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AHHOTALUNA
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B[ KaHuensipusi nogaepxvBaeT TUMNOBbIE NpoLECChl 06paboTKM 4OKYMEHTOB, YTO NpeaocTaBnsieT
GonblUe BO3MOXHOCTM MO HAacTPoVike paboThbl C BXOAALLEN U UCXOASALLEN KOPpPECnoHAeHUNEN.




OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

O baze oannvix

COOEPXAHUE

L O BA3E JAHHBIX 7
1.1. OBLIASI UHOOPMALIMSI 7
1.2.  OB30P IIPEJICTABJIEHUI 8
1.3. OIINCAHME UCHOJIb3YEMbBIX 3HAYKOB 11
1Il. HACTPOWKM BA3bI JAHHBIX 12
11.1. HACTPOMKA YPOBHEM JOCTYIA 12
11.2. HACTPOMKA CBSI3EM C BA3SAMH JAHHBIX 12
11.3. HACTPOMKA APXUBUPOBAHUA 14
11.3.1.  TIPABWJIA IIEPEHOCA JJOKYMEHTOB HA OITEPATUBHOE XPAHEHUE 15
11.3.2. HACTPOIKA APXUBUPOBAHNSI 15
11.4. OBIIHUE HACTPOMKH 17
11.5.  JIOMOJHUTEJBHBIE HACTPOMKH 18
11.6. HACTPOMKA CKAHUPOBAHMSI 22
11.7. HACTPOMKA IEYATH HAKJIEEK 23
11.8. HACTPOMKA ATEHTOB 25
11.9. HACTPOMKA MIPOTOKOJIUPOBAHUSA 26
11.10. AJIPECYEMBIE BUJIbI 27
11.11. OPIrAHM3ALIAS PABOTBI C QJIEKTPOHHOM ITOYTOM ¥ JOKYMEHTAMH C ®AKC-CEPBEPA 28
11.11.1. CO3JIAHME BA3bI JIAHHBIX BXOIAIIEN IOYTHI (MAIL-IN) 28
11.11.2. PABOTA C BJIEKTPOHHOM [TOYTOMN U JIOKYMEHTAMMU C ®AKC-CEPBEPA 29
11l. PABOTA C BXOJAIIMMU TOKYMEHTAMHU 30
1.1 CO3JIAHUE KAPTOUKHU JOKYMEHTA 31
I11.1.1. CO3IAHUE JOKYMEHTA BXOJSIIINA-SKCITEJULINS U ETO PETUCTPALIS 31
I11.1.2.  CO3JAHUE BXOJAIIEIO JOKYMEHTA U EI'O PETUCTPALIUA 31
111.1.3.  BBOJ PETUCTPALIMOHHOI'O HOMEPA BPYUHYIO 33
I11.1.4. W3MEHEHME JATHI PETUCTPALIUM JOKYMEHTA 34
11.2. PErUCTPAIIMA M OTKA3 B PETUCTPAIIAA IOKYMEHTA, TOCTYIIABIIETO 1O MJ10, A TAKXKE
OTIIPABKA TOKYMEHTA B B/ OI' 34
11.3. ITPOBEPKA HA TIOBTOPHOCTbH HOMEPA UCXOJAIEIO JOKYMEHTA 35
1.4, OTIPABKA TOKYMEHTA B JIPYT'YIO B/l KAHIEJISIPUS 35
11.5. ®OOPMUPOBAHUE, PEJAKTUPOBAHUE U YJIAJIEHUE CIIMCKA PACCMOTPEHUSA 36
111.6. ®OPMHUPOBAHUE, PEJAKTUPOBAHUE U YJIAJEHHUE PE3OJIIOIUIA 36
11.7. OTIIPABKA JOKYMEHTA IO MAPIIPYTY 39
111.8. IIPEJIBAPUTEJBHOE PACCMOTPEHHME JJOKYMEHTA, BAPETUCTPUPOBAHHOI'O B PEJKMME
SKCIEIULNA 39

NOTHKA 3

o



OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

O baze oannvix

111.9. PACCMOTPEHHUE BXOJAIIETO JOKYMEHTA 40
111.10. H3MEHEHHUE CPOKA MCIIOJIHEHUS BXO/ISIIEIO JOKYMEHTA 40
111.11. 3ABEPIIEHME PABOTbHI 10 BXOJSILLEMY JJOKYMEHTY U CHSITUE JOKYMEHTA C KOHTPO.JISI 40
1.11.1. ABTOMATUYECKOE CHATHUE BXOJIAIIETO JOKYMEHTA C KOHTPOJIA 42
111.12.  BO3BPAT BXOJSIIEIO JOKYMEHTA 42
111.13.  OTHOPABKA BXO/SIIIETO JOKYMEHTA IIO CIIMCKAM PACCBLJIKHA ¥ O3HAKOMJIEHUE
C IOKYMEHTOM 43
1IV.  PABOTA C UCXOAAININMHU JOKYMEHTAMHA 46
V.1 CO3JIAHUE KAPTOUKHU JOKYMEHTA 46
V.2 OTNPABKA JOKYMEHTA IO MAPIIPYTY 47
V.3 BO3BPAT UCXOJSIIEIO JOKYMEHTA 47
V.4, COI'JTIACOBAHME U SKCHEPTU3A JOKYMEHTA 48
IV.4.1. JIOBABJIEHUE 3TAIIA COT'JIACOBAHUA/3KCIIEPTU3bI 48
IV.4.2. M3MEHEHME ITAPAMETPOB CTAJIUM COI'JTACOBAHUA 50
IV.4.3. W3MEHEHME [TAPAMETPOB DTAIIA COTJIACOBAHUS 51
IV.4.4, W3MEHEHME CIIMCKA COTJIACYIOIIUX 53
IV.45. COrJJACOBAHUE 54
IV.4.6. DKCIEPTU3A 56
1V.5. IMOANMMCAHME TOKYMEHTA 56
1V.6. OTIIPABKA HA JOMOJHUTEJBHOE COI'/TACOBAHHUE U OT36IB C JOMOJHUTEJIBHOIO
COI'JIACOBAHMS 58
1v.7. JIENETMPOBAHUE OIEPALIMI HAJI JOKYMEHTAMMA 59
1V.8. JIOPABOTKA TOKYMEHTA 59
1V.9. OBPABOTKA 3AMEYAHUM 60
1V.10. PErMCTPALIMSI JOKYMEHTA 60
1V.10.1. BBOJ] PETUCTPALIMOHHOI'O HOMEPA BPYUYHVYIO 61
1IV.11. PE3EPBUPOBAHHUE PETUCTPALIMOHHOI'O HOMEPA 62
1IV.12. OTHOPABKA UCXOJSIIUX JOKYMEHTOB AJJPECATAM 63
1IV.13. ®OPMHUPOBAHME NOPYYEHHU IO UCXOJALEMY TOKYMEHTY 66
V. PABOTA C BA30OM JAHHBIX 67
V.1l. TIIPOCMOTP HH®OPMAIIUU O XOJE OGPABOTKH JOKYMEHTA 67
V.2. TIPOCMOTP )KYPHAJIA TOCJEJHUX TOKYMEHTOB 67
V.3. PErHCTPALUSA JOKYMEHTA, IEPEJAHHOI'O U3 APYIOil b/l KAHLEJISPUS 68
V.4. BBOJUH®OPMAIIUUA O KOHTPATEHTE 68
V.5. PABOTA C BJOXEHUSMH 69
V.5.1. PABOTA C BJIOXXEHUSIMU B BEB-UHTEP®ENCE CUCTEMBI 73
V.6. ABTOMATHYECKOE ®OPMHUPOBAHMUE BJIOKEHHS UCXOJIAIEIO JOKYMEHTA HA OCHOBAHUM
3ATIOJTHEHHBIX MTOJIEM PETUCTPAIIMOHHOM KAPTOYKHN 75
V.7. CKAHUPOBAHHUE JOKYMEHTOB 75
NOTHKA 4

o



OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust O basze oannbvix

V.7.1. CKAHUPOBAHUE JJOKYMEHTOB C ITOMOIIbIO CITELITUAJILHOTO I1O 75
V.7.2. TIPOCTOE CKAHUPOBAHHE 76
V.8. PEJAKTHPOBAHHME JOKYMEHTOB 78
V.9. KOINUPOBAHUE JOKYMEHTOB 78
V.10. YJIAJIIEHUE TOKYMEHTOB 78
V.11. CBS3bIBAHUE JOKYMEHTOB U JJOBABJIEHUE BHEIIIHUX CCBLJIOK B KAPTOUYKY 79
V.12. OBHOBJIEHME OTBETCTBEHHOI'O/PETMCTPATOPOB B «3ABUCIHEM» JOKYMEHTE 81
V.13. ITOMEIIIEHUE OPUTUHAJIA TOKYMEHTA B JIEJIO 82
V.13.1. YCJIOBUA MEPEXOJA TOKYMEHTOB BJ1 KAHIIEJIAPHUS B CTATYC «['OTOB K CITMCAHUIO B JIEJIO» 82
V.13.2. ITIOMELIEHUE OPUTUHAJIA JIOKYMEHTA B JIEJIO 83
V.13.3. IIOMENIEHUE B JEJIO UCXOIAIIETO, CO3JJAHHOI'O HA OCHOBAHUM BXO/AIIETO 87
V.13.4. I'PVIIIIOBOE IOMEILEHUE OPUTMHAJIOB JIOKYMEHTOB B JIEJIO 88
V.13.5. ABTOMATUYECKOE IIOMEIIEHUE OPUT'MHAJIOB JOKYMEHTOB B JIEJIO 90
V.14, INOMEIIEHUE KOIIUU JTOKYMEHTA B JIEJIO 90
V.15. ITPOCMOTP NOMEIIEHHBIX B IEJIA JOKYMEHTOB 92
V.16. ITONCK TOKYMEHTA 92
V.16.1. ITOJITHOTEKCTOBBII [TOUCK 92
V.16.2. PACIIMPEHHBIN TTIOUCK 93
V.16.3. ITOMICK B BEB-UHTEP®ENCE 93
V.17. ITEYATH IO IIABJIOHY 93
V.18. ITEYUATHh KOHBEPTA 94
V.19. IIEYATH IITPUX-KOJA HA JOKYMEHTE U HA HAKJIEMKE 94
V.20. IEYATH JOKYMEHTOB HA MOAMNUCH/PACCMOTPEHUE 95
V.21. PABOTA C OBCYXKJIEHUSIMU 95
V.22. BBIHECEHUE PEIIEHHUS IO JOKYMEHTAM B TIOYTOBOM KJIMEHTE 95
V.23. HABJIOJIEHUE (IIOANNUCKA HA COBBITHS) 97
V.24. N CnoJb30BAHUE B/l JIEKTPOHHBIE OBPA3bI 98
V.25. PABOTA HAJI IOKYMEHTAMM C UCIIOJIb30BAHUEM JI1 98
V.25.1. ITPOBEPKA DOII 100
V.26. PABOTA C JOKYMEHTAMM C ITPU®OM « KOMMEPUYECKAS TATHA» 101
V.26.1. HAJOXEHUE Ir'PUPA KT 1 OIIPEJIEJIEHME YPOBHSI KOHOUJAEHIIMAJIBHOCTU JJOKYMEHTA 101
V.26.2. W3MEHEHUE YPOBHS KOHOUJEHIIMAJIBHOCTU JIOKYMEHTA 104
V.26.3. CHSATHUE T'PUDA KT 105
VI. HOPWIOXEHME. OIMCAHUE IMOJIEN 107
VI.1. KAPTOUYKA BXOJAIIEIO JOKYMEHTA 107
VI.1.1. 3AIIOJIHEHUE I10JId TUIIA OPTAHU3ALIUS/COTPY JHUK 112
VI.1.2. ®OPMA JUId BBOJA ITVHKTA PE3OJIIOLIUN 113
VI1.1.3. 3ANOJIHEHUE IMOJI1 HOMEP UCXOILETO 115
VI.2. KAPTOUKA JJOKYMEHTA BXOISAAN-IKCITE NS 115
VI1.3. KAPTOYKA UCXOJSAIIEIO TOKYMEHTA 117
VI1.3.1. ®OPMA HOBOI'O 3TAITA COTJIACOBAHNA 124
Vl1.4. DOPMA JJIsI BBOJIA PEKBU3UTOB KOHTPATEHTA 125

v Cai 5



OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

O baze oannvix




OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust O basze oannbvix

. O 6a3e gaHHbIX

[.1. O6waa nHcdopmauus

dyHKUMOHanNbHble BO3MOXHOCTU B[] KaHuenspus:

PeFVICTpaLI,VIFl BXOASLEN N mncxogswen KoppecnoHgeHumnn ¢ aBTOMaTU4eCKoMn Hymepaumeﬁ
OOKYMEHTOB.

PyyHas peructpauma Bxogswen W MUCXOOAWeEn KOppecnoHOEHUMM C  BO3MOXHOCTbLHO
MCNoNb30BaHMs 0CBOBOXAEHHbIX PErMCTPaLMOHHBIX HOMEPOB AOKYMEHTOB.

PesepBupoBaHMe HOMEpPOB  [ONs  MCXOAAWMX  [OOKYMEHTOB, a Takke OTMeHa
3ape3epBrpPOBaHHOIO HOMepa 1 ero AanbHelilee Ucnonb3oBaHne Npu perucTpaLmm.

MoTokoBas permcTpaums BXoasLmMX 4OKYMEHTOB.
Pernctpaums npoekToB UCXOASILLMX JOKYMEHTOB.

BBoAO SMNeKTPOHHbIX AOKYMEHTOB. [Npn 3TOM BO3MOXHO MCMOSIb30BaHWE LIAOMOHOB, rOTOBbIX
AOKYMEHTOB, CO3AaHHbIX B Apyrmnx npunoxeHusix (MS Word, Excel, PowerPoint n 1.4.), a Takke
CKaHMpoBaHue GymMaXkHOro opurmHana.

XpaHeHne 9neKkTPoHHbIX 06pa3oB  AOKYMEHTOB OTAENbHO OT CcaMWxX  [OOKYMEHTOB
b KaHuensipus.

O6pa60TKa BXOOAWKMX OOKYMEHTOB: permctpauunad, otnpaBka Ha pacCMoTpeHne n ncnofiHeHune,
KOHTPOJ1b NCMNOJTHEHUA, 3aBepLueHne pa60TbI no BxogduemMy OOKYMEHTY.

ABTOMaTM4ECKOE CHATME BXOOALUMX OOKYMEHTOB C KOHTpons (6e3 yyacTtusa KOHTporepa no
AOKYMEHTY).

CornacoBaHue n noanucaHme NcxoasLmx OOKYyMEHTOB, OTrnpaBKa agpecartaMm.

lMomelleHne OpUrMHanNoB BXOASALUMX W UCXOASLUMX AOKYMEHTOB B AENO Ha nwbon crtagun
06paboTkM AOKYMeEHTa (nocrne mMx perncrpaumm) Kak ¢ ydactTmem OTBETCTBEHHOro 3a BedeHue
AENONpoM3BOACTBA COTPYAHMKA, Tak U aBTOMaTU4ECKM.

lMomeLleHne KONun BXOASLLMX U UCXOOALLMX JOKYMEHTOB B Aero Ha ntobon ctagum obpaboTku
AOKyMeHTa (mocre nux OTnpaBky No MapLupyTy).

Co3gaHne TOMOB gen npv NnoMelLleHnn OOKYMEHTOB B Aeno (ecnv Ans BblGpaHHOro myHKTa
HOMEHKNATYpPbl AeN HET HN OOHOrO OTKPLITOrO TOMa iena), a Takke 3aKpbiTUe TeKyLlero Toma
(ecnu npu NoMeLLeHNM OKYMEHTa B Aero ykasaHHbI Anst Aena o6bem NMCTOB NPeBbILLIEH).

CosgaHve nopyyeHuin No BXogsALWwmMM U UCXOAALWUM JOKYMEHTaM C UCMNONb30BaHWEM LIabrnoHOB
pe3onounin/nopy4eHmnn.

OTI'IpaBKa BXogdulero OOKymMeHTa no ChUCKkaM paccCblikn, KakK anda ceedeHud, Tak
" C noaTeepxXaeHnem o3HakoMIeHuns.

ABTOMaTM4eckoe nomeLleHme OOKYMEHTOB Ha onepatnBHOE XpaHEHNE.

o
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an/IHy,EI,VITeJ'IbHOG 3aBepuieHune npouecca no JOKyMmeHTam agMUHUCTPaTopoM CUCTEMbI.

[MeyaTb KOHTPOSbHLIX KAPTOYEK M APYrMX nedaTHbix popm no wabnoHam, NOArOTOBMEHHLIM B
MS Word.

lMeyaTb WTPUX-KOAOB Kak Ha NPUHTEpPE Hakneek, Tak M Ha CaMOM [OKYMEHTE, a Takke
HacTpolka aBTOMaTUYECKOM MevaTu LWTpux-koga Ha BXOAsLWEM [OKymMeHTe (Mpu ero
perncrpaumn).

Mevatb KOHBEPTOB OJ1A NCXOOAALWNX JOKYMEHTOB.

ABTOMaTU4eckoe (POpMMPOBAHME BMOXEHUS UCXOOSALEro [JOKyMeHTa Ha OCHOBaHUM
3arnosfiHEHHbIX NOSIeN perncTpaunoHHON KapTOYKN.

BeneHue HecKomnbKux KaHLI,eJ'IFIpMVI C BO3MOXHOCTbKO Nepecbisikn OOKYMEHTOB W3 OAHOMN
KaHUuendapum B Opyryto.

Nonck 4OKYMEHTOB.

Buayanusauna ceasen mexay gokymeHtamum CO[.

O6G30p npeacraBneHnn

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

Ta6nuua 1. NMpeactaBneHua B KaHuensipus

HanmeHoBaHue OnucaHune

Mos noamucka OToGpaxkatoTca JOKYMEHTbI, CTpynnMpOBaHHbIE MO BMAY, Ha CObbITMS No

KOTOPbIM Obina YCTaHOBJ1EHA NoANnCKa TeKyLWnM nonb3oBaTteniem

Ilepenncka OToGparkaeTcsl CNCOK BCEX BXOAALMX U UCXOOALLMX JOKYMEHTOB,

COCTaBMSOLWMX NePENUCKY C pasnMyHbIMU OpraHn3aunsMu.

Cnuncok crpynnMpoBaH no HaMMEHOBaHWAM BHELLHMX OpraHu3aumin. 9to
npegctaeneHne ygobHo ucnonb3oBaTh 418 BeAeHNs Nepenncki (MOXHO Nerko
03HAKOMUTLCS C TEKYLLUMM COCTOSIHUEM Aerl, MOMy4YnB A4OCTYN K 4OKYMEHTaM,
nocbifiaeMbiM B OpraHn3aumnto U u3 Hee)

B APMe pykoBoguTest OToGpaxatloTcsl AOKYMEHTbI, KOTOpble MOMOLLHVK PYKOBOAMTENS Hanpasun B

APM cBoeMy pykoBOAUTENO

Bxoasimue OTO6pa)KaeTCFI CMUNCOK BXO4ALWNX JOKYMEHTOB, CrpynnMpoBaHHbIX No

onpegeneHHbIM KaTteropmam

Ilo agpecary JoKyMeHTbI, CrpynnupoBaHHLIE MO agpecaTty

ITo moxp. mosry9aTess J[loKyMeHTbI, CrpynnMpoBaHHbIe Mo NoApasgeneHuto nonyyarens. BHyTpu

nogpasgeneHna JOKyMeHTbhl CrpynnupoBaHbl Mo nony4vyartersnto

IIo Homepy Bxogdawme LOOKYMEHTbI, CrpynnnpoBaHHble NO roay pernctpauun JoOKymMmeHTa

(nepBbIM 0TOGpaXxaeTcs TeKyLuid ros). BHYTpu roga 4oKyMeHTbl COpTUPYHOTCS
no yGblBaHUIO PEMMCTPALIMOHHBIX HOMEpPOoB

Ha xourpoJie [OKyMeHTbI, MOCTaBMNEHHbIE HA KOHTPOMb. CrpynnMpoBaHbl MO OpraHM3aLmsaM 1

KOHTposiepam

Kontpoas ucnonnenus | [JOKYMEHTbI, NOCTaBMEHHbIE Ha 0BLLMIA KOHTPOMb, CrPYNNUPOBaHHbIE MO roay (a

BHYTPM roga-no gaTe) UCnosHeHus

ITo opranu3anuu [OKYMEHTBbI, CrpynnMpoBaHHbIE MO KOHTpareHTam
ITo skypHasty Bxogsime AOKYMEHThI, CrpynnMpoBaHHbIE MO rofy perncTpaumm AokymeHTa
perucrpanuu (nepBbIM oTOBpaxaeTcs TeKyLMiA rog). BHyTpu roga AoKyMeHTbI CrpynnmupoBaHbl

No XypHanam permcrpaunm exogdawmx JOKYMEHTOB opraHu3aumm

ITo crarycy [oKyMeHTbI, CrpynnmpoBaHHble MO cTaTycy («[0TOB K cnucaHuio B genox», «Ha

ncnonHeHnn», «Ha paccmotpeHumny, «lpruem n peructpaumsa» u 1.4.)
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HaumeHoBaHue

OnucaHune

B neso

McnonHeHHble OOKYMEHTbI, CMUCaHHbIE B AESI0. ﬂ,OKyMeHTbI crpynnmnpoBaHbl no
HOMEHKnaTtype gen

Ha paccmorpenuu

[ OKyMEeHTbI, HaXOAsALMECs Ha PAaCCMOTPEHMM, CrPYNNUMPOBaHbI Mo rpudam
CPOYHOCTU pacCMOTPEHNst JOKyMeHTa. BHyTpu kaTeropum ¢ rpudom CpoyHOCTM
paccMoTpeHUs JOKYMEHTbI crpynnupoBaHbl no O coTpyaHuka, KOTopoMy
OOKYMEHT HanpasneH Ha pacCMOTpeHne

Ha ucnosnenun

[OoKyMeHTbI, HaxoasLMecs Ha UCMONHEeHWK, crpynnupoBaHsl no 1O
ucnonHuTens

HMoxymentsl KT [okymeHTbl, npeacTasnsoLLme cobor KOMMEPYECKYIO TaHy (C OTMEYEHHbIM
dnarom Kommepyeckass maiHa). CrpynnupoBaHbl N0 YPOBHIO
KOH(MAEHLMANbHOCTH
Hcxonsimue OTob6pakaeTcsl CNUCOK MCXOAALUMX JOKYMEHTOB, YNOPAOAOYEHHbIN MO KaTeropusm

Ha perucrpanun

[okymeHTbl, HaxogaLmecs Ha peructpaumm. CrpynnmpoBaHsl no V0
perncTparopa

ITo crarycy [okyMeHTbl, crpynnupoBaHHble Mo ctatycy («Ha cornacoBaHmmny, «Ha
nognucaHum» u T.4.). BHyTpK KaTeropmm co ctatycoMm «YepHOBMK» BblAensAnTCs
2 nogkaTeropuu: AOKYMEHTbI, MO KOTOPbIM OTNPaBfeH 3anpoc Ha
pesepBupoBaHMe HOMepa, N OKYMEHTbI, AN KOTOpbIX HOMep 3ape3epBMpOBaH

ITo Homepy Mcxopswme JOKYMEeHTbI, CrpynnnpoBaHHbIe No rogy perucTpaunmn 4oKyMeHTa

(nepBbIM oTODOpaxaeTcs Tekywuii roq). BHyTpu roga oKyMeHTbl copTUpYoTCS
no yoblBaHUIO PerncTpaLnoHHbIX HOMEPOB

Ilo noanmucaHTy

ﬂOKyMeHTbI, crpynnmpoBaHHble No nognncaHTam

Ilo koppecnoHaeHTY

ﬂOKyMeHTbI, crpynnmpoBaHHble€ MO KOHTpareHTamMm — agpecartam JOKYMEHTOB

Mo xypHuamy HMcxogsime 4OKYMEHTbI, CrpynnuMpoBaHHbIE NO roAy perncrpauumn JoKyMeHTa

perncrpanuu (nepBbIM oTOGpaxaeTcsa Tekywmi roq). BHyTpm roga 4OKYMeHTbI CrpynnmMpoBaHbl
No XXypHanam permctpaumm UCxogsaLimx JOKYMEHTOB OpraHu3aunm

Pe3zepBupoBaHue [OKyMeHTbI, CrpynnuMpoBaHHbIe B ABE KaTEropmm: JOKYMEHTbI, N0 KOTOPbIM

HOMepa OTMNpaBreH 3anpoc Ha pe3epBUpoBaHMe HoMepa, N AOKYMEHTbI, A8 KOTOPbIX
HOMep 3ape3epBMpoBaH

Moxymentsl KT [okyMeHTbl, NpeacTaBnsiowme cobom KoMMepUeCKyto TanHy (C OTMEYEHHbIM

dnarom Kommepydeckasi maiiHa). CrpynnupoBaHbl MO YPOBHIO
KOHdMAEHLMaNbHOCTH

Ilo moap. ucnoJIHUTEJISA

,D,OKyMeHTbI, crpynnmpoBaHHbIe Mo nogpasgeneHnio ucnonHuTena

MDJI0

[MepeyeHb JOKYMEHTOB, NOCTYNMBLUMX U oTnpasneHHbix no M3OO. Cogepxut
npegcTaBNeHnst HU3LEro YpOBHS

Hocrynusmmue

Bxogsuimne gokymeHTbl, noctynuseine no M30, crpynnMpoBaHHbIe N0 cTaTycy

OTnpasiieHHbIE

Ucxopswme aokyMeHTbl, oTnpasneHHble no MO0, crpynnupoBaHHble o
agpecartam

Kypnan perucrpauuu

Bce nokymMeHThI, KpoMe JOKyMeHTOB B cTaTyce «Iprvem u peructpauusy,
CTpyNnMpOBaHHbIE MO roAy perucTpaummn JokyMeHTa (NepBbiM oToGpaxaeTcs
TeKyLuin rog). BHyTpy roga AOKYMEHTBI CrpynnMpOBaHkI Mo XXypHanam
pervcTpaumm JOKYMEHTOB

YepHoBuKH

Bce gokymeHThl B cTaTyce «Mprem 1 peructpaumsi», « epHoBUK».
CrpynnupoBaHbl Mo BMAOY AOKYMEHTA: BXOAALLMMN, ncxoasawmii. BHyTpu kaTteropun
AN UCXOAALLEro JOKYMEHTa BbIAeNsATcsA 2 noaKaTeropmm: AOKyMeHTbI, Mo
KOTOPbIM OTMpaBIeH 3anpoc Ha pe3epBUpoBaHNe HoMepa, U AOKYMEHTbI, Ans
KOTOPbIX HOMEp 3ape3epBUpPOBaH

HeoOpaGoTannasi moura

OTobGpaxkatoTca BCe JOKYMEHTbI, MOCTYMMBLUME MO 3NIEKTPOHHOW MoYTe, C hakc-
cepsepa vnu no M0, v ewe He npowealime o6paboTKy areHToM,
npeobpasyoLmMmM BXOAALLYO KoppecnoHaeHuuo B gokymeHTbl B[] KaHuensapus

Ha noanuchk

MepeyveHb OoKyMEHTOB B cTaTyce «Ha nognucaHum». Cooepxut npeacraBneHus
HU3LLEro YPOBHS

He pacneyaranel Ha

COﬂ,ep)KMT OOKYMEHTbI, HE pacne4vaTtaHHble Ha NnoanncCb C NOMOLbIO KHOMKK Ha

MOANNCH naHenun gencTeuin npegcrasneHns [Pacnevyaratb Ha noANUCH]
PacnieyaTanbl Ha CoaepXnT OOKYMEHThI, pacrevyaTtaHHble Ha NoANUCH C MOMOLLIbIO KHOMKU Ha
MOANNCH naHenun gencTeuin npegcrasneHns [Pacnevyaratb Ha noAnNUChk]

v Cai




OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust O basze oannbvix

HaumeHoBaHue OnucaHune

Ha paccmorpenue MepeyeHb OOKYMEHTOB B cTaTyce «Ha paccmoTtpeHumn». Coaepxut
NpeacTaBNeHNs HU3LLEro YPOBHS

He pacnieyarannblie Ha COD,ep)KVIT OOKYMEHTbI, HE pacnedyaTtaHHble Ha pacCMOTpEeHne C NoOMOLLbIO

paccMOTpeHHne KHOMKW Ha NaHenu encTBun npeacrasneHns [Pacneyatatb Ha paccMoTpeHue]
PacrieyaTaHnbl Ha CoaepXut AOKYMEHTbI, pacnevaTaHHble Ha PaCCMOTPEHUE C MOMOLLIbIO KHOMKU
paccMoTpeHne Ha naHenv AencTeun npeacraeneHvs [Pacneyatatb Ha paccMoTpeHue]

B nesie (Onep. xpaH) Wcnonbayetcsa anga nepexoga B 61 OnepatuBHOe XpaHeHue

ITo HOMeHKJIATYpE jIe] CoaepXuT BCe AOKYMEHThI, CrpynnuMpoBaHHbIe MO HOMEHKNaType aen

Boigannbie U3 apxuBa Cnuncok aen n cooTBETCTBYIOLLUMX AOKYMEHTOB B COCTaBe Aer, MMEKLLMX cTaTyc

«BblgaH 13 apxusa» B B[] ApxuBHoe xpaHeHue

IMouck VcnonbayeTtca ons nomcka oOKyMeHToB ¢ nomolybio 51 Mouck

LlenTp oTueTOB Wcnonb3syetca anga nepexoga B B LieHTp OTt4yeTOoB

Kop3una OTobpaxatoTcs yaaneHHble u3 6asbl JOKYMEHThI

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

O 6aze Mcnonb3yeTcs gns nepexofa K OCHOBHOW MHdopmauumn no gaHHon 6ase

AJIMMHHCTPUPOBaHHE McnonbayeTca agMmnHMcTpaTopom Ans Hactpowiku B[, koHTponsa cosgaHns un

nepechbISTIKN BCEX OCHOBHbIX U CJ'Iy)Ke6HbIX OOKYMEHTOB, KOHTPOIA nepenayn
OaHHbIX U apXnBMpoBaHNA JOKYMEHTOB. CO,D,ep)KI/IT npeacrtaBneHna HU3Wero

YPOBHS
Bce o ocHoBHOMY CoaepXut CnmMcok BCeX OCHOBHbIX U CyXebHbIX JokymeHToB B[,
npoieccy CrpynnMpoBaHHbIX MO OCHOBHOMY NpoLeccy
Ouepensp Ha cepB. CopepxuT Cnncok AOKYMEHTOB, Haxoaswwmxcs B ctatyce «ObpabaTbiBaeTcs
00paboTKy cepBepom»
Kypuana omubok CopaepxuTt cnncok owmnbok npu pabote ¢ b
Bce o ¢opme Copepk1T CNUCOK BCEX OCHOBHbIX M CNy>KebHbIx AOKyMeHTOB B[] ¢ yka3aHnem

AaTbl, BpEMEHW CO3aHus U NepechIniki, aBTopa U oTnpaBuTens (ans 3anpocos
Ha nepenayvy). JOKyMeHTbI CrpynnupoBaHbl MO HAMMEHOBAHUIO hopMbl

Bce o oTBeTCTBEHHBIM COD,ep)KMT CMNCOK BCEX OCHOBHbIX A CJ'Iy)Ke6HbIX LOOKYMEHTOB B,
CcrpynnmpoBaHHbIX Mo PO oTBETCTBEHHOIO UCMONHUTENS

ToJIbKO OCH. pPoOLIECcC CoaepXnT CNMCOK OCHOBHbIX NPOLIECCOB BCEX JOKYMeHToB B[, ynopsagoyeHHbINn
no UNID gokymeHTa

ITomMeyeHHBIE B apXHB CoaepXut cnmcok JOKYMEHTOB, NMOTeHLMarbHO roTOBbIX K apXMBUPOBAHUIO
(yOoBneTBOPSLNX KPUTEPUSAM apXMBUPOBaHUS, 3af4aHHbIM B HacTpovikax b)

JIONOJIHUTEILHO CoaepXut 4onoNHUTENbHY MHOPMALIMIO MO BXOOALWLMM U UCXOOSLLUM
OOKYMeHTaM, CrpynnMpoBaHHbIM MO PasnnYHbIM NapamMeTpam, a Takke AaHHble
ctatucTukn. CogepxmT NpefcTaBeHnst HU3LEro YpoBHS

Bxoasimue HononHutensHasa nHdopMaums no BXOAALWNM AOKYMEHTaM, CrpynnupoBaHHbIM
no pasnuyHbiM napameTpam. CogepXuT NpeacTaBneHns HU3LWero ypoBHs
ITo Homepy [OoKyMeHTbI, ynopsgoYeHHble MO HOMepPY UCXOAALEro, No4 KOTOPbIM AOKYMEHT
HCXO/ISILIETO ObiN 3aperMcTpUpoBaH KOHTPareHToMm
Io THNY KOHTPOJIsS [OKyMeHTbl, MOCTaBMNeHHbIE Ha KOHTPOIb. [JOKyMEeHTbI B NpeacTaBneHmm
CrpynnMpoBaHbl MO TUMNY KOHTPOSS
ITo moanucaBUINM [OKYMEHTbI, CrpynnupoBaHHbIe Mo MOANUCABLUMM UX COTPYAHUKaM
ITo HoMeHKaaTYype Aea | Bxogsiime OKYMEHTbI, CrpynnmMpoBaHHbIe MO HOMEHKNAType Aen
ITo TemaTuke Bce nokyMeHTbI, KpoMe AOKYMeHTOB B cTaTtyce «[pvem un peructpauuns»,
CrpynnupoBaHHbIe Mo TeMaTuke
HIIA Bce nokyMeHTbI ¢ npusHakom HITA, kpome JOKyMeHTOB B cTaTyce «[1puem
W perncTpaumns»
Hcxonsimue JononHuTtensHas nHdopMaums No ncxogawmm AOKyMeEHTaMm, CrpynnmpoBaHHbIM
no pasnuyHbiM napameTpam. CoaepXuT NpeacTaBNeHnsi HA3LEro YPOBHS
ITo HCHOTHUTEII0 [OKYMEHTbI, CrpynnupoBaHHbIe MO UCNOMHUTENSAM
ITo nmoapa3aeneHuo [OKYMEHTbI, CrpynnupoBaHHbIe Mo NofgpasaeneHnsam UCnorHUTENnen
ITo HomeHKkaaType aea | Ncxogswume JOKYMEHTbI, CrpynnypoBaHHbIe N0 HOMEHKaType Aern
ITo TemaTuke Bce AOKYMEHTbI, CrpynnmMpoBaHHble N0 TemaTuke
HITA Bce nokymeHThl ¢ npusHakom HIMTA
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HanmeHoBaHue OnucaHue
Ha coriiacopanuu [OKYMeHTbI, HAXOAALMECS HA COrnacoBaHWM, CrpynnMpoBaHHbIE MO
COrnacyLmm
Ha nognucanun [OKYMeHTbI, HaXOoAALMECS HA NOANUCAHMK, CTPYNNUPOBaHHbIE MO NognMcaHTam

[.3. OnucaHue ncnonb3yeMbiX 3HAYKOB

Kaxabin gokymeHT B B[] KaHuenapusa nomeyaeTcs 3Hau4kom, OToOpaXatoLmm ero CoOCTosHNE unm

cofiepxaHue.

