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. O 6ase gaHHbIX

[.1. O6wana nHdpopmauus

bl HopmaTtuBHble gokymeHTbl (HL) npegHasHavyeH ans XpaHeHus U nNpegocTaBneHnst 4ocTyna
COTPYAHUKOB OpraHmsauumn K akTyanbHOM HOpMaTMBHO-CNpaBoOYHOW MHGOpMaumn opraHmsauuun. Bce
pacnopsiauTeribHble U pernameHTUpylowmne AOKYMEHTbl OpraHM3auumn XpaHaTcs B obLeM xpaHunuiie
ynpaBneH4yeckon gokymeHTaumm — 61 HopmaTMBHbIE AOKYMEHTHI.

dyHKUMoOHanbHble Bo3aMoxxHocTn b HA:

1.

8.
9.

My6bnukauma AOKyMEHTOB (OYyHKUMOHanbHbIX 6a3, npowewmx obpaboTky B cucteme, a
nmenHo: OPL (BO MP), lNpowussonbHbin gokymeHT (B MP), Bxogswwun pokymeHT (B[O
KaHuensapus), MNpotokon (B[] CoBelwaHus).

My6nukauma [OKyMEHTOB, He npolweawnx obpabotky B CO[, T.e. co3gaHMe KapTOuku
HOpMaTMBHOrO AOKyMeHTa HenocpeacTeeHHo B B HA.

CospaHue kaTeropun gokymeHToB (nanok) 8 b HA. Bo3aMOXHOCTb CO30aHNA MHOrOYPOBHEBbLIX
KaTeropum n NpuBS3KNM HOPMATUBHbIX JOKYMEHTOB Kak K OAHOW, TaK U HECKOSbKMM KaTeropusm
OAHOBPEMEHHO, C Lernbio pasrpaHU4eHnst 4oCTyna K JOKYMEHTY.

My6nukauma mM3MeHeHun AeWCTBYILWEero AOKYMeHTa (HOBbIX BepCui [AOKYMeHTa) Kak U3
dyHKLUMOHanNbHbIX 6a3, Tak n HenocpeacTeeHHo B B HA.

OTmeHa HOpMaTUBHOIO LOKYMEHTa.

OTcnexvBaHne NCTEYEHNST CPOKOB AENCTBUS HOPMATMBHOIO AOKYMEHTA U NepeBos AOKYMeHTa
B CcTaTyC «YTpaTumn cuny».

O6cyxaeHne HopMaTUBHBIX AOKYMEHTOB.
HabnogeHuve (nognucka) 3a COGbITUSMU MO HOPMATUBHBIM JOKYMEHTaM.

Mownck OOKYMEHTOB.

PaboTa ¢ HopMaTMBHbLIMM AOKYyMEHTaMu (Nybnvkaums, oTMeHa AOKYMEHTOB, CO34aHne KaTeropui)
AOCTyNHa coTpyaHukam, obnagatowmum ponbio MogeparTop, a Takke AOQMUHUCTPATOPY CUCTEMBI.

[nsi BO3MOXHOCTU Nybnukaumm AOKYMEHTOB (yHKUMOHanbHbiX 6a3 n pabotel B 5] HopmaTtuBHbie
AOKYMEHTbI HEOOX0AMMO B 0BLuX HacTponkax cuctemol (B B[] AQMUHUCTPMPOBaHUE) Ha BKNagke
Modknroyaembie Modynu yctaHoBUTL chnar HopmamueHble QOKYMeHMbI.

[.2. O630p npeacraBrieHUU

O6nacTtb Hasuraumu b1 HO cogepxuT cneaytowme npeactasnenmns (PyucyHok 1, Tabnuua 1).
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Bce fOKYMEHThI
Moa nognucka
—| HopMaTHEHBIE [OKYMEHTBI
Mo kareropuaM
Mo sepocyaM

Mo aare nybavkaumnm

Mo nare scTynneHwA B cuny
YTpaTtMBLLKE CHATY

Mo cratycy AoKyMeHTa
MocnenHwe sepcum

Mownck
CnpaBka

0 baze

Beixon

Mo nogpasasnedHyn MenonHuTes)

l..Fr Esﬁ HopMmaTHBHbIE QOKYMEHTbI

O baze oannvix

Per. Homep Oata peructpawm  [Oata nyGnuxawm [CTatyc QoKyMeHTa HawumeHoEaHWE LoKYMEHTA
* # 12 17.10.2014 17.10.2014 OefcTeyet Mepeson
* 4 12389 25.10.2014 29.10.2014 Deficteyet 29 ortrGpa 2014
* # 159 13.10.2014 15.10.2014 OefcTeyet opa_13_ee6_npuemia
* - 159 13.10.2014 26.10.2014 OeficTeyeT opa_13_sef_npuemia
* 7 21 11.11.2014 11.11.2014 DeitcteyeT HORBPE
* - 258596 26.11.2014 26.11.2014 DeiicTeyeT NPOMSEONLHLIA_NOTOK_NpoBepka
* & 434545 27112014 27112014 OeitcteyeT NPOMSBONEHEIA 1oKYMEHT_Bel_NpoBepka CLUEHapHES
* |@ 444 20.10.2014 20.10.2014 Mamerer 11
* Z 5 0102014 01020174 LeficTeyer 2389990444558606111
* 4 96 04.08.2014 02.10.2014 Oeiicteyet 56E
* o 56 04.08.2014 02.10.2014 Oeiicteyet 566

PucyHok 1. NMpeacraBnenusa b4 HA

Tabnuua 1. Npencraenenna b HY,

MpeacraBneHue

OnucaHue

Bce 1oKymMmeHTBI

OTobpaxaloTcst Bce HOpMaTUBHbIE OKYMEHTbI, Coaepkalumecs B 6ase faHHbIX.
[OKyMeHTbl COPTUPYOTCSA MO gaTe permcTpaumm

Most noanmucka

HOpMaTVIBHbIe OOKYMEHTbI, Ha obHoBMNEHNSA KOTOPbIX Nonb3oBaTtesib yCTaHOBUI
nognucky, CcrpynnupoBaHHbie No TNy AOKyMeHTa

HopmaTtuBHbIe
JOKYMEHTbI

OTobpaxaeTcs CNMCOK HOPMATUBHbIX AOKYMEHTOB, CrpYMNMUPOBaHHbIX MO
onpegeneHHbIM KaTeropusiM

ITo xaTeropusim

JoKyMeHTbI, CrpynnMpOBaHHbIE MO KaTeropusim

Ilo Bepcusim

ﬂ,OKyMeHTbI, crpynnmpoBaHHbI€e No BeEpCUAM

IIo noapasnenenuio
HUcnoanurens

ﬂ,eVICTByPOU.lMe OOKYMEHTbI, CrpynnmpoBaHHbI€ MO noapa3geneHunto WcnonHutens

o nate nmyGankauuun

[eiicTBylolwne OOKYMEHTbI, CrpyNnNMpoBaHHbIe Mo aate nybnvkaumm

Ilo nate BcTymienust
B CHILY

[eiicTByloLne OOKYMEHTbI, CrpyNnMpoBaHHbIe Mo Aate BBoda B AeUCTBYE,

YTparuBumue cuiy

[Be kaTeropuu: «YTpaTtusLume cuny» n « OTMeHeHHble», B KOTOPLIX OTOBpaxatoTcs
[IOKYMEHTbI B COOTBETCTBYHOLLMX CTaTycax.

BHyTpu kaTeropmin 4OKyMeHTbI CrpynnupoBaHbl Mo AaTam cpoka AeicTeus / gaTam
OTMEHbI JJOKYMEHTa COOTBETCTBEHHO

ITo cratycy
JIOKYMEHTa

JoKyMeHTbI, CrpynnMpoBaHHbIe MO CTaTycy AeACTBUS

IMocaennue Bepcun

OToGpaxaloTcs TONbKO NocneaHNe BepCcumn JOKYMEHTOB, COPTUPYIOTCS MO AaTe
permcTpaumm

KaTeropuu AOKYMEHTOB

KaTeropvm HOPMAaTUBHbIX OOKYMEHTOB

MMouck McnonbayeTca ons nomMcka JOKYMeHTOB ¢ nomoLbio B/ Mowuck
Cnpaska VMcnonb3yeTcst Ans nepexofa K cnpaeke no pabdoTe ¢ 6a30i JaHHbIX
O dase Vicnonb3yeTcst Ans nepexofa K OCHOBHOM MHApopMaumn nNo gaHHon 6ase

|.3. OnucaHue Ncnonb3yeMbiX 3HAa4YKOB

HokymeHThl B B[] HO nomevatoTcs 3Ha4koM, oTobpaxatowwmm ero cratyc (Tabnuua 2).

Tabnuua 2. 3Haukm B HA

v Cai
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JOKYMEHTbI
3HavoK OnucaHue
o HopmaTtuBHbIN OOKYMEHT AencTeyeT
h HopmMaTBHbIN JOKYMEHT N3MEHEH
1 HopmaTuBHbIN JOKYMEHT OTMEHEH
= HopmaTVBHbIN OKYMEHT yTpaTuIl Cuny

HopmaTuBHbLIN 4OKYMEHT AeNCTBYET

HopmaTBHbIN AOKYMEHT N3MEHEH

HopMaTuBHbIA JOKYMEHT OTMEHEH MUNn yTpaTui cuny
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ll. HacTponku 6a3bl AaHHbIX

HacTtponkn 6a3bl gaHHbix HA npou3BoaATcs B COOTBETCTBYHOLLEM AOKYMEHTe HacTpoek B B[
AamuHucTpupoBaHue (cM. fokyMeHT «Jlornka ECM. C3[1 - PykoBoACTBO aAMUHUCTpaTopay).

[I.1. HacTpouka ypoBHeun gocTtyna

HacTpoWka goctyna Ha AeNcTBUS ¢ JOKYMEHTaMn Npon3BoguTcs agMmmHucTpaTopamu B Tabnuuax
Ynpasnenusa Joctynom (Access Control List, ACL) 6a3 gaHHbIX.

PekomeHayembIi 4OCTYN MO YMOMYaHUO: PegaxTop .

Tabnuua 3. Ponn B Bl

Ponb PYHKLMMN
[Administrator] Mo3BonsieT ocyLecTBNASATL HACTPOWKY NAapamMeTPOB CUCTEMBI, MPOCMaTpUBaTh BCE
OOKyMmeHTbl B B[]
[Moderator] MpenocTaBnseT NpaBo Ha NyGnMKaLmo HOPMaTUBHLIX LOKYMEHTOB, MOJHbIE NpaBa Mo
ynpaeneHuio JoKyMeHTamm

[1.2. HacTpounka cBsizen ¢ 6a3zamMu AaHHbIX

[nsa Hactporku ceazen b HA ¢ apyrumm Mogynsmmn CUCTEMbI HYXKHO:

1. OtkpbiTb B AgMMHUCTpUpOBaAHME U NepenTtn B npencrasrneHne Hactpoiikum MomyJieii:
Texkyuue HACTPONKHU.

2. BbibpaTb gokymeHT Hactpoek B HA.

3. lMepentn Ha Bknagky Hacmpoluku B v HaxaTb Ha NaHenn OEUCTBUA  KHOMKY
[PepakTunpoBaTtb].

4. 3anonHuTb Nons Bknagkm Hacmpouku B4 (Tabnuua 4, PucyHok 2).

5. BbINTK 13 pexunma pegaktupoBaHUa HacTpoeK, HaXxkaB KHOMKY [3akpbITb] Ha naHenu encTBui
n noaTeepanB HEOBXOAMMOCTbL COXPaHeHUs MHAopMaLnn.

Ta6nuua 4. NMonsa Bknagku «Hactponkn BO»

Mone OnucaHue
OnekmpoHHbIe C nomoLLbIo KHOMKM | yKa3aTb COOTBETCTBYOLW YO B[] AnekTpoHHble 06pas3bl
ob6pasnbi

. HacTpoiikv BAi| JononuuTtensHo CREIHHFIDBEIHHE] HacTtpoikk areHToe | icTopwAa pe

SNekTpoHHEIE 00pasb; 4e257B90:00222019
Referenthbr_files.nsf

PucyHok 2. Bknagka «Hactpownku B[»
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[1.3. lononHUTeNbHbIe HACTPOUKMN

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

1.

OtkpbiTb B AaMuHucTpupoBaHue U1 BbiOpaTb npeactasneHve Hacrpoiiku Moxyseii:
Texymme HacTPOUKH.

BbibpaTtb AokymeHT HacTpoek B HA.

lMepentn Ha BkNagky JonosilHUMesnlbHO W HaxaTb Ha naHenn AOenCTBUA  KHOMKY
[PepakTupoBaThb].

3anonHuTb nons Bknagkv JononHumensHo (Tabnuua 5, PucyHok 3).

BbInTn 13 pexnma peaakTMpoBaHUS HACTPOEK, HaxkaB KHOMKY [3akpbITb] Ha naHenu AencTBun
1 NnoATBepAnB HEOBXOAMMOCTb COXPaHEeHUs MHAOopMaLUN.

