEHT
aBTOMaTUYeCKn nepegaeTcs
cnegyowemy no Crmcky
cornacytouemy. o ymonyaHuio He
OTMeYeH
Coaznacyroujue Cornacyolne gaHHoro atana 0 txt Bbibopom 13 obLiero cnmcka
COTPYOHWKOB C OU3HEC-POSbIO
Cornacyiommit C MOMOLLbIO KHOMKK
[Ao6aBuTb]. YoanuTb 3HaueHne
N3 CmcKa MOXHO C NMOMOLLbIO
KHoMku [YaanuTb]
IV.1.KapTouka 3Tana
Ta6nuua 65. OCHOBHbIe NONA KAPTOYKU ITana
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Homep amana MopsakoBbIM HOMEp aTana H uncno | ABTOMaTtM4ecku npu cosgaHum
aTana
HaumeHoeaHue HanmeHoBaHue aTtana O | yekBokc | BBOOOM C KnasmaTypsbl
amana
Konmpazenm KoHTpareHT 0] txt Bbibopom 13 cnncka KOHTpareHToB.,

YKa3aHHbIX B JOroBope-oCHOBaHNA

C NOMOLLbIO KHOMKK .. Yoanutb
3Ha4yeHune n3 crnncka MoXXHo c

NOMOLLbK KHOMKA >(
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
OmeemcmeeHHbIl | OTBETCTBEHHbIN NCMNOMHUTENb e} txt Bbi6opoM 13 crincka CoTpyAHMKOB,
drtana C MOMOLLbIO KHOMKM “ nnin BBOAOM
C KnaBMaTypbl C BO3MOXHOCTbIO
aBTOMAaTUYECKOro KOHTEKCTHOro
noucka. Yaanutb 3HadyeHune us
CNM1cKa MOXXHO C NMOMOLLIbIO KHOMKK
b
Cocmasumernb ®NO ucnonHMUTENs JOKYMEHTA. 0) txt Beibopom 13 cnmcka kapToyek
OtobparkaeTcs npu cosgaHnm COBMELLEHUNS C MOMOLLIbIO KHOMKMN
AOKYMEHTa 3a Apyroro coOTpyaHuKa
(ykasaHHoro B none
OmeemcmeeHHbI)
Hama navana [lata Hauvana aTana e} pnata | BBOOOM c knaematypbl unm
amana BbI6OpOM AaThbl U3 KaneHgaps
Hama oxkoHyaHus [lata okoH4aHus aTana e} pnata | BBOOOM c knaematypbl nnm
amana BbIOOPOM AaTbl M3 KaneHaaps
Cymma no amany, Cymma no atany H txt CyMMma 3anonHseTcs BBOAOM C
e m.yu. HAC KnaBmaTypbl, @ BanioTa — BbIGopom
M3 CrIMCKa KIOYeBbIX 3HAYEHWU C
NOMOLLIbIO KHOMKK . Kypc
nepecynTbiBaeTCS aBTOMaTUYECKN
HAC Mpouent HOC H txt BBoaom ¢ knasmaTtypbl nnm
BbIGOPOM 13 CNMCKa KMoYeBbIX
3HaYEHMUI C MOMOLLIbIO KHOMKM L
Cymma HLC Cymma HOC - yka3aHHbIN B none H txt PaccuntbiBaeTcs aBTomaTMyecku
HAC npoueHT oT cyMMbI No
[OroBopy, ykasaHHoW B none
CymMma no GoKymeHmy, 8 m.u.
HAC
Cymma CymMma no cos3gaHHbIM 1 H txt PaccuntbiBaeTcs aBTomaTuyecku
nocmynuswux onnavyeHHbIM (OUHaHCOBbLIM
nepeuyHbl (Npon3BOMbHBIM AOKYMEHTaM) Mo
yYyemHbix aTany
JOKyMeHmos
Cymma Cymma no stany — Cymma H txt PaccuuTbiBaeTcst aBTOMaTU4eCKU
HeucnoJsiIHeHHbIX MOCTYNMBLUNX NEPBUYHBIX YHETHbIX
obsizamenbcme JOKYMEHTOB
Ommemka o OTmeTKa 0 3aBepLUeHun aTana H | yekBokc | YcTaHoBKoW/CHATUEM dhnara
3aeepuweHuu
amana
OnucaHue amana KpaTtkoe onvcaHue atana H txt Bsogom ¢ knasmatypbl
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