Ta6nuua 2. 3Haukm B KaHuensipus

3Hauok

OnucaHue

JokymeHT B cTartyce «[Tpuem v peructpaums»

Bxogawmmn JoKyMeHT

Mcxogawmm JOKYMEHT

JOKyMEHT NocTaBneH Ha OGLUMIA KOHTPOSb (KpacHbIV Lap)

JOKYMEHT CHSIT C KOHTpOns (CUHWIA Wwap)

,D,OKYMeHT oTnpasBJieH Ha NcnosfiHeHne

JOKyMEHT OTNpaBeH Ha paccCMOTPEHMe

JOoKyMEHT HanpaB/eH Ha perucTpaumio

JOKYMEHT 3aperucTpupoBaH

,D,OKYMeHT HanpasJieH B AeJio

Bua pokymeHTta (MMcbmo, 6aHgepons, e-mail u 1.4.) MoXeT ObITb MoMeYeH NoAoOHbIMU
3Haykamu. Hactponka ocyulectensetca B B[] CnoBapu agMnHMCTpPaTopom

Mopy4yeHune Ha KoHTpore

yTBep)KLI,eHHOG KOHTPOJIbHOE Nnopy4vyeHune

MMony4eH oTBeT

DRl oL@ 2FRne et =

VMcxogsawmin JokyMeHT oTnpasneH B apyryto b KaHuenspus
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Il. HacTponkun 6a3bl AaHHbIX

HacTtponkn B[l KaHuenapusa npoumsBogsTcd B COOTBETCTBYIOLWIEM [OOKYMEHTE HACTpPOEK
B B[] ABMUHUCTpUpoBaHuUe.

[I.1. HacTpouka ypoBHeun goctyna

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

Tabnuua 3. Ponn B Bl

Ponb PYHKLMMN

[Admin] lMo3BonseT ocyLwecTBNATbL HACTPOKMKY NapameTpoB CUCTEMbI, MpOCMaTpuBaTh BCE
OOKyMeHTbl B B/, M3MEHATb CIMCKMN COrnacoBaHusl AOKYMEHTOB, [0OaBNATbL BNOXEHNS
B KapTOYKMN 3aperMcTpMpoBaHHbIX JOKYMEHTOB

[Process Reader] HaeT npaBo Ha yTeHue Bcex gokymeHToB B[l. [lomkHa obs3aTenbHO ycTaHaBnNMBaTbCs
Ans adMUHUCTPaTOpPOB

[Process Server] MpepoctaBnsieT QOCTYN KO BCEM npoueccaM. Ponb gomkHa GbiTe yCTaHOBMEHa A1
agMUHMCTpaTopa W Ansa cepBepa, Ha koTopom pacnonoxeHa bl KaHuensipus

[Install] [laeT npaBo py4YHOro co3gaHus s3blKOBbIX JOKYMEHTOB B (DOpMe HacTpoek
B[] KaHuenspusa

[Extreme] JocTyn Ha YTeHne Bcex JokyMeHToB. CepBepHas porb

[None] MpenocTtaBnseT pernctpatopamM OKYMEHTOB MOCNe perncTpaumum BHOCUTb HEKOTOPbIE
N3MEHEHNs B AOKYMEHT

[ReadIn] MpegocTaBnseT NpaBo Ha YTEHUE BXOASALLMX JOKYMEHTOB

[ReadOut] MpenocTtaBnseT NpaBo Ha YTEHUE UCXOASILLMX OKYMEHTOB, 0bpabaTbiBaTh KOHBEPTbI
N peecTpsl

[nsi koppekTHoM paboTel Nnonb3oBaTtenen ¢ bl KaHuenspusa B Tabnuvue ynpaBneHus 4OCTynom Ais
3TMX Nnonb3oBaTenen gomkeH bbiTb ycTasneH dnar Create personal folders/views (CosgaHne nnyHbIx
nanok).

[I.2. HacTpouka cBs3en ¢ 6a3zamMu AaHHbIX
[nsa koppekTHoro pyHkumoHnposaHunsa b1 KaHuensipma Heobxoanmo HacTpouTb cnyxebHble 6asbl

— B[] MapameTpsl, 61 OnpeaenexHue npoueccoB n B[] Peno3utopun.

B OnpepeneHue npoueccoB. PekomeHayeMbl AOCTYN MO yMONYaHUiO: Ynrarens. JTa 6asa
AaHHbIX AOIMKHA yCTaHaBNMBaTbLCA HA CepBep BMECTE C COAEPXALLMMUCS B HEN AOKYMEHTaMMm.

B0 Peno3utopui. PekomeHgyembli 4OCTYN MO yMONYaHuio: Unrarens. basa AaHHbIX aBnseTca
crnyxebHon © uncnonb3yeTcad TOMbKO agMUHUCTPATOPOM cucTeMbl. 3OTa 6asa  [JaHHbIX  JOrkHa
yCTaHaBMMBaTbLCS Ha cepBep BMECTE C COAEPKALLMMNCA B HEN JOKYMEHTaMM.

[nsa Hactporku ceasen B[ KaHuensipua ¢ opyrumm MogynsgMu CUCTEMbI HYXKHO:

NOTHKA 12
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Hacmpoiiku 6a3el 0annvix

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

2. BbibpaTtb gokymeHT HacTpoek B[] KaHuensipua v HaxaTb Ha naHenu OeNCTBUM KHOMKY
[PepakTupoBaThb].

3. lMepentn Ha Bknagky Hacmpoilku BJ] v 3anonHuTb nonsa Bknagkm Hacmpolku B
(Tabnwuua 4, PucyHok 1).

4. BbINTU U3 pexnma peaakTMpOBaHUS HAaCcTPOEK, HaxaB KHOMKY [3akpbITb] Ha naHenu gencTeun
1 NnoATBepaAnB HEOBXOAMMOCTb COXPaHeHNsa MHAOpMaLnN.

Mpn paboTe 13 KOHTeKcTa ponu [Install] B dopme HacTpoek B[l KaHuensapusa otobpaxaeTtcs
kHorka [Co3paTb A3bIKOBOW AOKYMEHT]. SA3bIKOBOM JOKYMEHT SABMSAETCA CNy)KeOHbIM JOKYMEHTOM,
npegHasHayeHHbIM Ang paboTbl Co cnyXebHbIMU OMOBELLEHNSIMU CUCTEMBI. S3bIKOBON JOKYMEHT
aBTOMaTUYECKN CO3[aETCA B MpoLecce YCTaHOBKM cucTeMbl. Co3gaHne 13bIKOBOro JOKYMEHTa
BPYYHYIO BbINOSMHSETCA B TOM Criyyae, ecrniv Bpy4dHyto 6bina cosgaHa 6asa Ha ocHoBaHuM LWwabnoHa n3
WHCTannaTopa unu caenada konusa 6asbl AaHHbIX. B aTOM cnyyae 6e3 co3gaHusa s13bIKOBOMO
pokymeHTa B[l KaHuenspusa koppekTHo paboTaTtb He ByageT.

[ns XxpaHeHnsa NCToOpUN U3MEHEHMWS MOSeN B KAPTOYKaxX AOKYMEHTOB, a TakkKe AN UCKNI0YEeHNSs
nepenonHexus B MpoTokon npegycMmoTpeHa nogaepxka Heckonbknx b MpoTokon B ogHoM
KOHdourypauum cuctembl. B gokymeHTax HacTpoek yHKUMoHanbHbIX 6a3 AaHHbIX yKkasblBaeTcs
umeHHo Ta B[] MpoTokon, B koTopon OyaeT NpoTOKONMpoBaThCst paboTa C KapToyKkaMu LOKYMEHTOB.

Ta6nuua 4. NMonsa Bknagku «Hactponku BO»

MNone OnucaHue
Mapamempsbi C NOMOLLIbIO KHOMKM 1+ yKa3aTb COOTBETCTBYKOLLYIO 6a3y AaHHbIX
OnpedeneHue C NOMOLLIbIO KHOMKM 1+ yKa3aTb COOTBETCTBYHOLL Y0 6a3y AaHHbIX
npoyeccos
lpomokon C noMoLLIbI0 KHOMKK | yKa3aTb COOTBETCTBYHOLLYIO 6a3y AaHHbIX
Tunoesie C NOMOLLIbIO KHOMKM 1+ yKa3aTb COOTBETCTBYHOLLYIO 6a3y AaHHbIX
mMapwpymal
AnekmpoHHbIe C NoMOLLIbIO KHOMKK == yKa3aTb COOTBETCTBYHOLLLYIO 0623y AaHHbIX
obpa3sbl

Mapwpym ons
exoodswel noYymsbl

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

HNcnonb3osamb
ons nodnucaHmos

Heobxogumo caoenatb BbIGOP U3 ABYX 3HAYEHWUI ANsi YCTaHOBKWN HAacTPOKkn Bbibopa
nognucaHTta pesontoumn. busHec-posb (BbiGpaH Mo ymonyaHuio) npeanonaraeT Bbloop 13
cnucka Bcex COTPYAHMKOB, umetowux busHec-pone Noanmcant. [JesieeuposaHue
npegnonaraet BbIOOP U3 CNMcKa COTPYAHUKOB, Ast KOTOPbIX COTPYAHUK, 3aMONHAOLWNNA
hopMy MyHKTa pe3ontouun, SBNSETCA AOBEPEHHBIM NULIOM/ UCMOMNHSOWNMM 0053aHHOCTH, a
TakKe COTPYOHWKOB, KOTOPbIM COTPYAHMK, 3aNOMHAIOWMI (hOpMy NyHKTa pe3oniounm,
Aenervposan CBOV NOfIHOMOYMS

HUcnonb3oeamb
Or1si KOHMpPoJsiepoa

Heob6xoammo caoenatb BbIGOp U3 ABYX 3HAYEHMWI AN YCTAHOBKM HACTPOMKM BbiGopa
KOHTponepa pesontouun. BusHec-posb (BbiGpaH No yMonyaHuio) npeanonaraeT BoiGop 13
CMnu1cKa BCeX COTPYOHMKOB UMeoLLX G13Hec-porb KouTponupyoupni. JenezupoeaHue
npegnonaraeT BbIGOP U3 CMCKa COTPYOHMKOB, ANA KOTOPbIX COTPYOHMK, 3an0NHSAOLLINIA
dopMy NyHKTa pe3ontoumm, ABNSETCA A0BEPEeHHbIM NULOM/ UCMONHSAOLWMM 0653aHHOCTH, a
Takke COTPYAHUKOB, KOTOPbIM COTPYAHUK, 3anoHSOWMNIA hopMy MyHKTa Pe3onoumu,
Jdenernposan CBOM NOfTHOMOYKS
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Mone OnucaHue
Pe3onroyus Ecnv gaHHbIn chnar yctaHoBneH, To dnar Ha kohmponb B hopMe gobaBneHus nyHKTa
co3daemcsi pe30ioLUN YCTAaHOBIEH MO YMOMYaHWIO (ANs cO30aHNst KOHTPOSbHbBIX MOPYYEHUIA No
KOHMpObHOLU No OOKYMEHTY).
yMon4aHuro Ecnu xe gaHHbIN donar He ycTaHOBMEH, TO NO ymMon4yaHuo B popme gobasrneHns nyHkTa
pesoniounv npusHak Ha KOHMPoJsib He CTOUT

HacTpoiikn apxuanposanmn | O6wme vacTpoiikn | [JononuutensHo | Ckanuposamne | Meuvars wakneex | 4/»

MNapameTpel: MNapamMeTpel
BRDoc/datatech
Referent_328\br_orgdir.nsf
C3257Ap4:0038B357

OnpeasneHve NpoUeccos:

MpoToxon:

TURoBLIE HAPWPYTEI:

SneKTpoHHble obpasb:

MapwpyT ANA BXCAAWER NoYTbl:

Wcnonss3o8aTs ANA NOANWCAHTOE!

HecnonssoeaTte AnA KOHTpPONEPOE:

OnpeneneHue NpoLECCOB
ERDoc/datatech
Referent_328\br_procdf.nsf
C3257A64:00389386

BRDoc/datatech
Referent_3238\br_log.nsf
C3257A64:0038C2F6

Referent_323\br_config.nsf

C3257A64:00380710
Referent_328\br_files.nsf

BxoaAwWwmi

1o AenernposaHne

" BusHec-pons

C AenNernpogaHne

¥ BusHec-pons

p Pesontouna cozgasTcA KOHTDOJ’IhHDﬁ no yMon4aHue

PucyHok 1. Bknagka «Hactpownku B»

[1.3. HacTpouka apxuBmupoBaHus

B B[l KaHuensipua noggepxuBaeTca MexaHU3M aBTOMAaTU4ECKOro apXvMBUPOBAHUA LOKYMEHTOB,
4YaCTMYHO HacTpanBaemMoro AMUHUCTPATOPOM.

Moa apxvmBMpoBaHUEM MOHMMaeTCs nepeHoc AokymeHToB B[ KaHuenspusa, a Takke CBs3aHHbIX
C HAMKW 3NEKTPOHHbIX 00pas3oB, B moaynb OnepaTtuBHoe XxpaHeHue n B[l ApXMB 3NeKTPOHHbIX
obpa30B, ecnv OKYMEHTbI YAOBMNETBOPSIOT OnpeaesieHHbIM YCNOBUSAM U HACTPOMKaM apXMBUPOBaHUS.
C onepatMBHOrO XpaHeHUs  AOOKYMEHTbl MepegarTcsa Janee Ha  apxMBHOE  XpaHeHue
B MOAySib ApXMBHOE XpaHeHue. [OKyMEHTbI, nepenasaemMble B onepaTtuBHbIN apxuB
n3 b1 Kanuensapua, nonyyaioT cratyc «Ha onepatMBHoM XxpaHeHuu». CTaTyc CBS3aHHbIX
C JOKYMEHTaMu MopyyvyeHun He uameHsietcsl. BocctaHoBneHne LOKYMEHTOB U3 OMEpaTUMBHOMO apxvmBa
B B[ KaHuenspusa B pamkax C3[] He npeayCMOTPEHO.
Mogyne OnepaTMBHOE XxpaHeHue npeacTaensieT cobor coBokynHocTb B OnepaTtuBHOe
XpaHeHue, KOTopasi JOIMKHa XPaHUTb B cebe CCbINKM Ha AOKYMEHTbI, U OAHON UMM HECKOSBbKMX
Bl OnepaTMBHOe XpaHeHUe AOKYMEHTOB, KOTOPbIE JOJPKHbLI coAepXaTb cCaMy AOKYMEHTHI (Npwu
HeoOXOAMMOCTU MOXET cyLecTBoBaTb oTAaenbHas B OXA onsa kaxgon oyHKUMOHaNbHoM 6a3bl
AaHHBbIX).
Onsa nepexoga B moaynb OnepaTMBHOE XpaHeHue ncnonb3dyeTcsa npeacrasneHne B geme (Omep.
xpan.) B obnactu Hasurauum b1 KaHuenspus.
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[1.3.1.NMpaBuna nepeHoca AOKYMEHTOB Ha onepaTuBHOe XpaHeHue
|_|pl/l nepemMeLieHnn JOKYMEeHTOB B apXUBHbIE 0asbl AaHHbIX co6monaeTc;| LIeJTOCTHOCTb cBA3en
apxmempyembiX JOKYMEHTOB.

MopyyeHnss nepemewiatotcs B B[ ApxuB nopyvyeHun (B[ ApXMB 3NEeKTPOHHbIX OOpa3oB
nopy4eHun).

HokymeHTbl B[l KaHuensipua forkHbl nepemelyaTbcsi B Mogynb «OnepaTMBHOE XpaHeHue» B
criy4ae BbIMNOSIHEHMS CNEeAYHOLLMX YCIOBWIA:

o Crartyc gokymeHTa «B gene».

e [Ina wucxopslero [OKYMEHTa Y4YMTbIBAeTCsl YCrioBME: BCE MOPYYEHMSI N0 [LOKYMEHTY
MCMOJHEHbI, BCE OTYETbI MO KOHTPOSbHbLIM NOPYYEHUSIM YTBEPXKAEHbI.

e lcTek CpPOK XxpaHeHus (Ons OOKYMEHTOB, MO KOTOpbIM Obln  Mpouecc 3aBepLueH
NPYHYAUTENBHO AOMWHUCTPATOPOM (3aBepLUeHWe npoueccy no AOKYMEHTY OnMcaHoO B
nokymeHTe «Jlornka ECM. C3[ - PykoBoACTBO agMuUHUCTpaTopa), UCTEK CPOK XpaHEeHUs
3aBepLUEHHbIX BPYYHYIO [OOKYMEHTOB), YKa3aHHbIA B HACTpoOMKax apXMBUPOBaHUSA
OokyMeHTa HacTpoek B[l KaHuenspus.

lMomeLlLeHHbIE B AENO KONUK AOKYMeHTa He nepenayT B B[] OnepaTuBHOEe XxpaHeHMe [OKYMEHTOB
(OX0) no Tex nop, noka He dyaeT nepemMeweH B 61 OXM, opurmHan gokyMeHTa.

Cpok xpaHeHus1 JOKYyMEHTOB 3aaeTcs:

e ONns BXOOAWMX M UCXOOAWMX OOKYMEHTOB — Ha BKnagke Hacmpoliku apxueupoeaHusi
AokymeHTa Hactpoek b1 KaHuensipusa B B[] AABMUHUCTpUpoBaHue,

e [ON9 nopyyeHWn — Ha BknNagke Hacmpoliku apxueuposaHusi [OKYMeEHTa HacTpoek
B[ NMopyyeHusa B b[] AAMUHUCTpUpOBaHue.

Mpu nepexone pokymeHta bl KaHuensipus Ha onepaTMBHOE XpaHeEHUe yBe4OMITEHNsI 00
O3HaKOMMNEHUU y COTPYAHUKOB, KOTOPbIE eLle HE O3HAaKOMUINUCE C JOKYMEHTOM, NepexoasaT B
«BbINonHeHHbIEY.

[1.3.2.HacTponka apxmBmMpoBaHus

[na BbINONHEHUS HaCTpOeK apxXnBnpoBaHUA HYXHO:

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

2. BblibpaTb gokymeHT HacTpoek B[]l KaHuensipus v HaxaTb Ha naHenu [OencTBUMA KHOMKY
[PepakTnpoBaTthb].

3. lMepentn Ha BkNagky Hacmpolku apxueupoeaHusi W 3anofHUTb Heobxogumble nons
(Tabnuua 5, PucyHok 2).

4. BbIMTU 13 pexuma pefakTMpoBaHUs HAaCTPOEK, HaxaB KHOMKY [3aKpbITb] HA NaHenu AenCcTBUN
1 noaTBepaAnB HEOBXOAMMOCTb COXpaHEHMs NHopMaLun.

Tabnuua 5. Nona Bknagkn «HacTponku apxmBUpOBaHMUA»

NOTHKA 15
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Hacmpoiiku 6a3el 0annvix

Mone OnucaHue
Cpoku xpaHeHus1 YkasaTb CPOKM XpaHEHWUS BXOASALMNX U UCXOASALLMX AOKYMEHTOB B paboyeil 6ase gaHHbIX
munos (B Hegenax, No ymornyaHuto: 5)
0OKyMeHmoe
(e Hedensix)
Cpok nepexoda Yka3aTb KOnM4ecTBO Heaerb 0 OKOHYaHUS Cpoka XpaHEeHUsl AOKYMEHTa, Koraa OOKYMEHTbI

e cmamyc «[fomoe
K cnucaHuro

e Jdesio»

(e Hedersix,
cyumaemcsi om
KOHUa cpokKa

(Mo okoHYaHMo paboTbl C HUMK) OOIMKHBI MEPEXOANTb B CTaTyC «[OTOB K CNUCaHUIO
B geno» (unu «B genex» npy Hanuuum npusHaka nomeLleHnst B Aeno). Mo ymonyanuto: 1.

XpaHeHuUsl)

CpoK xpaHeHus1 YKasaTb CPOKU XpaHEHWUsI JOKYMEHTOB, MO KOTOPbIM Gblfa NpUHYANTENBHO 3aBepLUEHa
3aeepuieHHbIX pabota AOMUHMCTPATOPOM CUCTEMBI, B paboyen 6ase gaHHbIX (B Heaensix)

8PYYHYIO

doKymeHmoe (e

Hedensix)

OnepamueHoe C nomoLLbio CTaHAapPTHBIX AMarnoroB ykasaTb ucnosnb3yemyto 51 OnepaTuBHoOe xpaHeHue
XpaHeHue DOKYMEHTOB

JOKyMeHmoe

ApxueHoe C nomolLbto cCTaHAapTHLIX A4MaroroB ykasaTtb ucrnonb3yemyto b1 ApxuBHoe xpaHeHue
XpaHeHue DOKYMEHTOB

JOKyMeHmoe

Apxue C nomoLLbio CTaHAaPTHLIX AMaroroB ykasaTtb ucrnonb3yemyto B ApXxuB nopyyeHumn
«llopy4yeHus»

Bpewmsi oxudaHusi
noomeep)x0eHust 0
docmaeke 3anpoca
(8 OHsix)

YkasaTb BpeMs OXXvaaHus nogrBepXaeHun o goctaBke 3anpoca (B AHSX,
no yMOMYaHuio: 2)

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

YKa3aTb Bpems oXvaaHus noaTBepxaeHun o6 ycrneLHom apxmaumn (B AHAX,
no yMOM4aHuio: 2)
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Hacmpoiiku 6a3el 0annvix

HacTtpoiks B ] HacTpoikM apXrMBEMpOBaHMA
CpoKKW KPAHEHWA THNOB AOKYMEHTOEB (B HEQENAK):
BxonAwme: -1

Moxonawme: 5

Cpok nepexofa 6 ctatyc "ToTOB K CAMCaHHMH B
nena" (B HEAenAX, CHHTASTCA OT KOHUA CpoKa 1
XPAHEHKA]:

CpOK XPaHEHHA 3aBepWEHHEX BPYYHYH
AOKYMEHTOE! 1

ONepaTHEHOE XpaHEeHHE 40K YMEHTOE!

ApXMEHOE XPaHEHHE OOKYMEHTOE!

ApxHE "MopydyeHua™:

BpemMA 0¥HMOAHHA NOATEEQXLEHHA O AOCTAEKE 1
zanpoca (B AHAX):

BpeMA 0XWASHHA NOATEEPXAEHHA 00 YCOEWHOR 1
ANXHMBALMH (B OHAX):

Bossl/datatech
Referenthbr_opStor_docs.nsf >(
Bossl/datatech
Referenthbr_arcstor_docs.nsf y
Boss1/datatech
Referenttbr_a_task.nsf }(

O0uLMe HAC TpoKKK ] AonNoAHUTENbHO ]CRaHMpul

PucyHok 2. HacTpoiika apxusmpoBaHus B[] Kanuensipus

[1.4. O6Wwme HACTPONKHN

YUToObl BLINONHUTL OOLLME HACTPONKN, HY>KHO:

1. Otkpbite B AamMuHucTpupoBaHue W BbiOpaTb npeactasneHve Hacrpoiiku Moxyseii:

Tekyuue HacTPOKMH.

2. BblibpaTb gokymeHT HacTpoek B[] KaHuensipys v HaxaTb Ha naHenn OencTBUMA KHOMKY

[PepakTunpoBaTtb].

3. TMepentn Ha BkNagky O6bwue HacmMpoUKu.

4. 3anonHuTb nons Bknagkm O6uwjue Hacmpoltiku (Tabnuua 6, PucyHok 3).

5. BbINTu u3 pexunma pegaktupoBaHuUs HaCTPOeK, HaxkaB KHOMKY [3akpbITb] Ha NaHenn encTBum
1 nogTBepanB HE0H6XOANMMOCTL COXpaHeHNs nHdopmauun.

Tabnuua 6. Monsa Bknagku «O6wWmMe HaCTPOMKN»

Mone

OnucaHune

Adpec B[]

6asamu KaHuensipus.

Beectu c knaBuatypsbl Mail-in umsa B[l KaHuenspus, ykasaHHoe B O6Lwwielnt AopecHom KHure
n B[] CnpaBo4YHMK opraH13auuun. icnonb3yetcsa Npu nepechbisike JOKYMEHTOB MeXAy

v Cai
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust Hacmpoiiku 6a3el 0annvix

HacTpoiiki B ] HacTpokkW apxvBrpoBadHua | Obuwwe HacTpokkw | O

Anpec B Bossl K

PucyHok 3. O6wue HacTtpomku B[] KaHuensapus

[1.5. lononHUTeNbHbIe HACTPOWUKU

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

1. Otkpbitb B AamMuHucTpupoBaHue U BbiOpaTb npeactaeneHve Hacrpoiiku Moayseii:
Texkyuue HACTPONKHU.

2. BbibpaTb gokymeHT HacTpoek B[l KaHuensipus n HaxaTb Ha naHenun OencTBUA KHOMKY
[PepakTnpoBaTthb].

3. [lepentn Ha Bknagky JonosiHumensHo.

4. 3anonHuTb nong Bknagkn JononHumensHo (Tabnuua 7, PUcyHok 4).

5. BbINT 13 pexunma pegaktMpoBaHUa HacTpPOeK, HaXxkaB KHOMKY [3akpbITb] Ha naHenu encTBui
1 NnoaTBepanB HEOBXOAMMOCTb COXPaHeHNs MHAOpMaLnN.
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Hacmpoiiku 6a3el 0annvix

Ta6bnuua 7. NMona Bknaaku «ononHUTENLHO»

Mone OnucaHue
Makc. kon-eo YKkasaTb MakcumaribHOe KONMYeCcTBO JOKYMEHTOB, O4HOBPEMEHHO (3a OAMH NPOXOA)
obpabambieaeMbix obpabaTbiBaeMbix areHTom (Mo ymon4yaHumtio: 50)
JOKyMeHmoe
Cnucok donycmumbix | YkasaTb C NOMOLLbIO ¢priaroB TUMbl JOKYMEHTOB, C KOTOPbIMW OyAeT OCyLLEeCTBNATLCS

munoe OOKymeHmoe

pa6oTa B B[] KaHuensapwus:
e Bxodswuli;
e Bxodswuli-akcneduyus;
e HUcxodawuli

Bpemsi xpaHeHus1 QOK-
moe 8 Kop3uHe, OHell

YkasaTb CPOK XpaHeHUs yaaneHHbIX JOKYMEHTOB B KOP3UHe (B OHSX, MO YMOYaHuio: 7)

MpedcmaeneHue no
YMOI4YaHUuro

C NOMOLLIbIO KHOMKM BbIOpaTh NpeacTaBneHme, Kotopoe byaeTt oTobpakaTbCa No
yMOn4aHuto npu oTkpblTun BL. Yaanuts fobaBneHHoe 3HavYeHne 13 nosist MOXHO Mo

KHOrMKe y

lMeyamamb wmpux-
K0d Ha doKyMeHme

YKa3aTb, OOIKEH MK LUTPUX-Kog oTobpaxaTbCsl B JOKYMEHTE Mpu OTNpaBKe ero Ha
nevaTb

Bud wmpux-koda

YkasaTb BUA LUTPUX-KO4a:
e [lonHblii;
o COKpauwjeHHbIl

CKkpbigsamb Mpu ycTaHoBKe chnara B KapToykax 4OKYMEHTOB B 0611aCTu BNOXEHWIN BMOXEHNS HE
yOasieHHble 8JI0)KeHUs1 | yOanaTcs, a NpoCTO CKPOKTCs M ByayT JoCTynHbl No punstpy [McTtopus]
Ucnonb3oeamb YKasaTb, JOJIKHO M UCMOMb30BaThCs BHELLHEE XpaHunuwe annos Ans XpaHeHus
8HewHee xpaHunuwie | BrnoxeHun. MNMpu yctaHoBKe dnara cTaHOBUTCS AOCTYNHbIM napameTp Kozda
¢halisioe nepemeuwjams haliibl 8 xpaHunauuje

Koz0a nepemewjamn
¢halisibl 8 xpaHunuuwe

HocTtyneH npu yctaHoBke chnara Mcrnosib3oeampe eHewHee xpaHunuuwie ghalisios.
YKaszaTb, B KaKo MOMEHT panribl OIMKHbI NepeMeLLaTbCa BO BHELLHEE XpaHUNULLIE:
e [Ipu co30aHuu eJsioxeHuUs1 (Npy 9TOM yka3aTb KONIMYECTBO AHEN Nocne
C030aHus BNOXEHWs!, Yepes KoTopoe BriokeHne byaeT nepeHeceHo BO
BHELLHee XxpaHunuiie, no ymonyanuwo — 30).

e [Ipu nepeHOoce Ha ornepamueHoOe XpaHeHue.

e [lpu apxusupogaHuu doKymeHma

Mepenocumsb OTMETUTB, HYXKHO N MO YMOMYaHWIO BKIOYATb BXOZASILLYIO PE3OMIOLUI0 B PE30MIOLUM
exodsuwyr paccMmaTpuyBaroLLmnX

pesosioyutro

Pa3pewamb OTMETUTb, HYXXHO NN pa3peLLnTb N3MEHATb AaTy CHATUSA BXOOALWEro AOKYMEHTa C

usmeHsImMb damy
CHSIMusI exodsuwe20
doKyMeHma ¢

kOHTponsi. Mpu CHATMKM BXOASILLLErO AOKYMEHTa C KOHTponsa 6yaeT oTobpaxaTbes
AManoroBoe OKHO Arsi BBOAA AaTbl U BPEMEHU CHATUS JOKYMEHTA C KOHTPOrS

KOHmMpoJsisi

Co3dasamb Ecnu dnar yctaHoBneH, To B Nopy4eHuu, co3gaHHom no aokymeHTy b KaHuenspus,
asmomamu4ecku aBTOMaTUYECKM yCcTaHaBnmBaeTcs cnar lepeHocumsb es10)KeHUs1 8 omeemHbIU
omeemHsblli dokymeHm. B aTom crniydae npu yTBEPXXOEHUM NOPYYEHUS, CO3A4aHHOMY MO LOKYMEHTY,
0OKyMeHm u3 nonb3oBaTtento 6yaeT BbiAaH 3anpoc Ha aBTOMaTU4eCKoe CO34aHNe OTBETHOIO
nopy4eHust ncxogsLLero JOKyMeHTa.