Tabnuua 5. Nona Bknagkun «ononHUTENIbHO»

Mone OnucaHue
Kamezopuu no BbibpaTtb kaTeropun, kotopble 6yayT oTobpa)kaTbCsa MO YMON4YaHuio ans Bblibopa npu
YMOT4YaHUI co3gaHuu/ nyénmkaunum HoOpMaTUBHOTO JOKYMEHTA
PedakmuposaHue YcTaHoBUTb (hrar 4ns BO3MOXHOCTM peaakTupoBaHus HopmaTuBHOro gokymeHTa 8 b6 HO
JoKyMeHma
PedakmupoeaHue YcTaHoBUTb donar ansi BO3MOXHOCTU peAakTUpOBaHUS CBA30K HOPMaTUBHOIO JOKYMEHTa B
CB85I130K B0 HO
PedakmupoeaHue YctaHoBuTb dhnar ans BO3MOXHOCTU peAakTUPOBaHMS BNOXEHUA HOPMAaTMBHOIO
eJ10)KeHul JokymeHTta B B[] HO
Bkrroyumsb YcTaHoBuUTb chriar ons ucnonb3oBaHusa yHKUMOHana obcyxaeHun gokymentos b HO
803MOXXHOCMb
ob6cyxoeHust
JdoKyMeHma

Hacrtpoiks B l AonoAHWTEeNbHOD l CraHvpoBaHwe | HacTpolikm areHToe | ICTOpWA pegakTyp

KaTerapdH No yMONYaHH; Q6w an III

PenakTHpOBaHHE AOKYMEHTA! [v
PenakTHpOBaHHE CEASOK: [v
PenakTHPOESHHE BAOXEHHA! v

[w

BEAHYHMTE BOSMOXHOCTE DECY)K.D.EHHH
A0KYMEHTA!

PucyHok 3. Bknagka «[JononHUTenbLHO»

[I.4. HacTponka ckaHupoBaHUA

HacTponkn npegHasHayeHbl ONS perynvpoBaHuUs napameTpoB CKaHWMPOBaHUS [OOKYMEHTOB Ha
pabounx MecTax B KnmeHTe B Ananore gobasneHnsi BNOXEHUN.

YT106bI BLINOMHUTL HACTPOMKN CKAHUPOBAHUS, HY>KHO:

v Cai 8
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1. Otkpbitb B AamMuHucTpupoBaHue U BbiOpaTb npeactaeneHve Hacrpoiiku Moayseii:
Texymme HacTPOUKH.

2. BbibpaTb gokymeHT HacTpoek B[ HA.

3. lMepentn Ha Bknagky CkaHupoeaHue W HaxaTb Ha MNaHenu [OEWCTBUA  KHOMKY
[PepakTunpoBaTtb).

4. 3anonHuTb nong Bknagkn CkaHupoesaHue (Tabnuua 6, PucyHok 4).

5. BbInTn U3 pexrma pefakTMpoBaHUSA HAacTPOEK, HaxkaB KHOMKY [3aKpbITb] HA NaHenu AencTsni
1 NnoATBepaAnB HEOBXOAMMOCTb COXpaHeHNs MHAOpMaLnN.

Ta6nuua 6. NMonsa Bknagku «CkaHUpoBaHue»

MNone OnucaHue
Paspewamsb YcTtaHoBuTb chnar, ecnu Heobxoaumo paspeLuaTtb UCMoNb30BaTb HACTPOWKN ApaliBepa
ucnosib308amb ckaHepa
HacmpolUuku
dpalieepa ckaHepa
Popmam cpatina Yka3aTtb popmat danna coxpaHsemMoro n3obpaxeHus:
COXpaHsieMo20 o TIFF;
usobpaxeHus e PDF
lMapamempsi ckaHupoeaHusi 6e3 ucnosib3oeaHust Hacmpoek TWAIN-dpalieepa ckaHepa
LeemHnocmb B BbinagatoLem cnucke BolbpaTb BapuaHT LBETHOCTY M306paxkeHus
usobpakeHus
Pa3peweHue, YkasaTtb Tpebyemoe paspelueHume (150, 200, 300)

movyek Ha drolim

Pa3mep opuauHana | YkasaTb pasMmep opurimHana no ymondaxuio (A4, A5)
Mo yMoJs14aHuto

Bnucbieamb YcTtaHoBuUTb chriar, ecnm Heobxoanmo BNMCkIBaTb N300OpaXXeHNe Co CKaHepa B yKa3aHHbIN

usobpaxeHue co cdopmat. JocTynHo npu BeiGpaHHoM hopmaTe danna PDF

ckaHepa e

YKa3aHHbIU

¢ghopmam

Koppekyus [ns HacTponKn Koppekunn ApKOCTU YCTaHOBUTL donar 1 ykasaTb 3Ha4YeHMe B NOSBUBLLEMCS

sipkocmu none

Koppekyus [na HacTpomkn KoppeKkuMn KoHTpacTa yCTaHOBUTL doniar 1 ykasaTb 3Ha4YeHune

KoHmpacma B NosiBMBLUEMCS None

Koppekuus “meHu” | [INst HACTPONKN KOPPEKLUNM TEHN YCTAaHOBUTL dhnar 1 ykasaTb 3Ha4YeHne B NOSIBUBLLEMCS
none

Koppekyus [na HacTporkn Koppekuun BblAeneHns yCTaHoBUTL donar 1 ykasaTb 3Ha4YeHne

“ebideneHus’” B MOSIBMBLUEMCS NOJe

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

“eammbi” none
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Hacrpoiku B[] ] AononuutenbHo | CkaHnpoBaHHe | HacTpoiku areHToB | WUCcTopua pegaKTHpPOBaHHA

[V Paspewats ucnonssosaTte HACTPOKKW ApaiiBepa ckaHepa

7~

®opmat daina coxpaHaemoro nsobpaxenua " TIFF & PDF

Mapamerpbl ckaHnpoBaHna bes ncnonbsoBanna Hactpoek TWAIN-gpaiBepa ckaHepa

LieeTHocTb M3obpaxeHus OTreHku ceporo (8 6ut) L]
PaspeleHne, TOYEK Ha AWM # 150 T 200 T 300

PazMep OpMruHana no yMon4aHuo |A4 (210 x 297) L]

[V Bnuceisats uz06paxeHne co CKaHEPa B yKasaHHbIA hopMat

T AT o [ [ 1 | 0

Koppekuua apkoctu (-127...127)
Koppexkuua koHtpacra (-127...127)
Koppexkuusa "tenn” (0...254)
Koppekuus "sbiaenexdms” (1...255)

Koppexkuus "rammel” (0.1...10)

PucyHok 4. Bknagka «CkaHupoBaHue» B AOKyMeHTe HacTpoek B H[

[I.5. HacTpounka areHTOB

HacTtponka areHtoB B[ HIO ocywectBnsetcs B COOTBETCTBYIOLLEM [LOKYMEHTE HaCTpOeK
B B[] AaMuHUcTpupoBaHue Ha Bknagke Hacmpolku aceHmMos.

Ons HaCTDOI‘;IKM areHToB 6a3 AaHHbIX CUCTEMBI HYXHO!

1. OtkpbiTb B[] AgMuUHUCTpUpOBaHME U nNepenTM B npeactasreHne Hacrpoiiku MoxyJieii:
Tekyuue HACTPOHKHU.

2. BbibpaTb gokymeHT HacTpoek B[ HO.

3. lNepentn Ha BkNagky Hacmpoliku azeHmoe v HaxaTb KHomMKy [PepaktupoBatb).

4. Ha Bknagke Hacmpotku azeHmoe B none A2eHm BbibpaTb HEOOXOAMMBIN areHT, Nocne 4Yero
CT@HOBSATCS AOCTYMHbIMW MOMS C COOTBETCTBYHOLWMMN eMy 3HadveHusmu (Tabnuua 7, PucyHok
5). Ons obGHOBNEeHus cnucka areHToB B none A2eHm LWenkHyTb No ccoinke O6Hoeumb
CIMUCOK.

5. lNpwn yctaHoBneHHOM cbnare Bkriro4eH Ha cepeepe MOXHO BblOpaTb cepBep, Ha KOTOPOM
OyaeT BKMOYEH AaHHbIN areHT.

6. BbINnTn n3 pexunma pegaktmpoBaHusi HACTPOEK, HaXkaB KHOMKY [3akpbITb] HA NaHenn 4enNcTBUi
N nogTBEpAUB HEOHXOAMMOCTL COXpaHEHNA NHopMaLnn.

NOTHKA 10




@OyHkHuoHANBbHBIE oAcucTeMbl. HopMaTnBHBIE

AOKYMEHTBI

Hacmpoiiku 6a3vl 0annbix

Ta6nuua 7. NMonsa Bknagku «HacTponku areHTOoB»

Mone OnucaHue
BknroyeH Ha YctaHoBuUTb dhnar, ecnuv areHT BKINIOYEH Ha cepBepe. B cocegHem none crneayet Bbibpatb
cepsepe 13 cnucka cepeep
Cmamyc 3anonHsaeTca aBToMaTuyeckn
Aemop 3anonHsaeTca aBToMaTuyeckn
Kommenmapuii YKazaTb KOMMEHTapui npu Heob6xoaMMOoCTH

AreHT:

DBHOBWTL CcNMCoK

Cratyc:
ABTOp!:

KaMMeEHTapWIA:

HacTtpoiikn B[] | NononNHUTenbHO | HacTpo#kH areHToB | HcTropuA pefakTHpOBAaHHA |

ScheduledTrashDeletion

QOGHOBNEHWMA OoC YNa B O0OKYMEHTAX
CTcneXWMBaHWe WCTEHEHWA CPOKOB

[¥ Brnwded Ha cepeepe: Nwoboi cepsep

OBwmin

Administrator/datatech

¥.Oanaer crapele W3 KOop3WHbI

PucyHok 5. Bknagka «HacTtpowku areHTOB»

Tabnuua 8. Arentbl B HA

AreHT HasHa4yeHune Korpa BbinonHsieTcsa
ScheduledTrashDeletion YpansieT u3 Kop3uHbl OKYMEHThI (BMecTe 3anyckaeTcsa exegHesHo B 02.30
CO CnyXeBHbIMW), MponexasLume Tam
CTOMbKO AHEW, CKOMbKO yKa3aHo B
HacTpoiikax 6O HL
OG6HoBneHue goctyna B BbinonHseT npoBepky JocTtyna K 3anyckaeTcsl 0OavH pas B CyTKU
OOKYMEeHTax OOKYMEeHTam
OTcnexnBaHusa ncteyeHus BbinonHseT npoBepkKy AaTbl OKOHYaHUSA 3anyckaeTcsl 0avH pas B CyTKU
CpOKOB OencTBns AOKYMeHTa

11
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Ill. PaboTa ¢ HOpMaTUBHbLIMN AOKYMEHTaMM

[ll.1.PaboTa ¢ kateropnamu gokymeHtos B b1 HI

BoaMOXHOCTb co3gaHnsa KaTeFOPVIVI, a TaKkkKe NSMEHEeHUA 1 yaaneHusa KaTeFOpVIVI B OI'Iy6]'IVIKOBaHHOM
OOKyMeHTE OOCTYyNHa TOJIbKO NoJib3oBaTesito C 6I/I3HeC-pOJ'IbIO MognepaTop, a TakxKe A,EI,MVIHVICTpaTOpy
CUCTEMBbI.

.1.1. Co3paHune KaTteropun/nogkateropun JOKYMeHTOB
,D,J'IFI co3gaHuA HOBOM KaTeFOpMVI/HOﬂKaTeFOpMM OOKYMEHTOB, MUCNOJ1b3yeMblX Mpu I'Iy6J'IVIKaLI,I/IVI n
pasmelleHnn JOKYMEHTOB B MOAYINE, HY>XHO BbIMOMHUTL criegyowmne AencTBus:

1. OtkpbiTo B B[ HO npeacrasneHne Kameazopuu 0OKyMeHmMos.

2. Haxatb kHonky [Co3paTb KaTteropuio] Ha naHenn genctBun. Cuctema BblgacT 3anpoc O
co3JaHun CBsA3aHHOW nogkateropun. Ecnun kaTeropusa cosgaeTcs BHYTPU CO34aHHOW paHee
Kateropun, HaxaTb «[a». Ecnn kaTteropusa cosgaetca He3aBMCUMO OT MMEKOLLUXCS, HaxaTb
«HeTy.

3. Cuctema OTKPOET KapTOouKy KaTeropmmn/nogkaTeropum.

4. 3anonHuTb Nons KapToyku kaTeropuu/nogkateropun (Tabnuua 16, PucyHok 6).

3akpbiTe CoxpanuTtb

1
HanMmeHoBaHNWe KaTeropuu: ’ MpuKazbl N0 NoApPaZAeNeHuI0 \
= i

Homep B cTpyKType: ’ 1 \

L

[ocTynHo noagpasgeneHnam:

PUHAHCOBLIA OTAEN

PucyHok 6. KapTouka kateropuu
5. CoxpaHuTb U 3aKpbITb CO34aHHYI0 KaTeropuio/noakaTeroputio.

B pesynbtate B npeacrtaeBneHuM Karteropuum gokymeHTOB OTOOpakaetcs  co3gaHHas
KaTeropus/nogkateropus.

CoTpyaHukaMm, yKasaHHbIM B COOTBETCTBYKLEM none, OyayT [OCTYnMHbl Ans NpocMmoTpa
AOKYMEHThI, OMyOnMKOBaHHbIE B AAHHYHO KaTeropuio.

Ecnu kateropun B Bl HA oTcyTcTBYIOT, TO NpK Nybnukauum nepBoro AokyMeHTa B 6ase
aBTOMaTuyeckn cosgaetcs kateropus «ObLwasa» ¢ 4OCTYNOM Ans BCeX COTPYAHMKOB OpraHusauum.

NOTHKA 12
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1.1.2. PepaktupoBaHue Kateropum

[lna pegakTMpoBaHMSA co30aHHOM KaTEropum HYXXHO BbINOMHUTL CrieaytoLmne AeNCcTBUs:
1. BblbpaTtb B npeactasneHnn Kamezaopuu G0KyMeHmMoe HY>XHY0 KaTeropuio.
2. OTKpbITb €€ Ha NPOCMOTP ABOWHbLIM LLENTYKOM MbILLN.

3. HaxaTtb kHonky [PepgakTtupoBartb] Ha naHenun eNCTBUIA U BHECTU HEODOXOAUMbIE U3BMEHEHNS B
nons kapTtoyku (Tabnuua 16, PucyHok 6).

4. CoXxpaHWUTb M 3aKpbITb KAaTeroputo.

.1.3. Hob6aBneHue, N3MEeHeHue 7] ypaneHue KaTeropumn B

0I1y6.I1VIKOBaHHOM AOKYMeHTe

B onybnukoBaHHOM [OKYMEHTEe MOXHO [A06aBUTb [AOMNOMHUTENbHbIE KaTeropum, B KOTOPbIX
HeobXoaMMO OoTOGpaxaTb OaHHbIA JOKYMEHT, a Takke U3MEHWUTb KaTeropuio oToGpaxkeHust U yaanuTb
KaTeropum.

UtoObl 000aBUTL/M3MEHUTL KaTEropuio Ansi onyGrMKOBAHHOTO AOKYMEHTA, HYXXHO BbIMOSHUTb
cnegylowime aencTeus:

1. O7kpbiTb B B[ HO, HEO0OX0OMMbIA HOPMATUBHLIN JOKYMEHT.
2. HaxaTtb Ha naHenu gencteun kHonky [Kateropuwm]:[[Jo6aButbk]/ [U3MeHUTB].

3. B oTKpbIBLIEMCA OMANOroBOM OKHE OTMETUTb C MOMOLLbBIO dhnaroB KaTteropuum, B KOTOPbIX
OOJDKEH 0TOOpaXaTbCs HOPMATUBHLINA AOKYMEHT, 1 HaxkaTb kHonky [OK].

B pesynbTarte HOpMaTMBHbIVI OOKYMEHT 6y/:|,eT OT06pa)KaTbCFI BO BCeX Bbl6paHHbIX KaTteropusax.

Ona Toro 4tobbl yoanuTb kaTeropuio Ans onybnumkoBaHHOrO OOKYMEHTA, HYXXHO BbINOSHUTL
cnegylowme oencTeus:

1. O7kpbiTb B B HO HEeOBX0aUMbIA HOPMATUBHLIN JOKYMEHT.
2. HaxaTb Ha naHenu gencteun kHonky [KaTeropuum]:[Yaanutb].

3. B oTKpbiBLWIEMCA OWANoroBOM OKHE OTMETUTb C MOMOLLbIO (hiaroB KaTteropum, B KOTOPbIX
Bornblue He JoMKeH OToBpaxaTbCA HOPMaTUBHBIN JOKYMEHT, N HaxkaTb KHomMkKy [OK].

B pesynbTate HOpMaTMBHBIN [OKYMEHT Oonbwe He 6ygetr oTobpaxaTbCsd B yKa3aHHbIX
kateropusix. Ecnn Obinn yaaneHbl Bce KaTeropum B [OKYMEHTE, HOPMaTWMBHLIN LOKYMeHT Oyaet
oTobpaxaTbcs B kateropmm «ObLasn».

[1l.2.PaboTta ¢ HopmaTUBHbIMU AiOKYyMeHTamu B B[] H[]

B0o3MOXHOCTL co3aaHusa U penakTupoBaHUA KapTOYKM HOPMaTUBHOIO OKYMEeHTa OOCTYNMHa TOJ1IbKO
nonb3oBaTesnto C 6M3HeC-pOJ'IbPO MomepaTop, a Takke A,D,MI/IHMCTpaTopy CUCTEMBbI.

NOTHKA 13
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.2.1. Co3aaHue KapTouku HopMaTuBHOro aokymeHTta B b1 H[

[na cosgaHna HopMaTMBHOIO AOKyMeHTa HenocpenctBeHHo B B4 HIA HyXHO BbINOAHUTL
cnegylowme oencTeus:

1. OTkpeiTs BO HAO.

2. Haxatb kHonky [Mactep co3gaHua p[OKyMeHTa] Ha naHenu [encTBurM OgHOro K3
npegctasnedni bl HO. OTkpoeTcs macTtep co3gaHuns KapToOvkuM HOPMAaTUBHOMO LOKYMEHTa
(PucyHok 7).

Nornea ECM. C34 *

{(* (Co3naTh HOBBIA HOPMATMBHBIA JOKYMEHT {" CosnaTe BEpCMED HOPMAaTWBHOMD AOKYMEHTA

o] 4 OTHEHAE

PucyHok 7. OkHo Bbi6opa Tuna Hl. CozpaHne HOBOro HOpMaTMBHOIO [OKYMEHTa

3. Bbibpatb BapumaHT «Co3gaTb HOBbI HOPMAaTMBHBLIM  AOKyMeHT». Haxatb kHonky [OK]
(cospaHve BepcuM HOpMATMBHOIO AOKyMeHTa onucaHo B n. Il1.2.2 CosgaHue Bepcun
OEencTByoLlero AokymeHTa B b[ ).

4. CucTtema oTKpoeT hopMy ANt CO3AaHNsi HOBOrO HOPMAaTUBHOIO AOKYMEHTa.
5. 3anonHuTb nons gopmel. Mons, o6a3atenbHble AN 3anonHeHns, 0603Ha4YeHbl CUMBOIOM

[nsa nepexoga no nonsam popMbl MOXHO Mcnonb3oBaTh knasuwy TAB (Tabnuua 10). Haxatb
kHonky [OK].

NOTHKA 14
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AOKYMCHTBI

Paboma ¢ nopmamuenvimu dokymenmamu

HanmeHoBaH#ue:

Oarta perncrpaymnu:

Oara nybnnkaywn:

Bug goxkymMmeHnTa

[Oara BBoga B gencrene:

PerncrpaynoHHbIi HOMEp:

|,£10mm-|ocma9 WHCTPYKUWMA NOMOWHWKE PYKOBOAOWUTENA |

lam 14-04 |

26.05.2014 _1_sj|

26.05.2014 g-_ll

PernameHT

27.05.2014 1§]| )

Cpok gencrena: (¢ BeccpouHo " o yxasaHHoii Aatsl
Moapasaenexune |
Ucnonuntens:
Cpr
Moapasaenenue MHuumarTop: ] Q
KoHcyn o
YTEEpKAEH NpUKasoM: Ne [MN14-12 l or 26.05.2014 E‘J]
KoMMeHTapuid:
QK OTMEHS
PucyHok 8. ®opma H[
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6. B cnegywowem okHe npu HeobxoaMmmocTn [o6aBuTb hannbl BRAOKEHWA Ons nyonukauum
(n. 1ll.6 Paborta c BnoxeHuamu). Haxatb kHonky [OK].

7. B cnegywuwem OkHe npu HeobXOAMMOCTM cCBfA3aTb MNYGMMKYeMblt OOKYMEHT C MobbiM
AOKyMeHTOM B cucteme (cMm. pasgen .7 CBasbiBaHMe OOKYMEHTOB M AobaBneHne BHELIHUX
CCbINOK B KapToyky). HaxaTb kHornky [OK].

8. Cuctema BblgaeT 3anpoc 0 HeobxoaAMMOCTH BbiGopa KaTeropumn s pasmeLleHns JOKyMeHTa.
[na nocneaytowero Bbibopa kaTeropum nyonukaumm HaxkaTtb «[a» W BbiOpaTb OOCTYMNHYO
kaTeropwio (4ns oTkasa oT BblGopa kateropum Haxatb «HeT»).

9. B oTKpbIBLIEMCS OKHE BbiOpaTh KaTeropuio Ans nybnukaumm AokyMmeHTa un Haxatb kKHonky [OK].
B okHe oToGpaxatTcsi kateropuu, BblOpaHHble B none Kamezopuu no ymMosiYaHUK B
HacTpoeyHoMm gokymeHTe B[] HA (8 51 AGMUHMCTpUpoOBaHue).

10. Cuctema BblgaeT coobLueHne 06 ycnewHoM co3aHnM HOPMaTUBHOIO AOKYMEHTA.

B pesynbTtate HOpMaTUBHbLIN OOKYMEHT COXpaHsAeTcs B ctatyce «[enctByeT» n otobpaxaetcsa B
B4 HA B BbIGpaHHOM Ana nybnukaumm kaTeropum (ecnu kateropusi He Gbina BblibpaHa Npu co3gaHum,
OOKYMeHT co3gaeTtca B Kateropum «O6wasi», [OCTYNHOW BceM cOTpydHukam). B kapTouke
HOpPMaTMBHOIO AOKYMeHTa Ha Bknagke Mcmopusi nybnukayuu otobpasutca ¢akT BBeAeHUs B
AEeNCTBME HOPMATUBHOIO AOKYMEHTA.

,D,OKyMeHT OOCTyneH Ana npocMoTpa nosb3oBaTesidM CUCTEeMbl, MMeLWM OOCTYN K YKa3aHHbIM B
OOKYMEHTE KaTeropumdam.

1.2.2. Co3paHune Bepcun gencreyrowero aokymeHta B b H[,

,D,J'IFI co3aaHnA BepCcum HoOpmMmaTnMBHOINoO AOKyMeHTa HenocpeaCcTBEeHHO B Bﬂ, H,U, HYXXHO BbIMNOJTHUTb
cnepylowime aencTeus:

1. Otkpbite B HO.

2. Haxatb kHonky [MacTep co3maHMs [OKyMeHTa] Ha naHenu [OencTBUW OJHOro u3
npegctasnenni 6 HO. OTkpoeTca macTep Co3gaHUsA KapTOYKM HOPMATMBHOMO JOKYMEHTA.

3. BbibpaTb BapmaHT «Co3aaTtb BEPCUM0 HOPpMaTUBHOIO AOKyMeHTa» (PucyHok 9).

4. YkasaTtb cnocob Bblbopa HOpMaTUBHOIO AOKYMEHTA, BEPCUIO KOTOPOro HeobxoanMo co3aaTb:

Nornea ECM. C34 *

(" Co3nate HOBBIA HOPMATMBHBIA JOKYMEHT {* Co3naTh BEQCMID HODMAaTWBHOD A0KYMEHTE

* Mowck no Gaze " Bribop vz cnucka

(o] 4 OTHEHE

PucyHok 9. OkHo Bbi6opa Tuna HIl. CoznaHue BepcMn HOPMaTUBHOIO AOKYMEHTa
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o Ins noucka gokymeHTa no 6ase Bbibpatb BapmaHT «[louck no 6ase» n HaxaTb KHOMKY
[OK]. B oTkpbiBwemcs guanoroBoM okHe «[llouck Bepcuii HIO» ykasaTtb kputepum ang
noucka n Haxatb [lMouck] (PucyHok 10). B cnucke HanhgeHHbIX AOKYMEHTOB BblOpaTb
HeobXoaNMbI HOPMATUBHBIN JOKYMEHT 1 HaxkaTb KHomkKy [OK].

Mowck eeponida HA IE
HopMaTHBHLIA OQOKYMEHT
Baza: (* HopMaTWBHBIE AOKYMEHTEI
Knwuesoe cnoso: WHCTpYKLIMK Mowck

FerucTpaunoHHBIR HOMER!

[aTa pervcTpaUmMu: c 15 r'u:l | 16

HaloeHo gokyMeHToB: 7

123654/458/01.04.2014, MHCTPYHELMA apxHMBapUyCa
1236568/27.04.2014,MHCTPYKLIMA oNepaTopa

A14-00/21.05.2014, Tunosan Jon#HOCTHAA WHCTPYKLMA
AW14-04/26.05.2014, Jon#HOCTHAA WHCTPYELIMA NOMOLWHWES pYKOBOOAWTENA
AW14-1/26.05.2014,J0N#HOCTHEA MHCTPYELMA MOOERaTORS
AM14-2/26.05.2014, Jon#HOCTHAA MHCTPYKUMA NOMOWHWEKS MOOEpaTopa
AW14-3/26.05.2014, JoNMHOCTHEA MHCTRYKLWA 33MECTMTENA MOASpATORE

OK OtmeHa

PucyHok 10. OkHo noucka Bepcun H[]

Mowuck ocyLecTBNsSeTCA TOMNBKO MO HOPMATMBHBLIM JOKYMEHTaM B cTaTyce «[encTByeT».

o Ona Bbibopa OoOKymMeHTa u3 crnucka BbibpaTb BapuaHT «Bblbop u3 cnucka» uM HaxaTtb
kHonky [OK]. B oOTKpbiBLUEMCS OMAnNoroBOM OKHE CO CMNUCKOM [OOKYMEHTOB BblOpaTb
HeobxoanMbIN AOKYMEHT 1 HaxaTb KHorky [OK] (PucyHok 11).
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Norunka ECM. T34

Heofoommo yHa3aTe BEPCHID

i

Hata nybmaum | Per. Homep HaumeHosaHWe nokymMeHTa Bepoun (]
5052014 1 i 1
26.05.2014 OK14-1 DomxHoCTHAA MHCTRYKLMA MogepaTopa 1 Omena
26.05.2014 O14-2 LonxHocTHaA MHCTPYKLIAA NMOMOLLHWMKE 1
MOoAspaTopa
26052014 11400 Twnoeaa JomxkHOCTHEA MHCTRYKLMA
26052014 11404 DNomxHOCTHAA MHCTPYKLMA NOMOLLHWKE 1
pYKOEOQMTENA
14.06.2014 1236568 WHcTpykwaA onepaTopa 1
14.05.2014 123654/458  MHctpykwaa apeeapuyca 1

PucyHok 11. OkHo Bbi6opa Bepcun HOA

B cnncke OTO6pa)KaI'0TCFI HOpMaTuBHbIE OOKYMEHTbI B CTaTyce ((ﬂ,eﬁCTByeT)).