OzpaHu4ums docmyn
K 8J10)K€HUSIM

YKasaTb, Hy)kKHO N1 OrpaHUYUTbL JOCTYN K BrioxkeHusM. [pu ycTaHoBke dhrara
nonb3oBaTtenu 6yayt umetb gocTyn B Bl 30 TONbKO K BIOXEHUSIM TEX [OKYMEHTOB,
K KOTOPbIM OHW UMEIOT JOCTY.

19




OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Hacmpoiiku 6a3vl 0annvix

Mone OnucaHue

PacnonoxeHue BbibpaTb cnocob pacnonoxeHus TEKCTOBOW coaepKaTernbHOM YacTu:

mekcmosolu e He noka3bieamb — TEKCTOBasi cogepaTernbHas YacTb oTobpaxaTbCs He

codepxxamenbHoU Oygner.

Yacmu o [lokasbieamb Ha eknadke (BbiGpaH N0 yMONYaHUIO) — TEKCTOBas
copepxartenbHas YyacTb 6yaeT oTobpaxaTbCs Ha BKNagke.

e [lokasbieamb HuUXe cekuyuu «Jon. uHghopmMayusi» — TeKcToBast

cofepxarternbHas yacTb OyaeT otobpaxaTbCs Hbke cekumm «[don.
MHdopMaLmnay

PacnonoxeHue BeibpaTb cnocob pacnonoxeHus o6nacTu BNOXEHWIA:

obs1acmu enoxeHul

e He noka3bieamb — obnacTb BNOXeHMN oTobpaxaTbecs He Byaer.

e [lokasbieamb Ha eksiadke (BblbpaH No ymonyaHuio) — obnactb BNOXEHWUI
OyaoeTt oTobOpaxaTbCs Ha BKNagke.

o [lokasbieamb HUXe ceKyuu «Jon. uHghopmauyusi» — obnactb BNOXEHUN
OygeT oTobpaxaTtbcsl HuKe cekummn «don. nHdopmaums»

lIposepsimb
YHUKanbHOCMb
Homepa e npedenax
6asbli

YkasaTb He06X0AMMOCTb NPOBEPKN PErncTpaLMOHHOrO HoMepa (B npoLecce
pervcTpaumm JOKYMEHTOB):

e He nposepsimb;

o [Ona mekyuw,e2o 200a;

e bBe3 yyema 2o0a

Paspewamsb
O3HaKamJsiuearowumcsi
exoodswez20
JdoKyMeHmMa
co3daeamb
nopy4yeHusi o
cmaduu ucnoJsiHeHus!

YcTaHoBuUTb chnar, ecnu Heobxoanmo NpefoCcTaBUTbL COTPYAHMKAM, KOTOPbIM BXOASALLMNA
OOKYMEHT Dbl OTMpaBneH No CN1cKaM paccbifikvi C NOATBEPXKAEHNEM O3HAKOMIEHUS,
BO3MOXXHOCTb CO3[aHu1s MOPYYEHUN NO AOKYMEHTY (40 TOro, Kak JOKYMEHT GyaeT
OTMNpaBneH Ha NUCMOSMHEHNE)

TMpu omkpsIMuu 6a3bi

YcTaHoBuTb dhnar, ecnu npu OTKpbITUM 6asbl HEOOXOAUMO aBTOMATUYECKN

aemomamu4ecku ycTaHaBnMBaTb pecypcbl. YkasaTb C MOMOLLb ¢rlaroB, Kakme MMEeHHO pecypchl, creagyeT
ycmaHaesiueams ycTaHaBN1BaTb aBTOMaTUYECKM

pecypcbl

Pa6oma c YkasaTb BO3MOXXHOCTb BbIHECEHUS PeLLIEeHMI Mo AOKYMEHTaM B MOYTOBOM KnueHTe. Mpu

JdoKyMeHmamu e
noymoeom knueHme

ycTaHoBke pnara psaoM C noneM oTobpaxaeTrca TeKCT C NpeaynpexneHvem:
«BHUMAHWE! BknroyeHue 0QaHHOU HacmpoUKu B803MOXHO 8bI308em OmrpasKy
OoKymeHmoe 4epes nybnuyHble He3awuuweHHble cemu. Ecnu eamM HenoHSIMHbI
obcmosimenbcmea OaHHO20 pexuma pabombl, MPOKOHCYnbMuUpyldmechb co cryx6bou
6esonacHocmu»

Omnpaenissmb cCbiIKU
Ha eJI0)KeHUs1 8
nucbme

YKasaTtb HeobxoauMocTb [o0aBneHust CCbINoOK Ha BIOXeHus B Tene nucbma. [lone
CTaHOBUTCS AOCTYNHbLIM MpU yCTaHOBKe chnara B norne Paboma ¢ dokymMeHmamu e
MoYmoeom KiueHme

Omnpaenssms
8J10)KeHUs1 8 nMuUcbMe

Yka3aTb HeobxogmmocTb gobasneHuss annos BNOXeHUWN B NMcbMO. [pu ycTaHoBKe
cdnara psgom ¢ nonem otobpaxaeTca TeKCT ¢ npegynpexaeHvem: «llpukperieHue
¢alinnos K nucbMy 8bI308em ygesiudeHUe pa3Mmepa fnucbma, 4mo MoXem 8bi38amb e20
HedocmasKy 6 cusy adMUHUCMpPamueHbIX O2PaHUYeHUl Ha pa3Mep [MoYmosbix
coobujeHuli, ycmaHo8/IeHHbIX 8 HacmpouUkax uHgppacmpykmypbl u m.0.». [lone
CTAHOBUTCS AOCTYMNHbIM MpU ycTaHOBKe dhnara B none Paboma ¢ dokymeHmamu e
noYmoeom KiueHme

Omnpaenssmb
codep)xameJsibHYy0
Yyacmb GOKymMeHma e
mene nucbma

Yka3aTb HeobxoaumMocTb goGaBneHus co,qepmaTeanoﬁ yactn B Teno nucobma. one
CTaHOBUTCA OOCTYMNHbLIM MNMpun yCTaHOBKE cbnara B none Paboma c aOKyMeHmaMU 8
no4YmoeomM KiilueHme

Pa3spewamsb
3anpawueamb
KOMMeHmapult, ecsu
OH mpebyemcsi npu
ebIiHeceHUU peweHusi

Yka3aTb He0OX0AMMOCTb HOPMMPOBAHUS 3anNpoca Ha BHECEHNE KOMMEHTapus npu
BbIHECEHUUN PELLEHUN (ECNN BEIHOCUMOE peLLIeHMe NpeaycMaTprBaeT BBOS,
kommeHTapus). MNone cTaHOBMTCS AOCTYMHBIM NpU ycTaHoBKe chnara B none Paboma ¢
doKyMeHmamu 8 MoYmoeom KiiueHme

v Cai
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Mone OnucaHue

Aemomamuyecku OTMeTUTb He06XOAUMOCTL aBTOMATUYECKON NeYaTy WTPUX-Koaa Nocne peructpauum
neyamams wmpux- BXOAALLUMX OOKYMeHTOB. [Mpu ycTaHOBNEeHHOM donare nocrne BbiMONHEHMS perncTpauum B
Kod npu NMosiBMBLLEMCS NarioroBOM OKHe criefyeT BbibpaTb pacnono)eHue Wrprx-koaa u
peaucmpayuu HaxaTb kHornky [OK] ans nevatu. MNpu Haxkatum kHonku [OTMeHa] wTpux-koa He OyaeT
exoosauux pacnevaTtaH 1 KapTovka JOKYMEHTa 3aKpoeTcs.

\

i !\: OrpaHunyeHmne 4oCcTyna K BIIOXEHUSIM 3aMeansieT paboTy cuctembl!
k=

HacTtpoviku B} l HacTpoliks apxvBMpoOBaHua I Obume HacTpoiku [ AONOAHATENbHO | HacTpoik

Makc. kon-so 06pabaTeieaenbix AOKyHENTOB: 2000

CNHCOX ACNYCTHHEIX TMNOB AOKYMEHTOB: M Bxoaswmi skcneamuna
W Bxoaswwi
W Ucxoaawni

Bpena XPAMEHHA A0K-TOB B KOPIHHE, AHEH! 1

NpeacrasnenHe NO YMONYAHMIO:

NevaTars WIPHX-KOA HA AOKYNEMTE: r U
Bua WIPHX-KOAA: & Nonwesit  CoxpawenHsii
OrpaHnumTs A0CTYN K BNOXKEHHAM! -

CEPBIBATL YAANSHHBIE BNOXKEHHAL

Vcnont30sath BHeWHes xpasnnnwe dannos:

Pazpewars M3MENATS AATY CHATHA BXOAAWEro

r
r
MepeHocHTe EX0AAWYH PE3OMNOUNI: | B
~
AOKYHEMTA C KOMTPONSA:

v

CO3R883Th ABTOMATHYECKH OTEETHBIA AOKYMEHT N3
NOPYYEHNAS

PA3pewaTte 0IHAKANAHBANWHNCR BXOARWETD v

AOKYMEHTA COIAABATE NOPYUEHHA A0 CTAAHM

MCNONHEMNAS

MpoBepaTL YHHKANBMOCTS HOMepa B npeaenax Gase: ™ He nposepars

ANA TEKYWero roaa
bes ywera roga

PACNONOXEHNE TEKCTOBOR COAEPXATENbHON YacTH: He norasueats
MoKIILIBATE HA BRNAAKE

Noxasusare mnxe cexumn “don. mhdopmauna”

Pacnonoxenne ofnacm enoxexni: He noraswpars
Moxaswipate wa sknanke

Noxaswsare Muxe cexurn “fon. widopmauna”

Pab0oTa C AOKYMEHTANN B NOUTOBOM KNHEHTE!

A 71 "9 "9 9D

ABTOMATHYECKH NEYATATH WTPHX-KOA NPH
pemcTpaunn Bxoasiun;

[T Mpn oTkpoimmn 6aser ABTOMATHYECKN YCTAHABNHESTS PECY POt
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v ¢3i
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PucyHok 4. JononHuTenbHble HacTponkn Bl KaHuensapusa

[I.6. HacTponka ckaHupoBaHUA

YT06bI BbINOMHUTL HACTPOMKM CKAHUPOBAHUSI, HYXXHO:

1. Otkpbitb B AamMuHucTpupoBaHue U BbiOpaTb npeactasneHve Hacrpoiiku Moayseii:
Texymme HacTPOUKH.

2. BbibpaTb gokymeHT HacTpoek B[] KaHuenspus.

3. [llepentn

Ha Bknagky CkaHupoeaHue W HaxaTb Ha nNaHenu [OeNCTBUA  KHOMKY

[PepakTunpoBaTtb).

4. 3anonHuTb Nons Bknaakm CkaHupoeaHue (Tabnuua 8, PucyHok 5).

5. BbINTK 13 pexunma pegaktMpoBaHUa HacTpoek, HaxkaB KHOMKY [3akpbITb] Ha naHenu 4encTBui
1 noaTBEpPANB HEOBXOAMMOCTb COXPaHEHMS MHAOpMaLUi.

Ta6nuua 8. NMonsa Bknagku «CkaHUpoBaHue»

MNone OnucaHue
Paspewamsb YcTaHoBUTb donar ecnm Heo6xoaumo paspellaTtb UCNonb3oBaTb HACTPONKM ApainBepa
ucnonb3oeamb ckaHepa
HacmpolUuku

dpalieepa ckaHepa

Popmam cpatina
CcoXpaHsemMo20
usobpaxeHus

Yka3aTtb popmat danna coxpaHsemMoro n3obpaxeHus:
e TIFF;
e PDF

lMapamempsbi ckaHupoeaHusi 6e3 ucrnosib3oeaHuss Hacmpoek TWAIN-Opatlieepa ckaHepa

HeemHocmsb B BbinagatoLem cnucke BolbpaTb BapuaHT LBETHOCTY M306paxkeHns
usobpaxeHusi
Pa3peweHue, YkasaTtb Tpebyemoe pasperuenne (150, 200, 300)

movyek Ha drolim

Pa3mep opuauHana
1o yMos14aHuro

YkasaTb pasmep opurnHana no ymosn4aHu

Bnucbieamb YcTtaHoBuUTb chnar, ecnu Heobxoanmo BNMUCkIBaTb N300paXkeHne Co CkaHepa B yka3aHHbIN
usobpaxeHue co cdopmat. JocTynHo npu BeiGpaHHoM dhopmaTe canna PDF

CckaHepa e

YyKa3aHHbIU

¢ghopmam

Koppekyus [ns HacTponKn Koppekunn ApKOCTU YCTaHOBUTL donar 1 ykasaTb 3Ha4YeHMe B NOSIBUBLLEMCS
sspKocmu none

Koppekyus [ns HacTponKn Koppekunn KoHTpacTa yCTaHOBUTL donar 1 ykasaTb 3Ha4YeHue

KOHmMpacma B NOsiBMBLUEMCSA Nofe

Koppekyus “menu”

[ns HacTPONKM KOPPEKLMUN TEHW YCTAHOBMUTL chriar 1 ykasaTb 3HaYeHUe B NOSBUBLLEMCS
none

Koppekyus [na HacTporkn KoppeKkuun BblAeneHns yCTaHoBUTL donar 1 ykasaTb 3HaYeHne
“ebl0eneHuss” B MOSIBMBLLUEMCS NOJe

Koppekyus [ns HacTponKn Koppekunn raMmmbl yCTaHOBUTL diar U ykasaTb 3Ha4YeHue B NosiIBUBLLEMCS
“eammbI” none
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-
-
-
-

HacTtpoiikv B ] HacTpoiki apXWBHMpOBaHWA ] Obme HAC TPOHKK ] JOoNoAHWTEALBHOD ]
[V PaspewaTh HENONB30EATE HacTpoHKH ApaHdBepa cKkaHepa
BhopMat qaina coxpaHAeMoro H300paxedHHa (™ TIFF * PDF

NMapaMeTpbl CKAHWPOBaHWA Be3 MCcNoNb3oBaHWA HacTpoek TWAIN-apaleepa ckaHepa

LBeTHacTs M3obpakenna OTTEHKH ceporo (§ GuT) j
PaspeWEHHE, TOYEK Ha AHIAR ¢ 150 O zoo O 300
FasMep OpHIHHENE M0 YMONHEHHHD |,c.,4 (210 x 297) j

[~ BnMceiEaTe n3o0paxeHne o CKaHepa B YKasaHHui gopmart
[ Koppekuwa apkoct (-127...127)

KoppekuMa koHTpacTa (-127.,.127)

Koppekuma "Tend” (0...254)

KoppekuHa "seaensHma” (1...255)

Koppekura "ramme” {0.1...10)

PucyHok 5. Bknagka «CkaHupoBaHue»

[I.7. HacTpounka ne4yaTu Hakneek

YTtoObl HaCTpOWUTb NeYaTb HaKneek, HyXXHO:

1. OtkpbiTb B AaMUHUCTpupoOBaHWe U1 BbibpaTb npeacTaBneHve HacTpoiiku MoayJieii:
Texkyuue HACTPONKHU.

2. BbibpaTb gokymeHT HacTpoek B[l KaHuenspus.

3. lMepentn Ha Bknagky [leyamb HakneeK W HaxaTb Ha nNaHenu [OEWCTBUA  KHOMKY
[PepakTunpoBaTtb].

4. 3anonHuTb nons Bknagku lNMNeyame Hakneek (Tabnuua 9, PucyHok 6).

5. BbINTK 13 pexunma pegaktupoBaHUS HacTpoeK, HaXxkaB KHOMKY [3akpbITb] Ha naHenu AencTBui
1 noaTBEpaAnB HEOBXOAMMOCTb COXPaHEHMs NHOopMaLUn.

Taonuua 9. Nona sknagku «Me4yaTb Hakneek»

Mone

OnucaHune

MpuHmep Hakneek

YKa3aTb TN NpuHTEpa Hakreek:
e Omcymcmeyem;
o TSPL;
o EZPL

Yempoiicmeo

CKpbITO Npu ycTaHoBKe nepekniovyatens MpuHmep Hakseek B 3HadeHne Omcymcemeyem.
YkasaTb YCTPOMCTBO B OTKPbIBaOLLEMCS CUCKe

Pa3mep wpugpma
wmpux-kooa

CKpbITO Npu ycTaHoBKe Nepekntovyatens lMpuHmep Hakneek B 3HaueHe Omcymcmeyem.
YkasaTtb pasmep WwpudTa WTpUx-Koga

Pa3mep wpugma
Memku

CKpbITO Npu ycTaHoBKe nepekntovyatens lMpuHmep Hakneek B 3HayeHe Omcymcmeyem.
YkasaTtb pasmep WpudTa METKM

v Cai

23




OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Hacmpoiiku 6a3el 0annvix

Mone

OnucaHune

Teomempus Hakneliku, MM

WupuHa YKasaTb LUMPUHY HaKIENKN

Bbicoma YKasaTb BbICOTY HaKMenKn

Bbicoma CkpbITO Npu ycTaHOBKe nepeknioyatenst [lpuHimep Haksieek B 3HayeHe Omcymcemeyem.
3a3opa/memku YKasaTb BbICOTY 3a30pa/MeTKu

BepxHee/HuxHee YKkasaTb pa3Mmep BEPXHErO U HWXKHErO Monen

nosne

Jlesoe/npasoe YKasaTb pasMmep NeBOro 1 NpaBoro noneu

none

CwvmeuweHue CkpbITO Npu ycTaHoBKe nepekniovatens lfpuHmep Hakneek B 3HayeHne Omcymcemeayem.
3a3opa/Mmemku YKasaTb CMeLLeHNe 3a30pa U METKM

Hacmpotku npuimepa (CkpbITO Npu ycTaHoBKe nepeknoyvaTens lipuHnmep Haksieek B 3Ha4YeHne
Omcymcmeyem)

Slpkocmb HocTtynHo npu ycTtaHoBke nepekntoyatens lpuHmep Hakneek B 3HadeHne EZPL. Ykasatb

APKOCTb neyaTtu

Tun neHmbli

HocTtynHo npu yctaHoBke nepekntoyatens lIpuHmep Hakneek B 3HadeHne EZPL. Yka3satb
TUMN NEHTbI NPpUHTepa:

* 3IMuKemKu ¢ pa3pbigoMm,

e HernpepbigHasi JIEHMa;

e  IMuUKemKu ¢ YepHOU Memkoll

lMonoxeHue HocTynHo npu ycTaHoBke nepekntodatenst lMpuHmep Hakneek B 3HadeHve EZPL. YkasaTtb
Hadnucu (eepxHull | BEPXHUI Kpal MNONOXEHNS HagnmcK

Kpau)

lMonoxeHue HocTynHo npu ycTaHoBke nepekntoyarens lNMpuHmep Hakneek B 3HadeHne EZPL. YkasaTtb
Hadnucu (HUXHuUU HWKHUIA Kpal NONoXeHUst Hagnucu

Kpat)

Tun damyuka

[ocTtynHo npu yctaHoBke nepekntovatena lMpuHmep Hakneek B 3HadeHne TSPL. YkasaTtb
TN OaT4ynka:

e 3asop;

e MemkKa

Hacrpodn 61

TRHNTED Masreex

HDHHD

W
Swcors
Sucore Measpa’weren:

Hacrpoion npumreia:

Apescre

w1 NerTH

Hacrpodixn apxunuposaimn | Obume wacTpoism

Paswep upwdTa UTPHX-£oas

Teonerpsn naKnesumn, mM;

Aononwerensio | Cxamponanee | Newarn Hakneex  Hacrpodicn arenson | “

O CyTornveT Y CTRCRCTDD T

TS
v ET™

PasneD oWt MeTon

Depxnea/nixnes none 5

50 Newoe/npasne noms

w

Comuamsnn 10008 mamon: 0

Monoxense =agnucn 30
(sesosd xpai)

* NTHENTEN © PRIDRRON

T wanpep newre

STHKErKH € SERNCH weToE

PucyHok 6. Hactpoika neuyatu Hakneek B B[] KaHuensipus

I'Ipvl 3ajaHnn napamMeTpoB ne4vyaTn WTpux-koaa creayet npnaepXxnBaTtbCq peKomer,au,MVl,
npmBeaeHHbIX B JOKYMEHTaUUn Ha MCI'IOJ'Ib3yeMbIl7I NpuHTEpP (B TOM 4Yucne npuHTep HaKJ'IeeK), a TakKkxe
CKaHep WwTpux-Kkoga.
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B Cucteme nogaepxmBaloTcs cnegyroLune Mogeny NpUHTEpoB Ansi nevaTu Hakrneek
(nopaepxuBatoLLme BHYTPEHHNE s3bikM nporpammuposanns TSPL n EZPL):

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

e Godex DT-2 — ans EZPL.

[1.8. HacTpounka areHTOB

HacTtponka areHtoB B[] KaHuenspua OCyLecTBnsieTCss B COOTBETCTBYHOLLEM HACTPOEYHOM
OokymeHTe B Bl AAaMMHUCTpUpOBaHue Ha Bknagke Hacmpoliku azeHmMos.

[ns HacTporikn areHToB 6a3 gaHHbIX CUCTEMbI HYXXHO:

1.

OTkpbiTe B[] AAMUHUCTpUpOBaHME W nepenTn B npenctasreHne Hacrpoiiku MomyJieii:
Tekyuue HACTPOHKHU.

BbibpaTtb aokymeHT HacTpoek B[] KaHuenspus.
MepenTtn Ha Bknagky Hacmpoliku aezeHmoe n HaxaTb KHonky [PegakTupoBartsb].

Ha Bknagke Hacmpoliku azeHmoe B norne A2eHm BbiOpaTb HEOOXOAUMbIW areHT, Nocrne 4Yero
CTaHOBATCS [OOCTYMHbIMW MOMSi C COOTBETCTBYHWOLIMMW €My 3HadeHusmu (Tabnuua 10,
Tabnuua 11, PucyHok 7). [Ons OOHOBMEHMS CnMUCKa areHToB B Mofie A2eHm LWENKHYTb
no ccbinke O6HOBUMBb CMUCOK.

Mpu yctaHoBneHHOM dnare BKIrOYeH Ha cepeepe MOXHO BblbpaTb cepBep, Ha KOTOpPOM
OydeT BKMOYEH AaHHbIV areHT.

BbInTn 13 pexxnma pefaktMpoBaHMa HaACTPOEK, HaXKaB KHOMKY [3akpbITb] HA NaHenu AencTBun
N NoaTBepaMB HEOH6XOANMOCTL COXpaHeHNa MHAOPMaLMN.

Ta6nuua 10. Monsa Bknagku «HacTponkn areHToB»

MNone OnucaHue
BknroyeH Ha YcTaHoBuUTb bnar, ecnu areHT BKMOYeH Ha cepeepe. B cocegHem none criegyet BuibpaTb
cepsepe 13 cnncka cepeep

Cmamyc 3anonHsaeTca aBTOMaTuyeckn
Aemop 3anonHaeTca aBToMaTU4ecku
Kommenmaput 3anonHaeTca aBToMaTU4eckn

Meuatb Halcneelc] HacTpoiikk areHT0B | HacTpoiKa NpoTOKOJIHPOBaHHA ]A.qpecyenble BuAbl | MCTOpuA pepakTupoBanuA | 1/}

ArenT: LWFExecuteAction -

CEHOBWTE CIWMCOK LWFWebSaveDefault

¥ Brnwouen Ha cepeepe: Nioboil cepeep

CraTtyc: CBwmi
ABTOp: Development Team/Aplana/RU

KoMMEHTEPMWIA:

LWFExecuteSPLAction

m

OS5 Administration
05 Domino Workflow Backgrounder
MNpoBepKa CPOKOE COrNacosaHna

PECTapT OCTAHOBNEHHEIX NPOLECCOE
UpdateFtIndex i

O6HoBRAET FT-UHAOEKC

PucyHok 7. Bknagka «HacTpoiku areHToB»

Tabnuua 11. AreHTbl B[] KaHuenspus

NOTHKA 25
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AreHT HasHaueHue Korpga BbinonHsieTcs
OS Domino Workflow OcyllecTBNseT aBToMaTnyeckoe nepemMeLleHue 3anyckaetcs B paboyee Bpems
Backgrounder OOKYMEHTOB No ctagusim npouecca B Workflow pa3 B 10 MUHYT
ArcCheckNSend lMpoBepseT AOKYMEHTbLI HA COOTBETCTBUE 3anyckaetcs exxegHeBHo B 2.00

YCINOBUSIM apXMBUPOBaHUS 1 NoMeYaeT ux. B
criy4ae ecrnv OKYMEHT HaxoOUTCsl Ha HECKOTbKUX
cepBepax, OTChbINTaeT 3arnpockl Ha apxnBauuio.
Takke obpabaTbiBaeT noaTeepxaeHms od
apxvBaLuu ¢ pyrux cepsepos

CheckArcRequests O6pabaTbiBaeT 3anpockl Ha apxmMBaLuio C ApYrmx
cepBepoB. [lomevaeT Heob6Xx0aAMMbIE AOKYMEHTbI
Ha apxvBMpoBaHue

3anyckaetcs exenHesHo B 3.20

CheckFirstLevelMissions | NpoBepsieT 3aBepLUueHne Nopy4eHnit 1-ro ypoBHs

3anyckaeTcst 04vH pas B Yac

ScheduledArchiver Mpon3BoauT HENOCPEACTBEHHO apXUBMPOBaHNE
OOKYMEHTOB, NOMe4Y€eHHbIX OOHUM U3 OBYX
nepeyncrieHHbIX Bbllle areHToB

3anyckaetcs exenHesHo B 4.00

ScheduledTrashDeletion | YgansieT u3 kOp3uHbl JOKYMEHTbI (BMECTe CO
cnyxebHbIMK), MponexasLUme TaMm CTOMbKO OHEW,
CKOIbKO yKa3aHo B HacTpoukax bl KaHuensipus

3anyckaetcs exenHeBHo B 2.30

Update Parent Tasks OGHOBNSIET CChINKN B 3aa4ax Ha JOKYMEHTb! 3anyckaeTcs exxeHeBHO B 5.45
MpoBepka npuxogsawen Ecnun paHHaa B[] asnsetca B[ Bxogsawen noYTbl Yepes kaxgble 11 4yacoB nNo BceM
noyYThl (Mail-in), areHT GygeT NpoBepsATbL MOCTYNUBLUYIO B | MOCTYNUBLUMM UMW U3MEHEHHbBIM

B[l nouty n npeobpasoBbiBaThL €€ BO BXOAsILLNE
OOKyMeHTbI (cTaTtyc «[lpuem n permctpauns»,
BMOHbI B NpeAcTaBneHun Bxoasimme:no crarycy,
kateropus MMocrynueiue). VIcnonb3yeTcs TONbKO
Ha cepBepe, rae HacTpoeHa B[] Bxoasiuien noyTsl

pokymeHtam B B[l. Ecnn B[] He
aBnsaetca bl Bxogsawen noyrbl,
areHT BKIHOYATb HE HYXXHO

MpoBepka cpokoB PaccbinaeT coobLieHnst 0 TPOCPOYEHHOM
cornacoBaHus corfacoBaHuu, a Takke oTnpaBnsieT JOKYMEHTI
Janblie no MapLpyTy, ecnv AoNoSTHUTENbHBbIN
CPOK COTMnacoBaHUs UCTEK U €CMU paspeLleHo
aBTOMATUYECKOEe 3aBEpLUEHME COracoBaHus

3anyckaetcs exxeaHeBHo B 4.00

OS Administration CnyxebHbin areHT LWF ansa BbinonHeHWs
CMCTEeMHbIX 3agad, Hanpuvep, Ans
CUHXpPOHM3aumn HacTpoek u3 61 TunoBble
MapupyThbl 1 PyHKUMOHanNbHbIX B

3anyckaeTcsa ogunH pa3 B CyTKu

UpdateFTindex AreHT npuHygntensHoro obHoBneHus FT-
nHaekcoB B 6asax

3aI'IyCKaeTCﬂ npum co3gaHnmn nnn
N3MEHEHNN OOKYMEHTOB

O6HoBneHne O6HoBneHNe aTpMbyTOB KOHTPAreHToB 13 3anycKkaetca exeaHesHo B 3.00
KOHTpareHToB OOKyMeHTa ¢ nHopmaumi u3 b BHewHue

agpecartbl
LatelnForinExp Mpon3BoaUT OTNOXEHHYIO NHULMaNU3aL Mo 3anyckaeTcs Kaxable 5 MUHYT

JokymeHTa Bxogsawwmi akcneguumns
(ocywecTBnaeT npoasmkeHne Bxogsuero
akcneguumMm No mMapLipyTy nocne ero
pervctpaumm)

[1.9. HacTpouka npoToKonupoBaHusA

YT06bI BLINOMHUTL HACTPOWKN MPOTOKONMPOBAHWS, CreayeT:

1. Otkpbitb B AamMuHucTpupoBaHue U BbiOpaTb npeactasneHve Hacrpoiiku Moayseii:

Texymme HacTPOUKH.

2. BbibpaTb gokymeHT HacTpoek B[] KaHuensipus.
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0asbl

3. [lepentn Ha Bknagky Hacmpolika npomokosiupogaHusi, Nocrne 4yero B JOKYMEHTE HaCTpoek
BbicTaBuTb ¢onar Becmu npomokon, ecnv ana b KaHuensapua tpebyeTtcs ocywecTBnATb
NpoTOKONMpoBaHWe OeNCTBUI. [1py BbICTaBNEHHOM bnare B JOKYMEHTE CTaHOBATCA AOCTYMHbI
nons Hactpownku (PucyHok 8).

4. BblbpaTb ¢ nomowlbto cdnaroB gencteus ¢ gokymeHtamu bl KaHuensipusa, koTopble GyayT

NPOTOKONMPOBATLCS.

5. YcrtaHoBuTb chnar lMpomokosupoeampe usmMeHeHue nosiel 8 Kapmoy4ke AOKyMeHma, ecnm
ans Bl KaHuenspusa TpebyeTca OCyLWeECTBNATb MNPOTOKONMPOBAHWE W3MEHEHMUS1 MOnen
B KapToykax AokyMmeHToB. Mpn aTomM nameHeHus nonen PK nokymeHToB GyayT dmkcmpoBaTbes
Ha BKknagke Mcmopusi peGakmuposaHuUs.

6. CoxpaHuTb N3MEHEHMUS.

¥ Becrn npotokon
MpoToKOAMPOBaHWE ASACTBMIT C AOKYMEHTAMM!

NononHWTenbHO ] CKaHHpOBadHHE ] MeuaTb Hawneek | HACTpPOAKKH areHToB

CosgdaHwe

YTeHue

WameHeHUe

YaaneHue

MNepeHoc B apxue

Coznanune rpuda KT

Yoanexue rpudga KT

W3MeHEHME METKM KOHGMAEHLWANBHOCTH

AoryMedT © rprdiom KT oTKpBIT HA NROCHMOTR

AowymedT ¢ rpudiom KT oTKPBIT HE pEAaKTMPROBaHWE

HokyMeHT ¢ rpudiom KT BHECEHO WIMEHEHWE B KapTOWKy AOKYMEHTa
DokymeHT ¢ rpwdomn KT oTkpeiT ¢aiin Ha npocMoTp

HokyMeHT ¢ rprdioM KT oTkpeIT $@ain Ha pegakTMpoBaHve
HokymeHT ¢ rpudiom KT BHECEHO W3MEHEHWE B dialin JoKyMeHTa
HowymeHT ¢ rpndiom KT aobasned daiin B KapTouky AOKYMEHTA
OokyMedT ¢ rpwdon KT yaaned dain M3 KapToYkK AoKyMEHTa
HokyMeHT ¢ rpudiom KT KapTouka 33KkpeiTa

[” NMpotokonupoBaTb M3MEHEHKE Noneil B KAPTOUKE JOKYMEHTa

HacTpoiika npoToKONHPOBAHWA 44r

PucyHok 8. Bknaaka «Hactpoiika npoTokonupoBaHusi»

Onucanve B[ Mpotokon npeactaBneHo B gokymeHTe «Jlormka ECM. C3[-OC-8-CnyxebHble

JaHHbIX».