5. Cuctema oTkpoeT ¢oOpMy ANA CO34aHMA BEPCMM HOPMATUBHOMO [AOKYMeHTa (rmpouecc
aHanornyeH CO3gaHW0 HOBOMO HOPMATMBHOrO AokyMeHTa, cMm. n. lI1.2.1 Co3gaHve KapTOuku
HOpMaTMBHOro AoKymeHTa B B[] ).

6. [lMocne BBOAa BCEX PEKBM3UTOB HOPMATMBHOrO OOKyMeHTa M Bblibopa, npu HeoBbXoaMMOoCTw,
kaTeropuu Onsa nybnukaumm, otobpakaeTcsa [AumanoroBoe OKHO [Ans BBOAA PEKBM3UTOB
N3MeEHSoLWEero Bepcuto JokymeHTa (PucyHok 12).

Noruka ECM. €31, 1%}

Begowte PEKBEWUIMTH M3MEHAKILLEND BEPCHUHD JOKYMEHTA:

HanMmeHoBaHue: | ‘

PerncrpaunoHHBIA HOMED: | ‘

Nata perncrpaumum: | 16

(8174 OTMEHE

PlllcyHOK 12. OkHoO BBOAa PEeKBU3UTOB U3MEHALWero Bepcuro AOKyMeHTa
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7. 3anonHuTb NONs AManoroBOro OKHa: ykasaTb HaMMEHOBaHWE, PErMCTPaUMOHHbIA HOMEP U AaTy
peructpaumm N3MeHaLero Bepcuo JoOKyMeHTa, HaxaTb kHormky [OK].

8. Cucrtema BblaaeT coobLieHne 06 ycrnelwHoM co3gaHum HOpMaTUBHOMO JOKYMEHTa.

B pesynbTaTte HOpMaTUBHbLIM LOKYMEHT COXpaHsieTca B ctaTyce «[lenicTByeT» n otobpaxaeTcs B
B4 HA B BbIGpaHHOM Ana nybnukaumm kateropumn (ecnu kateropusi He Gbina BbibpaHa npu cosgaHuu,
OOKYyMeHT cosgaeTcsa B kateropym «OO6Owasa», [OCTYyNMHOWM BCeM coTpygHukam). B kapTouke
HOpPMaTMBHOIO AOKYMeHTa Ha Bknagke Mcmopusi nybnukayuu otobpasutca ¢akT BBeOeHUs B
OEeNCTBME HOpMATMBHOrO AOKyMeHTa. Ha Bknagke Cesi3aHHble OOKyMeHMbl B KayecTBe LOKYMEHTa-
OCHOBaHWs oTobpaxkaeTcsl CBA3b CO CTapon Bepcuen AOKYMeHTa.

CraTyc cTapo BepcuM HOPMATUBHOIO [OOKYMEeHTa MeHsaeTcda Ha «W3meHeH». B kapTouke
OOKyMeHTa domKempyeTcs fata M3MeHeHusa cTtaTtyca AokymeHTta, OO nonb3oBaTens, cosgasLuero
HOBYIO BEpCUl0 AOKyMeHTa, B none Ha ocHoeaHuu oTobpaxaeTcs HOMep M Aarta perucrpauum
NM3MEHsIOLWEro Bepcuio AokymeHTa. Ha Bknagke Cesi3zaHHble OOKyMeHmbl CTapol Bepcumn
HOPMAaTMBHOIO OOKYMeHTa oTobGpa)kaeTcsa CBSA3b C HOBOW CO3[4aHHOW Bepcuen gokymeHTa. Ha Bknagke
Ucmopus nyb6nukayuu otobpasntca akT CMeHbl cTaTyca AOKYMEHTOM

11.2.3. PepnaktnpoBaHme HOpMaTUBHbIX AOKYMEHTOB
YTOObI oTpenakTupoBaTtb OI'Iy6J'II/1KOBaHHbII;1 B 0Oase OaHHbIX OOKYMEHT, HYXHO BbIMNOJTHUTb
cnegylowime aencTeus:
1. BbibpaTb B 04HOM M3 NpeAcTaBneHnn KapToYKy HY)XXHOro JOKyMeHTa B ctatyce «[lencTByeT».
2. OTKpbITb €€ Ha NPOCMOTP ABOMHBIM LLIESTYKOM MbILLIN.

3. HaxaTtb kHonky [PepakTupoBaTtb] Ha naHenun eNCTBMIA U BHECTU HEOOXOAUMbIE U3MEHEHNS B
Nnons KapTo4Ku.

4. Ytobbl NpegocTaBnUTb OOMNOMHUTENbBHBIA AOCTYN K HOPMATUBHOMY LOKYMEHTY OnpeaerieHHbIM
coTpyaHukam, Heobxoammo gobasutb ux Ha Bknagke fJocmyn B none Yumamenu (B none
Yumamenu kamez2opuu ykasaHbl NOMb30BaTENN, UMEKOLNE OOCTYN KO BCEM LOKYMEHTaM B
KaTeropum, B KOTOPON HAXOAUTCA AOKYMEHT).

5. CoxpaHuUTb MHOPMALIMIO N 3aKPbITb KAPTOUKY.

B03MOXHOCTb pegakTpoBaHuWs Nosien KapTovkn HOPMaTUBHOIO AOKYMeHTa, CBA30K U obnactu
BMNOXeHUW ykasbiBaeTcs B HacTporikax b HO (B B AaMuHucTpupoBaHue).

1.2.4. N3meHeHne HOpMaTUBHOIroO AOKYMeHTa
,D,J'IFI CMeHbl CcTaTyca Ll,eI7ICTBI/I$| HOPMaTUBHOIo AOOKYMEHTa Ha «N3meHen» HY>XHO BbINOJTHUTb
cnefyouine AencTeus:

1. OTKpbITb KaApPTO4Ky HOPMaTUBHOrO [AOKYMEHTa B cTaTyce «[enctByet» u3 MONy4eHHOro
yBeJoMMeHNs unn B ogHoM u3 npeactasnexduii 64 HA.

2. Haxatb Ha naHenu gencteun kHonky [MsameHnunTb ctatyc):[U3meHunTs].
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3. OrtobpaxaeTca [guanoroBoe OKHO AN BBOAA PEKBUM3UTOB M3MEHSIIOLWLEro [AOKYMEHTA,
(PucyHok 13).

Norwka ECM. T34, X

Begute PEKBWMEMTE M3MEHAKDLWEND JOKYMEHTa:

HawmeHoBaHKe: |I'I|:w1r<a3 0 HA3HaAYEeHWW MOOSPATOPE CHMCTEMB |
PerncrpauHoHHbIA HOMEP! |r||'|144_1 |
Nara perncrpauum: | p7.10.2014 1e

Ok OTMEHA

PucyHok 13. OKHO BBOAA PeKBM3UTOB OTMEHSIIOLEro BEpCUI0 AOKYMEHTA

4. 3anonHuTb NOMs AManoroBoro OKHa: ykasaTb HavMeHOBaHWe, PermcTpaumoHHbIN HOMeEp U
aaTy permcrTpauumn n3MeHsIIoLWEero 4OKyMeHTa, HaxaTtb kHonky [OK].

CraTyc HOpMaTUBHOIO AOKyMEHTa MeHsieTcs Ha «/I3MeHeH». B kapTouke AokymeHTa oukcupyeTcs
AaTta uM3meHeHus gokymeHta, PO nonb3oBaTens, M3MEHMBLUETO OOKYMEHT, B none Ha ocHoeaHuu
oTobpaxaeTcsa HOMep W fata peructpauum W3MeHsiiowero AoKymeHTa. Ha Bknagke Mcmopusi
ny6nukayuu oTobpasnTcsa PakT CMeHbl CTaTyca JOKYMEHTOM.

[1.2.5. OTmeHa OeucTBus HOPMAaTUBHOrO AOKYMeHTa APyrum

AOKYMEHTOM
[na cmeHbl cTatyca AeWCTBMS HOPMaTUMBHOMO AOKYMeHTa Ha «OTMEHEH» HYXHO BbINOMHUTb
cnegylowme oencTeuns:

1. OTKpbITb KapTO4YKy HOPMAaTMBHOIO [OOKyMeHTa B cTaTyce «[enctsyer» W3 MOMyYeHHOro
yBeJoMMeHns unn B ogHoMm u3 npegctasnexdui 64 HA.

2. HaxaTb Ha naHenu gencteun kHonky [MameHnunTb ctatyc]:[OTMeHUTB].

3. OrtobpaxaeTca [OuanoroBoe OKHO [ANA BBOAA PEKBU3UTOB OTMEHSAOLWEro [OKyMeHTa
(PvcyHok 14).
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Norunka ECM, C31 X

BeanTe peKBWMEWTE W3MEHAKILLErD BERPCUHD ODKYMEHTA:

HanmeHoBaHue: | ‘

PerncrpauuoHHbIR HOMEp: | ‘

HaTta perncrpaynm: | 16

(8] OTMEHA

PucyHok 14. OKHO BBOAA PEKBU3MTOB OTMEHSAIOLEro Bepcuto 4OKyMeHTa

4. 3anonHuTb Nons AMarnoroBoro OKHa: ykasaTb HavMeHOBaHWe, PerncTpauMOHHbLIA HOMEpP U
Aarty perucrtpaumm oTMeHsIIoLWwero JoKyMeHTa, HaxaTtb KHorky [OK].

CraTtyc HOpMaTMBHOIO JIOKyMeHTa MeHsieTcs Ha « OTMeHeH». B KapTouke IoKyMeHTa dmKcmpyeTcs
Aata oTMeHbl fgokymeHTa, ®MO nonb3oBaTens, OTMEHMBLUEro AOKYMeHT, B none Ha ocHoeaHuu
oTobpaxaeTcsa HOMep W [gata peructpauumM OTMEHsIIoWero AokymeHTa. Ha Bknagke Mcmopusi
ny6nukayuu otobpasnTcs hakT CMeHbl cTaTyca AOKYMEHTOM.

[1.2.6. YTpaTta HopMaTUBHbLIM AOKYMEHTOM CUTbI

HopMaTuBHbI OOKYMEHT yTpauMBaeT OPUAMYECKYD Ccury, T.e. nepectaeT AencTBoBaTb, MO
NCTEYEHUIO Cpoka [OEeWCTBMS HOpPMAaTMBHOrO AokyMeHTa. Cpok AeNCTBUSI HOPMAaTMBHOIO [AOKyMeHTa
3aaeTcs Npu co3aHMN KapTOYKM HOPMATUBHOMO JOKYMEHTA.

CucTtema oTCnexuBaeT CPpOoKM OeCTBUA HOPMaTUBHBIX OKYMEHTOB B cTaTyce «[eicTByeT», Ans
KOTOPbIX OHWM 3afdaHbl. 3a 3 OHA OO0 UCTeYeHWUs cpoka OEeWCTBUS LOKYMeHTa cucTema dopmupyet
yBELOMIIEHMSI NMOMb30BATENI0 C POriblo MogepaTop 06 UCTEYEHNM CpoKa AeUCTBUS AoKyMeHTa. B aeHb
NCTEYEHNs cpoka OEeNcTBuA cucTema Takke (opMMpyeT 3afdavHoe YBeAOMIIeHMEe MOoNb3oBaTenio ¢
pornblo MomepaTop, C TpeboBaHNEM U3MEHUTL CTaTyC AeNCTBUS AOKYMEHTA.

[na cmeHbl cTaTyca OeNCTBMS HOPMATUBHOIO AOKYMEHTa Ha «YTpaTun cuny» HYXXHO BbIMOMHUTb
cnefywouine AencTeus:

1. OTKpbITb KapTO4Ky HOPMaTUBHOrO [AOKYMeHTa B cTtaTyce «[enctByeT» u3 Mosy4eHHOro
yBeaoMMeHNs unn B ogHoM u3 npegctasnexduii 64 HA.

2. HaxaTb Ha naHenun NHCTpyMeHTOB KHOMKy [MU3ameHunTb ctatyc]:[YTpaTun cuny].

B pesynbTate cTtaTyc KapTO4KM HOPMATUBHOIO AOKYMEHTa M3MEHUTCS Ha CTaTyC «YTpaTun Cumny».
B kapTouke OokymeHTa dUKCUpyeTCca daTa U3MeHeHus ctatyca gokymeHTta, N0 nonb3oBaTens,
N3MeHuBLLEro cTaTtyc, B none Ha ocHoeaHuu oTobpaxaeTcs KoMMeHTapui «B cBA3nM ¢ okoH4YaHWeM
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cpoka pgenctBuss». B kapTouke HOpmaTMBHOIO [OKyMeHTa Ha Bknagke Mcmopusi nybnukayuu
oTobpasnTca hakT CMeHbl cTaTyca AOKYMEHTOM.