[1.10. Agpecyemblie BUADI

Mpu peructpaumm 6a3bl gaHHbIX B KommyTatope Bce AOCTynHble npeactaBreHuss B 6Gase
pobaensatoTcs Ha Bknaaky Adpecyemble 8Ulbl B JOKYMEHTaX HACTPOEK (PyHKLMOHANbHbLIX MOAYEN.

[na nmnopTa 3HayYeHui ¢ Bknagku Adpecyembie 8UObl HYXXHO:

1. OtkpbiTo Bl ApMuUHMUCTpUpOBaHMe U1 nepentn B npeactaeneHne Hacrpoiikum momyseii:

AnpecyeMble BU/IbI.

2. HaxaTtb kHonky [[lo6aBuTb BUAbLI U3 6a3bl].

3. B nosiBMBLWIEMCS ANanoroBom okHe BblbpaTb 6a3y AaHHbIX U HaxaTb KHOMNKy [OK].

o
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B pesynbTaTe BbINOMHEHHbIX AENCTBUIA NpeacTaBneHmsa aobaBneHHbix 6a3 cTaHyT OOCTYNHbI Ans
BblbOpa Ha Bknagke M36paHHble MOOynu B OkHe HacTpoek [naBHow cTpaHuubl (6onee nogpoGHO
HacTporka [naBHOM cTpaHuubl onucaHa B AokymeHTe «Jlormka ECM. C3[-OC-8-CnyxebHble 6asbl
OaHHbIX»).

Mpn HaxxaTun kHoMkn [[lo6aBUTb HOBLIN BMA] MOXHO BPYYHYHO 406aBUTb HOBLIN UK yOaneHHbIN
BUg o5 otobpaxeHnsa B okHe Bblbopa npedcTtasneHun Ha [C.

B npeactaBneHun Hacrpoiiku moaysieii: Aapecyemble BHAbI, @ TaKKe Ha Bkragke Adpecyembie
eudbl pokymeHTa HacTpoek B[l KaHuenspusa no kHonkam [OTknwountb] 1 [Bknrountb] ectb
BO3MOXHOCTb COOTBETCTBEHHO OTKMIOYMTb MMM BKMOYMTL OTOBpaxeHue npeacTaBneHus Ans Bbibopa
Ha Bknagke M36paHHbIe MOOynu.

[I.11. OpraHusaumusa paboTbl C INIEKTPOHHOMN NOYTON U AOKYMEeHTaMM ¢ chakc-
cepBepa

Ona opraHusaumm paboTbl C SMEKTPOHHOM MOYTOM W [OOKyMeHTamum C dhakc-cepBepa B
B[] KaHuensapwus:

1. B O6wen AgpecHon kHUre cepBepa 3aBeCcTu OOoKyMeHTbl Ans Bcex bl KaHuensapusa (a Takke
COOTBETCTBYOWMNX UM B[l dneKTpoHHbIe 06pas3bl), BbicTynarwmx B kadectee Mail-in.

2. B B[ CnpaBOYHMK oOpraHuMsauuMm B [JOKYMEHTE, ONuCbIBalOWEM noapasdeneHund, 3a
KoTopbIMW 3akpenneHa gaHHas B[l KaHuensapua, Ha Bknagke Cesisb B none KaHuensipus
3aHecTn Ha3BaHue cooTtBeTcTByowen Bl KaHuenspua, a B none 3s1ekmpoHHbIe o6pa3bl —
Ha3BaHue cooTBeTcTBylOWEN B[] AnekTpoHHbIe 06pa3bl KaHuensspuu. B kayecTBe Ha3BaHuWA
B moxHo 3apatb u3 Ob6uwen AQpecHON KHUIMKM cepBepa 3Ha4YeHMe IJNEKTPOHHOro agpeca,
KOoTopbIn umMeeT Bua: <umsa Mail-in 6asbi>@<uma gomeHa> (B crnyvyae MHOrOAOMEHHOM
opraHusaummn) unm npocto <umsa Mail-in 6a3bi>.

3. Ob6pabaTtbiBaTb 9NEKTPOHHYIO MOYMTY U AOKYMEHTbl C (pakc-cepBepa crnegyet C NOMOLLbIO
cneunanbHbIX ENCTBUN.

1.11.1. Co3aaHue 6a3bl AaHHbIX Bxoaswen noytbl (Mail-in)

Ecnn nogpasymeBaeTcs, 4To 6a3a AaHHbIX JOMKHA NonyyYaTh 3NIEKTPOHHYHO MNOYTY UM JOKYMEHThI
¢ hakc-cepsepa n npeobpasoBLiBaTb MX B COOBCTBEHHbLIE LOKYMEHTbI, TO HeobxogMmo Takyto 6asy
OaHHbIX caenaTb AOCTYMHOM AN BXoAsAwWwen noYvTthl. [ng 3TOro Hy>HO:

1. 3anycTuTb aAMUHUCTPATUBHbIVA KIUEHT.

2. Ha Bknagke [Monb3oeamesniu u epynnbl B obnactn HaBuraumm BbiOpaTb npencraBrieHue
B/1 o6mieii mouts! (M OduIast MOYTA U pecypesbl).

3. HaxaTtb kHonky [[lo6aBuTb Bl BXxoasiwen no4vTbl] Ha NaHenn JENCTBUN.

4. Ha akpaHe nosButca kapToyka «basa gaHHbIX obLern noYvTbl». 3anonHUTb ee Nors Ha BKagke
OcHoeHble (Tabnuua 12) n Ha Bknagke CeedeHust o 6a3e daHHbIx (Tabnuua 13).

5. CoxpaHuTb MHDOPMaLMIO N 3aKPbITb KAPTOUKY.
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Ta6nuua 12. Mona Bknaaku OCHOBHbIE

Mone OnucaHue
Umst obwel Beectu ¢ knaBmaTypsbl noytoBoe ums Bfl. ObpalteHue k Bl 6yaeT ocyLecTBnATLCA No
nouymsi agpecy, nuvmetoemy Bua: <ums 6a3sbl obLen novTbl>@<vMsa gomeHa> (B crnyyae

opraHmsaumm ¢ MHOTO4OMEHHOW CTPYKTYPOW) UK NPOCTO <ums 6a3bl 06Len noYTsl>

®dopmam 3a2py3ku | YCTaHOBUTbL NapamMeTpbl XxpaHeHus VIHTepHeT-coobLueHui BbIBOPOM 13 CIMCKa KIHOYEBbIX
coobujeHul 3Ha4eHun

NumepHema
Adpec MumepHem | MNpu HeobxoaumocTn BBecTu MHTepHeT-agpec aaHHon b
OnucaHue BBecTu c knaBmatypbl kpaTkoe onucanve bl

Ta6nuua 13. Nonsa Bknaaku CBegeHus o 6ase AaHHbIX

Mone OnucaHue
Homen BBecTu c knaBnaTypbl HaUMEHOBaHWE JOMEHA OpraHu3aLmm
Cepeep BBecTu ¢ knaBmnatypbl UMsi cepeepa gaHHon B
Ums ¢paiina Beectu ¢ knaeuatypsl nyTs k B KaHuensapusa vnv B[] dneKTpoHHble 06pa3bl

(oTHOCKTENBLHO KaTanora Data) n HaumeHoBaHne danna 6a3bl AaHHbIX

11.11.2. PaboTa ¢ aneKTpOHHOM NOYTOMN U AOKYMEeHTaMu ¢ pakc-cepBepa

B agMmunHucTpaTtuBHOM npeacTtaBneHun HeoGpaGoranHasi mouTa, KOTOPOE CTAHOBUTCH OOCTYMHO
nonb3oBaTensiM, Ha4YMHasa C YPOBHSI JOCTyna PemaxTop, OTOOpaxatoTcs OOKYMEHTbl, npuweawme no
e-mail n ¢ cakc-cepsepa, a Takke noctynuewime ms apyrux b KaHuenspusa. C nomMoLbio KHOMKK
[O6paboTaTb BCO NouYTy] 3anyckaeTcst areHT, KOTOpbI Npeobpa3oBbiBaeT NOCTYNMBLUME AOKYMEHTLI B
dopmat B[] KaHuenapua (kaptouka «Bxoaswmn JOKyMEHT»).
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lll. PaboTa ¢ BXoAALWMMN OKYMEHTaMHU

Cxema obpaboTkn Bxogawmux gokymeHTos B B[l KaHuenapwsa BkritovaeT crnegyrowme ctagui:

OkcnegmumoHHast obpaboTka (ans OOKYMEHTOB BXOOSLIMM-3KCNeauumsi) — Ha 3TOM cTagum
OCYLLLECTBISAETCA 3arnoSfIHeHNe YNPOLEHHOW KapTOYKM BXOASALIEro AOKYMEHTa — BXOASLUMNA-
akcneamums. MNocne 3anonHeHUst OCHOBHbIX CBEAEHUI OOKYMEHT perucTpupyeTcsa u nepexogut
Ha cTtaauio «[MpeaBapuTenbHOE PACCMOTPEHMEY.

MpenBaputenbHoe paccMoTpeHne (Onsi OOKYMEHTOB BXOASLLIMA-3KCNEOuUMsl) — Ha OTOW
cTaguu npousBOAUTCA A03arnofiHeHUe Monen KapTOYKM BXOAALEro AOKYMEHTa, a Takke
Has3HayYeHne COTpPyAHWMKA, KOTOPOMY LOKYMEHT OyaeT HanpaBneH Ha paccMoTpeHue, nmbo
co3daHue pes3onouuin 1M oTrpaBka Ha UCNonHeHue. [pyu 3TOM COTPYAHWK, NpenBapuTenbHO
paccmaTpuUBalOLLNN OOKYMEHT, UMEET BO3MOXHOCTb MOCTABUTbL JOKYMEHT Ha KOHTpOIb. Takke
MOXHO OTMETUTb (pakT 3aBepLleHnss paboTbl NO AOKYMEHTY MpU OTCYTCTBUM HEOBXOOUMOCTM
AanbHenwmx paboT no Hemy.

Mpvem u perucTpauus (ONS BXOASLWMX [OOKYMEHTOB) — Ha STOWM CTaguv NpPOM3BOAUTCS
3anosiHeHne KapTOYKM BXOASLLEro AOKYMEHTa, Ha3HayeHue COTPYAHWMKA, KOTOPOMY [OKYMEHT
OyOoeT HanpaBneH Ha pacCMOTPEHME, a Takke perucrpaums nokymeHta. Kpome Toro,
perncTpaTop MMeeT BO3MOXHOCTb C€O34aTb MPOEKT Pe3oniouun M OTNPaBUTb [AOKYMEHT
Ha UcnonHeHve (Npu 3TOM MOXET NOCTaBUTb JOKYMEHT Ha KOHTPOSb). Takke MOXHO OTMETUTb
(hakT 3aBepLUeHUsi paboThbl MO AOKYMEHTY NPU OTCYTCTBUM HEOBXOAUMOCTU AanbHenwmnx paboT
no Hemy. Kpome 3TOro, MOXHO pasocrnaTb BXOASLIMUA OOKYMEHT MO CNMUCKaM PacCbifiKu C
noaTBEPXXAEHMEM O3HAKOMIEHUS U AN CBEAEHUS.

PaccmoTpeHne — Ha 3TOM cTaguum COTPYAHUK, paccMaTpuBalroWMin JOKYMEHT, MOXET co3aaTbh
MYHKTbl Pe3onounn, OTNPaBUTb HA WCMNOSMIHEHWME MO MNyHKTaM pes3onounn. Takke MOXHO
OTMeTUTb haKkT 3aBeplueHuss paboTbl MO AOKYMEHTY MpuU OTCYTCTBMM HeOobXOAMMOCTU
AanbHenwmnx pabot no Hemy. Kpome 3TOro, paccmaTpuBaloWUin COTPYAHUK MOXET Takke
pasocnatb BXOAALUMA OOKYMEHT MO CMMCKaM PacChbifikKU C MOATBEPXKOEHMEM O3HAKOMITEHUSA U
ANs cBeAeHus.

McnonHeHne — Ha 3TOW CTaguM aBTOMATUYECKM CO34AlTCA MOPYYEHUS MO KOHTPOSMbHLIM U
HEKOHTPOMbHLIM MyHKTaM pe3onioumn. VCNoNHUTENUM NO NyHKTaM Pe3onouun nonyyaroT
AOKYMEHT, MOryT fo6aBuTb MOPYYEeHWs NO CBOMM MyHKTaMm pesontoumu. Ha aton xe ctaguu
PErncTpaTop W KOHTpPONep MOryT OTMeTUTb akT 3aBepleHuss paboTbl MO  OOKYMEHTY
(OOKyMEHT MOXeT ObITb TakKe CHAT C KOHTPONA aBTOMATMYECKM MNPU COOTBETCTBYHOLLMX
HacTporkax). COTpPYOHUKN, KOTOPbIM OOKYMEHT Oblfl pasocinaH Mo ChNUcKaM PacCbliki C
noaTBepXaeHMeM O03HaKOMIMEHUA, MOTYT TaKKe co3aBaTb NOPYYEHUSA MO JOKYMEHTY.

I'Iepep,aqa OOKYMEHTOB Ha onepaTtnBHOE XpaHeHWe, OTKyda OHU MOryT ObITb nepenaHbl
Ha XpaHeHune B apxXmB.
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[1l.1.Co3gaHue KapTO4YKU OKYMEHTa

.1.1. Co3paHne fOKyMeHTa BXOoAALWMMN-IKCeaULUA U ero perucrpaums

[ns co3gaHns HOBOrO BXOASILLErO JOKYMEHTA B PEXMME IKCMEeANLUN HYXKHO:

1. Haxatb kHonky [HoBbIW A[OKyMeHT] Ha naHenu [EeWCTBUM OOHOrO M3 npencTaBneHui
B[] KaHuenspusa v BoiOpaTb NyHKT Bxoasawmn akcneguums.

2. Ecnu B npeactaBneHnn BbigeneH LOKYMEHT, cucTema npeanaraeT cBs3aTb HOBbIA LOKYMEHT
C BblaeneHHbIM. Haxatb Ja ans cBasbiBaHUS OKYMeHTOB, Hem ons co3gaHust He3aBUCUMOro
[AOKyMEHTA.

3. B nosiBuBweMca amanore BbibpaTh Tpebyembii MappyT oOpaboTkm BXOAALLEro LOKYMeHTa
n HaxkaTb kHonky [OK].
Ecnn gns Bxogsuwero akcnegmumm co3gaH TONbKO OAWH TUMOBOW NPOLECC, AOCTYMHbIN
none3oBatento (ero MO u [J1), TO Npu co3gaHum AOKYMeEHTa 3TOT TUMOBOM NPOLECC UCMonb3yeTcs
no ymon4yaHuo 6e3 npegeapuTenbHOro Bbibopa.
4. 3anonHnTb Nons YNPOLLEeHHOW KapTO4yku BXogswlero gokymeHTa. [na nepexoga no nonsam
KapTO4KM MOXHO MCMNOSb3oBaTh knasuwly TAB.

5. HaxaTtb kHoMnKy [3aperucrtpupoBaTtb] Anga perncrpaumun. [Ana ynobcrea nonb3oBaTens KHornka
pasMeLlaeTcsl Kak B HWKHeN Yyactn hopMbl AOKYMEHTa (ANnd nepexoda Ha Hee MOXET Takke
ObITb Mcnonb3oBaHa knaesuwa TAB), Tak 1 Ha NaHenu AENCTBUN KapTOYKN.

6. Ecnu gnsa BbibpaHHOro B AOKYMEHTE XypHana perncrpaumm cyLecTByeT HECKONbKO (hopMmaTtos
PEerncTpauMoHHbIX HOMEPOB B pamKax OAHOro HymepaTopa, TO MOCMe HaXaTus KHOMKM
[3aperncTpupoBatb] HyXHO BbibpaTb hopmaTt HOMepa B NOSBMBLLEMCH Ha IKpaHe aunanore.

7. B nosBuBLUEMCS ANANOrOBOM OKHE noaTesepanTb perncTpaumio JOKyMeHTa.

Mocne pernctpaummn JOKyMeHTy OyaeT aBToMaTUYEeCKN NPUCBOEH PErMCTPALMOHHBIN HOMEpP, O YeM
cucTeMa BbldaeT CoOTBeTCTBylLlee coobuweHne, u crtatyc «[llpegBaputenbHoe pacCcMOTPeEHMEN
(MexaHM3M py4yHOro BBOOA peructpaumMoHHOro Homepa onucad B n. 111.1.3. BBog permctpaumoHHOro
HoMepa BpYyYHYH0). COTpyaHMKY, yKazaHHOMY B TUMOBOM MapLlpyTe B KavyecTBe NpeaBapuUTenbHOro
paccMmaTtpuBaroLlero, cuctemMa HanpasnseT yBegoMMeHMe O HeobxoouMMOCTVM npenBapUTEnbHOro
paccMoTpeHud OOKyMeHTa (n. 11.8. MpenBaputensHoe paccmMmoTpeHune OOKYMEHTa,
3aperucTpmpoBaHHOIO B PEXMME aKCneanumnmn).

[na Bxogsawero-akcnegmumm npegycMOTPEH PEXMM  MOTOKOBOW pPerucTpauun  OOKyMEHTOB,
NnoaToMy nocrie peructpaumm npeablaywero JoKyMmeHTa BHOBb OTKpbIBaeTca nyctas dpopmMa ang BBoAa
cnegywoulero fokymeHTa. [Ona Bbixogda M3 pexuma co3fgaHus BXOOALWMX LOOKYMEHTOB B pexume
3KCMeanLMM HYXKHO HaxaTb KHOMKY [3aKpbITb] Ha NaHenNn eNCTBUA KapTOYKN.

1.1.2. Co3paHune Bxoasero AOKyMeHTa U ero perncrpauums

[lns co3gaHms HOBOrO BXOASLLErO JOKYMEHTA:
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1. Haxatb kHonky [HoBbIN A[OKYMEHT] Ha naHenu OencTBUM OAHOr0 W3 npencTaBreHui
B KaHuensapua n BoiGpaTb NyHKT Bxoasawmn.

2. Ecnu B npepctaBneHun BblaeneH AOKYMEHT, cucTeMa npeanaraeT CBsidaTb HOBbIN JOKYMEHT
c BblaeneHHbIM. Haxatb Ja ons cBasbliBaHWsA OOKYMEHTOB, Hem ansi cosgaHusi He3aBUCHMMOro
[IOKyMEeHTa.

3. B nosiBuBwemcs gmnanore BbiGpaTb Tpebyembii MaplpyT 00paboTkM BXOASLEro AOKYMEHTa
N Haxatb kHonky [OK].
Ecnu ons Bxogdwero gokyMeHTa co3gaH TONbKO OAUH TUMOBOWM NPOLIECC, OCTYMHbIN NOMb30BaTeNto
(ero MO v [11), TO Nnpu co3gaHumn JOKyMEHTa 3TOT TUMOBOW NPOLLECC MCNONb3YeTCHa MO YMONYaHUIo
6e3 npegBapuTenbHoOro Belbopa.
4. 3anonHnTb NONs KapTOYKM BXOAsLWEro AokyMeHTa. [nsa nepexoda no nonsiM KapTOYKM MOXHO
ncnonb3osBaTb Krnasuwy TAB.

5. [ns nocTaHOBKM BXOASLLEro AOKYMEHTa Ha O6LMIA KOHTPONb HeobxoaMMo Nnepenty Ha
Bknaaky McnosnHeHue, noctaBuTb prnar Ha KoHmposb 1 BeiGpaTb KOHTponepa no AOKYMeHTY
B COOTBETCTBYHOLLEM MOne.

Mocne otnpasku Ha ucnonHeHne KoHtponepy 6yaet copmmpoBaHo yBegomneHune Ha 'C o
NMOCTaHOBKE JOKYMEHTA Ha KOHTPOSb.

6. Haxatb «kHonky [3apeructpupoBatb] Ana peructpaumm dokymeHTta. [ns  ypobcTtea
Nonb30BaTens KHOMka pasMeLaeTcs Kak B HXKHEN 4YacTn hopMbl JOKYMEHTa (ansa nepexona
Ha Hee MOXeT Takke ObiTb Mcnonb3oBaHa knasBuwa TAB), Tak M Ha naHenu AOencTBUK
KapTOYKM.

7. Tpwn perncrtpaumm cucteMa npoBepsieT HannymMe aapecaToB B CMMCKAxX PacChINKW Ha BKNaake
Pacchbinka:

e Ecnu cnucku nyctble, cuctema BblgaeT coobuieHue: «B cnuckax paccbifikm He ykasaHO Hu
OQHOro coTpydHuka. Bbl MoxeTe ykasatb ux nosxe. [Npogormkute peructpauuio (Ja) wnu
BEpHyTbCA K kapTodke (HeT)?» [Mpu Bbibope BapmaHTa fa AOKYMEHT pernctpupyetcd, npu
BblbOpe BapuaHTa Hem npoucxoautT BO3BpaT B KapTOYKy [JOKYMEHTa B pexume
pefakTMpoBaHus, AOKYMEHT HE PErncTpupyeTcs.

e Ecnu agpecatbl NpUcyTcTBYIOT XOTS 6bl B OOQHOM M3 CMMUCKOB, CUCTEMa BblgaeT coobLieHue:
«B cnuckax paccbinikn - ykasaHbl  COTPYAHWKW, BbIMOMHUTL aBTOMaTUYECKYKD  PaCCbINKy
AOKYMEHTa no ykasaHHblM crnvckam? (Ja) Bbl MoxeTe BbIMOMHUTL PaCcChbIfKy BPYYHYHO MO3Xe
(Het)». Tlpn BblGOpe BapuaHTa Ja [OKYMEHT perncTtpupyetcsd, W OCyLlecTBNAeTcs
aBTOMaTMyecKkass ero paccbifika no ykasaHHblM agpecatam. [lpu Bbibope BapuaHta Hem
AOKYMEHT pernctpupyeTtcs, HO paccblnika He npoussoautcs. Npu Beibope BapnaHta OmmeHa
NMPOMCXOAUT BO3BpPaT B KapTOYKy [OKYMEHTa B pPeXuVMe pefakTUpOBaHUA, [OOKYMEHT
He perncTpupyercs.

Bknagka Paccbinka otobpaxaeTtcsa B PK gokymeHTa npu ycTaHOBMNEHHbIX onarax Mcnonb3oeams
pacchbliniky ¢ noomeepxxdeHueM o3HaKoMsieHusi wvwnn Ucnosb3oeame pacchisiKy Onsi ceedeHust
B HaCTpolikax TMMNOBOro npoLecca.
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8. Ecnu gns BbibpaHHOro B JOKYMEHTE XXypHana peructpauum CyLecTByeT HECKONbKO hopmMaToB
PErMcTpauUMoHHbIX HOMEPOB B paMKax OHOro HymepaTtopa, TO MOCHe HaxaTusi KHOMKU
[BapernctpmupoBaTb] HyxHO BbiGpaTh hopmaT HOMepa B NOSIBUBLLEMCS Ha 3KpaHe auarnore.

9. B nosBuBLLUEMCS ANANOrOBOM OKHE noaresepanTb perncTtpaunio JOKyMeHTa.

Mocne pernctpaumm JOKYMEHTY aBTOMaTUYECKM NpUcBanMBaeTCs perncTpaLmoHHbIN HOMEP, O YeMm
cuUcTeMa BblgaeT COOTBETCTBYOLLee coobleHne, n ctatyc «lpuem n pernctpaums» (MexXaHn3m py4yHoro
BBOAA perncrpaumMoHHoro Homepa onucad B . 111.1.3. BBoa pernctpaunoHHOro HoMepa BpyUYHYHo).

Ecnn B Hactporkax B[l KaHuenapua (B B[ AgMUHMCTpUpOBaHME) YyCTaHOBNEH donar
Aemomamuyecku neyamamb wmpux-Kko0 npu peaucmpayuu exodsiuyux, To nocrne pervcrpaumm
AOKyMeHTa oTobpakaeTca guanoroBoe OKHO C coobueHnem «BcTaBbTe OOKYMEHT B MpuHTEp Ans
neyatu LITPUX-KOAa» C BO3MOXHOCTbIO BblOOpa pacrnonoXeHust LTpuX-Koga (BBEPXY WU BHU3Y
nokymeHTa). Nocne Haxatms [OK] wTpux-kog pacneyaTaeTcsi Ha CaMOM AOKYMEHTE UIM Ha HakIenke,
€CNnn B HACTpOMKax 3afaHa nevaTtb LWTPUX—Koda Ha NPUHTEPE HaKIeek.

Ecnn B B AaMuHucTpupoBaHuMe B [JokymeHTe HacTpoek B[l KaHuenspua Ha Bknagke
HdononHumenbHo nepeknoyaTens [Ipoeepsimb yHUKanbHOCMb HOMepa & npedenax 6asbi
YyCTaHOBIIEH B 3HA4yeHWe AOns mekywje2o 200a/be3 y4yema e2o00a, TO Npu perucTpaumm cuctema
OCYLLECTBNSIET NPOBEPKY HOMEPA HAa YHUKANbHOCTb, COOTBETCTBEHHO, B pamMKax TekyLlero roga nnm 6es
yyeTa roga, B npegenax 6asebl. Ecnu B B[l KaHuensapusa yxe 3apernctpupoBaH OKYMEHT, Nog KOTOPbIM
OCYLLIECTBIISIETCS peructpaums TeKywlero [OOKyMeHTa, cucTemMa oToOpaxaeT COOTBETCTBYIOLLEE
coobLeHne.

Mocne perucTpaumMm COTPYAHMK MOXET OTNpaBUTb AOKYMEHT Ha pacCMOTpPeHue/MCnosiHeHve
(n. 1.7 OTnpaBka AOKyMeHTa Mo MapwpyTy), 3aBepwntb paboTy MO AOKYMEHTY, €Criv AOKYMEHT He
TpebyeT panbHenwero paccmoTpeHus/ucnonHenns (11l.11 3aBepweHve paboTbl MO  BXoAsLEMY
OOKYMEHTY U CHATWE AOKYMEHTa C KOHTpOns), nepecnaTtb AoKyMeHT B Apyryto bl Kanuenspusa (n. II1.4
OtnpaBka gokymeHTa B gpyryto Bl KaHuensipusa), nmbo pasocnaTb AOKYMEHT MO CAMCKaMm pacCbifiku
(n. 11.13 OTnpaBka BXogsLLero 4OKyMeHTa no CMcKaM PacChifikn U O3HaKOMIIEHNE C JOKYMEHTOM).

Mocne perucTpauum gokymeHTa AQMUHUCTPATOPY CUCTEMbI M MONb3oBaTento C posibio [None]
[AOCTyNHa BO3MOXHOCTb MW3MEHEeHUs [OaTbl peructpaumm pokymenta (n. 111.1.4 W3meHeHvne AaaThbl
perucTpaumm AoKyMeHTa).

[o oTnpaBku No MapLUpyTy pernctpaTtop MOXeT OCYLLEeCTBUTb MPOBEpPKY Ha MOBTOPHOCTbL HOMepa
ncxogsawiero gokymeHta (n. 1.3 NMpoBepka Ha NOBTOPHOCTb HOMEpPa UCXOAALLEro JOKYMEHTA).

1.1.3. BBoa permctpauMoHHOro Homepa Bpy4Hyro

Ecnm B TunoBom wmapwpyte o06paboTkm [OKyMeHTa (BXoAsAwlero, BXoAsALLEro-akcneanuunm)
paspelleHa pyyHasi perucrtpaums AOKYMEHTOB, MpU peructpaumm AOKyMeHTa nosiBnserca dopma ang
py4HOro BBOAA  PErUCTpauMOHHOrO  Homepa. MoXHO BHecTM HeobGxoauMMble  M3MEHEHUs
B NpedmKc/MOCTPUKC HOMmepa, a Takke B caMm Homep (Ana aToro Heobxoammo ybpatb donar
Ucnonb3oeamb 3Ha4YeHue cYemuyuka u3 Hymepamopa) n HaxaTb kHonky [OK] gons peructpauun
OOKYMEHTa.
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Ecnu B HacTpolkax HymepaTopa 6bli oTMeYeH cdonar Mcnonb3oeamb 0c8060K0eHHbIe
3ape3epeupogaHHble HoMepa (1 0CBOBOXAEHHbIE OT pe3epBnpPOBaHMSA HOMEpPa UMELDTCSA

B HaJ'II/ILII/II/I), B OKHe pqu0|7| perncTpaumm noaBnAaeTcAa BOSMOXHOCTb YCTaHOBKKU nepekn4vartens
B 3HayeHne Oceob0x0eHHbIe HoMepa, NOoCre Yero MoXHO BblbpaTe HEO6X0AMMbIA HOMep Anst
perncTpaummn n Haxatb kHonky [OK] ana permctpaumn gokymenra.

.1.4. M3meHeHMe gaTbl perucrTpaumum AOKyMeHTa

Mocne perncrtpaunn oOKyMeHTa €CTb BOSMOXHOCTb UBMEHUTb ATy perncrpauunin.
M3meHuTb gaty perncrpaumm moxet AQMUHUCTpaTOpP M NoMb3oBaTerb C ponbio [None].

[nsa nameHeHnsa gatbl perncTpaumm BXoAsLWero AOKyMeHTa BbINONHUTL criedyowme 4eNCTBUS:
1. OTKpbITb KAPTOYKY 3apPErMCTPMPOBAHHOIO BXOAALLEro JOKYMEHTa Ha NPOCMOTP.
2. Haxatb Ha kHonky [lononHuTenbHo]:[U3MeHNUTb Aaty peructpauum]| Ha naHenn eNCTBUN.

3. B nosiBuBwemcs Ha 3kpaHe OkHe «M/3meHeHue patbl perncTpaumm» ykasaTb HOBYKO AaTy
N HaxaTb KHonky [OK].

B pesynbTate B none [Jama pe2ucmpayuu kapTo4YkM LOKYMeHTa OyaeT ykasaHa HoBasi gaTa
perucrpaumm.

[11.2. Pernctpaumsa n otkas B peructpaumm AOKyMeHTa, NOCTYNuBLUEero
no M3[0, a Takxke oTnpaBka aokymeHTa B B[] Ol

[nst 06paboTkn 4OKyMEHTOB, nonydeHHbix o MO0, B B[] KaHuensipus, B KOTOPYO 4OKYMEHTbI
NpUXoasT, AOMKEeH OblTb 3a4aH MapLUpyT ¢ Npu3HakoM Mcrnosib3oe8amb Osis1 8xodsiujeli NoYMbI C
yCTaHOBMEeHHbIM donaroM Mcrnonb3oeams Onst M3O. Ecnu B MapLupyTe yKasaH XXypHan
pervctpaumm, a B COOTBETCTBYHOLLEM HyMepPaTOpE yKasaHbl permcTpaTopsbl, TO yBe4OMIIEHME O
NOCTYNMEHUN AOKYMEHTa OTNpaBnsieTca permcrpatopam M3 3Toro cnucka, B MPOTUBHOM crnyvae —
BCEM perucrpatopam 13 nogpasgeneHuns, K KOTopomy npussidaHa gavHasi bl KaHuenspus.
UTtobbl 3apermctpupoBaTb AOKYMEHT, noctynuBwmn no MOLOO, HyXHO OTKPbITb KapTOYKYy
AOKYMEHTa 13 yBeAOMSIEHUs O HeobxoOuMOCTM perncTpaumm AOKyMeHTa, noctynuswero no M3OO
(ctatyc «CosgaH no M3[OO»), nepentm B pexXuM pPedakTUPOBaHUS W HaXaTb  KHOMKY

[3apermcTpupoBatb).

[nsa oTkasa B perncrpaumm gokymeHTta, noctynmeero no MO0, Hy)XHO BbINONHUTL criegytowmne
JEenCcTBuS:

1. OTKpbITb KapTO4Ky AOKYMEHTa U3 yBeOOMIIEHUs O HEOOXOAMMOCTU perncTpauum OOKyMeHTa,
noctynuswero no M30 (ctatyc «CosgaH no M3O»), nepenTtn B pexmm peaakTupoBaHus.