[11.3. My6nukauma HopMmaTUBHbIX JOKYMEHTOB B (pyHKLMOHaNbLHOM 6a3e
OaHHbIX

Bo3MOXHOCTb Ny6rmKkaumMm JOKYMEHTOB (YHKLIMOHasbHbIX 6a3 AOCTYMNHa TONbKO NoSib30BaTento ¢
GU3Hec-porsibio MogepaTop, a Takke AOMUHUCTPATOPY CUCTEMBI.

11.3.1. NMy6nukauma AoKyMeHTa (pyHKLMOHaNbHOM 6a3bl AaHHbIX

B cucteme peanusoBaHa BO3MOXHOCTb ONyGrMKOBaHUSA 3aperMcTpMpoBaHHbIX AOKYMeHToB B B[]
HO. MogepaTtop BbINOMAHAET QYHKUMIO  Nybnukaumm HOPMATMBHOrO AOKYMEHTa MO  KHOMKe
[QononHuTenbHO]:[OnyonukoBaTb] B KapTOvkax [OOKYMEHTOB (PYHKUMOHAmbHbIX ©a3 [gaHHbIX,
npoweawmx obpabotky B CO/.

[OCTYNHOCTb BbINOMHEHNA OENCTBMS B 3aBMCMMOCTM OT TUMA U cTaTyca AOKyMEHTa npeacTaBneHa
Hwke (Tabnuua 9) .

Ta6bnuua 9. fJocTtynHocTb pyHKLMK «Ony6nukoBaTb» NO TMNaM OKYMEHTOB

Tun gOKymeHTa CraTyc gOKyMeHTa
OP[O (B NP) 3apeructpupoBaH
oTOB K cnMcaHuio B Aeno
B pnene
Ha onepaTnBHOM XpaHeHuu
Mpotokon (B CoBewaHus) 3apeructpupoBaH

Ha ncnonHeHun

["oTOB K CnNUcaHuio B Aeno
B pene

Ha onepaTtnBHOM XpaHeHuu
MpounsBonbHbIN gokymeHT (B MP) [OTOB K cnUcaHuio B Oeno
B pene

Ha onepaTtnBHOM XpaHeHuu
Bxogsawwun (B[] Kanuenspus) Mpuem n pernctpaums (3apermncTpupoBaHHbIA JOKYMEHT)
Ha paccmoTtpeHumn

Ha ncnonHeHun

["oTOB K cnNucaHuio B Aeno
B pnene

Ha onepaTtnBHOM XpaHeHUK

B cucteme oTCyTCTBYET BO3MOXHOCTL NyBnmMkaunm AOKYMEHTOB C Npu3Hakom Kommepyeckasi
madHa.

Mocne peructpaumn pokymentoB B C3[ (OP[L, TlMpotokona, [MpOM3BOMBLHOMO OOKYMEHTa WU
Bxogswero QokymeHTa) nonb3oBaTeNntd C poOfbld Momeparop (hopmMupyeTcsi WH(OpMaUMOHHOE
yBeAOMIEHME C ONUCAHNEM BO3MOXHOCTM ONyOnmMKoBaTb JOKYMEHT.

Ona nybnvkaumm gokymeHTa B yHKUMOHanbHoW 6a3se AaHHbIX (a Takke B Bl OnepaTtmBHOe
XpaHeHue) HY>KHO BbINOMHUTL CreayloLmne 4enNcTBuS:
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10.

11.

12.

OTKpbITb  KapTO4YKy AOKymMeHTa dyHKUuMoHanbHoM 6a3bl ganHbix  (OP[L, [NpoTokon,
[Mpon3BONbHbLIN JOKYMEHT, BXxooawmn OKYMEHT) OgHNM 13 crnocoboB:

e [lonyunMB yBegomMneHne O BO3MOXHOCTM NyGnukauum OOKYMeHTa, NOCTynuBLUEE Ha
MaBHylO cTpaHuuy (MM B noyTy, ecnn B B[] CnpaBOYHMK oOpraHusauum
npousBedeHa HacTpolka AOybnvpoBaHUS  COOOLLEHWK), MNEepernTu B KapTOYKYy
AOKYMEHTa.

e OTKpbITb KapTOYKYy 3aperncTpupoBaHHOrO [OKyMeHTa B cTaTyce, OOCTYNHOM [Anis
nyonukaumn gokymeHta (cm. Tabnuua 9).

Ha naHenu penctBun HaxaTb kHonky [[AononHutenbHo]:[Ony6nukoBaTtb]. OTkpoeTca
MacTep co3faHus KapTOYKM HOPMATUBHOIO AOKYMeHTa (CM. PUCYHOK 7).

Bbibpatb BapuaHT «Co3gaTb HOBbI HOPMaTMBHbIM OOKYyMeHT». HaxaTtb kHonky [OK]
(nybrikaums M3MeHeHUn (HOBLIX BEPCUIN) HOPMATUMBHOIO OOKYMeHTa onucaHa B m. 11.3.2
My6nvkaums MIsSMeHeHn OEeNCTBYOLLErO AOKYMEHTa PyHKLUNOHANbHON 6a3bl aHHbIX).

Cuctema oTKpoeT hopmy AN cO3gaHUsA HOBOrO HOPMATUBHOIO AOKyMeHTa. OnpegeneHHble
aTpmbyTbl  HacnegywTca U3 KapToukM  [gOKyMeHTa—poautenss  (HaumeHoeaHue,
PezucmpayuoHHbIl Homep, Jama peecucmpayuu, YmeepxoeH npuka3om (Ne, dama)).

3anonHutb/ ckoppekTupoBatb nons dopmbl. [lons, obasarenbHble Ons  3anofiHeHus,

0603Ha4eHbl CUMBOSIOM . Ans nepexoga no nonsMm opmbl MOXHO UCMONb30BaTh KNaBuLLy
TAB (Tabnuua 10). Haxatb kHonky [OK].

OTKpOETCHA OKHO, B KOTOPOM OTOGPaXaltoTCs BCE BMNOXEHUS MOCHeAHUX BEpPCU [OKYMeHTa-
OocHoBaHus. [Npy Heob6xoaNMOCTU BbIOpaTh BNOXEHMS OKYMEHTaA-OCHOBaHUs!, KoTopble OyayT
oTOOpaxaTbCs B KAPTOYKE HOPMATUMBHOIO JAOKYMEHTA.

B crneaytowem okHe npu HeobxogMmocTM [O06aBUTb HOBble alnbl BrOXEHWA AN
ny6nukaumm (n. 1.6 PaboTa ¢ BnoxeHnamum). Haxxatb kHonky [OK].

OTKpoeTca OKHO, B KOTOPOM OTOOpaxalTcsa BCe CBA3KM [OKYMeHTa-ocHoBaHus. [pu
HeobxoauMOCTN BblIOpaTb CBA3KM OOKYMEHTa-OCHOBaHMWS, KOTopble OyayT oTobpaxaTbCs B
KapTo4ke HopMaTUBHOIO AoKyMeHTa. Haxatb kHonky [OK].

B cnepgyowem OKkHe npu HeobXoAMMOCTWU cBA3aTb My6nMKyeMbld OOKYMEHT C NoObiM
OOKyMeHTOM B cucteme (cMm. pasgen lll.7 CeasbiBaHMe OOKYMEHTOB U [OOaBneHMe BHELUHUX
CCbIfOK B KapToyky). HaxaTb kHomnky [OK].

CucTtema BblgaeT 3anpoc 0 Heob6xoanMocTn Bbibopa kaTeropuv Ans pasmeLleHns JOKyMeHTa.
Ona nocnepyowero Bbibopa kaTeropuv nybnukauun, Haxatb «[a» n BblbpaTb AOCTYMHYO
KaTteropuio (ansa otkasa oT Bblbopa KaTeropmm Haxatb «HeT).

B oTkpbiBlWEMCS OKHe BblbpaTb kaTeropuio Ans nybrnukaumu AOKYMEHTa W HaxaTb KHOMKY
[OK]. B okHe oTobGpaxatTcsa kaTeropuu, BolbpaHHble B none Kamezopuu rno ymMosi4yaHuro B
HacTpoeyHom aokymeHTe B[] HAO (8 B AaMuHucTpUpoBaHue).

Cuctema BblgaeT coobLieHne 06 ycnewwHoM co3gaHmm HOpMaTUBHOIO AOKYMEHTa.

o
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B pesynbTtate HOpMaTUBHbLIN JOKYMEHT COXpaHsaeTcs B ctatyce «[enctByeT» n oTtobpaxaetcsa B
B4 HA B BbIGpaHHOM ana nybnukaumm kateropumn (ecnu kateropusi He Gbina BbibpaHa npu cosgaHuu,
OOKYMeHT co3gaeTtca B kateropum «O6wasi», [OCTYNnHOW BceM coOTpydHukam). B kapTouke
HOpPMaTMBHOIO AOKYMeHTa Ha Bknagke Mcmopusi nybnukayuu otobpasutca ¢akT BBeOeHUs B
AeNCcTBNE HOPMATMBHOIO AOKymeHTa. Ha Bknagke CesizaHHble OokymeHmbl OypeTt 3admkcupoBaHa
CBA3b C AOKYMEHTOM dyHKUMoHanbHon B[L, a Takke oToGpaxakwTca BCe BblOpaHHblE CBSA3KM U3
OOKyMeHTa dyHKumoHanbHon B[l. B obnacte Bnoxexwun pobaBnsawTca Bce BblOpaHHble dawnnbl
BMNOXeHUs JOKyMeHTa yHKunoHansHon b[.

B «kapTouke [pgokymeHTa dyHKuMoHanbHou B[l Ha Bknagke Cesi3aHHble OOKYMeHmbl
oTobpaxkaeTcs CCbIfika Ha CO34aHHbIM HOPMATUBHbBIA JOKYMEHT.

,D.OKyMeHT AOCTyneH Ana npocMoTpa nosnb3oBaTensdaM CUCTEMbI, UMeLWMM OOCTYN K YKa3aHHbIM B
OOKYMEHTE KaTeropumdam.

11.3.2. My6nukauunsn U3MeHeHUn AeNCTBYIOLLEro AOOKYMeHTa

(pyHKLUMOHaNbHOM 6a3bl AaHHbIX

[Ons onybGnukoBaHuA W3MeHeHWn (Bepcur) OnyonMKoOBaHHOrO [OEWCTBYIOLWEr0 HOPMAaTUBHOIO
OOKYMeHTa B (pyHKLMOHanNbHOM 6a3e AaHHbIX HY)XXHO BbINOMHUTL Ccreayolme 4enCTBuUs:

1. OTKpbITb KapTOYKYy [OOKYMeHTa (YHKUMOHanbHOW 6asbl AaHHbix (OPL, [MpoTtokon,
Mpoun3BOnbHbIV AOKYMEHT, Bxoaawwmm AOKyMEHT) 0aHUM 13 cnocoboB:

e [lonyumB yBegomneHMe O BO3MOXHOCTM NybGnukauum LOKYMeHTa, NOCTynuBLUEE Ha
MaBHylO CcTpaHuuyy (um B noyty, ecnn B B[l CnpaBOYHMK oOpraHusauum
npousBedeHa HacTpolka AybnvpoBaHus  COOOLLEHUKN), MNepernTu B KapTOYKYy
OOKYMEHTa.

o OTKpPbITb KapTO4Ky 3aperucTpvpoBaHHOrO AOKYMEHTa B cTaTyce, AOCTYNHOM Anis
nyénukaumm gokymeHta (cm. Tabnuua 9).

2. Ha naHenn penctBuin HaxaTb KHOMKy [dononHutenbHo]:[Ony6nukoBatb]. OTKpoeTcH
MacTep CO34aHNA KapTOYKM HOPMATMBHOIO JOKyMeHTa (CM. PUCyHOK 7).

3. Bbibpatb BapuaHT «Co3gatb BEpCU0 HOPMaTUBHOIO JOKyMeHTa» (CM. PUCyHOK 9).
4. YxasaTb cnocob Bbibopa HOPMATMBHOIO OKYMEHTA, BEPCUIO KOTOPOro He0BXoanuMo co3naTth:

o Ana noucka gokymeHTa no 6ase BblbpaTb BapuaHT «[llouck no 6ase» M HaxaTb KHOMKY
[OK]. B oTkpbiBwemcs guanoroBoMm okHe «[llouck sBepcui HIO» ykasaTb kputepun gns
noucka u Haxatb [Mouck] (cm. PucyHok 10). B cnnucke HamaeHHbIX JOKYMEHTOB BbibpaTh
HeobXoaNMbI HOPMATUBHBIN JOKYMEHT 1 HaxaTb KHomKy [OK].

o [na Bbibopa AOKymMeHTa M3 cnucka BblbpaTb BapuaHT «Bbibop n3 cnucka» uM HaxaTtb
kHonky [OK]. B oOTKpbiBLUEMCS OWANoOroBOM OKHE CO CMNUCKOM [JOKYMEHTOB BblOpaTb
HeobxoauMbIV OKYMEHT 1 HaxaTb kHonky [OK] (PucyHok 11).
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5. Cuctema otkpoeT ¢opmy [Ansi CO34aHuMsl BEPCUM HOPMATUBHOIO AOKYMeHTa (npouecc
aHanornyeH nyonukaumm HOBOro HOPMaTUBHOIO AOKYMEHTA B yHKLMOHANbHOW 6a3e AaHHbIX,
cm. n. 111.3.1 My6nukauma gokymeHTa yHKUMOHanbHon 6a3bl 4aHHbIX).