2. Haxatb kHornky [OTkasaTb B peructpauum].

3. B oTkpbiBWEMcS ananoroBoM okHe BblGpaTb MPUYMHY OTKas3a B perucTpauuv v noatTBepauTb
BbIMNOSHEHWE onepaLun.

B pesynbTate [OOKYMEHT nepexoauT B ctatyc «B peructpaumm oTkazaHo» W ygansietcs
n3 B[] KaHuenspusa no nctevyeHnto cpoka XxpaHeHus, ykaszaHHOro B HaCTPOMKax CUCTEMBI.
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Mpn peructpaumm/otkaze B peructpaumm pokymeHta C3L dopmupyeT CoOOTBETCTBYylOLEE
yBegomneHne B ctatyce «loTtoB Kk otnpaBke». Cuctema dopmumpyet cooTtsetcteytowmin XML - cann
n oTnpaBndeT yBedomreHve agpecaTty ¢ nomowpsto B Apantep MOOO, nocrne 4yero kapTouka
yBegomreHua nepexoaut B ctatyc «OTtnpaeneHy». CcopmmpoBaHHoe yBegomneHme oTobpaxaeTcsa Ha
Bknagke M3O KapTOYKM OOKYMEHTA.

UTtobbl oTnpasutb B B[] O Bxogawmn AokymeHT, noctynuBwuini no M3OO, HyXHO OTKPbITb
KapTO4YKy He3apermcTpMpoBaHHOro AokymeHTta (B ctatyce «CosgaH no M3OO») n HaxaTb KHOMKY
[OTnpaButb B OI]. Ecnn B Bl KommyTaTtop 3apernctpmpoBaHo Heckonbko B[ OI, B oTKpbIBLUEMCS
ANanoroBoM OKHe HYXXHO BblbpaThb HyXHYy0 6asy.

B pesynbtate gokymeHT ygansietca u3 bl KaHuensapusa v oTnpaenseTca nNo nodte B yKasaHHY
B Or. B B[] OI' LokymeHT oTobpaxaeTca B ctatyce «CosgaH no MOOO».

[11.3.MpoBepka Ha NOBTOPHOCTb HOMepa Ucxoasilero AOKyMeHTa

[o oTnpaBkn BXoOALWEro AOKYMEHTa M BXOAOSLIEro-akcnegmumMm no MapLipyTy MOXHO MPOBEPUTb
HanuMyne B CUCTEME BXOLSALLEro JOKYMEHTa C aHanormyHbiM HOMEPOM 1 4aTon UCXOAALLEro (3HadeHne B
nonax Homep ucxodsiwezo n [lama ucxodsuwje2o). [AnNs 3TOr0 HYXHO BbIMNOMHUTL cneayloLne
JEencTBuS:

1. OTKpbITb BXOAAWMIA OOKYMEHT B cTaTtyce «[lpuem n permcrpauusy, BXOAsLWMNA-IKCNeanumns B
cTaTtyce «3kcneanumnoHHaa obpaboTka» unu «lpeaBapuTenbHOEe pacCMOTPEHUEY» U NEPENTU B
peXnm peaakTMpoBaHus, HaXkaB KHOMNKY [PegakTupoBaTtb] Ha NnaHenu genCcTBUN.

2. 3anonHue nons Homep ucxodsiwezo v Jama ucxoodsiuw,e20, HaxaTtb Ha ccbinky lMpoeepums
PSAOM C Nonem:

e Ecnu B cucteme cyulectByoT BXoasdulMe AOKYMEHTbl CO 3HadeHuamu nore Homep
ucxodsiweco v fama ucxodsiwe20, COBNajalvWMMM C YKa3aHHbIMA B [JOKYMEHTE
3Ha4YeHusIMM, OToOpaxaeTcsa [OManoroBoe OKHO C MEepPeYHEM COOTBETCTBYHIOLLNX
OOKyMeHTOB. [lpy 3TOM MOXHO NPOOOIMKUTb PErncTpauuid HOBOrO [OOKYMEHTa C
aHanornyHbIMM AAHHbIMMU.

e Ecnu B cucteme He cywiectByeT BXOAALMX OOKYMEHTOB CO 3Ha4deHusmu nonen Homep
ucxodsiweco n [lama ucxodsiuje2o, COBNAfAIOWMMU C YKa3aHHbIMW B OOKYMEHTE
3Ha4yeHMaAMMU, oToBpaxxaeTca COOTBETCTBYHOLLEE COOOLLEHME.

[1l.4.0TnpaBKa gokymeHTa B Apyryto bl KaHuenspus

UTobbl nepecnatb 3aperMcTpupoBaHHbI BXOAAWMA AOKyMeHT B Apyryto B[ KaHuenspus
opraHu3aumu, HyXXHO BbINOMHUTL CriegyroLume OeNCTBUS:

1. BbibpaTb JOKYMEHT B O4HOM M3 NPeAcTaBneHuUn N OTKPbITb €ro Ha NPOCMOTP.

2. TllepenTtun B pexmm pefaktnpoBaHus, HaxaB KHOMKy [PegakTupoBaTtb] Ha naHenu 4encTBUiA.

3. HaxaTtb kHonky [OTnpaBuTb agpecartam]: [OTnpaBuTb B Apyryto KaHuensipuio] Ha naHenu
DEeNCTBUN.
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4. B nosiBMBWEMCA Avanore BblibpaTb noapasaeneHve (Unu cdounuan) opraHuMsauun, B KOTOpoe
HY)>XHO OTMPaBUTb [OKYMEHT.

Mogpasnenexuns, obnagatowme cobcteeHHon b KaHuensapwus, BolAeneHbl B CNUCKE C MOMOLLbIO
3Ha4ka =1 Takke CNMCOK AONYyCKaeT BO3MOXHOCTb AOMNONHUTENBHOW COPTUPOBKM.

5. Ha akpaHe oTobpaxkaeTcsi OKHO 3anpoca Ha noaTeepXxaeHne onepaumn. Cnegyet HaxaTb [[Aa].

Ecnu BbiGpaHo nogpasgeneHue, He obnagatowiee codocteeHHon bl KaHuensipus, To npu HaxaTtum
KHOMKM Ha 3KpaHe oTobpaxaeTtcsa coobuieHne: «Hn ogmH M3 BbIBpaHHbLIX KOPPECNOHOAEHTOB HE UMEET
B[l KaHuensapwus. [JokyMeHT He Obin OTNPaBeH».

B cekunn lMepedavya GokyMeHma BxoasiLLero JOKyMeHTa oTobpaxaeTcs MHopmauns, oTkyaa u

Kyda nepecblyiaeTCcA AOKYMEHT.

B KaHuenspumn-oTnpaeBuTene crtatyc [JOKyMeHTa He MeHseTcs. B KaHuenapum-nonyyatene
AOKYMeHT oTobpaxaeTcsa B npeactasneHuy Bxoasimue: Ilo crarycy B kateropuu IocrynuBiime, a Takke
B npeacTtaeneHnn HeoGpaGoranHas mouta B Kateropum U3 apyrux kanuessipuii. [locne oTtpaboTku
areHta (Mnn o6paboTKM MOYTbl BPYYHYO AOMWHUCTpPATOPOM) cTaTyc gokymeHTa B KaHuensapum-
nony4arene ctaHoBuTcs «lpuem n permctpauuns».

B KaHuenapuun-nony4arene BXoaswmm AOKYMEHT MOXHO 3apernctpupoBaTth nog HOBbIM HOMEPOM,
nmbo NpuHATL €ro Nog HOMepoMm, KOTOopbIM eMy Obin npucBoeH B KaHuenspum-otnpasutene (n. V.3
Pernctpaumst gokymeHTa, nepegaHHoro u3 gpyrov b1 KaHuensipus).

[na obpaboTkn JOKYMEHTOB, nepecnaHHbix u3 gpyron b KaHuensipusa, B B[] KaHuenspus, B
KOTOPY AOKYMEHTbI NPUXoAaT, AOJPKEH ObITb 3a4aH MapLUpYT C NpM3HakoMm Mcrnosb3oeamb Ons
exodsujet moymsi. Ecnvu B mapLupyTe ykasaH >XypHan permctpawmu, a B COOTBETCTBYHOLLEM
HymMepaTope ykasaHbl pErmcTpaTopbl, TO yBe4OMITEHNE O MOCTYMNEHUN AOKYMEHTa OTNpaBnseTcs

perncTparopam 3 3Toro Cnmcka, B NPOTMBHOM Crly4ae — BCeM peructpaTopam u3 nogpasgeneHus,
K KOTOpoMy npuesizaHa gaHHasa B[ KaHuenspus.

[11.5. PopmMupoBaHue, pegakTupoBaHue 1 yaarneHue Crnucka paccMoTpeHus

[ns nobaBneHns paccMaTpyBaloLWmnX Heo6xo0aMMO Ha Bknagke McriosiHeHue OOKyMEHTa HaxaTb
kHonky [PaccmoTtpeHue]:[[JoGaBuTb] ©” B nosBMBLIEMCS Aunanore BblbpaTb  COTPYAHWKOB
13 B[] CnpaBoOYHUK OpraHusauumm, KOTOpbIM JOKYMEHT MOCTYMNUT HA PaCCMOTPEHME.

YT06bl N3MEHWUTL NMYHKT PaCCMOTPEHWUS, HYXXHO BbIAENUTb B CEKLMM PACCMOTPEHUS HYXHbIA MYHKT
N HaxaTb KHoOMKy [PaccmoTtpeHue]:[UameHnTtb]. B nossuBlwemca pguanore BblbpaTb HOBOMO
COTpYAHMKA.

[ns yoaneHnsa nyHkTa pacCMOTPEHUSA HYXHO BbIOENUTb B CEKLUUU PACCMOTPEHUS HYXKHBIN MyHKT
N HaXxxaTb KHOMNKy [PaccmoTpeHue]:[YaanuTb] 1 NogTBEPOUTL BbINOSIHEHNE Onepaunn B NOSIBMBLLEMCS
Ha aKpaHe coobLLEHUN.

[1l.6. PopmupoBaHue, peaakTupoBaHue U yaaneHue pe3osniouum

PaboTta ¢ BxogsAwmMm OOKYMEHTOM BKrtoyaeT B cebsa bopmupoBaHme pesoniouun. Mpu otnpaske
BXOOALLEro [OKYMEHTa Ha WCNOSIHEHWE MO KOHTPOSbHbIM/HEKOHTPOSMbHLIM MYyHKTAM  pPe3oniouumn
cospatoTcs, COOTBETCTBEHHO, KOHTPOSbHbIE/HEKOHTPOSbHbIE nopy4veHus, Hanpasnsiemble
NCNONHUTENSAM.
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PervuctpaTop AOKYMEHTa MOXET CO3A4aTh PE30OLIMI0 N0 AOKYMEHTY Mocre ero oTnpaBku Ha
ncnonHeHwue (B ctatyce «Ha ncnonHeHun»).

UT06bl chopMUpOBaTH PE30SIHOLMIO, HYXKHO:

1. OTKpbITb KapTO4Ky BXOAALLEro AOKYMEHTa, NMEepenTn B PEXUM pedakTUpPOBaHWULA, NEpenTn
Ha BKknagky McrioniHeHue.

2. Haxartb Ha Bknagke kHonky [Pe3ontouunsa]:[HoBasd].

3. 3anonHuTb Nons AManoroBOro OkHa co3gaHus pesontoumm (PucyHok 9, Tabnuua 25). Ong
nepexoa no nomnsiM KapTo4vKn MOXXHO UCMoNb30BaTh Krnasuwy TAB.

4. HaxaTtb kHonky [OK].

Co3pgaHHbIN NyHKT pesontoumn 6yaeTt aobasBneH Ha Bknaaky McriosiHeHue KapTouky BXOOSILLEro
AOKYMEHTA.
Ecnun npu go6asneHun nyHKTa pesonioumn 6bin yctaHosneH donar MysnsmunopyyeHue, To npu

oTnpaske pesontounn no kHonke [Ha ncnonHenmne] 6yayt cchopmmpoBaHbl paBHO3HaYHbIE
MopyyYeHus COTPyAHMKaM, yKa3aHHbIM B none Ome. ucnosiHumersb.

[JoBasneqne NyHKTa pesontoym Iz‘

MyneTUNoOpy4YeHne ™ Oa
OTBeTCTEEHHbIH | Q
HCMONHATENB

BanTeesa Onera MuxalnosHa - cornacyrwmia by

KoHTponep), skcnepT, 4ael/T21
MNepenaTe GpUMruHan I~ Rna
WMcnonHuTenu | Q

AemurHa MpuHa NeTpoEHa - KT / oTBETCTEEHHBIR 3a

seneHue aen, Cratyc

¥ MonyuaTts yeegomnenws oT cowcnonHuTenei
Yro caenate [na wcnonHenua | |
Ha koHTpons vV Oa
MNepuoaudeckuiil kontponse [ Oa
Cpok 11.03.2015 16
KoHTponep |EEITbILIJEE MNasen Cepressuy | |I| >(
Noeanucan |-"—'\E£lEEE Makcum Hukonaesuy | >(
Hata | 11.03.2015 1e.| | 15:37 s

Ok OTHEHA B wabnoHe!

PucyHok 9. Co3naHue npoekTa pe3onouuun
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onar Ha KOHMPOJIb B JaNOroBOM OKHe co3aaHuna pe3oniounn yctaHoBIEH NO yMON4YaHuio, ecrnn
\ B HacTpovikax pyHKLMOHanNbLHON 6a3bl AaHHbIX ycTaHoBMNEH dnar Pe3onroyus cozdaemcsi
e KOHMPOJIbHOU N0 yMOJIYaHUIO.

Co3aaHHy0 pes3osniounio MOXHO COXPaHUTb B KadyecTBe nuyHoro wabnoHa. [Ans aTtoro nocne
3anofniHeHWst Moner B [OWanoroBOM OKHE COo34aHusi pes3onioumMyM HaxaTb KHomky [B  wabnoHbli]
N B OTKPbIBLLEMCS OKHE BBECTU HauMMeHOBaHue LWwabnoHa, a Takke BblOpaTb TWUMbl OOKYMEHTOB-
OCHOBaHW, A58 KOTOpbIX OHa ByaeT gocTynHa. YTobbl co3gatb 06LWmMi WabrioH, HYKHO NocTaBuTb dnar
B none O6wut (PvcyHok 10).

CoxpaHeHMe pe3o/wLUMM Ed

DBW HEA
Ha3zeaHue }(
TvnNbl AOKYMEHTOB Bxon AW Hi >(

(o] 4 OTHEHS

PucyHok 10. CoxpaHeHne co3qaHHOMN Pe30siioLMn B KayecTBe WabnoHa

UTtoObl BLIOpaTh yXKe CyLLeCTBYOLWMIA WabNoH ANda nepesanncu, HYXXHO psaaom ¢ nonem HaseaHue

HaXaTb KHOMKY = W B OTKpbIBLLUEMCA OWaArioroBOM OKHE Bbl6paTb HeoOxoanMbIA LIabnoH, KOTOprIZ
HY>XHO nepes3anucaTb.

Ecnn B B[] AaMuHucTpupoBaHue B HacTpoe4yHoM gokymeHTe Bl MopyyeHus yctaHoBneHa dnar
CpokK ucnosnHeHuUs1i 8 4acax, TO Npy CO3OaHUN PEe30NoLNN OCYLLEeCTBNAETCH MpOBepKa yKaszaHHOro
cpoka ucnonHeHus. Ecnu ykasaHHoe BpeMsi UCMOSTHEHNSA MopyyYeHus nonagaeTt Ha Hepabodee Bpems,
cMcTeMa aBTOMaTUYeCcKM paccyuTbiBaeT WM npegnaraeT BblbpaTb Onwkanwee BpeMsi WUCMNOMHEHUS
nopyyYeHnsa 0O M NOcCne ykaszaHHOro cpoka (Mpyv HeoBXOAMMOCTN MOXHO OCTaBWUTb TEKYyLLEee 3HayeHue,
PucyHok 11).

w

CpoK UCMoNHeHWMA NonagaseT Ha Hepabouee BpemA X

BAMMAALNA BOSMOMHBLIA CPOK HCNONHEHWA:
TeKylee 3HadeHwe: 02.08.2014 16:09

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

CcTaeuTe TEKYLLES IHAYEHHUE

| 0K | | OTMeHa |

PucyHok 11. BO3MOXHbIN CPOK UCNONTHEHUA NOPYYEeHUsI

Cuctema npepnoctaBnsieT BO3MOXHOCTb WCMOMb30BaTb OOWME M NUYHblE (CO3[4aHHble OaHHbIM
COTPYOHMKOM) LWabNoHbI TUMOBLIX pe3ontounin, xpaHsawuecs B bl LIabnoHbI.
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UTo6bl 106ABUTHL TUNOBYO PE30SNIOLMIO, HYXKHO:
1. Haxatb Ha Bknagke UcnonHeHue kHonky [Pesontouusn]:[U3 wabnoHa]).
2. BbibpaTtb wabnoH pesoniouun B nosismeLLeEMcS avanore un Haxatb [OK].

Cuctema aonyckaeTt pefaktunpoBaHue n yaarneHue nyHKToB DGSOJ'II'OU,I/IVI, No KOTOPbIM AOOKYMEHT
He ObIn HanpasJieH Ha UCNOJIHEHUE.

YUT06bl OTpeaakTpoBaTh MyHKT Pe30ouum, HyXKHO:

1. BbibpaTb COOTBETCTBYHOLUNIA MYHKT Pe30MoLUMM Ha BKNaake McrnosiHeHue n HaxaTtb Ha BKnagke
kHonky [Pe3ontouunsal:[UsmeHnTs].

2. BHecTn nsmeHeHus B nonsa dopmbl «M3ameHeHne nyHKTa pesontoumm» 1 Haxatb [OK].
UTo6bl yaanuTb NYHKT pPe30sIioLMKn, HY>KHO:

1. BbibpaTb COOTBETCTBYHOLUNIA MYHKT Pe30MoLUMm Ha BKNaake McrnosiHeHue n HaxaTb Ha BKnagke
KHonky [Pe3ontouuns]:[YaanuTtsb].

2. nOﬂ,TBep,D,VITb BbINOJIHEHNE onepaunn B N0OABMBLLEMCA HaA 3KpaHe COO6LLI,€HI/II/I.

[11.7.0TnpaBKa AOKYyMeHTa No MapLupyTy

3aperncTpmMpoBaHHbIA  BXOAALWMA  OOKYMEHT MOXHO OTNpaBUTb Ha paccMOTpeHne u/vnm
Ha UCMOMHEHNe, ecnu B AOKYMEHTe yKasaHbl paccmaTpuBarowme w/vnu pgobaBneHbl pesontounu,
no kHorke [OTNpaBUTbL NO MapLpyTy].
Ecnu B kayecTBe y4acTHUKa o6paboTkm gokymeHTa 6bin gobaBneH COTPYOHUK, KOTOPbIVA HE ABNSETCS
nornb3oBaTeneM NPUIOXEHWS, U Y koToporo oTcyTcTBytoT MO/ - nonb3oBaTenu NpUIoXeHusi, To
cuctema oTobpasnT COOTBETCTBYIOLLEE COOOLLEHNE. [JOKYMEHT MO MapLUpyTy He OTNpaBnsieTcs.
JOoKymMeHT nonyy4uT cooTBeTCTBylOWMN cTaTyc («Ha paccmoTtpeHum»/«Ha  uncnonHeHum»
COOTBETCTBEHHO).

[11.8.MpepBapuTenbHOe pacCMOTpPeHMe AOKYMEHTa, 3apermctpmpoBaHHoOro

B pexunmMme IKkcneanumnm

[OKyMEHT, cO34aHHbIN B  pexume  dKcneauuun, nocne perncrpaumm  OoTnpasnsieTcs
Ha NpefBapuTenlbHOE PacCMOTPEHUE COTPYAHMKY, YKasaHHOMY B COOTBETCTBYHOLIEM TUNOBOM
MapLpyTe 06paboTkM 4OKYyMEHTa.

[na no3anonHeHns nonewn KapTovkym HEOOXOOAMMO OTKPbITb KAPTOYKY JOKYMEHTa U3 MOMy4YeHHOro
yBefomneHus B ctatyce «[lpenBaputenbHoe pacCMOTPEHUE», NMEPENTU B PEXUM PeLaKTUPOBaHWUS U
3anofTHUTb OCTaBLUMECS MO KAPTOYKN JOKYMEHTA.

Ha cragum npeaBapuTenbHOrO pPacCMOTPEHUS COTPYAHMK MOXET OTnpaBuTb  [LOKYMEHT
Ha paccMoTpeHue/vcnonHenne (no kHonke [OTnpaBuTb no mapwpyTy], n. lIl.7. OTnpaBka gOKyMeHTa
no mapupyTy), 3aBepwuTb paboTy MO AOKYMEHTY, €CnuM [OKYMEHT He TpebyeT pJanbHenwero
paccmoTpenusi/ucnonHenns (11.11  3aBepweHne paboTbl MO BXoAdAWEeMYy [AOKYMEHTY W CHATue
AOKYMEHTa C KOHTpons), nubo pasocnatb AOKYMEHT no cnuckam paccbinku (n. 111.13 OtnpaBka
BXOASALLEro JOKYMeHTa Mo CrnmMckam pacchbliikin U 03HaKOMIEeHMe C JOKYMEHTOM).
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[11.9. PaccMmoTpeHune Bxoasawero AOKyMeHTa

Ona npuvHATMSA peweHMs no BxoAswemy [OKYMEHTy HeobxoguMo, OTKpbIB yBegOMIeHue
0 He06XO0OMMOCTM PaCCMOTPEHNS LOKYMEHTa, NOCTynuBLLEE Ha [naBHyl0 CTpaHuuy (Mnn B NOYTY, €Cnn
B B[l CnpaBOYHMK oOpraHusauum npomsBeneHa HacTpolka AyGnvpoBaHus COOOLWeHnn), nepentn
B KApPTO4Ky JOKYMEHTa.

[ns oTnpaBkn JOKyMeHTa, Haxogswerocs B ctatyce «Ha pacCcMOTpeHUn», Ha UCMOMHEHNE, HY>KHO
HaxaTb KHonky [Ha wucnonHeHue] Ha naHenu [OeWCTBUM KApPTOYKM BXOAALLEro [OOKYMeHTa
(npenBapuTenbHO B AOKYMeHTe AOIMKHbI ObITb co3gaHbl NYHKTbI pesonoumu,
cm. n. 111.6. dopmmnpoBaHue, pegakTMpoBaHue u yganenue pesontoumn). lNpn atom:

e [lo KOHTpOJ'IbHOVI pesonwunmn — aBTOMATUYECKM CO34aOTCA KOHTPOJIbHbIE MNOPY4YEHUA,
ncnosiHnTenAaAmM nopyquvu?l OoTNnpaBnAlTCA yBegOMI1EeHUA.

e [lo HEKOHTPONbHOW PE3oSoLUN — aBTOMATUYECKU CO3[aTCS HEKOHTPONbHbIE MOpYyYeHus,
MCMONHUTENAM MOPYYEHUA OTNPAaBNSATCSA YBEAOMIEHMS.

Ecnu npyn paccmMoTpeHuMM COTpyAHUK pellaeT, YTO AOKYMEHT He TpebyeT WCNOMHEHWs!, HYXHO
HaxaTb KHONKy [PaboTa no AOKYMEeHTy 3aKOH4YeHa] Ha naHenu OEenUCTBUA KapTOYKM BXOASALLEro
OOKyMeHTa 1 NoaTBepAUTL BbIMOSHEHME ornepaumn B nossmeliemMcsa coobweHum (n. I1l.11 3aBeplueHne
paboTbl N0 BXxOAsALEMY AOKYMEHTY U CHATUE AOKYMEHTa C KOHTPONS).

[11.10.M3meHeHMne cpoKa MCNONHEHUS1 BXOASILLEro AOKYMeHTa

N3meHnTb CPOK NUCNOJTHEHUA BXOOALWEro JOKYMEeHTa MOXEeT pernctpatop AOKyMeHTa B CTaTtyce «Ha
pacCcMOTpeHNN», a TaKXKe perncTpaTtop U KOHTposiep AOKyMeHTa B CcTaTyce «Ha ncnonHeHuny.

[na nameHeHnsa cpoka UCNoSTHEHNST BXOASALLEro JOKYMEHTA HYXHO:

1. BbibpaTb 4OKYMEHT B OAHOM M3 NPeACTaBMEHUI U OTKPbITb €ro Ha NPOCMOTP.

2. B 6noke MHghopmayusi no QoOKyMeHmy LENKHYTb NO CCbinke M3MeHUMb CPOK UCMO/THEHUSI.
3. B oTkpbIBLUEMCS OKHE YKa3aTb HOBbIN CPOK MCMOMHEHUSA AOKYMEHTa 1 HaxaTtb KHornky [OK].

B kapToyke gokymeHTa Oyaet oTtobpaxaTbCs ccblfika Mcmopusi nepeHoca CpoKa, No KOTOPOW
MOXHO MNOCMOTPETb MNEepBOHAYasnbHbIN CPOK WCMOMHEHMS, HOBbIA CPOK, a Takke WHdopmauuio o
COTPYOHUKE, U3MEHMBLLUEM CPOK UCTOMNMHEHNS.

[1l.11.3aBepLieHne paboTbl MO BXxoAsieMy AOKYMEHTY U CHATUE AOKYMEHTa

C KOHTponA

3aBepwmnTb paboTy no BxogAWeMy AOKYMEHTY MOXeT perucrpatop AOKyMeHTa (B craTyce
«Mpnem un pernctpaumsa» unm «Ha wmncnonHeHun» (ecrnm OOKYMEHT He KOHTPOIbHbINA)), COTPYAHUK,
npeaBapuTENbHO paccmaTpyBaloLLni AOKYMEHT Bxogsawmi-akcneguums (B ctatyce «[lpegsaputensHoe
paccMOTpeHne»), paccMaTpuBaloLWmMn COTPYaHUK (B cTaTyce «Ha paccMOTpeHun»), a Takke KOHTponep
KOHTPONbHOro AOKyMeHTa (CHATb AOKYMEHT C KOHTPOs B cTaTtyce «Ha ucnonHeHmum»).
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[Mocrne WCNOMHEHNA HEKOHTPOMbHbIX (A Takke YTBEpPXOEHUSI KOHTPOSbHBLIX) MNOPYYeHUN,
CO34aHHbIX MO KOHTPOSTIbHOMY AOKYMEHTY, KOHTpOMepy OKYMeHTa NocTynaeT 3agayHoe yBeaoMIeHne o
HEOOXOANMMOCTU CHATMS OOKYMEHTa C KOHTpons (ecnn B TUMNOBOM MapLUpPyTE He YCTaHOBMEHa
HeobXoaNMMOCTb aBTOMATMYECKOrO CHATUS AOKYMeHTa C KoHTpons, n. II1.11.1 ABTomMaTnyeckoe cHATUE
BXOOALLEro JOKYMEHTA C KOHTPOSS).

[na 3aBeplueHus paboTbl NO AOKYMEHTY (CHATUS AOKYMEHTa C KOHTPOMS) HY)KHO HaxaTb KHOMKY
[PaboTa No 4OKYMEHTY 3aKOH4YeHa] Ha NaHenu AenCcTBUIA KapTOYKN BXOASLLEro JOKYMEHTa.

[loKyMEHT nonyyuT cTaTtyc:

e «[l0OTOB K CMCaHWIO B AenO» — eCnu JOKYMEHT elle He UMeeT npu3Haka nomMeLleHns B Aerno.
lNpn aTOM Nonb3oBaTento C Poribl0 OTBeTCTBEHHINI 3a BeJeHme pme’, YkasaHHoMy B PK
AOKyMeHTa (Bknagka OpuauHan), dopMmupyeTcs yBegoMneHme 0 Heo6X0AMMOCTN NOMELLLEHMS
AOKYMeHTa B Aeno.

Ecnn nonb3oBaTtenb, BbINOMAHSOLWMN onepauuio Nno 3aBepLueHnto pa6OTbI Nno AOKYMEHTY, UMeeT pOoJib
OTBEeTCTBEHHHII 3a BegeHMe geJ, TO CUCTeMa 0T06pa>KaeT OKHO C BO3MOXHOCTbIO NOMeELLEHNA

OOKyMeHTa B aeno.

Ecnu B kapTouke AokymeHTa ycTtaHoBrneH donar JJokymenm cnuwemcsi 8 des10 asmomamuyecku,
TO MPW SOCTWXEHUM cTaTyca «[[0TOB K CUCaHUIO B Aeno» AOKYMEHT OyaeT noMelleH B Aeno
aBToMaTuyecku, 6e3 yyactua OB[] (nepenget B ctatyc «B geney).

e «B nene» — ecnu opurvHan aokymeHTa Gbin paHee nomelleH B aeno OBL.

Ecnu Bxogswuii JOKYMEHT OTrpaBfieH Ha pacCMOTPEHME HECKOMBbKMM COTPYAHMUKaM, TO npu
3aBepLUeHnM paboTel MO AOKYMEHTY OQHMM U3 pacCMaTpUBaIOLLMX UCMOMHEHHOW CYMTAETCS TONMbKO
€ro BeTka pacCMOTPEHUS], U JOKYMEHT CTaTyC He MEHsieT.
[lokyMeHT nony4mT cTaTyc «[0TOB K cnucaHuto B Aeno»/«B gene» Tonbko nocne BbIHECEHUS
peLLeHUsi BCEMU paccMaTpyBaoLLUMM.
Ecnn npu 3aBepLueHnn paboTbl (CHATUM C KOHTPONs) B cTaTyce «Ha MCnonHeHun» no JOKYMEHTY
€CTb HeWCrnoJriHeHHbIe (I/I HeyTBepXaeHHble KOHTpO.I'IbeIe) nopy4vyeHud, TO CUCTEMa 0To6pa>|<aeT

coobLeHne ¢ BONPOCOM O HEOBXOANMOCTU 3aKpbITUs nopyveHun ¢ kHonkamun [OK] n [OTmeHa].

Mpn HaxaTun Ha [OK] HencnomnHeHHbIE KOHTPOMbHbIE NOPYYEHUA nepexoasaTt B ctaTyCc «CHATO ¢
KOHTPONSA», HEKOHTPONbHbLIE MOPYyYeHUss — B ctaTtyc «McnonHeHo». B nopyyeHnnsix Ha Bknagke Omyem
06 ucnonHeHuu B 6noke UHghopmayusi no ucnosiHeHuUro otTobpaxaeTcss KommeHTapui: «lMopyyeHune
3aKkpblTo (paboTa No AoKyMeHTy 3aseplueHa). <®UO coTpyaHuKa, BbINONMHUBLUErO AENCTBME MO KHOMKe
[PaGoTa noO AOKYMEHTY 3aKoHYeHal>, gata M BpeMs BbINOMHEHUA onepauuuny. WcnonHutensm,
noanucaHTy M KoHTporiepy no nopydexuto (a Ttakke ux MO wn [J1) otnpaBnsetrca uMHGOpMaLMOHHOe
yBeAOMMEHNE O 3aKPbITUN NOPYHEHNS.

Ha Bknagke MHUcnonHeHue B Buse «lpuem wn  peructpauusay /«PaccmoTpeHuer»/
«lMpepBaputenbHoe paccmoTpeHue»/ «CHATME C  KOHTPONS» COOTBETCTBEHHO MPOMMUCHIBAETCS
KOMMeHTapun «PaboTa No OOKYMEHTY 3aBeplueHa», a Takke OaHHble COTPYAHWKA, BbIMOSTHUBLUErO
onepaumio.

Ecnu B HacTpoiikax B[] KaHuensipus (B8 5l AamMuHucTpupoBaHue) yctaHoBrneH dnar Paspewamsb
usMeHsIMb Gamy cHsimusi 8xo0siu e2o0 OOKyMeHma ¢ KOHmMpOJisi, NPy CHATUN JOKYMEHTa C

KOHTpONs oToBpa)kaeTcs AManoroBoe OKHO C BO3MOXXHOCTBIO M3MEHUTb AaTy CHATUS JOKYMEHTa C
KoHTpons. Mpy aToM B BM3e «CHSATME AOKYMEHTa C KOHTPONsi» OyayT oTobpaxkaTbCs yka3aHHble B
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AnanoroBom OkHe aaTta u Bpemsi. MiHaue, 6yaoeT cukcnpoBaTbCa Aata v Bpems hakTuieckoro
BbIMNONHEHUS onepauuu.

.11.1. ABTOMaTM4YeCcKoe CHATUE BXOASILLEro OKYMEHTa C KOHTPOnA

Ecnn B TvnoBom wmapuwpyTe o06paboTkM AOKYMeHTa YCTaHoBfeH dnar Aemomamuyeckoe
CHssmue JoKymMeHma ¢ obuje2o KkoHmpoussi (6e3 ydyacmusi KOHmposiepa no GoKyMeHmy), n Bce
nopyYeHnd, cosfaHHble MO OOKYMEHTY, UCMOSTHEHbI, @ KOHTPOMbHbIE — YTBEPXOEHbI, TO KOHTPONbHbIN
AOKYMeHT ByaeT aBToOMaTUYECKN CHAT C KOHTPONS U nepenaeT B cTaTyc:

e «[OTOB K CnMCaHWIO B OeNO» — eCNU JOKYMEHT eLle He MMeeT npusHaka noMeLleHnsa B erno.
Mpyn aTOM NONbL30BaTEMND C POMbl0 OTBEeTCTEEHHINI 3a BemeHme mes, YykasaHHomy B PK
AOKyMeHTa (Bknagka OpuauHarn), hopmupyeTcsa yBegoMneHne o HeobxoaMmocTy NomeLleHns
AOKYMeHTa B Aeno.

Ecnu B kapToyke AokymeHTa ycTaHoBneH cnar JJokymeHm crnuwemcs 8 deslo asmomMamuyecku,

TO NpW JOCTWXKEHMU cTaTyca «[0TOB K cnncaHuio B AeNo» JOKYMEHT ByaeT nomeLLeH B 4eno
aBToMaTuyeckn, 6e3 ydyactusa OB[l (nepenget B ctatyc «B geney).

e «B pene» — ecnu opurnHan aokymeHTa Gbin paHee nomelleH B aeno OBL.

B KapTo4yke OOKYMEeHTa Ha BKnaake UcnonHeHue B Bu3e «CHATNE C KOHTPONA» nponuncbiBaeTcsA
KOMMeHTapVIIZ «CHaATO C KOHTPOJ1A aBTOMAaTUYECKN».

[11.12.Bo3BpaTt BxoAasiLero AOKyMeHTa

BepHyTb BXOAALLMIA AOKYMEHT MOTYT PErMcCTpaTop U KOHTPOSep KOHTPONBHOro JOKYMEHTa B cTaTycax
«Ha paccmoTtpeHun», «Ha ncnonHeHun», «'0TOB K cnncaHuio B genoy, «B genex.

[lns Bo3BpaTa BXOAsLLEro 4OKYMeHTa HY)KHO BbINOMHUTbL crieayrolme 4encTBus:

1. BblbpaTb BXoOAWMN JOKYMEHT B OAHOM M3 npeacTtasneHun b KaHuensapusa v OTKpbITb €ro
Ha NpocMoTp.

2. HaxaTb Ha naHenu JencTBUN KapToYKM KHOMKY [BepHyTb].

3. [llpu Bo3BpaTe [OOKyMeHTa u3 cratyca «Ha paccmoTpeHuu» wunum «Ha wucnorHeHum» B
OTKPbIBLLEMCA ONAriOroBOM OKHe yKa3aTb MPUYMHY BO3BpaTa JOKYMEHTA.

4. B pesynbTate BXOAALLMIA AOKYMEHT nepexoauT B ctaTyc «Mprem u peructpaums». JOKyMeHT,
CO3[aHHbIV B peXumMe akcneguumm, nepexoant B ctaTyc «lpegBaputensHoe pacCMOTPEHUEY.
Mpu 3TOM COTPYAHUKY, OTBETCTBEHHOMY 3a TeKyLLy cTaauto obpaboTku, Byaet HanpaBneHo
yBeOMIeHME 0 HEOOXOAMMOCTU NpeaBapUTENIbHOTO PACCMOTPEHNS AOKYMEHTA.

5. [OKyMEHT nepexoauT B pexum peaaktupoBaHusi. COTPYAHUK, BEPHYBLUMIA OOKYMEHT, MOXET
BHECTN HeObX0aANMbIE N3MEHEHMSA B LOKYMEHT U OTNPaBUTb €ro N0 MapLupyTy.

Mpwn BO3BpaTe AOKYMEHTa 13 ctaTyca «Ha ncnonHeHum» nopy4veHus, Haxoasuwmecs B crartyce «Ha
NCNOMHeHU» (Co3daHHble MO  pe3onouuaM  AOKyMeHTa), nepexogat B cratyc «OTMeHeHo».
KommeHTapuii, ykasaHHbIM COTPYAHUMKOM MNpW BO3BpaTe AOKYMeHTa, oTobpaxaeTcs Kak Ha Bknagke
UcnonHeHue B CTPOKE OTMEHEHHOro MOPYyYeHusi, Tak U1 B CaMOW KapToyke nopyyeHus. McnonHuTenu,
KOHTpOMep 1 NognuMcaHT NopyvyeHUsi Nony4vatT yBegomreHns ob oTMeHe nopyyeHus.
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[11.13.0TnpaBKa BxoasiLero 4OKYMeHTa No CMCcKaM pacCbISiKU U
O3HaKOMJieHMe C JOKYMEHTOM

Bknagka Paccbinka otobpaxaetcsa B PK gokymeHTa npu ycTaHOBMEHHbIX pnarax Ucnonb3oeams
paccbiyiKy ¢ nodmeepixdeHueM o3HaKkoMsieHUs1 wwnn Ucnonb3oeamb pacchisiKy Onsi ceedeHust
B HaCTpoKKax TUMOBOro npoLiecca.
[ns oTnpaBkM 3aperMcTpMpoBaHHOIO BXOAALLEro [[OKYMEHTa MO CAMCKamM PacCbIfiKM  HY>KHO
BbIMNOMHUTE cneyloLlime AencTBus:

OTI‘IpaBI/ITb BXO,EI,FIIJJ,VIVI OOKYMEHT MO CnnrcKaM paccCblJiIkKh MOXHO B CTaTyCax «|_|pI/IeM n perncrpauuna»
(3apeructpupoBaH), «MpeaBaputensHoe paccMoTpeHMe» (ans BXxoaswero-akeneguuun), «Ha
paccMmoTpeHumny, «Ha ncnonHeHmmy, «FOTOB K cnncaHuto B Aeno» (0o Toro, kak JOKYMEeHT nepenget
B cTatyc «B gene»).
1. BbibpaTb BXogsawWMn JOKYMEHT B OAHOM M3 npeacTtaeneHun b KaHuenapusa v OoTKpbITb €ro
Ha NpocMoTp.

2. Ecnu paHee cnucku pacchbinikv Ha Bknagke Paccbuika He Obinn chopMmpoBaHbl, 400aBUTb
CMMCKM NOo KHonke [[lo6aBuThb].

3. B OTKpbIBLUEMCA OKHE HaxaTb KHOMKY == M COPMMPOBaTb COOTBETCTBYHOLLUME CMUCKM
paccbinkn: Paccbinka ¢ nodmeepxodeHueM W Paccbinka Onsi ceedeHusi. [Ans cnucka
paccbIfikn C NOATBEPXKAEHMEM yKasaTb CPOK, B TeYeHMe KOTOPOro BblOGpaHHble COTPYOHUKM

AOMKHbI ByayT OTMETUTL (DaKT 03HAKOMIEHMST C JOKYMEHTOM. C NOMOLLIbIO KHOMOK El n =]
MOXXHO nepemeLlaTb BbIOpaHHbLIX COTPYAHUKOB MeXay CriMckamu paccbinku (PucyHok 12).

Mpu fobaeneHnn coTpyaHMKOB B CIMCOK OOCTYMHbI creaytowme ceoifikn: Bce docmynHbie, U3
nodpasdeneHusi, U3 cnucka paccbiiiku, Criucku paccbiiku, JIuYHbIe CrUCKU paccbiyIKU,
Ipynnei, Mol catim, Cnucok docmyna dokymeHma. Kaxaplii CMUCOK pacchblikK MOXET COAepXaTb
He 6onee 50-Tn nonb3oBartenen. JIMYHbIe CMIMCKX PacChIfKK OOIMKHbI ObITb NpeaBapuUTENbHO CO3AaHbl
coTpyaHukoM B B[] CnpaBOYHMK OpraHu3auuu.

Cnncox paccuixe X
Pacooinka © NnOATROPKAaHNOM Pacceinka ansn coepeHnn
Haidri: ' Hag@rn:
Credg paspaborkn/THCIA Bartviwes MNagen Cepreesny - PyKoBogMTENs oTRena JOY

Bapsi Anexcanap Anesccangposws - paspalorunk, AR

(w2 Gonee 50 IHaueHUR)

O3HIOMNEHKA (B

n

QK QOrmana

PucyHok 12. CozgaHue CNUCKOB PacChbInKu
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4. Haxatb kHonky [OK] B okHe gobaBneHust CINCKOB PacChISku.
CospgaHHble cnvckn 0obaBsaTca Ha BKNaaky Paccbuika KapTovku AOKYMEHTA.

Mocne pOobaBneHust crnMcka pacCbifikM MOXHO BbIMNONHUTL crneaylowme OecTBust (Haxas
COOTBETCTBYHOLLYIO KHOMKY Ha BKnaake Paccbifka):

e [Ins npocmoTpa cocTaBa CnmMcKa paccbifikn Heob6xoaumMo BbiAENUTb NOOON CNNUCOK M HaxaTb
kHonky [[MpocmoTpeTb coctaB]. B OTKpbiBLUEMCS OManNoroBOM OKHe OToOpaxaeTcsi BecCb
nepeyvyeHb COTPYAHUKOB BbIgENEHHOro cnmcka.

e [Ins yganeHus cnmcka paccbiniku (nonb3oBaTtenst n3 cnmcka) HeobxoamMmo Bbl4ENUTb CMCOK U
HaXkaTb KHOMKY [YAanuTb], nocne 4ero NOATBEPANTL BbINOSIHEHME Onepauun B NOsIBUBLLEMCS
Ha 9KpaHe COoOLLEHNMN.

e [InS u3MeHeHuMss Tuna paccbinky (K CBEOEHUIO UNU C MOATBEPXKAEHWEM O3HAKOMIIEHMS)
HeobXxoAMMO BbIOENUTL CMMCOK (MoNb3oBaTens) U HaxaTtb KHOMNKy [AI3MeHnTb TN paccbinku],
nocne 4ero TMN pacchbinikv Ans BblAENEHHOro cnucka (nonb3oBartens) 6yaet M3MeHeH.

Ecnu B TnoBOM MapLupyTe 06paboTkm 4OKyMEHTa paspeLueH TOMbKO OAUH TUM PacChIfikn, TO KHOMKa
[U3meHnTb TMN paccbinkn] HegocTynHa.

Ecnu B TInoBom mapLupyte 06paboTkm 4OKyMeHTa yCcTaHOBNEH dnar 3anpemums u3MeHeHue
CIUCKO8 pacchblIKU, TO ANA NpefonpeaeneHHbIX MapLLpyTOM CMIMCKOB PaCChINKM KHOMKN [YAanuThb)
1 [M3meHnTb TMN paccbinikn] HELOCTYMHbI.

Utobbl pasocnatb [OOKYMEHT MO CO34aHHbIM CMUCKaM PAcCCbINKM  HYXXHO HaXaTb KHOMKY
[PasocnaTtb] Ha Bknagke Paccbisika  NOATBEPANTL BbINOSIHEHNE Oonepauun B NosSBMBLUEMCS Ha 3KpaHe
AunarnoroBoM okHe. B pesyrnbTaTe cuctemMa aBToMaTUYECKM OTNPaBUT yBEAOMMEHUS BCEM COTPYAHUKAM,
yKasaHHbIM Ha BKnagke Paccbinika. B Bu3e paccbhinku OyaeTr 3adMKCMpPOBAHO KTO, Korga WM KoMy
pasocnan JOKYMEHT.

CoTpygHukam, ykasaHHbIM B none Paccbisika ¢ noOmeepxxdeHueM, [OKYMeEHT OyaeT oTnpasneH
Ha 03HaKOMIIEHME C HEOOXOOUMOCTBIO BHECEHUSI OTMETKM 06 03HakomneHun. CoTpyaHuKam,
yKkasaHHbIM B nore Paccbisika 0ns1 ceedeHusi, [OKYMeHT ByaeT HanpaeneH 6e3 HeobxoanmocTu
NOATBEPXKAEHNS O3HAKOMIIEHUSI.

lMocne oTnpaBkmn OKYMEHTa NO CAMCKaM PacCbifikn B KApTovke AOKYMEHTa Ha Bknagke Paccbisika
no kHonke [XoA O3HaKOMIIeHUsl] MOXHO MOCMOTPEeTb OOWMA CNUCOK PacCbifikn,  CMUCOK
O3HaKOMUBLLUUXCA U HE O3HAKOMUBLLUNXCA C AOKYMEHTOM COTPYAHWKOB.

Takke MOXHO pacnevaTtaTb nedaTHble opMbl «JIMCT O3HaKOMNEHUs» U «JINCT paccCbInNkny,
BblOpaB cooTBETCTBYOLWMI WAabMNoH (n. V.17 MNevaTb No wabnoHy).

CoTpyaHvkaM, yKasaHHbIM B CrMCKax paccbliku, OyayT copMuMpoBaHbl yBEeOOMSEHUS Ha
[MmaBHyl0 CTpaHuuy (AN COTPYOHWMKOB U3 CNUCKA pPacCbifikM K CBeAeHuo  hopMupyroTcs
NHOPMALIMOHHBbIE yBeAOMIIEHNST). YTOObI OTMETUTL (PaKT 03HaKOMIEHUS C JOKYMEHTOM, HYXXHO HaXaTb
KHOMKy [O3HakoMuncsl] Ha naHenu OEeWCTBUA KapTOYKM BXOASLEro AOKyMeHTa. B oTkpbiBiemcs
AnanoroBoM OKHe HaxaTb [a Ans noaoTBepXAeHUMs O3HaKoOMIeHus C  [OKyMeHTom. B Buse
O3HaKOMIeHVA Ha BKnagke Paccbiika pykcupyeTcs fata u BpeMsi 03HaKOMITEHUSA.
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|_|pl/l BbINOJIHEHN Oonepauun 3a Apyroro CoOTpyaHukKa B Ka4eCTtBe ero MCcnosHALwero 0b6s3aHHOCTH

UM OOBEPEHHOrO nNnua HeobxoAnMOo BbIOpPaTb B MOSIBUBLLEMCS Ha aKpaHe gmnanore PUNO coTpyaHuKa,
3a KOTOPOro BLINOMHSAETCS onepauus. B pesynbTate B KapTouyke [OOKyMeHTa OyaeT oTpaxeHa
nHopmauma 06 03HAKOMITEHUN C JOKYMEHTOM.

Ecnu B HacTporkax B[l KaHuenspua yctaHoBrneH dnar Paspewamb 03Hakamiuearouwumcs
exodsiuje2o doKymeHma co3ldasame rnopyyeHuUst 30 cmaduu UcCnoJIHeHUs1, TO COTPYAHMK,
NOMy4YMBLUNIA BXOOSALLMIA JOKYMEHT Ha O3HAKOMIIEHWE, UMEET BO3MOXHOCTL CO34aTh NOpyyYeHMe No
AOKYMEHTY He TONbKO Ha CTaauy UCNOJSIHEHUS], HO 1 OO TOrO, Kak JOKYMEHT O6yaeT oTnpaBneH Ha
NCMNOSTHEHNE.

Mopy4yeHus, co3gaHHble 03HAKaMITMBAKOLLMMNCS COTPYAHUKaMK, OToOpaxkatloTcs Ha BKagke
UcnonHeHrue c onpegeneHHbIM 3Ha4YKOM.

CoTpygHuK, NONYyYNBLUNA JOKYMEHT MO CMMCKaM PaCChIfKU, UMEEeT BO3MOXHOCTb OpraHn3oBaTb
AOMONHUTENBHYIO PacChInKy AoKyMeHTa. [nsa aToro Heobxoanmo no kHorke [lo6aBuTb] ykaszaTb
COTPYOHWKOB, KOTOPbIM AOKYMEHT AOMKeH ObiTb OTNpaBeH, nocrne Yyero HaxaTtb kKHoMky [PasocnaTsb]
[okymeHT ByaeT aBTOMaTM4ECKM pasocnaH ykasaHHbIM coTpyaHuKam. [1py 3ToM coTpyaHuKam, yxe
yKasaHHbIM B CIMCKaX pPacChblifiki, MOBTOPHO He ByayT hopmMmnpoBaTbCA HOBbIE YBEOOMIIEHNS.
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IV.PaboTa ¢ ncxoaswmmm gOKyMeHTamMu

Cxema O6p860TKI/I nexogdawnmx JOKYMEHTOB BKIMKOYAaEeT crieayruimne ctagun:

lNMogrotoBka nNpoektTa — Ha 3TOM CTaguM NPOU3BOAMUTCH CO34aHMe KapTodkm Mcxopsdilero
AOKYMEHTa 1 3anosiHEHME e€ Mornen.

CornacoBaHue — cornacoBaHne MoXxeT npoBOAUTLCA B HECKOJIbKO 3Tanos, Kaxkablin 13 KOTOPbIX
MOXeT ObITb MocnegoBaTesibHbIM UK napannesnbHbIM. B npouecce cornacosaHuA Kaxkabl N3
cornacyruwmnx BbIHOCUT MOJTOXUTENbHYIO U OTpUUATEes1bHYIO peLleH3Uto.

Moanucanue — yI'IOJ'IHOMO‘-leHHbIIZ COTPYyAHUK noanucbiBaeT nnBo OTKNOHSET OOKYMEHT.

Peructpaums — nocne noanucaHus OOKYMEHTa OH perucTpupyeTtcs nyteM aBTOMaTUYEeCKOW
U py4YHOW perncrpauun.

Mocne perucTpaunyM BO3MOXHO CO3[aHWe MOPYYeHMIn Mo LOKYMEHTY, nepechisika AoKyMeHTa
B Opyryto KaHuensipuio unu otnpaeka AOKyMeEHTa Ha NOYTOBbIN aApec yka3aHHbIX nony4yatenei
[LOKYMEHTa.

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

IV.1.Co3aaHue KapTO4YKU JOKYMEHTa

[lns co3gaHms HOBOTO UCXOASALLErO 4OKYMEHTa HYXKHO:

1.

5.

Haxatb kHONKy [HOBbIN AOKyMeHT] Ha naHenu [EencTBUA OOHOro M3 npeacTaBrneHun
b KaHuenspusa n BoibpaTb NyHKT Ucxopawmmn.

Ecnu B npeactaBneHun BbiAeneH AOKYMEHT, CUCTEMa npearnaraeT CBs3aTb HOBbIA JOKYMEHT
c BblaeneHHbIM. Haxatb Ja ans ceasbliBaHWsA OOKYMEHTOB, Hem ansi co3gaHusi He3aBUCHMMOro
[IOKYMEHTa.

B nossuBLemca gnanore BbibpaTbh Tpebyembin MapLupyT 06paboTkm NCXoasLLero JOKyMeHTa u
HaxaTtb kHonky [OK].

Ecnu ans Vicxopswero okyMeHTa Co34aH TOMbKO OAWH TUMOBOW NPOLIECC, AOCTYMHbIN
nons3oBatento (ero MO n [J1), To npn co3gaHny AOKyMeHTa 3TOT TUMNOBOW NPoLecC NCNoMNb3yeTcs
no ymonyaxuto 6e3 npegBaputensHoro Bbibopa.

3anonH1Tb NoNA KapToYKU UcxoadaLero AokyMeHTa. [ins nepexoda no nonsm KapToukM MOXHO
ncrnonb3osaTb knasuwy TAB.

HaxaTb KHOMKy B([Coxpaﬂwrb]) Ha naHenu JencTBun.

[loKyMeHT coxpaHsieTcs B ctaTtyce « HepHOBUKY.

Mocne 3anonHeHust Bcex 00sA3aTenbHbIX MOMER M COXPAHEHUS KApTOYKU OOKYMEHTa (40 OTnpaBKu
OOKYMeHTa Mo MapLlpyTy) MOXHO OTMpaBUTb 3anpoc Ha pe3epBMpOBaHWE HOMepa UCXoAsdLLero
aokymeHTa (n. IV.11. PesepBupoBaHue perucTpaLoOHHOro HomMepa).
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IV.2.0TnpaBKa AOKYMEHTa Mo MapLipyTy

YTtoObl oTnpaBnTb MCXOAALLNI OOKYMEHT NO MapLUpPyTYy HYXHO!:

1.
2.

OTKprTb Ha NPOCMOTP NOAroTOBJIEHHYHO KapTO4Ky OOKYMEHTa (B craTtyce «qepHOBVIK))).

HaxaTb kHonky [OTnpaBuTbL NO MapLpyTy] Ha NaHenn encTBUN.

Ecnu B kayecTBe y4acTHVKa 06paboTkM AokyMeHTa Gbin 4oGaBneH COTPYAHUK, KOTOPbLIN He ABMsieTcs
nonb3oBaTernieM NpPUIoXKeHUs, U y kotoporo otcyTcTBytoT MO/J - nonb3oBaTteny NpunoxXeHus, To
cucTema oTobpasuT CoOTBETCTBYIOLWEE COoObLEHNE. [JOKYMEHT Mo MapLIpyTy He OTNpaBnseTcs.

Ecnu B TMNoBOM MapwipyTe [OOKYMEHTa YycCTaHoBrieH cnar Peaucmpauyusi npoekmoe
doKyMeHmoe, TO Nocne OTNpaBkM MO MapLIpyTy OCYLUECTBISETCA perncrpauus npoekra
AOKYMEHTa, O YeM CUCTEMA BblAacT COOTBETCTBYHOLLEE COObLLEeHNMeE.

Ecnn pgna BbibpaHHOro B TUMOBOM MapLUpyTe XypHama perncrpauum MpoeKkToB AOKYMEHTOB
CyLlecTByeT HeCKONbKO (hOpMaToB PErncrpaumoHHbIX HOMEpPOB B pamKax OAHOro HymepaTopa, To
HyxHO OydeT BbibpaTb dhopmaT HOMepa B MOSABUBLUEMCH Ha 3KpaHe auanore. NpuCBOEHHbIN B
pesynbTate HoMmep ByaeT otobpaxaTtbcs B none Homep npoekma KapTovKkn JOKYMEHTA.

B pe3ynbTaTte 4OKYMEHT GyaeT oTnpaBneH:

Ha cornacosaHue, ecnu B KapTO4Ky OOKYyMeHTa nobaBneHsbl cornacyrwouimne.

Ha nognucaHue, ecnv B KapTouyke OOKyMeHTa He fobaBneHbl cornacylowme unn Ha BkNagke
HeuxeHue dokymeHma noctasneH dnar B none lMponycmumse co2nacoeaHue.

Ecnun wncxopawmi gokymeHT Obiln co3gaH no MapllipyTy € YCTaHOBMEHHbiM dnarom bes
Mapwpymu3ayuu, TO BMECTO KHOMNk1 [OTnpaBuTb MO MaplipyTy] Ha naHenu OEWCTBUA LOCTyrnHa
kHormka [Ha perucTtpaumio], Npy HaxaTum Ha KOTOPYI OOKYMEHT OTNPaBMsieTCs Ha perncrpauuio
YKa3aHHOMY B KapTO4Ke AOKYMEHTa perncrpartopy.

Bo3MOXHOCTb perucrpaumm NCXOoAALEro JOKyMeHTa OOCTYMHa Nonb3oBaTento Ha aTanax noAroToBKU
AOKYMEHTa B TOM Cry4yae, ecnu JOKyMeHT Obin co3gaH No MapLupyTy € yCTaHOBNEHHbIM drnarom bes
Mapwpymu3ayuu, 1 ecnun UCMONMHUTENb WUCXOASLWEro JOKyMeHTa (TO eCTb COCTaBUTENb) UMeeT
HbusHec-ponb PermcTpaTop W ykasaH B nofne Peaucmpamopbl KapTOuku AOKyMeHTa. B aTom
crnyyae Ha naHenu gencTBui AOCTyNHa KHomka [3aperncTtpupoBaTtsb].

Bo3moxHOCTb nognucaHns ncxoasiiero JokyMmeHTa (kHorka [[oanucatb]) 4OCTynHa Nonb3oBaTento
Ha 3Tanax MOAroTOBKM M [opaboTkM OOKYMEHTa B TOM Clnydae, €Cnuv UCMNOMHUTENb WUCXOASLLEro
AokymeHTa (To ecTb cocTaBuTens) B B[] KaHuensipus sasnsertcs:

e eOWHCTBEHHbIM NOAMUCAHTOM JOKYMEHTa UMK NepBbIM NOAMUCAHTOM B CMIUCKE MOAMNUCAHTOB, €Cnn
B KapTouke AOKYMEHTa yKaszaHO HecCKomnbko noanucaHTtos, (unu WMO/OJ1 eanHCTBEHHOro/nepsoro
noanuncaHTa);

e €Cnv Npu 3TOM B MapamMeTpax CorfnacoBaHus BeicTaBrneH cdpnar lMponycmums coasacogaHue nnm
B MapLUpyTe HeT 6rioka cornacoBaHus.

IVV.3.Bo3BpaTt ncxopasiero 4OKyMeHTa

[nsa Bo3BpaTa mMcxogswero AOKyMeHTa (CO CTagumn CorflacoBaHWs UM NOAMNUCaHUS) Ha CTaguio
AopaboTkK, C LUenblo BHECEHUSA U3MEHEHMI B UCXOAHbBIA AOKYMEHT UNN NPUKPENSIEHHbIE K HEMY hannbl,
aBTOPY AOKYMEHTA HYXXHO BbINOMHUTL CreayoLmne JenCTBIS:

1. Hantu B ogHOM 13 npeacTtaBneHnn b KaHuensapua HyXXHbIN UCXOOALWLNA JOKYMEHT N OTKPbIThb

€ro Ha nNpocMoTp.
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2. Haxatb kHonky [BepHyTb] Ha naHenu genctsun u BbiOpaTb [BepHyTb] unn [BepHyTb
¢ kommeHTapuamm]. [pu Bbibope BapumaHTa [BepHyTb € KOMMeHTapusiMu] ykasaTb
B AManoroBOM OKHe NpWYnHY BO3BpaTa AOKYMEHTa.

[lokymeHT nepexoaut B ctaTyc «Ha popa6oTke». COTpyAHMKY, OTBETCTBEHHOMY 3a TEKYLLYHO
cTaguto  0bpaboTku (cormacoBaHwe wnu nopnucaHue), OyoeT HanpaBreHO COOTBETCTBYHOLLEE
yBeZlOMIIEHME.

IV.4.CornacoBaHue M 3KCnepTu3a JOKYMEHTa

CornacoBaHue n aKcnepTM3a OOKYMEHTOB MOXET NMPOBOAMTLCA B OOWH WM HECKOSbKO 3Tanos.
Kaxabin atan mMoxeT OblTb nocrnegoBaTtesibHbIM, NapanfefibHbiM (OQHOBPEMEHHbIM) UK ke bonee
CNOXHbIM, HacTpaumBaembiM cpeactBamum Workflow. 3tan akcnepTMsbl MOXET ObiTb  TONbKO
nocnegosartenbHboiM. Mpy nocnegoBaTenbHOM COrfacoBaHUM OOKYMEHT nepedaeTcst criegylowemy
YYaCTHUKY COrnacoBaHuUsi TOSNbKO MOCMEe BbIHECEHMSI pelleHus npeablaywmmM y4acTHukoMm. [lpu
napannenbHOM COrfacoBaHUM AOKYMEHT NOCTynaeT BCEM COrnacyrLnUM 0HOBPEMEHHO.

Ha atane skcnepTusbl nonb3oBaTenu, B 3aBUCMMOCTM OT MMEIOLLENCA KOMMETEeHUUN, a TaKkke OT
TMNa OOKYMEHTa, UMEKT BO3MOXHOCTb pedakTUpoBaTb OnpefeneHHble Mofs KapTOYkM OOKYMEHTa,
M3MEHATb MapwpyT [AOKYMeHTa, pedaktupoBaTb W Ao06aBnsaTb BMOXEHUS, B 3aBUCMMOCTM OT
YCTaAHOBIIEHHbIX HACTpPOeKk B npodhanne 3kcneptmsbl (co3gaHue npodhanna 3KCnepTusbl ONUCaAHO B
pokymeHTe «Jlornka ECM. C3[ - OC - 8 - CnyxebHble 6a3bl AaHHbIX»).

Ctagmsa cornacoBaHusi/akcnepTU3bl KONUPYETCS M3 HACTPOEHHOro TUMOBOrO npouecca (co3gaeTcs
agMuHuctpatopom B B[l TunoBble MapwpyTbl). VIcnonHUTENb JOKYMEHTa MOXET Npu HeoBXo0ANMOCTH
(ecnn B HacTporkax TUNOBOro npoLuecca 3ajaHa Takas BO3MOXHOCTb) CKOPPEKTUpOBaTb napameTpbl
3TanoB COrfacoBaHus, 1 nepedeHb cornacyowmx, yopas nnm gobasmse y4aCTHUKOB COrflacoBaHus.

B kauyectBe cornacylwmx MoOryT OblTb 3afaHbl TOMbKO COTPYAHWKM, obnagarowme ponbto
Cornacymoumiz B B[] CnpaBoYHUK opraHusaumm.

COFJ'I&CWOLIJ,VIVI MOXEeT oOpraHu3oBatTb AOONOJIHUTENNbHOE  cCorfnacoBaHne [OOKyYMeHTa WIn
aenernposartb cornacosaHune Apyromy COTpyaHUKY.

IV.4.1. Job6aBneHue 3Tana cornacoBaHusi/aKkcnepTusbl

BoaMmoxHoCcTb go6aBneHuMss HOBOro atana OTCYTCTBYET, €Cniu B TMMNOBOM MaplpyTe obpaboTku
OOKyMeHTa CHAT donar Paspewumb MeHsIMb Mapwpym coajiacoeaHusl.

UTo6b1 106ABMTHL HOBbIM 3Tan COrNAacoOBaHUSA/IKCNEPTU3bI, HYXKHO:

1. B pexume peaakTMpoBaHUS KapTOYKM AOKyMEHTa OTKPbITb BKNaaky JeuxeHue 0OKyMeHma.
2. HaxaTb Ha Bknazgke kHornky [HoBbin aTan].

3. BanonHutb nonsa gopmel «HoBbIN 3Tan cornacoBaHusa» (PucyHok 13, PucyHok 14).

e Tun amana — yCTaHOBWUTb HY)XHOE 3HA4YeHMe C MOMOLWbK nepeknovatena (dman
coasiacoeaHusi Unv dman aKkcriepmussbl).
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Tun coaznacoeaHusi — YCTAHOBWUTb HYXHOE 3HayeHue C MNOMOLLbK nepeknoyaTens
(MocnedoeamenbHbili wnu [MapannensbHbil). [py ycTaHOBNEHHOM nepeknyartene
Tun amana B 3HadyeHve Aman 3Kcrniepmu3bl aBTOMATUYECKM yCTaHaBnMBaeTCs Mo
yMoOn4aHuio B 3HadeHue llocrnedoeamersibHoe M Nofe CTAHOBUTCA HEOOCTYMNHbIM Anis
peaakTUpoBaHUSI.

HaumeHoeaHue — BBECTM HAMMEHOBaHWe aTana.

lMpogbalin akcnepmu3bl — C NOMOLLBI KHOMKU i BblOpaTb npodansn 3KcnepTu3bl U3
crnmcka AOCTYMNHbIX 3HaYeHun. None AOCTynHO Npu ycTaHOBNEHHOM nepekntoyatene Tun
amana B 3HadeHne Aman akcnepmu3bi. CNNCOK COAEPXKUT BCE NPOanibl IKCNEPTU3bI,
co34aHHble 4Ns JaHHOTO TUMOBOro npouecca o6paboTkn OOKYMEHTa.

Cpok coanacogaHusi — BBECTU C KnaBnaTypbl OCHOBHOW CPOK corrnacoBaHns (B AHSX).