9. lNocne BBOAA BCEX PEKBU3UTOB HOPMATUBHOIO OOKyMEHTa M Bblbopa, nMpyu HEOBXOAMMOCTH,
KaTeropun pana  nyonukauum, otobpaxaeTca OuanoroBoe OKHO Ansi BBOAA PEKBM3UTOB
N3MEHSIIOLLEro BEPCUIO AOKYMEHTa (CM. PucyHok 12).

10. 3anonHUTb NONsi AManoroBOro OKHa: ykasaTb HaMeHOBaHWe, PErMCTPaLMOHHbI HOMepP 1 AaTy
perncTpaumm n3MeHsIoLWEero BepCcuto AoKyMeHTa, HaxaTb kHonky [OK].

11. Cuctema BblgaeT coobuieHne 06 ycnewHom co3gaHnm HOpMaTUBHOMO JOKYMEHTA.

B pesynbTtate HOpMaTUBHbLIN JOKYMEHT COXpaHsAeTcs B cTtatyce «[enctByeT» n otobpaxaerca B
Bl HLO B BbLIGPaHHON Ons nybnvkauun kateropum (ecnu kateropus He Gbina BolbpaHa Npu cos3gaHuu,
OOKYMeHT co3gaeTtca B kateropum «O6wasi», [OCTYNHOWM BCeM cOTpyAaHukam). B kapTouke
HOPMaTMBHOrO [OOKyMeHTa Ha Bknagke Mcmopusi ny6nukayuu otobpasutcs akT BBEAEHWUs B
AeNCcTBNE HOPMATUBHOrO AOKyMeHTa. Ha Bknagke CesizaHHble OOKYMeHMbI B Ka4yeCTBE [OKYMeHTa-
OCHOBaHWsi 0OTOOpaXkaeTcsa CBA3b CO CTapol BEpCUeEn OOKYMEHTa, a Takke byaeT 3adomkcupoBaHa CBsA3b
C OOKYMEHTOM (pyHKUMoHanbHon B[.

Cratyc cTapon BepcuUM HOPMATUBHOIO [OOKyMeHTa MeHsieTca Ha «WM3meHeH». B kapTouke
AOKYMeHTa (UKCUpyeTCa Aata U3MeHeHus ctaTyca pokymeHTa, ®MO nonb3oBaTens, cosgasluiero
HOBYIO BEpCUIO JOKyMeHTa, B norne Ha ocHoeaHuu oToGpaxaeTca HOMep W Jarta peruvcrpauuu
M3MEHsIlOLLEro Bepcuio  AokymeHTa. Ha Bknagke Cesi3aHHble OOKyMeHmbl CTapon Bepcumn
HOPMAaTMBHOIO JOKYMEHTa oTobpa)kaeTcsl CBA3b C HOBOW CO30aHHOM Bepcuen AokymeHTa. Ha Bknagke
Ucmopus ny6nukayuu otobpa3ntcst akT CMEHbI cTaTyca AOKYMEHTOM.

l1l.4. HabnoaeHue (nognmucka Ha coobITUA)

B BO HO peanusoBaHa QyHKUUA HabnogeHna 3a [OKYMEHTOM, KOTopasd 3akniovaerca B
BO3MOXHOCTM Ana noboro nonb3oBaTtens, MMelwero AOCTyn K AOKYMEHTY [AaHHOW KaTeropuu
(kaTeropui), yCTaHOBUTbL NOAMMUCKY Ha COObITUA NO AOKYMEHTY (NPU BHECEHUU U3MEHEHWIA B JOKYMEHT
nunu nyénukaumm ero HOBOW BepcuM) U MofyvaTb KOMUM YBEAOMIIEHMMW, KOTOpble cO3agatoTcs Mo
OOKYMEHTY BO BPEMS €0 XXM3HEHHOIO LMKa.

q)yHKLI,I/IFl HabniogeHus 3a HOPMAaTMBHbIM OOKYMEHTOM OOCTYyNHa B CcTatyce «,D,eIZCTByeT».

UT06bl yCTAHOBWTbL NOANUCKY HA AOKYMEHT, HEO6X04MMO:
1. OTKpbITb KAPTOUKY AOKYMEHTA.
2. HaxaTb Ha naHenu gencteun KHonky [JononHutenbHo]:[[loanncaTtbcA Ha JOKYMEHT].

B pesynbTate gokymeHT ByaeT oTobpaxaTtbCcs B OTAENbHOM npeactaBneHum Most moanucka B[]
HA. MNpn atom Ha rnaeHyto cTpaHuyy B KommyTtatop Ha Bknagky HabnrodeHue GynoyT noctynaTb
yBeoMeHns 060 BCex N3MEHEHUSAX, CBA3AHHbIX C JOKYMEHTOM (PucyHok 15).
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1 Co30aTe ACKYMEHT w cJ DEHOBWTE 3 COTnucatecs Nepyyenua or Meda (394) [/ Nopydedua mHe (631)
HaGmiwogenue (4)
v DOarta Cpok

19 (1)

[ [ Monywena peyensun, fozoeop: 19, Coanacyrowuil Banmeesa Onbza Muxaidnoera omeamun CoanaceH,
QWERT (2)

r E Pezucmpayusa dokymenma. Jozosop: QWERT

[~ & Modnuce KOHmMpazexnma nonyyena. [Jozosop: QWERT
TYuTy {1)

[~ Eb Osvarkommerue ¢ dorymesmon. Mucemo NeSBX 2014 om 06.03.2014: TYuTy

PucyHok 15. MNognucka Ha co6biTuA

Ins nony4yeHus NoANMCYMKOM AOKYMEHTa KOMUW YBEOOMITEHUSI MO AOKYMEHTY Heo6xoamMmo, YTobbl B
HacTpolikax wabnoHa yeegomnerus (B Wa6noHbl) noanucumnki 4OKyMeHTa Obinv ykasaHbl cpeam
afpecaTtoB JaHHOro yBeAOMIEHNS.

UTtobbl oTNMcaTbCA OT AOKYMEHTa M He MnofyvaTb KOMMM YBEAOMIEHWA MO Hemy, Heobxoammo
OTKPbITb KApPTOYKY AOKYMEHTa M HaXaTb Ha naHenun Aencteun kHonky [AononHutenbHo]:[OTkasaTbcA
oT noanucku]. JInbo BbIgENUTL OOHO M3 YBEAOMMEHWA MO LaHHOMY [OOKYMEHTY Ha BKnagke
HabnrdeHue n HaxaTtb kHonky [OTnucaTbCes].

[11.5.PaboTa c obcyxaeHusamun
B B HLO peanusoBaHa dyHKUMS 0bBCyXOoeHUn OOKymeHToB (ecnv B HacTtpoukax B HO B B[
ABMUHUCTPUPOBaHUE YCTAHOBIEH dnar BK1lYUmMb 803MOXHOCMb 06CYyXOeHUs1 0OKyMeHma).

B0O3MOXHOCTb C€O3[4aHMsA CBSI3aHHbIX C HOPMAaTMBHbLIM [AOKYMEHTOM OOCYXOEHWA onucaHa B
aokymeHTe «Jlormka ECM. C3[] - OC - 12 — O6cyxaeHus».

I11.6.PaboTa ¢ BNnoOXeHussmu

YT106bI 106aBUTL BIIOXEHNE B KAPTOUYKY HOPMATUBHOIO JOKYMEHTA, HY>KHO:

1. Ha naHenu p[encTBMMW BCTPOEHHOrO npeacTaBneHnss 00nacTy  BROXEHUN  KapTOYKM
HOpMaTMBHOrO AOKyMeHTa, nNnbo Ha copme [obaBrneHns BrOXEHWW MacTepa Cco3faHus
AOKyMeHTa (npu nybrvkaumm OoKymeHTa B (pyHKUMoHansHon B nnn cosgaHun HopmMaTUBHOMO

AOKyMeHTa HenocpeacTeseHHo B B HA) HaxaTb KHOMKy = ([Ao6aBuTb]) (PucyHok 16).
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BriBepuTe BAOMXKEHNA ANA NyBAMKaLK X

HaumeHosanuwe danna Bepcua [ata coaaHua ABTOp

Qk | OTMEHS

PucyHok 16. O6nactb BrnoxeHui h)opMbl CO3g4aHUsi HOPMATUBHOTO AOKYMEHTa

2. 3anonHuTb nons oTKpbiBLENCcA hopMbl JobaBneHns BnoxeHus (PucyHok 17):

o B none UcmouHuk ykasaTb C NOMOLLLIO NepekntoyaTens, otkyaa dyaet aobasneH dann
— C¢ nokanbHoro aumcka unu m3 b WabnoHbl, nMbo oOTCKaHMpOBaTb WMEKLLMIACS
GyMaxHbI opurnHan AOKyMeHTa, BblbpaB B KavyecTBe UCTOYHUKa CkaHep.

e B none Tun enoxeHusi Bbl6paTb C NOMOLLbKO nepekn4vaTesnid Tun BrnoXeHnA.

o B none ®ais HaxaTb KHOMKY | N BblOpaTb dann ¢ NnokanbHOro Aucka unu wabnoH
(B 3aBMCMMOCTM OT BbIOpPaHHOro 3HaYyeHnsa B none McmoyHuk). MoxHo nobasute dann,

"_."J'
npegBapuTenbHO  CKOMMPOBaHHLING B  Oydpep ob6meHa, € MNOMOLLLIO  KHOMKK Ll_t
(HegocTynHo ansa Beb-vHTepdenica). Yaanutb gobaBneHHbln ann MOXHO C MOMOLLbIO
KHOMKU }(

e [lone HaseaHue 3anonHaeTcd aBTomaTuyeckm nocrne Bblbopa danna. [pu
HeobX0aUMOCTN U3MEHUTL HA3BaHME.

o [lpn HeobxoaMMOCTM BBECTU KOMMeEHTapun B nonie KommeHmapud.
3. Haxatb [OK].

KonuyecTtBo CMMBOMOB B HAMMEHOBAHUN BIIOXEHMWS OFPaAHNYEHO:

e B web-nHTEepdelice - 195 cnmBonos;

e B KNUeHTe - 175 CUMBONOB B aHIMUNCKOW packnaake, 87 cMMBOMOB B PYCCKOMN.
Honyctumeln pasmep canna BnoxeHNsa onpenenseTca HacTpomkaMu TMNOBOro MapLupyTa
00paboTKkM AOKYMEHTa.
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B pesynbTate BblbpaHHbI hbann 6yoeTr gobaBneH B KapTOYKy HOPMaTMBHOIMO OOKYMEHTa B
yKasaHHyto B nosie Tumn es10)KeHust KaTeropuio.

[oBasnenue daiinos [X]
MCTOYHUK: ¢ NokansHbit auck [ Mo ymonyaruio
" BA "WabnoHb!"
" Ckanep

Twn BNOXEHHA

|Conepxanue nokymerTa ‘ i
{ G|

®ain

HazsaHue

KomMmMeHTapuit

oK QOTMEHS |

PucyHok 17. ®opma go6aBneHus cdannos
Utobbl pobaBuTtb BnoxeHne u3 bGydepa obmMeHa, Kyaa npensaputenbHO Obinl ckONMpOBaH

"A,_"J'
HeobxoaumbIN hans, HY>XHO B 00nacTv BROXEHWUA HaxaTb KHOMKY ([Do6aBuTL K3 Oydepa]).
[laHHOe gencTBMe HeJoCTynHO Npu paboTe nog Be6-nHTepencom.

UT0o6bl yoanuTb BIIOXEHME U3 KapTOYKW, HY)XHO BblAENUTb HEOOXOOAUMbIA LOKYMEHT B oGnactu

BMOXEHWUN U HaxaTb KHOMKY = ] ([YaanuTtb]) (cM. PucyHok 16). B OTKpbIBLLEMCSA OKHE NOATBEPAUTL
BbINOSIHEHME Onepaumu.

UToObl M3MEHUTb BNOXEHME, HYXXHO BblAennTb Heobxoaummbii dhann B 06ractn BROXEHWUA Y
Ha)KaTb KHOMKY “"‘f'f?([VlsmeHMTb]) (cm. PucyHok 16). B BbinagatoLem MeHio BbiIbpaTb HY>KHbIN MYHKT:

e Pedakmupoeamb eJlOeHuUe, €ecrn HeobXoOMMO BHECTM W3MEHEHMS B  CO34AHHYHO
Bepcuo/pefakumnio BIOXEHUA A0 BblHECEHUS pelleHus. Mpyu 3TOM LOKYMEHT OTKpbiBaeTcs B
COOTBETCTBYHOLLEM NPUNOXKEHUN.

e 3abpamb u3MeHeHUsl 8JI0KeHUsl, ecrnin HeobXoOMMO COXpaHUTb M MEPEHecTU B KapTOuKy
YaCTUYHblE W3MEHEHWUsi, KOoTopble OblNM BbIMNOMHEHbI B anne BrOXEHUS MpU  €ero
penakTMpoBaHWM (pedakTMpOoBaHME BIOXKEHWA W MOcCreaylolee COoXpaHeHue W3MEHeHW B
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KapTouyKy AOKymeHTa npu pabote nog Beb-mHTepdencom onucaHo B n. llIl.6.1 Pabota c
BNOXEHMAMU B BEG-UHTEPdENCE CUCTEMDI).