Hon. cpok coenacoeaHuss — BBECTU C KnaBuaTypbl AOMOJSHUTENbHbIA  CPOK
cornacoBaHus (B OHSIX).

Asmomamuyeckoe 3aeepuieHue — NocTaBuUTb nar B none, ecnn HeobxoamMmo, YToObI
OOKYMEHT  aBTOMaTM4YeCKn nepegaBanca  cregylowemy cornacywowemy  (unu
Ha nognucaHve, B 3aBUCUMOCTM OT cTagum obpaboTkm AOKyMEHTa) B cryyae, ecnu
cornacylwolmin He TMpPUHAN  pelleHne Mo  OOKYMEeHTY B TeYeHMe OCHOBHOro
N JOMOMHUTENBbHOrO CPOKOB COrNacoBaHmS.

Coanacyrowue — C noMowbio KHOMkM [[lo6aBuTb] ykaszaTb COrNacyloWmnX AaHHOro
atana. [lpu yctaHoBneHHOM nepeknoyatene Tunm amana B 3HavyeHve Iman
aKkcnepmu3bl B CNWCKe AOCTYMHbI AN Bblibopa TONMbKO nornb3oBaTenu, obnagatowime
KOMneTeHuunen, ykazaHHON B BblIOpaHHOM npodhaiine akenepTusbl.

Hoekll 3Tan cornacoBaHuA x

Tun: {* MocnenosaTensHuii { MapannensHwi
HauMeHoBaHWE MNocnenosaTensHOe CoOrNacoBaHue
CpOK COrNacoBaHua; 2 OHENR
Aon. cpok cornacosanqAa: |1 AsHe ¥ AgTOMaTMYECKOE 33BEpWEHNE
Cornacyrmne: Apnees Makcum Hukonaeswd - PykosoouTens nogpasaenedua, M

Pl T 3

AobaskTh. .. ¥.0anHTe
(8114 CTHEHa

PucyHok 13. lobaBneHne HOBOro atana corfiacoBaHusi
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Hoeeiii 3Tan cornacceaHva X

Tun sTana: " Z7an cornacosaHna & =

Twun cornacoeaHua: NocnenoeaTensHoe

HauMeHoBaHKe

Mpodain 2KcnepTH3sl;

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

PucyHok 14. lo6aBneHue HOBOro 3Tana akcnepTUsbl

4. Haxatb kHonky [OK]. Otan cornacoBaHus/akcnepTnsbl gobaenseTca Ha Bknagky JeuxeHue
doKyMeHma KapTOYKN JOKYMEHTA.

[oGaBneHHbI HOBLIN 3Tan  COrnacoBaHUSA/3KCNEPTU3bl MOXHO cTpenkamu «BBepx-BHM3»
NepeHecTn B HY>XHOE MeCcTo Orioka cornacoBaHus.

I'IpM nobaBneHun COTPYAHUKaA, YyXKe YKa3aHHOro B OgHOM U3 OnokoB cornacoBaHusi, BbIBOOUTCS OKHO

¢ npegynpexaeHmeM: « CompydHuk <®NO compyOHuUKa> yxe eblbpaH 8 amarie coanacosaHusi». MNpu
3TOM COTPYOHWKA B ApYron 6ok cornacoBaHns [O6aBUTb MOXHO.

IV.4.2. A3ameHeHne napameTpoB CTaAuMM cornacoBaHus

MapameTpbl 3Tana cornacoBaHus onpeaeneHbl B MapLipyTe, HA OCHOBE KOTOPOro co3aH AaHHbIN
AOKYMeHT. [Npn Heo6XoaNMOCTN OHN MOTYT ObITb CKOPPEKTMPOBAHbLI UCNOSTHUTENEM NPU NOArOTOBKE UK
AopaboTke OOKYMeEHTA.

Bo3MOXHOCTb pelakTUpoBaHUsi NapaMeTpPOB COrNacoBaHUsl OTCYTCTBYET, €CMU B TUMOBOM MapLupyTe
06paboTKkn AOKYMEHTa CHAT donar Paspewiums MeHsIMb Mapuwpym coas1acoeaHusl.

[na nameHeHns napamMmeTpoB CTagun cornacoBaHnAa HY>XHO BbINOJTHUTL cneayowne nencTens:

1. OTKpbITb OOKYMEHT M NEPENTU B PEXUM peaakTMpoBaHus, HaxaB KHOMKy [PepakTtupoBatb]
Ha naHenu OencTBUN.

2. Mepentun Ha Bknagky JeuxeHue QoKymMeHmMa.

3. B cekuun Mapamempbl coznacoeaHusi MOXHO W3MEHWUTb criedylolimMe napameTpbl CTaauu
COrnacoBaHus:

o [Iponycmumsb coa2nacoeaHue — Noctasutb dnar B none, €criv HeodbxoanumMo nponycTnTb
CTaZM1Io CornacoBaHus 1 OTNpaBnTb AOKYMEHT Cpa3y Ha cneayloLyto ctagmio obpaboTku.
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IV.4.3.

JocTynHO Ons pedakTMpOBaHUSA, ecriv B HACTpoWKax TUMNOBOrO MapLupyTa YyCTaHOBIEH
dnar Pedakmupoeamsb npu3Hak «[lponycmumb coanacoeaHuey.

U3eewqamb 0 — yCTAHOBUTb HY)XHOE 3HAYEHWE C MOMOLLbIO NepeknoyaTens: Kaxoou
peueH3uu (yBegomneHuss 6yay noctynatb aBTOPY AOKYMEHTa O KaXaow peueH3un no
OOKYMEHTY) Unn nocsiedHell peyeH3uu (aBTOp NOMyYnT yBEeOOMIIEHNE TONbKO O CaMOM
nocrnegHen peueHsnm B mapupyTe). [JoCcTynHO Ansg pegakTupoBaHWUS, eciiv B HACTPOMKax
TMNOBOro MapLUpyTa ycTaHoBIeH hnar Pedakmupoeams npu3Hak M3eewams o.

Bosepawiamb npu nepeom Hecoasiacuu — NocTaBuTb donar B none, ecnn AOKYMEeHT
Heo6xoQuMMO BO3BpaLlaTb MCMOMHUTEN0 Ha OopaboTKy nocre nonyvyeHus NepBOn Xe
oTpuuaTenbHOM peueH3un (npyM nocrnegoBaTenlbHOM cornacoBaHuun). Ecnm  donar
He yCTaHOBMEH, TO [OOKYMEHT o00ongeT BCeX Ha3Ha4YeHHbIX pPeLeH3EeHTOB BHE
3aBMCUMOCTM OT peLlleHMn npeabigylwmx peueH3eHToB (U OyayT yyTeHbl BCe WX
3amevaHusi). [pu ycTaHoBKe dhriara aBTOMaTU4eCKM CHMMAaeTCs (ecnn ObifT YCTaHOBIEH
paHee) u CTaHOBUTCA HeOOCTYNHbIM chnar Paspewums nodnucbieamb OOKYMEHmM C
ompuuyamesibHbIMU 8u3amu. [JOCTynHO AOns peaakTMpoBaHMS, €Cnv B HaCTPOMKax
TUNOBOro MapLupyTa ycTaHoBneH cnar PeGakmupoeams npu3sHak «Bo3zepawams npu
nepeomM Hecoasacuu.

Paspewumsb nodnucbieamb OOKYMeHmM ¢ ompuyamesibHbIMU eu3aMu — NOCTaBUTb
dnar B none, ecnyu WCMOMHUTENIO CO CTaaum obpaboTkM 3ameyaHuint OorkHa ObiTb
npenocTaBneHa BO3MOXHOCTb OTNPaBUTb AOKYMEHT Ha noanucaHue (Unv yTBepxaeHue,
B 3aBMCMMOCTM OT TuNa [OKYMEHTa) C oTpuuatenbHbiMi Bu3amu. [OCTynHO Ans
pPeoaKTUpOBaHWs, €crnvM B HacTpoMkax TWMOBOrO MaplipyTa YCTaHOBMEH dnar
Pedakmupoeamb npu3Hak «[lodnucbieamb OOKyMeHmM ¢ ompuyamesnbHbIMU
eu3amuy.

lponyck coanacyrowux, ebiHecwux peweHue «CoanaceH»/ «CoanaceH ¢
KOMMeHmapusiMu» — NOCTaBuTb dniar B None Ansg nNponycka CornacyLmx, BbIHECLLMX
peweHne «CornaceH»/ «CornaceH C KOMMEHTapusiMm» Ha npegblgylwien utepaumm
COrnacoBaHusl, Ha MOCMeayrLWmnx wuTepauuax corfnacoBaHus [JokymMeHTa (Kpome
aBTOMATMYECKOro 3aBepLUeHmns cornacoBaHus). [ocTynHO Ans peaakTMpoBaHUs, ecrnv B
HacTpovkax TWUMOBOrO MaplupyTa YycTaHoBneH dnar Pedakmupoeamb npu3HaK
«llponyck coenacyrowux, ebIHecwux peweHue «CoenaceH»/ «CoenaceH cC
KOMMeHmapusiMu» COOTBETCTBEHHO.

N3meHeHMne napameTpoB 3Tana cornacoBaHus

MapameTpbl 3Tana cornacoBaHusl onpeaeneHsl B MapLipyTe, Ha OCHOBE KOTOPOro CO3AaH AaHHbIN
AOKYMeHT. [Npn Heo6X0aAMMOCTU OHU MOTYT ObITb CKOPPEKTUPOBAaHbLI UCMONHUTENIEM NPW NMOATOTOBKE MUK
AopaboTke AOKYMEHTa, a Takke BO BPEMS COINacoBaHUs (ANs Tex 3TanoB, KOTOpbIe eLle He HaYarnuchb).

BO3MOXHOCTb M3MEHEeHWs napameTpoB 3TanoB COMMacoBaHWA OTCYTCTBYET, €Cnv B TUMNOBOM
MapLupyTe 06paboTkn JOKYMeHTa CHAT donar Paspewums MeHsIMb Mapuwpym co2/1acoeaHusl.

Mpu ycTaHoBNeHHOM dnare Paspewumb MeHSMb Mapuwpym coa/acoeaHusi BO3MOXHOCTb
M3MEHEHUs] MapameTpoB OTAENbHOro 3Tana CcorfacoBaHusa perynupyetca dnarom Paspewamb
U3MeHsImb Nnapamempbl CO2J1aC08aHUs B KAPTOYKe 3Tana CornacoBaHus.
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YTtoObl M3MEHNTb napameTpbl cornacoBaHnA, HyXHO:

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

2. Bblgenutb CTPOKY J3Tana cornacosaHuda, Mnpun 3TOM CTAHOBATCA AOOCTYMNMHbIMU KHOMKU
ynpaBlieHuna aTanom.

3. Haxatb kHonky [[MapameTpbl]. Ha akpaHe oTobpaxaeTcs OKHO HaCTPOWKM NapamMeTpoB 3Tana
cornacoBaHus.

4. MOXHO M3MEeHWUTb Criefylolime napameTpbl CorfacoBaHusa (A4ns Tex 3TanoB CornacoBaHus,
KOTOpble ele He Havanuck, PucyHok 15):

Tun coanacoeaHusi. YCTaHOBUTb HYXXHOE 3HA4yeHWe C MOMOLLbI0 MepeknyarTens
(MocnedoeamenbHbili inv lNapannenbHbill).

Cpok coanacoeaHusi. OTKOPPeKTUpOBaTb BBOAOM C KrasMatypbl OCHOBHOW CPOK
corrnacosaHus (B AHAX).

HononHumenbHbIl cpok coasacoeaHusi. OTKOPPEKTUPOBATbL BBOAOM C KiaBuaTypbl
OOMNOJTHUTESbHBIN CPOK CorfiacoBaHus (B OHAX).

Bosepawiamb npu nepeoMm Hecoeanacuu. [lpocTaBUTb OTMETKY, €Crn [OOKYMEHT
HeobxoauMO BO3BpawaTb WCMOMHUTEND Ha [opaboTKky nocne nonydeHus nepsBow
Xe oTpuuaTenbHOM peueH3un (Mpyu nocnegoBaTenbHOM cornacoBaHun). Ecnim donar
He yCTaHOBNEeH, TO [OOKYMEHT o00ongeT BCeX Ha3Ha4YeHHbIX pPeLeH3EeHTOB BHE
3aBMCMMOCTM OT peLleHnn npeabliaylmx peueH3eHToB (U ByayT yyTeHbl BCe WX
3amevaHusl). [JocTynHO ANA pedakTMpoBaHus, ecrivm B HacTporkax TUMOBOrO MapLipyTa
yCTaHoBneH ¢nar Pedakmupoeamb npu3sHak Bosepawamb npu nepeom
Hecoeanacuu.

Aemomamu4eckoe 3asepuweHue. NoctaButb bnar B none, ecnm Heobxoanmo, YToobl
AOKYMEHT  aBTOMaTW4ecku nepejaBancs  cregylowemy — cornacywowemy  (unm
Ha nognucaHue, B 3aBUCMMOCTM OT CTagum o6paboTkM [OKyMeHTa) B Cnyvae, ecnuv
COrnacyllmMn He TMPUHAN  pelieHne no  OOKYMEHTY B TeYeHWe OCHOBHOrO
1 AOMONHUTENBHOIO CPOKOB COMacoBaHus.

5. HaxaTtb [OK].

MapameTpel cornacoeaHna X

HawmeHoBanwe 3Tana nDETDDHDE cornacosgaHue

Tun (* MocnenosatensHbii

" MapannensHolit

CpeK CornacoBaHua "

aHei
[ononHUTENEHEIR CRpoK "
COMNACOBaHKA AHeH
Bo3spallats NpW NEpBOM Het
HEeCOornacuM:
ABTOMEaTWHECKOE 3aBeDWeHne p

Ok OTHEHE
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PucyHok 15. U3meHeHMe napaMeTpoOB corfacoBaHus

IV.4.4. M3meHeHMe cnucka cornacyrowmx

N3meHATb crnvcku cornacywowmx moxeT KcnonHutens pJokymeHTa. M3mMeHeHue CrnuckoB
CornacyloLwuyx BO3MOXHO TONMbKO ANA TexX 3TanoB CornacoBaHud, KOTopble elle He Hadanuch.
KckniodeHne coctaBnseT onepauus nponycka cornacylowmx, Kotopas npuMeHnma ToSbKo K TekyLemy
cornacytwouiemy. CyllecTByeT Takke BO3MOXHOCTb 3aMeHbl COrmacylroLlero U3 Tekyllero aTtana, ecnu
OOKYMEHT eMy elle He noctynun. Ecnun tpebyetca, 4ytobbl cornacoBaHve M nognucaHne OOKyMeHTa
Npou3BOAUNN TONbKO YKa3aHHble B KapTouke COTPYAHMKM (@ He uX wucnonHsawowme o6s3aHHOCTU
W OOBEpPEHHbIe NULA), HYXXHO npocTaBuTb dnar JIUYHO (3TOT NPU3HaK HEerb3s CHATb, €CriM OH 3ajaH B
TMNOBOM MapLupyTe 06paboTkn).

B0O3MOXHOCTb M3MEHEHNs1 CNm1cKa COornacyrLwmx OTCYTCTBYET, eCrnv B TUMOBOM MapLupyTe obpaboTku
AOKYMeHTa cHAT donar Paspewumb MeHIMb Mapwpym coa/1aco8aHusl.

Mpn yctaHoBneHHOM dnare Pa3pewumb MeHsIMb Mapwpym co2/1aco8aHusi BO3MOXHOCTb
pobaBneHnsa cornacylowmx B OTAENbHBIN 3Tan cornacosBaHus perynupyetca dnarom Paspewamsb

dobaeniamb coanacyrowux B KapTOYKe 3Tana COrnacoBaHusl, a BO3MOXHOCTb peaaKkTUpOBaHMs
mapLupyTta - donarom Paspewams MeHsIMb Mapwpym B KapTOYKe aTana CornacoBaHus.

,D.J'IFI M3MEeHeHNA CrnncKa cornacyroLwmnx:

1. B pexume pepakTMpoBaHuWsi KapTOYKM [OOKYMeHTa nepenTn Ha Bknagky JeuxeHue
0OKyMeHma.

2. Bblgenutb CTPOKY J3Tana cornacosaHuna, MNpu 3TOM CTAaHOBATCA AOCTYMNHbIMW KHOMKU
ynpasJieHna CnnCKkoM cornacyrowmnx:

e [Oo6aButb]. Cnegyetr wcnonb3oBaTb 3Ty KHOMKY Ana [obaBneHuss B CMCOK
COrnacylLwmx HOBOro COTpyaHuka. [pn HaxaTum KHOMKM Ha 3KpaHe oTobpaxaeTtcs
CMMCOK COTPYOHUKOB, obnagatoLmx ponbio Cormacyroouwmiz. Hy>XHO BbiGpaTh Tpebyemoro
COTpyAHuKa n HaxxaTb kHorky [OK].

e [Mponyctutb]. CneayeT wcnonb3oBaTb 3Ty KHOMKY Afst TOro, 4Tobbl MponycTuTb
TEKYyLLLero cornacyLlero B aTane corfiacoBaHus.

¢ [3ameHuTb]. CneagyeT ucnonb3oBaTb 3Ty KHOMKY ANSA 3aMeHbl yKa3aHHOro B CMMCKe
cornacyrLwmx coTpygHuka apyrum. [pu HaxaTum KHOMKW Ha 3dkpaHe oTobpaxaeTcd
CMMCOK COTPYAHUKOB, obnagatoLmx ponbio Cormacyroouwmiz. Hy>XHO BbiGpaTh Tpebyemoro
COTpYAHMKa N HaxaTb KHorkKy [OK].

e [Ypanutb]. Cnegyet ncnonb3oBaTb 3Ty KHOMKY ANA yAaneHus BbIGpaHHOro coTpyaHuKa
n3 crnmcka cornacyowmx. Npn ee Haxatum Ha dkpaHe oTobpaxkaeTcs OKHO 3anpoca
0 noareepxaeHun onepauun. HyxHo HaxaTb [Aa].

e KHoOnMku co cTpenkamum (4N W3MEHEHUs OYepefHOCTW cornacylwmx B Orioke
corrnacoBaHuns) — BblAenuTb B Brnoke cornacoBaHus COTPYAHWKA U HaaTb KHOMKY CO
CTpernkon (BBEpPX/BHU3).

e [Brnok] (ons uW3MeHeHWs Oo4YepedHOCTM 3TarnoB COrfacoBaHus) — BblAENUTb 3Tan
cornacoBaHusi U HaxxaTb KHOMKY [Bnok] co ctpenkon (BBepx/BHU3).
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IV.4.5. CornacoBaHue

[nsi BbINONHEHUS ONepauumn CornacoBaHns COTPYAHUK OOIMKEH UMETb BU3HEC-PONb Coryacysompmii.

[ns npocmoTpa OOKYMEHTa U BbIHECEHMSI PELleHU MO HEeMY HYXXHO BbINOSHUTL cregyrowme
JencTBus:

1. OTkpbiB yBEegoMneHMe O HeobxoouMMOCTM COrfnacoBaHMs [OKYMEHTa, MNOCTynuBLUEE Ha
MmaBHyto cTpaHuudy (unu B nouty, ecnn B B[l CnpaBOYHMK oOpraHMsauum npousBeneHa
HacTporka oybnmpoBaHnsa CoobLLEHNI), NEPENTU B KAPTOUKY UCXOASLLEro AOKYMEHTA.

2. [Mpn Heo6X0AMMOCTM MOXHO OOABUTL HOBYH pPeAaKUMio NPUKPENTIEHHOro K AOKYMEHTY (hanna

no kHorke 7. [U3meHuTb]: [Co3aaTb peaakuuio] unu [Uamenuts): [[lo6aBUTL pegakumio

n3 o6cyxaeHun| Ha naHenu gencTeuin obnactu BnoxeHun (n. V.5 PaboTa ¢ BNoxeHuamu).
3. BblHecTuM pelleHne No JOKYMEHTY, HaXKaB COOTBETCTBYHOLLYIO KHOMKY Ha NaHenu AencTBui:

e [CornaceH]. lMocne BLIGOpa AOaHHOrO pelleHnss B MOSABMBLUEMCH OWANiOrOBOM OKHE
BblHECEHUS pelleHna HaxaTb kHonky [OK] npwu ycTtaHOBNEeHHOM nepekntoyartene
lMToOmeepdumb peweHue, nocrie 4Yero B AOKYMEHT npocrtaensieTcs Busa Coznacen,
1 OOKYMEHT nepefaeTcd cneayowemy y4acTHUKY paboyero npouecca.

Ecnu oo noaTeepxaeHus peLleHus cornacyolumm 6bina cosgaHa pegakuus daina, npu
noaTeepxaeHun peleHns «CornaceH» cosgaHHas pefakumsa 6yaeT yaaneHa.

Ecrm s KapTo4yke OOKYMeHTa yCTaHOBJIEH cbnar I'lponycx coeslacyruux, ebiHecwux peuweHue
«CoenaceH», TO B cny4vae I'IOBTOpHOl7I OoTnpaBKkn OOKYMEeHTa No MapLipyTy (nocne BO3BpaTa Ha
,D,Opa6OTKy B I'IepBOI7| ntepaumn COI'J'IaCOBaHVIFI) cornacywouwmnm, BblHECLLUNM peLleHne «CornaceHy,
OOKYMEHT Ha cornacoBaHune He NnocTynur.
B Clny4yae aBTOMaTU4eCKOro 3aBepLieHunsa cornacoBsaHna JOKYMEHT Ha cnep,yrou.l,eﬁ nTepauunmn
cornacoBaHua BCe paBHO NOCTYNUT K TAKMM COIMMacyroLwnMm.

e [He cornaceH]. HyxHO BBECTM KOMMEHTApWUA, B KOTOPOM OOBACHSAIOTCS MPUYUHBI

pelieHnsa, B nosisuBwemcs auvanore. Nocne aToro B NOSBMBLUEMCH OUANOrOBOM OKHE

BblHECEHUSA peLleHns BbiIbpaTh OANH N3 BapMaHTOB U HaxaTb kHonky [OK]:

o [loOmeepOumb peweHue — npu BblbOpe 3TOro pelleHns Ha Bknagke [JeuxxeHue
dokymMeHma npocTtaBnsaetca Busa He cozracen. [JOKyMEHT BO3BpallaeTca Ha
popabotky Wcnonuutenio (ecnm 6bin yctaHoBneH dnar Bosepawjamb npu
nepeoM Hecoaslacuu) Vnu nepefaeTcs crnenylolemy YYacTHUKY COrfacoBaHus
(ecnin dhnar Bosepawamb npu nepeoM Hecoaslacuu He Oblnl YCTaHOBMEH,
OOKYMEHT BO3BpaLlaeTcs Ha opaboTKy nocne oTBeTa BCEX COrnacyoLLmx).

Ecrnn B KapTo4yke OOKYMeHTa yCTaHOBJIEH cbnar Pa3pewumb nodnucbieamep OOKyMeHm C
ompuyamesibHbIMU eU3amMu, TO NpU BblIHECEHUN peLLEHUA «He cornaceH» OOKYMEHT NocTynaeT Ha
ctaguio «Ha obpaboTke 3amedaHminy (nocne oTBeTa BCEX COrMacyoLmx),

o Co3damb pedakyuro — nNpu BbIOOpe ITOro pelleHus OyaeT npegocTaBneHa
BO3MOXHOCTb CO34aHNa pegakuum aokymeHta (n. V.5 PaboTa ¢ BNoXeHusamm).

o WU3meHumb KommeHmapu(l — Ana namMeHeHmna eBeaeHHOro paHee KOMMeHTapua.
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e [CornaceH ¢ kommeHTapuamu]. [JocTynHO ONsi peaakTMPOBAHUS, €CnN B HaCcTpoKMKax
TMNOBOro MapulpyTta yctaHoBneH dnar CoanaceH ¢ KOMMeHmMapusiMu (napameTp
Bapuanmbi peweHull 0nsi coanacyroujux). Hy>kHoO BBECTU KOMMEHTapuin, B KOTOPOM
OOBACHATCSA MNPUYMHBbI - peLleHnsa, B nosiBMBweMca Auanore. [locne aToro B
NOsIBUBLLEMCSI OMANoroBOM OKHE BblHECEHUS pelleHus BblbpaTb OAMH U3 BapwaHTOB U
HaxaTtb KHonky [OK]:

o [IModmeepdumb peweHue — npu BbIGOpPe 3TOro pelleHus Ha Bknagke JeuxeHue
dokymeHma npocTaBnsietcs Busa Cozracen ¢ Kommenmapusmu, N [OOKYMEHT
nepefaeTcsd Ha cornacosaHue cnefymowemy ydacTHuky. Korga Bce y4aCTHUKM
CorracoBaHuUa BblHECNU pelleHus U ecTb Busbl Cozracen ¢ KomMmeHmapuamu,
OOKYMEHT nocTynaeT Ha ctagumio «Ha obpaboTke 3ameyaHuniiy.

Ecnu B HacTpovikax TMNOBOro MapLupyTa yctaHoBneH dnar liponycmums cmaduto obpabomku
3ameyaHull, To npy Hanuumm Bu3 «CornaceH ¢ KOMMEHTapusiMmMy (Mocre 3aBepLUeHns BCEX 3TanoB

COrnacoBaHus) LOKYMEHT NepexoauT Ha crieaytoLyto ctaamio obpaboTkm JOKYMeHTa, nponyckas
ctaguio «Ha obpaboTke 3ameyaHniny.

Ecnn B kKapTouke fOKYMeHTa ycTaHoBleH dnar llponyck coanacyroujux, ebIHeCWUX peweHue
«CoanaceH ¢ KOMMeHmapusiMu», TO B Criy4ae NMOBTOPHOW OTNPaBKN JOKYMEHTa Mo MapLupyTy
(nocne Bo3Bparta Ha JopaboTKy B NepBO UTepauumn CornacoBaHus) CornacyoLwmm, BbIHECLLMM
peweHne «CornaceH ¢ KOMMEeHTapuaMmn», JOKYMEeHT Ha corfiacoBaHne He NoCTynuT.
B cny4yae aBTOMaTU4eCKOro 3aBepLieHunsa cornacoBaHna JOKYMEHT Ha cne,u,yrou.l,eﬁ nTepauumn
cornacoBaHuA BCe paBHO NOCTYNUT K TAKMM COIMacyoLWwmnm.

o Co30amb pedakuyuro — npu Bblbope 3TOro peweHus OyaeT npegocTaBneHa

BO3MOXHOCTb CO34aHusA pefakuumn gokymeHta (n. V.5 PaboTta ¢ BnoxeHuamm).
o MWN3meHumb KOMMeHMapul — oNsl UBMEHEHNS] BBEAEHHOIO paHee KOMMEHTapus.

e [Owunbo4yHO HanpaBneHo]. [oCTynHO ANA pefakTUPOBaHWS, €Cnv B HaCTpomKax
TMNOBOrO MapLupyta YycTtaHoBneH ¢nar Owubo4yHO HanpaesieHo (napameTp
Bapuanmbi peweHul 0Onsi coenacyrouwux). CnegyeT BblOpaTb 3TO pelleHue, ecnu
AOKYMEHT Obin HanpaBneH COTPYAHUKY MO owwnbke. HyXHO BBECTU KOMMEHTapuvi, B
KOTOPOM OOBSACHATCA MPUYMHBI PELLEHMs, B nosiBMBLUEMCSA Auanore. [locne 3Toro
B MNOSIBMBLLUEMCS ONANOroBOM OKHE BbIHECEHMS peLLeHus BbibpaTb OAMH U3 BapUaHTOB
n HaxaTtb kHonky [OK]:

o [llodmeepdumb peweHue — npu BbibOpe 3TOro pelleHus Ha Bknaake JeuxeHue
doKyMeHma npocTaBnseTcs Bu3a Quiubouno nanpaesieno, N [OKYMEHT nepenaeTcs
crepyloLiemy y4acTHUKy paboyero npouecca.

Ecnu fo noateepxaeHUst pelleHns cornacyoLmm 6bina cosgaHa pegakums darna, npu
noaTeepxaeHun pelleHns «OWNGoYHO HanpaBneHo» co3fdaHHasa peaakuus byaeT yaaneHa.

o WU3meHumb kommeHmapuﬁ — Ana nsmMeHeHna BBeeHHOro paHee KOMMeHTapua.

e [Aon. cornacoBaHue]:[OTnpaBuTb]. CrneayeT BbiOpaTh 3TO pelueHne, ecnn JOKYMEHT
HY)XHO OTNpaBWTb Ha JdononHuTenbHoe cornacosaHne (cm. n. IV.6. OtnpaBka Ha
AOMNONHUTENBHOE COrnacoBaHne 1 OT3blB C AOMNOSIHUTENBHOMO COrNacoBaHns).
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B cnyyae aBTOMaTU4YECKOro 3aBepLUEHUs COrnacoBaHns JOKYMEHT NepeaaeTcs OCHOBHOMY
cornacytoulemy. MNpu atom Ha Bknagke JeuxeHue AoKyMeHma npocTaBnsieTcs BU3a 3aseputeno
coanacyromium,.

IV.4.6. 3kcneptusa
[Ona npocmoTpa AOKYMEHTa W BbIHECEHUS PELUEHUSI MO HEMY HYXXHO BbIMNOMHUTL cregylowme
JencTBuS:

1. lMonyunB yBegomneHve Ha MaBHyl0 CTpaHWLy O HEeOBXOAMMOCTM COrnacoBaHUSI AOKYMEHTA,
OTKPbITb MOSNYYeHHbI JOKYMEHT.

2. [lepenTtn B pexmm pegaktnpoBaHus rno kHornke [PepakTupoBaTb] 1 BHECTU M3MEHEHUSA B NOSS
KapTOYKN OOKYMEHTA, onpeaesieHHble B npodanne akcnepTussb.

3. MNpu HeobxogmmocTn OobaBuTL/OTpedakTUpoBaTh BROXeHWe, [[00aBneHHOe aBTOPOM
AOKYMeHTa (ecnu Takas BO3MOXHOCTb YyCTaHOBfieHa B npodpanne aKcneptusbl), co3gaTb
BEPCUIO UK pefakumio darna BOXeHus:.

Bepcumn n pegakumm annos BNOXEHWNA, CO34aHHbIe COrnacyloLnMM-3KCNePTOM, COXPaHSATCS Npu
noBboM BbIHECEHHOM UM pELLEHNN.

4. MMpn HeobxoaumocTu Ha Bknagke JeuxeHue AOKyMeHmMa U3MEeHUTb MapLUpyT COrfacoBaHus
[OKYMeHTa (ecrnu Takasi BO3MOXHOCTb YCTaHOBMEHa B npodpaiine aKkcnepTusbl).

5. BblHecTn pelleHue no AOKYMEHTY (CornacyrowemMy-3KcnepTy OOCTYMHbl TE€ K€ BapuaHThbl
peLleHnst, 4To U ans 0Bbl4HOro cornacyowero, cMm. n. IV.4.5 CornacoBaHue).

IV.5.MoanncaHne goKymMeHTa

[nsa BbINONHEHMS onepaunn noanncaHna COTpyaHUK OOJDKEH UMETb 6M3HeC-pOﬂb MopnmucaHT.

,D,J'IFI NPUHATUA peleHnA no noanncaHno JOKyMeHTa:

1. OTkpblB yBEAOMIIEHNE O HEOBXOOUMOCTU NOAMUCaHUS OOKYMEHTa, NocTynvBLUee Ha [naBHyto
cTpaHuuy (unu B nouyTy, ecnv B B[] CnpaBOYHMK OopraHusauum npovsBefeHa HacTpovka
Ay6rnvpoBaHMsa coobLLEHNI), MEPENTN B KAPTOYKY JOKYMEHTA.

2. lMpn HeobGxoaMMOCTM MOXHO [00aBWMTbL HOBYK BepCUIO/pefakumio  MPUKPENSEHHOro K

[OKyMeHTy caiina no kHornke. . [MamenuTb]:[Co3aaTk Bepcuio]/ [CospaTh peaakumiol
(n. V.5 PaboTta c BNoXeHusmm).

3. HaxaTb COOTBETCTBYIOLLYIO MPUHATOMY PELLEHWNIO KHOMKY Ha NaHenn AencTBun:

e [Moanucatb]. B nosiBuBwEMCSs AnanoroBoM okHe BblbpaTb OAWH N3 BapUaHTOB U HaxaTb
kHonky [OK]:

o [lodmeepOumb peweHuUe — nNpun BblIOOpPE 3TOr0 peLleHnss JOKYMEHT OTnpaBnseTcs
cnepywoLlemMy NOANUCAHTY UNN Ha CreAYLLY0 CTaguio 00paboTkn AOKYMEHTA.