YTtoObl NPOCMOTPETb (VI3MeHI/1Tb) cBoncTBa ,EI,O6aBJ'IeHHOFO BIOXeHnA (TVII'I BI1OXEHUA, Ha3BaHue,

KOMMEHTapWi1) HYXXHO BbIAENUTL HEOBXOANMbINA JOKYMEHT B 0BNacTi BROXEHU U HaXaTb KHOMKy &
(ICBoncTBA)).

Mpun paboTe ¢ hyHKUMOHANoOM obCcyxaeHA NONb3oBaTENb MOXET U3MEHUTb CBOMCTBA TOSMBKO TEX
dannoB BroXxeHus, KotTopble 6bINn MM go6aBneHbl, U 40 TOro, Kak KapTodka Tembl/ COOOLLIEHNS MO
OOKYMEHTY JOCTYNHa AN pefaKTUpOBaHKS.

YTtoObl COXpPaHUTb BI1IOXXEHUE Ha XKECTKU ONCK Unn ,qpyroﬁ HOCUTEIb, HY>KHO B obnacTu BrNOXeHui

HaXkaTb KHOMKY = (ICoxpaHuTb]), B OTKPbIBLLEMCS OKHE OTMETUTb hannbl ANS COXPaHEHUSs, HaxaTb
([OK]) n 3aTtem BbIOpaTb HEOGXOAMMOE MECTOMONOXEHNE, Kyaa byayT coxpaHeHbl BbibpaHHble dhannbl.
&
Urobbl pacneyaTaTb BNOXeHWE, criedyeT BbiAennTb ero B NPeACTaBMNEeHUN U HaXaTb KHOMKy =~
([Me4yatb BnoxeHwus]). laHHOe aencTBmMe HeQOCTYNHO Npu paboTe nog Be6-nHTEpdencom.

OTKpbITb M MOCMOTPETb BIIOXKEHHbIA (Al MOXHO, BbIMOSIHMB OBOWHOW LIEMYOK MbIK Ha
COOTBETCTBYIOLWEM paine B obnactn BnoxeHun. ®ann 6yaet OTKpbIT C NOMOLLbIO COOTBETCTBYHOLLENO
npunoxexHus (NpocmoTp annoB BroOXeHUn B Beb-uHTepgence onucaH B n.lll.6.1 Paborta c
BNOXEHMAMU B BEG-UHTEpPdEice CUCTEMDI).

F

[na oTkpbITMA BCeX BrOXeHHbIX annoB cpasy crnegyeT BOCMONb30BaTbLCA KHOMKOW
([OTKpbITL Ha npocmoTp]) (cMm. PucyHok 16). Bce BnoxeHHble gannbl 6yayT OTKPbITbl C MOMOLLbIO
COOTBETCTBYIOLLNX UM MPURoXKeHUi. [laHHoe AencTBMe HEAOCTYNHO Npu paboTe nog Be6-nHTEpdencom.

11.6.1. Pa6oTta ¢ BnoxeHnamu B Be6-nHTepcence cucrtembl

[Onsa npocmoTpa canna BrnoxeHud npu paboTte nog BeB-UHTEP(ENCOM HYXHO LIENKHYTb No
CCbIfike Ha cooTBeTCTBYOWMIA havn Bnoxexuus (PucyHok 18). BeibpaHHbin cann (Hanpumep, dann ¢
pacwupeHuem .doc, .XIs u T.n.) Nnnbo ckaumBaeTCca Ha NoKanbHbIN OUCK (B MECTOMNOMNOXEHME, YKadaHHOoe
B HACTpOMKax ucnonb3yemoro 6paysepa), nocrne 4ero ero MoXXHO OTKPbITb U MPOCMOTPETb C NMOMOLLBIO
COOTBETCTBYIOLLEro MNpuUnoXxeHusi, nNn6o cpa3y OTKPbIBAeTCs C MOMOLLbI0 COOTBETCTBYHOLLErO
NpunoXxeHus (Hanpumep, dannsl n3o0bpaxeHun Tuna .jpg, .png u 1.n.).

:‘;3, HobGaeunTe & CeoicTea :__ﬁ ¥oanute ?E‘ CoxpaHuTe . 4 PUNLTE ™ G
HaumeHoBaHue daina PacumpeHne Pasmep Bepcna Nara cospaHnA ABTOp KomMmMeHTa pri
—CopepxaHne AoKyMeHTa 429K

V=4 Docl docx 429K Bepcua 1 20.10.2014 AnmuHuctpatop Ceprei 2131
13:52:58 BnaouMupoBrH

429K

PucyHok 18. ObnacTtb BNoXeHU KapTOvkuM JOKYMeHTa B Beb-uHtepceice
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[11.7.CBA3bIBaHWE AOKYMEHTOB U floO6aBNeHne BHELWHUX CCbINOK B

KapTO4Ky

B B[l HO npeaoycMoTpeHa BO3MOXHOCTb yKasblBaTb CBA3b MeXay AokymeHTamun. MoXHO cBA3aTb
OOKYMEHTbI Mexay cobon Kak Ao, Tak 1 nocne nybnukaumm HopMaTUBHOIO AOKYMEHTa, a Takke yaanuTb
paHee CcO3aHHY0 CBA3b.

Mpun co3gaHum CBA3N MeXay CYLLECTBYIOLIMMM OKYMEHTaMKN cucTtema obecneunBaeT BO3MOXHOCTb
npeaocTaBreHns 4oCTyna K JOKYMEHTY-OCHOBaHMNIO COTPYOHUKAM, UMEIOLLUM OOCTYN K BbiIGpaHHOMY
npv co3gaHum CBSA3M OOKYMEHTY, U Hao6opOoT.

Mpu co3gaHum HOBOro JOKYMEHTA, CBA3AHHOTO C CYLLIECTBYIOLLMM, CMCTEMA NpeaoCcTaBnseT 4OCTyn K
AOKYMEHTY-OCHOBaHWUIO BCeM COTpyAHMKaM, yKasaHHbIM B Ka4ecTBe y4aCTHUKOB 06paboTkM HOBOrO
CBSI3aHHOr0 JOKYMEHTA.

Mpn nybnukauum pokymeHTa dyHKUMOHanbHOM B[l  CBA3KM, ykasaHHble B  [OOKYMeHTe
dyHkunoHansHon B, moryT OblTb NnepeHeceHbl B KapTOYKy HOPMATMBHOrO AoKymMeHTa. [nga atoro B
OKHe MacTepa co3gaHusl JOKyMeHTa Ha ¢opme Bblbopa CBS30K M3 OOKYMEHTa dyHKUMOHanbHon B[
HeobXxoAUMO OTMETUTb CBA3KU, KOTOPbIE HYXXHO NepeHecTn B KapTOYKy HOPMaTUBHOIo AOoKyMeHTa. JInbo
[06aBNTb HOBbIE CBA3KM.

CB43b HOPMATMBHOMO AOKYMEHTa C JOKYMEHTOM (pyHKUMoOHanbHon Bl cosgaeTcs aBTomaTU4eCKn
npu nyonukaumm gokymeHTa dyHKumMoHanbHon B[,

Takke, npn nybnvkauum HOBOW BEPCUN HOPMATUBHONO OOKYMEHTa, aBTOMaTM4ecKu co3paeTcs
CBSA3b MEXAY HOBOW U CTapon Bepcuen AOKYMEHTA.

Ytobbl co3aaTh CBA3b B CO34aHHOM paHee OJOKYMEeHTE HY>XXHO:

1.

2
3.
4

5.
6.

OTKpbITb KAPTOYKY AOKYMEHTA U NEPEVTN Ha BKNaaky CesssaHHbIe QOKYMeHMbI.
HaxaTb kHonky [CBA3aTb] psgom ¢ nonem OcHogaHue.
B nosisuBwemcsa guanore BbibpaTte TN AOKYMEHTa-OCHOBaHUA 1 HaxaTb [OK].
3anonHuTb Nons oTkpbiBLLEencsa opmbl «CBA3aTbY:

e B none Tun ces3u ykasaTb TUN CBA3W, BbIOpaB Hy>KHOE 3Ha4YeHne 13 CrioBaps.

e YKasaTb napameTpbl MOUCKA HYXHOro AOKyMEHTa, 3anofHuB OJHO unun 6onee nonewn
dopmbl.

HaxaTb kHonky [Monck] Ans noucka AOKYMeHTa Nno ykasaHHbIM napaMeTpam.

BbibpaTb B crnvucke HangeHHbIX JOKYMEHTOB HeoBXoAUMbIN JOKYMEHT 1 HaxaTb KHonkKy [OK].

Ccbinka Ha BblbpaHHbI AOKYMeHT oTobpaxaeTtcs B none OcHoeaHue TeKyLlero OOKyMeHTa, a
cama cBsi3Ka AByX JOKYMeHTOB dukcupyeTtcs B B[] CBaA3Ku.

YT00bl YyOanutb CBA3b MEXAY OOKYMEHTaMMU, HYXHO:

1. OTKpbITb HY>XHbI JOKYMEHT B 04HOM M3 npeactasneHni 6 HA.

2. TllepenTtun B pexmm pegaktmpoBaHus.

3. Tlepenitn Ha Bknaaky CesizaHHbIe OOKYMEeHMbI.
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4. BbiOpaTb CBsi3aHHbIA AOKYMeHT B none OcHoeaHue W HaxaTb pPsOoOM C MOSEeM  KHOMKY
[YaanuTtb]. Ha skpaHe oTobpakaeTcsi OKHO 3anpoca Ha noaTeep)kaeHue onepauun. Haxartb
[OK].

BbibpaHHbIn AokymeHT ByaeTt yaaneH us nons OcHoeaHue TeKyllero A0KyMeHTa, a CBA3Ka OBYX
OOoKyMeHTOB yaansetcs u3 b1 CBaA3ku.

B Bl HO npeaycmoTpeHa BO3MOXHOCTb 406aBNsATb BHELLHME CChINKU Ha pecypcbl ceTn NIHTepHeT.
[na no6aBneHnsa BHELWHEN CCbINKN HY>KHO:
1. Mepentn Ha BkNagky Cesi3aHHbIe OOKYyMEHMbI.
2. Haxartb kHonky [BHewHsAA ccbinka] psaom ¢ nonem OcHogaHue.
3. 3anonHuTb Nonst OTKpbIBLLENCSA POPMBI:
o B none Ccbinka ykasatb agpec pecypca B hopmate «http://agpecy;
¢ B none HazeaHue yka3aTb Ha3BaHWe pecypca, KpaTKoe OnncaHue.

4. Ina coxpaHeHus1 BBeAeHHOW uHdopmauun HaxaTb KHorky [OK]. Bce cBsfizaHHble BHelLHUWe
CCbIfIKM COXPaHATCA Ha BKNagke B none Cesi3aHHbIe.

YToObI yoanntb BHELWHKK CCbIJIKY, HYXHO Ha BKIagke CesizaHHbIe aOKyMeHMbI B none
CesizaHHble BbLIOENUTb COOTBETCTBYHOLLYIO CCbIJIKY WU HaXaTb KHOMKY [Y,qanmb]. nOﬂTBepDMTb
yaaneHne B AnarnoroBomMm OKHe.

U106l BHECT U3MEHEHNSI BO BHELLHIOK CCbISIKY, HY>KHO Ha Bknagke Cesi3aHHble OOKyMeHMbI B
none Cesi3aHHbIe BbiOENUTb COOTBETCTBYIOLLYIO CCbIfIKY M HaxaTb KHOMKy [PepakTtupoBatb]. BHecTn
N3MeHeHusa 1 Haxatb kHonky [OK].

[11.8. CKaHMpoBaHMe [OKYMEHTOB

@PyHKLMM NPOCTOrO CKaHNUPOBAHMWSA N CKAHUPOBAHMS C MOMOLLLIO cneumanbHoro MO JoCTynHbI Kak B
KNneHTe, Tak 1 B Beb-nHTEepdeiice.

q)yHKLI,VIFl CKaHMpoOBaHUA OOCTyNMHa npu [obaBrneHnn BrOXEHUS B KapTO4Ky [OOKyMeHTa no

kHonke “¥ ([Ao6aBuTb]) (cM. pa3gen ll1.6 PaboTa ¢ BNOXEHMAMMN) 1 NOOKINIOYEHUN CKaHepa.

Ans nonyyenns nzobpaxeHma HeobxoanMo:

1. Haxatb kHonky “+ ([[Ao6aBuTb]) Ha NnaHenu AencTBuin 06nacTn BNOXEHUN KapTOYKK.

2. BbibpaTtb TN uctoyHnka CkaHep (PucyHok 19).
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JoBasnenune dainos IE
McTauHKe: " NokansHeld ouck ™ no YMONYaHKWKD
" BA "WabnoHb!"
o CraHep
Thn Bnoxenns CoOepkaHne A0KYMEHTa | }(
M3oBpaweHue [T Nokasate auancr ckaHepa

[D‘I'I'EHKH ceporo (8 BuT) v]

(A4 (210 x 297) v |

[T c aeyx cropon

CkaHupoeaTk

CrkaHep |Car1|:|5c:an LIDE 110 |
HazsaHue ‘ |
KoMMEHTapKiA

Ok J OTHMEHa J

PucyHok 19. NMapameTpbl ckaHMpPOBaHUSA

3. LlenkHyB no ccbinke CkaHep, BblOpaTb B OKHE «BbliGOp MCTOYHMKa» YCTPOWCTBO M3 Cnmcka
AOCTYnNHbIX B none CkaHep (PucyHok 20).

‘ BeiSop ucTournka i g

WeToyHnkm:

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

L

PucyHok 20. Bbi6op nctoyHuka
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4. YkasaTb napamMeTpbl CKAaHUPOBAHWS.

5. Haxatb kHornky [CkaHupoBaTtb] (cM. PucyHok 19).

6. [Npun HeobxoaMmMoOCTU yKasaTb Ha3BaHWE U BBECTM KOMMEHTapUIA B COOTBETCTBYHOLLMX MOMSX.

B pesynbrtate BbINOMHEHHbIX AeWCTBUA B obnactb BnoxeHun Oyaetr pgobasneH dhann

C n3obpaxxeHnem OOKyMeHTa.

[11.9.Mounck gookymeHTa

111.9.1. MonHoOTEeKCTOBbLIN NOUCK

UTtoObl OCywWwlecTBUTb MOSIHOTEKCTOBbLIA MOUCK gokymeHToB B B HA, HeobxoguMmo BLINOMHWTL
cnefylowime aencTeus:
1. OtkpbiTe B HA.

2. HaGpaTb 3anpoc B MOMCKOBOW CTPOKE M HaxaTb kKHoMky [HanTtu] nnn knasmwy [Enter].

B pesynbTate B o6nacti npocMmoTpa 6yayT oToGpaxeHbl BCe AOKYMEHTLI, OTBEYaloLLme YCroBUsaM
3anpoca.

Ona o4ncTkm pesynbTaTtoB MNomcka Heobxoammo HaxaTb KHOMKy [O4ncTuTb pesynbTathbi]
Ha NaHenwn OencTBUN.

[Onsa nepemewleHna pesynbTaTtoB Mnoucka ucnonb3ytTcsa kHonku “1”1 [Hasam] v [Adanee]

Ha NaHenu gencTeun.

111.9.2. PaclumpeHHbIn NoUck

[ns paclwmpeHHoro nomcka AokymeHTa ¢ ucnonb3oBaHveMm B MNMouck Heob6xoanmo BbINOMAHUTB
cnegylowme oencTeuns:

1. LWenkHyTb Ha npeactasneHnn Mouck B 06ractv HaBuraumm 6asbl AaHHbIX (MW HaXaTb KHOMKY
3‘3 ([PacwmpeHHbIn nouck]) Ha MnaBHom cTpaHuue), YTobbl oTKpbITE B, Mouck.
2. 3anonHuTb nong 3anpoca Ha MOUCK AOKYMEHTOB M HaxaTb KHOMKy [Mouck] (CM. OOKyMEeHT

«Jlornka ECM. C3[1-OC-8-CnyxebHble 6a3bl AaHHbIX»).

111.9.3. NMouck B Be6-uHTEphence

YT106bI OCyLLEeCTBUTL MOUCK OOKYMEHTOB no KrtodeBbiM crioBaMm B B[l HA B Beb-uHTepdelice,
HeobXo4UMO BbIMOMHUTL cneayoLlmne AencTBUS:

1. OtkpbiTe B HA.

2. HaxaTb KHOMKy S ([Mounck]) Ha naHenn NHCTPYMEHTOB.

3. OTKpoeTCsl OKHO noucka.
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4. Habpatb 3anpoc B MOMCKOBOW CTPOKE U HaxaTb KHOMNKy [HanTu].

B pesynbTate B 06nactv npocmoTtpa 6yayT oTobpaxkeHbl BCe AOKYMEHThI, OTBEYaloLLME YCIIOBUAM
3anpoca.

[ns ouncTkM pesynbTaToB MOMCKa HEOOXOAMMO HaXKaTb KHOMKY Q& ([OuncTuTb pesynbraTthbl])
Ha NaHenwu AencTBUN.
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AOKYMEHTBI

Ilpunoscenue. Onucanue nonei

V. MpunoxeHune. OnucaHune noneun

IV.1.KapToyka HOpMaTUBHOIro JOKYMEHTa

Ta6nuua 10. OcHOBHbIe NOMA HOPMAaTUBHOIO A4OKYMEHTa

Mone

OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

HaumeHoegaHue

HanmeHoBaHue HOpMaTuBHOIO
AOOKyMeHTa

txt

Hacnenyetca uns
OOKYMeHTa-poguTens npu
BbIMNOSIHEHUWN OEACTBUS
[dononHuTenbHoO]:
[Onyb6nukoBaTtb] C
BO3MOXHOCTbIO
penakTupoBaHus, nnbo
BBOAUTCSI BPYYHYHO

PeaucmpayuoHHbI
U Homep

PervctpaunoHHbIi HOMep HOPMaTMBHOMO
OOKYyMeHTa

txt

HacnepyeTtcs 13
OOKYMEeHTa-poauTens npu
BbINOMHEHUN OeNcTBuS
[QononHuTenbHO]:
[Ony6nukoBaTb] C
BO3MOXHOCTbIO
pefakTupoBaHus, Nnbo
BBOANTCSI BPYYHYHO

Hama
peaucmpauyuu

HaTta perncrtpaumnn HopmMaTMBHOIo
OOKyMeHTa

jara

Hacnenyetca ns
OOKYMEHTa-poanTens npu
BbIMNOMHEHUN OEACTBUS
[AononHuTenbHO]:
[Ony6nukoBaTth] c
BO3MOXXHOCTbIO
penakTupoBaHus, nnbo
BBOAMTCS BPY4YHYtO (BBECTU
HY>KHOE 3HaJYeHune aaTbl C
KnaeuaTtypbl Unu BelbpaTb
13 KaneHgaps

Hama ny6nukayuu

Mo yMON4YaHUIo NPOCTaBNAETCA TeKyLlan
Aata C BOBMOXHOCTbO U3BMEHEHUA

jara

BBecTu HyxHOe 3HayeHue
AaTbl C KnaBuaTypbl Unu
BbIGpaTh U3 KaneHgaps

YmeepxdeH
npukasom

Homep v gaTa peructpauum npvkasa

txt

Mpw BbINOAHEHUN OENCTBUS
[QononHuTenbHO]:
[Ony6nukoBaTb] OP[]
aBTOMaTU4eCcKn
3anonHATCS NoNs ¢
yKa3aHMem Homepa v aathbl
pervctpauuy npukasa, nubo
3aMNOJIHAETCS BPYYHYIO

Bud dokymeHma

Bug HOPMAaTMBHOIO OOKYMEHTa

txt

Bei6op n3 crnosaps «Buasl
JOKyMeHTa» B NpUBA3Ke K
TUMY HOPMAaTMBHOTO
AOKYMeHTa C NMoMOLLbIO
KHOMKMN =

Hama eeoda e
delicmeue

[aTa BBOOA HOPMATUBHOIO JOKYMEHTa B
nencrteune

pata

BBecTn HyxHoe 3HaveHue
AaTbl C KraBmaTypbl Unu
BblOpaTh M3 KaneHgaps

v Cai
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Ilpunoscenue. Onucanue nonei

JOKYMEHTbI
Mone OnucaHwue O/H Tun Cnoco6 3anonHeHus
Cpok delicmeusi Cpok gencTBmst HOpMaTUBHOMO (0] npkn | Beibopom Heobxooumoro
OOKymeHTa. Bbibop 13 3Ha4YeHui: 3HaYeHus.
e Mo yka3zaHHOLI Gambl, [nsa 3anonHeHus aatbl
° Eeccpquo CpOKa D,eVICTBVIﬂ BBECTU
Mpwn ycTaHoBKe nepeknioyatens B HY>KHO€ 3Ha4YeHune Aatbl C
3HaueHue Jo ykasaHHOU dambl KnasuaTypbl unu BoibpaTb
oTobpaxaeTcs none ons BBoga gatbl 13 KaneHpaps
BbIOOpOM 13 kaneHgaps. MNpu
BbINOSIHEHUN MYyONUKaUMM AOKYMEHTa
none Hacnegyetcs u3 PK OPl n3
aHanoruyHoro nonst Cpok delicmeusi 0o,
nmMbo NpocTaBnseTCcs BPYUHYH.
3HaueHne beccpoyHO ykasaHo Nno
YMOIT4YaHuIo
lNodpasdeneHue Moppasgenexve, MHULUUUPYIOLLIEE H txt Bbibopom nogpasgeneHus
NHuyuamop co3aHMe HOPMATUBHOIO OKYMEHTa 13 b[] CnpaBO4HUK
opraHu3aumm NoMoLLbHo
KHOMKWN =
lNodpa3deneHue MoppasaeneHne, Ha KoTopoe (0] txt Bbibopom noagpasaeneHus
UcnonHumensb HanpaBneHo OeNcTBNE HOPMATUBHOIO 13 b1 CnpaBO4YHMK
OOKYMeHTa opraHusauumn nomMoLLbo
KHOMKWN =
Kommernmaput KomMmeHTapum no AOKYMEHTY H txt Beogom c knaBmaTypbl
Ta6bnuua 11. Monsa Bknagku «JOKYyMeHTbI»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
O6nacTb BNOXeHWUN dannbl BNOXEHWN PaboTa ¢ BnoxeHusmun
ocyLlecTBnseTcs no
KHOMKaMm Ha naHenu
JencTesuim obnactu
BITOXXEHWUI
Tabnuua 12. MNonsa Bknagku «CBA3aHHbIe AOKYMEHTbI»
Mone OnucaHue O/H Tun Cnoco6 3anonHeHusi
OcHoeaHus Ccblnka Ha JOKYMEHTbI- C nomoLLbO KHOMKM
OCHOBaHNA HOPMaTUBHOIO [CBa3aTbk]. Yoanutb
AOKYMeHTa 3Ha4yeHune 13 cnmcka MOXHO C
NOMOLLIbIO KHOMKK [YaanuTb]
CesizaHHbIe CcbInKkn Ha JOKYMEHTH! ABTOMaTMYECKM Npu Co3gaHnmn
YHKLMOHanNbHbIX 6a3, CBSI3aHHOI0O JOKYMEHTa.
SABMSAIOLLMXCS OCHOBaHWEM Ans C NOMOLLbIO KHOMKM
HJ, a Takke ccbinkn Ha [BHewHss ccbinka]
co3aaHHble Bepcun HA (yaanuTts/ N3MeHnTb
[00aBnNeHHY CChINKY MOXHO
C NMOMOLLbIO KHOMOK
[Yoanutb]/
[PepaakTupoBarthb])
Ta6nuua 13. NMonsa Bknagku «O6cyxaeHne»
Mone | OnucaHue | OH | Twn | Cnoco6 3anonHeHus
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Ilpunoscenue. Onucanue nonei

JOKYMEHTbI
Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
O6cyxdeHue Bknagka otobpaxkaeTcsi, ecnv B PaboTa c obcyxaeHnsimm
HacTponkax b HA (8 B OCYLLECTBNAETCS NO KHOMKaM Ha
AQMUHUCTPUpPOBaHue) naHenu AenCcTBMI BKNaaku
ycTaHoBMeH cnar BkiroYyumab
803MOKHOCMb 06CYyKOeHuUs
doKymeHma
Ta6nuua 14. NMonsa Bknagku «JocTtyn»
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
HYumamenu Cnncok untaTenem H txt ABTOMAaTM4ECKN MPU CO34aHNN
HOPMaTUBHOIO AOKYMEHTa (M3MeHeHMN) LOKyMeHTa
HYumamenu HanmeHoBaHust H txt
Kamezaopul noapasgeneHun, UMeLwmnx
[OCTYN K AOKYMEHTaM B JAaHHOM
KaTeropum
Ta6bnuua 15. Nonsa Bknapku «cTtopusa ny6nukaumny
Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Co3daHue WNHdopmauus o BpeMeHu H txt ABTOMaTM4ECKN NpK
CO34aHNs JOKYMEHTa U co3gaHum
nones3oBarene, cosgasLlem (M3meHeHun)
OOKYMEHT OOKyMeHTa
U3meHeHus WHopmaums o BpeMeHun H txt
N3MEHEHUSI JOKYMEHTa U
nonb3oBaTtene, U3MeHMBLLEM
OOKYMEHT
IV.2.KapTouka kateropumu
Tabnuua 16. MNons kKapToO4KkM KaTeropum
MNone OnucaHue O/H Tun Cnoco6 3anonHeHus
HaumeHoeaHue HaunmeHoBaHWe kaTeropnv JOKYMEHTOB O txt Beogom c knasuaTypbl
Kamezaopuu
Homep e MokasbiBaeT nocrnegoBaTeNbHOCTb O txt | 3anonHsieTca aBTOMaTU4eCKU C
cmpykmype pacnonoXeHus Nanok Apyr 3a 4pyrom BO3MOXHOCTbIO U3MEHEHMS
HdocmynHo MNepeyveHb NnogpasgeneHni n @] txt Bbi6opom n3 B[l CnpaBoYHUK
nodpa3sdeneHUsIM COTPYOHMKOB, MMERLLMX AOCTYN K OpraHusauum ¢ NoOMOLLbIO

OOKYyMeHTaM

OI'Iy6J'IVIKOBaHHbIM B AaHHYKO KaTeropuko

KHOMKN Q mnnn BBOaOM C
KnaBmaTtypbl C BOSMOXXHOCTbIO
aABTOMATU4YE€CKOIro KOHTEKCTHOIO
noucka. Yoanutb 3Ha4yeHue 13
CrnncKa MOXHo,

npegBapuTesibHO BblAenue ero,

C NOMOLbI KHOMKU >(
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