Ecnu go nogteepXaeHust pelleHns nognucaHTom Gbina co3gaHa pegakums danna, npu
noAaTBepxaeHun pelueHus «lMoanucatb» co3gaHHas peaakuus oyneT yaaneHa.
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o Co3damb eepcuro — npu BblIbOpe 3TOro0 pelleHus Heobxoaumo co3daTb HOBYHO
Bepcuio gokymeHTa (n. V.5 PaboTa ¢ BnoxeHusmn).

o Ompedakmupoeamb OOKyMeHmM — [Ons Bo3BpaTa B KapTO4yky [OOKYMEHTa
B PEXUME penaKkTMpoBaHWUs [ON1 BHECEHMSI W3MEHEHVMW B MONS  KapTOYKM
AOKYMEHTA.

e [OTKNOHMUTBL]. HyXHO BBECTM KOMMEHTapuUh, B KOTOPOM OOBACHAOTCA MPUYMHDI
peweHns, B nosisuBlemMca aunanore. locne 3aToro B MOSIBUBLLUEMCS OWANOrOBOM OKHe
BblOpaTh OAMH N3 BapMaHTOB U HaxaTb kHonky [OK]:

o [Modmeepdumsb peweHue - Npu BbIGOPE 3TOro peLleHns JOKYMEHT BO3BpaLLaeTcs
UCNONMHUTENIO Ha A0pabOTKy C COOTBETCTBYIOLLMM YBEAOMIIEHUEM.

Ecnn go noareepXxaeHuna peweHna noanmcaHTom Oblna co3gaHa BepcuA cbaﬂna, npu
noaTeBepXgeHun peleHnsa «OTKNOHUTLY» CO3aHHas Bepcua 6yp,eT yoarneHa.

o Co30amb pedakuuro — npu BblbOpe 3TOro pelleHust HeobxoauMmo co3aaTb
penakumio gokymeHTa (n. V.5 PaboTta ¢ BnoxeHnamn).

o WU3meHumb KOMMeHmapUlj — AnAa naMeHeHna eBeJeHHOro paHee KOMMeHTapus.

o Ompedakmupoeamb OOKyMeHmM — [OnNs Bo3BpaTa B KapTO4yKy [OOKYMEHTa
B pEXMME pedakTMpoBaHUS AN BHECEeHMSI W3MEHEHUM B MOMNsl  KapTOuKu
AOKYMEHTa.

e [Oon. cornacoBaHue]:[OTnpaBuTb]. Crnegyet BbiOpaTb 3TO peLLEeHne, ecnv OOKYMEHT
HY)XHO OTNpaBuUTb Ha [AONOMHUTENbHOe cornacosaHve (cm. n. IV.6. OtnpaBka Ha
AONOSHUTENbHOE COornacoBaHne 1 OT3bIB C AOMOSTHUTENBHOIO COrnacoBaHus).

Bo3moxHOCTb nognucaHns ncxoasiiero JokyMmeHTa (kHorka [[oanucatb]) 4OCTynHa Nonb3oBaTento
Ha 9Tanax MNOAroTOBKM W A0pabOoTKM AOKYMEHTa B TOM Clyyae, eCrnv WUCMNOSMHUTENb OOKYMEeHTa
(To ecTb coctaButens) B 61 KaHuensapusa sasnsetcs:

e  E©OWHCTBEHHbIM MOAMUWCAHTOM [OKYMEHTa WMNU MepBbIM MOAMUCAHTOM B CMUCKE MOAMUCAHTOB,
ecnn B KapTouke  [JOKyMeHTa YyKasaHO Heckonbko noanucaHtoB  (vnun  UO/ON
€[MHCTBEHHOro/nepBoro nognucaHTa);

e €ecnv Mpu 3TOM B MapameTpax corfacoBaHus BbicTaBneH dnar lfponycmumb coesiacoeaHue
Unu B MapLupyTe HeT 6rioka cornacoBaHus.

Ecnu nognucaHT 4OKyMeEHTa O4HOBPEMEHHO SIBNSIETCS PErMCTPaTopoM AOKYMEHTa, TO npu
noAnucaHny 4OKyMeHTa cuctema oTobpasunT guanor ¢ BO3MOXHOCTbIO BbiGopa AeNcTBuMIA:
Mognucatb 1 3apeructpupoBaTthb Unu Mognucatb M OTAPaBUTL Ha perucTpauuio.

lMoanucaHT MOXET OTNPaBMUTbL 3anpoc Ha pe3epBMpOBaHME HOMEpa ucxoaawero gokymenTa (n. 1V.11.
PesepBupoBaHue pernctpaumoHHOro Homepa).
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|V.6.0TI1paBKa Ha gonojfiHutesribHoe cormnacoBaHne n oT3biB C

AOoNoNHUTEeNIbHOro corriacosaHusA

Monb3oBaTtens, KOTOpOMY nocCTynun  OOKYMEHT AnAa cornacoBaHunA wnn  noannmcaHuAa,
npu HeobxoanMocTn MOXeT opraHmn3oBaTb aononHuTternbHoe cornacoesaHue. Kpome TOro,
OOMNONHUTENbHbIN cornacyrou_l,vu?l TaKKe MOXeT OpraHn3oBaTb OOMNOJIHUTESIbHOE COorfiacoBaHue.

YTtoObl OTnpaBnTb OOKYMEHT Ha OO0MOoJIHUTerIbHOoe CorfiacoBaHUe, HYy>XXHO:

1. OTKpbITb HA NPOCMOTP KapTOYKy JOKYMEHTA, NOCTYNMBLLErO Ha CorfiacoBaHune/nognMcaHne nnm
[OMONMHUTENbHOE CornacoBaHue.

2. Haxatb kHonky [Aon. cornacoBaHue]:.[OTnpaBuTb).

3. B nosiBMBLIEMCA AManNoroBoM OKHE YyKasaTb MapameTpbl LOMNOSIHUTENbHOrO COorflacoBaHus
(PucyHok 16):

e [06aBUTb ONOMHUTENBHBIX COrNACyLWMX (AN 3TOro HaxkaTb KHonky [[lo6aBuTb]);
e yKasaTb CPOK JOMOMHUTENbHOrO COrnacoBaHus;
e [00aBUTb KOMMEHTAPWI NPU HEOBXOANMOCTN.

4. HaxaTb kHomnky [OK].

BriGop cornacyroumx X

MNapamMerpbl 4ONOAHATENBHOM? COrNacoBaHnA

CnUCoK ACNOAHHTENBHEIX
COrnacy WK

NobagnTh...

CpoK COrNacoBaHWa, AHER: 2

KomMmeHTapuii:

QK OTHEHA

PVICYHOK 16. ﬂapameprl AONONTHUTENbHOIO cornacoBaHus

Bbl6paHHbIe OONONHUTENbHbIE cornacywuwine nony4yarT yBeaoMIeHna Ha rﬂaBHyIO CTpaHuly o
Heo6X0ANMOCTM COrNacoBaHus OOKYyMeEHTa.

CoTpyaHUK, OTNPaBMBLUWIA JOKYMEHT Ha OOMNOMHUTENbHOE CcorfacoBaHue (CornacyoLwmin unm
MOAMNWNCAHT), MOXET BbIHECTU CBOE pPELLEHUE NO AOKYMEHTY, HE A0XUAasCh pPeLIEeHNs 4on.
cornacymLmx, npu 3ToM AOM. CorfacyroLme nony4atT yBegoMmreHns o6 oTMeHe corfacoBaHusl.
Ecnu gononHutenbHoe cornacoBaHne 3aBepLUMIIOCh OTpULATENBHO (4OMN. COrnacylLnii BbIHEC
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pelleHne «He cornaceH»), To OCHOBHOE COrnacoBaHue He npekpallaeTcs.

U106l 0TO3BaTb AOKYMEHT C AOMOMHUTENBHOIO COrMacoBaHUs, HYXXHO:
1. OTKpbITb HA NPOCMOTP HEOBXOANMYIO KAapTOYKY JOKYMEHTA.
2. Haxatb kHorky [[on. cornacoBaHue]:[OTo3BaTh].

3. MoateepanTb 3anpoc o6 OT3bIBE 3anpoca Ha peleH3vpoBaHue. Y COTPYAHMKOB, KOTOPbIM
AOKYMEHT ©Oblnl  OTMpaBneH Ha [OMNONHWUTENbHOE cornacoBaHwe, OyaeT  yaaneHo
COOTBETCTBYIOLLEE YBEAOMIIEHME.

B OnanoroBoM OKHE OTrnpaBKK Ha O0r. corftacoBaHne aBToOMaTU4eCKN yKa3bliBaroTCA A0T0.
cornacywune ¢ npe/:l,blp,yu.l,eﬁ nTtepaunmn, KOToOpbiM TeKyLlJ,VIVI noJsib3oBaTesib OTnpaBnAn AOKYMEHT Ha
aon. coriiacosaHue (p,on.cornacyrou.mﬂ HEe yKa3blBaeTCA aBTOMaTU4E€CKN1, eCcrin Ha npe/:l,blp,yu.l,eﬂ

nTtepaunnm CoTpyaHUK oto3Ballt AOKYMEHT C Aorn.cornacoBaHua y AaHHOro gon.cornacywiiero, nnm
CaM BblHEC peLlleHne 3a HeI'O).

I\V.7. OJenernpoBaHue onepaumn Hag AOKYMeHTaMun

WcnonHutens uMeeT BO3MOXHOCTb [enerMpoBaTb BbINOMHEHWE Ofepauuy  CorfacoBaHus
(nognvcaHust) opyromy CoTpyaHMKY.

,D,enerMpOBaHme HeOOCTYNHO ANnA cornacyrowero-akcnepTa Ha 3Tane 3KkCnepTu3bl AOKYMEHTAa.

UT06bl AenermpoBaTh cornacoBaHue (NognucaHue) 4pyromy COTpYAHUKY, HYXKHO:

1. OTKpbITb KapTOYKy OOKYMEHTa, HaxOAsLEeroca Ha cornacoBaHum (MOAMMCaHUMKM) B OAHOM U3
npeacTaBneHni.

2. HaxaTtb kHonky [dononHutenbHo]:[denermpoBatb] Ha naHenu aencteun. B oTkpbiBLLEMCSA
Awnanore BblbpaTb COTpyAHMKA ON4 AenermposanHuns onepaumm n Haxatb [OK].

BbiGpaHHOMY COTpyaoHUKY OyaeT HanpaBneHo YBEAOMIEHME O HeobXOAMMOCTM BbINOSTHEHUS
cornacoBaHusa (noanucaHusl) AOKymMeHTa. WHdopMauma O BbIHECEHHOM pelleHun aenerata
oTobpasnTcs Ha Bknagke JeuxeHue QoOKymMeHma.

lMocne BbiHECEHNUS peweHna CoTpyaHMKOM, KOTOPOMY ObIno aernernpoBaHo BbIMNOJIHEHWE onepaunn,
OCHOBHOW COTPYAHUK (D,eﬂeFVIpOBaBLLII/Iﬁ orlepau,mo) Y>Ke He MOXeT BbIHECTU peLlleHne No JOKYMEHTY.

IV.8.lopaboTka AOKyMeHTa

Ecnu B npouecce cornacosaHuns fokyMmeHTa bbina nonydeHa xota 6ol ogHa Bu3a «He cornaceH»
(M B KapTO4Ke AOKYMEHTa He ycTaHoBneH dnar Paspewamsb nodnucbieamb ¢ ompuyamesibHbIMU
eusamu), Nnn B npouecce nognucaHns JOKYMEHT Oblfl OTKNOHEH YNONTHOMOYEHHBbIM COTPYAHUKOM (Mnun
AOKYMEHT Obin Bo3BpaweH no uHuumatmee WcnonHutena no kHonke [BepHyTb] vnu [BepHyTb
C KOMMeHTapuaAMM]), LOKyMEHT NOCTynaeT Ha cTaguio «Ha gopaboTker.

|_|OJ'Iy‘-II/IB OOKYMEHT Ha n,opa60TKy, McnonHutens BHOCUT HeOOXoOMMblE W3MEHEHUSI Kak
B KapTO4Ky OOKYMEHTA, TaK 1 BO BJTOXXEHHbIE d)aﬁﬂbl.

YaaneHHble BrOXeHNs He yoanAarTCA U3 KapTOYKM OOKYMEHTa, a NoMedaloTCA, Kak yaaneHHble, eClin
B HaCTpOIZKaX 6a3bl YCTaHOBJIEH NMPU3HaK CKpblSaMb ydaneHHble 8J1I0)KeHUs]. npl/l yoanexHmn
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BepCuUn OOKyMeHTa VcnonHutenem nonb3oBaTenu, YKa3aHHbl€ B Ka4eCTBe cornacyruwmx, nonyyar
COOTBETCTBYOLLEE yBEeOAOMIIEHME.

Mocne 3anonHeHus Bcex obA3aTenbHbIX MOMEN M COXPAHEHUSA KapTOYKUM OAOKYMEHTa (OO0 OTnpaBKu
OOKYMEeHTa Mo MapLupyTy) MOXHO OTMpaBUTb 3anpoC Ha pe3epBMpOBaHME HOMepa MCXOoAsdALLEero
OOKYMEHTa.
Ecnu ana pokymeHTta paHee 6bin 3ape3epBupoBaH HOMep, TO NpU HEOBXOAMMOCTN MOXHO OTMEHUTb
pesepBupoBaHue Homepa (n. 1V.11. Pe3epBupoBaHue permctpaunoHHOro Homepa).
Ecnn HeT HeobxooMMOCTM B MOBTOPHOM MPOXOXAEHMM MNPOLIECca COrfacoBaHus, CcTaguio
COrnacoBaHNsA MOXHO MCKITYNTbL M3 MapLupyTa. [na aToro HykHO Ha Bknaake JeuxeHue OOKyMeHmMa

ycTaHoBuUTb (pnar B none lponycmume coasacoeaHue.

[locTyn K AOKYMEHTY Ha YTeHWe OCTaeTCsi Y COTPYAHUKOB, KOTOpble paboTanu ¢ JOKYMEHTOM
Ha npeablAyLnx Tepaumsix CornacoBaHus.

UTOoOblI MOBTOPHO OTMNPaBUTb AOKYMEHT MO MapLpyTy o6paboTkM, HY)XHO HaxaTb KHOMKY
[OTnpaBuTb NO MapwpyTy] Ha NaHenn ENCTBUN.

BoamoxxHOCTb noanuncaHus ncxopsiuero gokymeHTa (kHonka [Mognucars]) gocTynHa nonb3oBaTernio
Ha 3Tanax MNoAroToBKM W A0paboTKM AOKYMEHTa B TOM cryyae, ecn UCMOSIHUTENb MCXOASALLEro
JAOKyMeHTa (To ecTb cocTaBuTens) B B[l KaHuensipus siensetcs:

e  eOWHCTBEHHbLIM MOAMUCAHTOM OOKYMEHTa MM MepBbiM MOAMUCAHTOM B CMUCKE MOAMUCaHTOB,
ecnM B  KapTodke [OOKyMeHTa  ykasaHO Heckonbko  nognucaHtoB  (unu  MO/ON
€VMHCTBEHHOro/nepBoro noanucaHTa);

e ecnu Mpu 3TOM B NapameTpax corfacoBaHusl BbicTaBreH dnar lponycmumsb coanacoeaHue
Unu B MapLupyTe HeT 6rioka cornacoBaHus.

IV.9.06paboTka 3ameyaHumn

Korga BCe y4yaCTHMKM COrnacoBaHWs BblHECNM peweHns wn  ecTtb Busbl «CornaceH
C KOMMEHTapusaMn», OOKYMEHT nocTynaet Ha craguio «Ha o6paboTke 3ameyaHuin», C KOTOPOW
ncnonHutene nmMbo BO3BpawaeT [OKYMEHT Ha p[opaboTky (kHomnka [BepHyTb] wunu [BepHyTb
C KOMMeHTapusaMu]), TMbo NpoomKaeT ero ABMxKeHne No MapLupyTy (kHorka [MpoaomknTe]).
Ecnu B HacTpolkax TMNOBOro MapLupyTa ycTaHoBreH dnar lponycmums cmadutro o6pabomku
3amMeyaHull, To npy Hanuumu B3 «CornaceH ¢ KOMMEHTapusiMmy (Mocre 3aBepLUeHns BCEX 3TanoB
COFJ'IaCOBaHVIﬂ) OOKYMEHT nepexogunT Ha crneayrLlyo 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 CTaauMn 06paboTkn 3ameyaHuin MHULMATOP MOXET HaXaTb KHOMKY
[OTnpaBuTbL ¢ melowMMUcA Bu3amm]. B aTom cnydae npu otnpaske no MapLupyTy AOKYMEHT ynaet
Ha MNOANUCb, MUHYSA CTaaMo MOBTOPHOIO COrflacoBaHus.

IV.10. Perncrtpaunsa noKkymeHTa

UtoObl 3aperncTpmpoBath UCXOOALWNN JOKYMEHT, HY>KHO:

1. OTkpbIB yBEAOMMNEHME O HEOBXOAMMOCTM perncTpauumn JOKyMeHTa, noctynuellee Ha MnaBHyto
cTpaHuuy (unu B noyty, ecnu B B[] CnpaBOYHMK OopraHusauum npovsBedeHa HacTpovika
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AybnupoBaHua  coobLieHun), nepernTn B KapTOuKy [OOKymeHTa. [lepet B pexum
peaakTMpoBaHus.

2. Haxatb kHonky [3apernctpupoBaTtb] Ha naHenu genctsumin. MoaTBepAnTb BbINOMHEHUE
onepauuu B NosiBUBLLEMCA aunarore.

3. Ecnn no BbiGpaHHOMY >XypHany perucrpaumu cyLlecTBYeT HEecKONbKo ¢hopmMaToB HOMEpPOB
B paMKax OJHOro HymepaTtopa, TO MNOcCne HaxaTusi KHonku [3aperucTpupoBaTb] HYXXHO
BblIOpaTb B NOSIBUBLLEMCS AMarnore HyXHbIi hoopmaTt HoMepa.

4. B nosiBUBLLEMCSH OMaNIOroBOM OKHe noaresepanTb perncTtpaumio JOKyMeHTa.

Ecnu permcTtpatop ogHOBpPEMEHHO ABNAETCA NoANMUCaHTOM OOKYMeHTa, TO nNpu nognncaHnm
OOKyMeHTa cucremMa OT06pa3I/IT ananor ¢ BO3MOXHOCTbHO Bbl60pa Ll,el7ICTBVIl7|: Moanucatb n
3aperncrtpupoBatb 1N Moanucatb n OoTNpaBUTb Ha perncrTpauuio.
Mocne pernctpaumm JOKYMEHTY aBTOMATUYECKM NPUCBanMBaeTCs PermcTpaLmoHHbIN HOMEP, O YeMm
cMcTeMa BblAaeT COOTBETCTByLlee cooblieHne, N ctaTyc «3apermctpupoBaH» (MexaHU3Mm pPy4yHOro
BBOAA perncrpaumoHHoro Homepa onucad B n. 1V.10.1. BBoa perncrpauyoHHOro HoMepa BpyUYHYH0).

MNMocne pernctpaumMm [OKYMEHT CTAHOBUTCS HEALOCTYMHbIM Ans peaakTMpoBaHusi. CoTpygHuKy
C ponblo [None] nocrne perucrpauuv npeaoctaBrieHa BO3MOXHOCTb PeAaKTUPOBaHNUS MONen KapToYKu
[OKYMEHTa.

Mocne pernctpauuy OOKyMeHTa, B 06racTV BIIOXEHWUI KOTOPOro COTPYAHMKOM Obina goGaBreHa
neyatHas copma [OOKYMEHTa, Peructpatop CMOXeT OGHOBUTb MevaTHyl opMy, HakaB KHOMKY

=l ([MeuaTb]) B KapToyKe OOKYMeHTa u BbibpaB [O6GHOBUTBL nedvaTHy ¢opmy] B BbinagaroLeM
Cruncke (ﬂ. V.6 ABTOMaTn4eckoe CbOpMVIpOBaHVIe BITOXEHNA mncxoaduwero AoKymMeHTa Ha OCHOBaHUA
3aMofHeHHbIX MOMen perucTpaumMoHHOW kapTodku). B pesynbtate B nevatHyio dopmy Oyayrt
nobaBneHbl HOMEp 1 AaTa permctpayuu.

Ecnu B Bl AamMuHUcTpupoBaHue B AOKyMeHTe HacTpoek B[l KaHuenapusa Ha Bknagke
HononHumenbHo nepekniovaTens [llpoeepsimb yHUKanbHOCMb HOMepa 6 npedenax 6a3sbi
YCT@HOBIIEH B 3HaYeHWe Ans mekyuje2o 2o00a/6e3 y4yema 2o00a, TO MpU perucTpaumm cucrema
OCyLLECTBNSET NPOBEPKY HOMEPA Ha YHWUKaNbHOCTb, COOTBETCTBEHHO, B pamKax TekyLiero roga nnu 6es
yyeTa roga, B npegenax 6asbl. Ecnu B B[] KaHuensapusa yxe 3apernctpupoBaH 4OKYMEHT, Nog KOTOPbIM
OCYLLIECTBISIETCA peructpaums Tekywlero [OOKyMeHTa, cuctemMa oTobpaxaeT COOTBETCTBYIOLLEE
cooOLLeHune.

MNMocne permctpaumm JOKYMeHTa permcTpaTop MOXeT OTNpaBuUTb JOKYMEHT yKa3aHHOMY B KapToyke
agpecarty (n. IV.12 OTnpaska ncxogsawmx JOKYMEHTOB agpecaTam).

B cratyce «3apernctpupoBaH» B KapTOYKE WUCXOOSAWEro [JOKyMeHTa [AOCTyrnHa KHOMKa
[Mopy4eHune] onsa cosgaHms nopy4vyeHni no gokymeHtam (n. V.13 dopmmpoBaHme nopyveHun).
Ecnv no Tem unu uHbIM NpudnHam (Hanpumep, HEBEPHO yKasaH XXypHan perucrpauuun) peructpaTop
HEe MOXeT 3apermcTpnupoBaTb JOKYMEHT, OH MOXET nepeHanpasnTb ero ApyroMmy pernctpartopy,

HakaB kHOMKY [OTNpaBUTbL Ha perncTpauuio] Ha naHenv AencTeuin. B aTom criyyae JOKyMeHT
noctynut apyromy Peructpatopy.

IV.10.1. BBopa perncrpaumMoHHOro Homepa BpPy4YHyHO

Ecnu B TInoBoM mMapLupyTe 06paboTkn MCXOASALLEro AOKYMEHTA paspeLleHa pyyYHas perncrpauus
AOKYMEHTOB, NpW perucTpaumm AoKyMeHTa nosiensieTcst popma ans pyyHoro BBOAA perncrpaumoHHOro
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HomMepa. MoXHO BHECTU HeobxoauMble M3MeHeHUsT B NpedUnKc/NocTPuKC HoMepa, a Takke cam HoMep
(ans atoro Heobxoammo ybpaTb dnar Mcnonb3oeamb 3Ha4YeHUe cHemuvuka U3 Hymepamopa), v
HaxaTb kHornky [OK] ans pernctpauumm goKymeHTa.

Ecnu B HacTpolkax HymepaTopa 6bli oTMeveH cdonar Mcnonb3oeamb 0c8060K0eHHbIe

3ape3epeupoeaHHble HoMepa (U 0CcBOBOXAEHHbIE OT pe3epBUPOBaHMS HOMepa NMEKTCH

B HaJ'II/ILII/II/I), B OKHE py‘-IHOI7I perncTpaumm noaBnAaeTcAa BO3SMOXHOCTb YCTaHOBKWU nepekn4varens

B 3Ha4yeHne Oceob0oxOeHHbIe HOMepPa, NMocre Yero MoXXHo BbiGpaTk Heo6XxoaUMbIN HOMEP Ans
peructpaummn u Haxatb kHonky [OK] ans peructpauum gokymexra.

IV.11. Pe3epBupoBaHune pernctpaumoHHOro Homepa

Orlepau,vm CO34aHuA 3anpoca Ha pe3epBunpoBaHne HOMepa OOCTYyrnHa TOJIbKO nocrie 3anoJyiHeHus
obs3aTenbHbIX NONen n COXpaHeHnA AOKYMeHTa UCNOJTHUTENIO B CTaTyce «qepHOBI/IK»
n «Ha D,Opa6OTKe», a Takxe noanncaHTy B cTtaTtyce «Ha nognucanunny».

Cuctema npenocTaBnseT BO3MOXHOCTb 3ape3epBuMpoBaTb HOMeEpP AnA AOKYMeHTa, 4ToGbl
3aperucTpupoBaThb ero BroOCNeACTBUM, UCMONb3ysi HE TeKylllee, a 3ape3epBUpPOBaHHOE paHee 3HaYeHue
cyeTyMka HOMEpPOB AOKYMEHTOB. B kayecTBe OaTbl perMcTpaumn npu aTom GydeT npocTaBneHa gata
pe3epBUpoBaHUS HOMepA.

[ns oTnpaBkn 3anpoca Ha pe3epBMpPOBaHUE HOMEPA UCXOOALWEro AOKYMEHTa HYXXHO BbIMOMHUTb
cnegylowme encTeus:

1. OTKpbITb KapTOYKy [OOKYMEeHTa, Ans KOTOporo HeobxoAumo 3apesepBuMpoBaTb HOMep
(B cTaTyce «YepHoBuk»/«Ha popaboTtke»/«Ha nognucanum»).

2. Haxatb kHonky [Pe3epBupoBaHue]:[3anpoc Ha pe3epBMpOBaHMe Homepa].

B pesynbTaTte COTpyAHWKY, Yyka3daHHOMY B none Peaucmpamop, HanpaBnseTca yBegoMneHne Ha
MMaBHyto CTpaHuLly (a Takke B NOYTOBLIN AWMK, ecnn B B[] CnpaBOYHUK opraHu3auum npovsseneHa
HacTporka AaybnvpoBaHua coobuleHnin) ¢ npocbbon 3apesepBupoBaTb HOMEP ANs AOKYMEHTa.
B permctpaumoHHOn KapTouke AOKYMEHTa B cekuun PesepeupogaHue oTpaxaeTcss MHdopMaums
0 nonb3oBartene, Co34aBLIEM 3anpoc, U gaTte co3gaHus 3anpoca.

[lokymMeHT nepexoguT B cTaTyc «YepHOBMK, Ha pe3epBuMpoBaHMM HoMepa», «Ha popaboTke,
Ha pe3epBUpPOBaHMM HOMepa» unn «Ha noanucaHun, Ha pe3epBMPOBAHMN HOMEpPAa» COOTBETCTBEHHO,
N CTAHOBUTCS HEOOCTYMNHbLIM AN peaakTUPoBaHUS.

Mony4ymnB 3anpoc, perncTpaTop MoXeT YA0BNeTBOPUTb Ero Unmn oTkasaTb.

[Na NpUHATUS pelleHns Nno noflydYeHHOMY 3anpocy Ha pe3epBMpOBaHME HOMepa WUCXOASILLEro
AOKYMEHTa PerncTpaTopy HYy>KHO BbINONHUTL CReayowmne AeicTBUS:

1. OTkpbiB yBedOMSIEHME O HeobxoOUMMOCTU pe3epBUPOBaHUA HOMepa AN WUCXOASALEro
AOKYMeHTa, nocTtynuellee Ha [NnaBHyw cTpaHuuy (Mnv B noyty, ecnv B B[] CnpaBOYHMK
opraHusauum npomssegeHa HacTpovka OybnupoBaHWs COOOLLEeHW) NepenTn B KapTOYKY
ncxogsLero AOKyMeHTa.

2. TMpuHATbL peLueHre No nonyYyeHHoMy 3anpocy:

e [Ina pesepBupoBaHUS HOMepa HaxaTb KHorky [PesepBupoBaHue]:[3ape3epBupoBatb
Homep]. B pesynbTaTe cuctema aBTOMaTUYECKU pe3epBUpyeT HOMep AN OOKYMEHTa,
KOTOpbI  BrnocneacTsuM  GyoeT nNpucBoeH emy B Mpouecce  perncrpauuu,
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a B perncTpaLMoHHON KapToyke JOKYMEHTa B cekuun Pe3epeupoeaHue oTobpaxkaeTcst
MHOpMaUMa O 3ape3epBUpPOBaHHOM HOMepe, gate pesepsupoBaHus u OGN0
COTPYAHMKA, BbINOMHMBLLErO Onepauuio.

o [lns oTkasa B pe3epBUpOBaHMM HOMEpa HaaTb KHOMKy [Pe3epBupoBaHue]:[OTka3aTb
B pe3epBUpPOBaHMU] 1 yKasaTb NpUUMHY OTKa3a B NosiBuBLLeMcs guanore. B pesynbtarte
HOMep AN OOKYMEHTa He pes3epBMpYeTCHd, a B PErmcTpauMoOHHOM KapToyke OOKyMeHTa
B cekuuun Pe3epeupoeaHue oTpaxaeTcs nHopmauus ob oTkase 1 ero npuymHax.

Mocne NpuMHATUA peLleHus No 3anpocy Ha pe3epBnpoBaHME AOKYMEHT NOSyYMT CTaTyc, C KOTOPOro
Obln oTnpaBeneH 3anpoc Ha pesepBupoBaHumM («YepHoBuk», «Ha gopaboTtke» mnu «Ha nognucaHum»
COOTBETCTBEHHO).

Takke perucTpatop MOXET CaMOCTOATENbHO 3apesepBMpoBaTb HOMEp ANna  OOKYMeHTa
(Hanprmep, NO pacnopsXKeHUIO PYKOBOACTBA).
N3 cTtaTyca «YepHOBUK, Ha pe3epBMPOBaHNM HOMepay, B CryYae pesepBUpoBaHus HoMmepa
[Ns OOKyMeHTa, NBo 13 ctatyca «YepHOBUK», B Criyyae CaMOCTOATENBHOIO Pe3epBMPOBaHNSA

HOMepa perucTpaTtopoMm, AOKYMEHT NepexoauT B cTaTyc «HepHoBUK, HoOMep
3ape3epBMpPOBaH».

PesepBMpOBaHme HOMepOoB AN1A AOKYMEHTOB OCYLLECTBIAETCA BblAENTEHHbIMU COTPYAHUKAMMN,
YKa3aHHbIMU B KapTO4Ke OOKYMEeHTa B nosne Peaucmpamop, n nverwwmmmn 6I/I3H€C-p0]'lb
PerucrpaTop.
YT06bl OTMEHUTL pe3epBUPOBaHNE HOMEPA, UCMOMHUTENO HY)XHO OTKPbITb KApTOYKY OOKYMEHTa,
OISt KOTOpPOro paHee Obln 3ape3epBMPOBaH HOMEpP, U HaxaTb KHorky [PesepBupoBaHue]: [OTmeHa
pesepBupoBaHuA]. Npn 3TOM OCBOGOAMBLUMICS paHee 3ape3epBUPOBAHHBLIA HOMEP MOXeT ObiTb
NCNonNb3oBaH ANs perncTpaumMm Opyrmx OOKYMEHTOB (B Criydyae pyyHOro BBOAA PErncTpaumoHHOro
Homepa).

[aHHoe fencTBue OOCTYNHO VcnonHuTento TonbKo Ha atane ﬂ,Opa6OTKl/I. Tonbko nocrne oTMeHbI
pe3epBnpoBaHNA HOMeEpa (ecnw OH ObIn 3ape3epBMpOBaH) OOKYMEHT MOXHO yaalrinTb B KOP3UHY.

[nsi npocMoTpa AOKYMEHTOB C 3ape3epBMPOBaHHbLIMU HOMEepPaMu HeO6X0AUMO NepenTn B
npenctaeneHve Ucxoasimue: PesepBupoBanue nomepa. B JaHHOM npeAcTaBneHn MOXHO
npocMaTpuBaTh AOKYMEHTbI, CrPYNMUPOBaHHbIE B ABE KAaTEropun: AOKYMEHTbI, MO KOTOPbIM
OTMpaBIiEH 3aMpoc Ha pe3epBMpPOBaHME HOMEpPA, U JOKYMEHTbI, Asi KOTOPbIX HOMEpP
3apes3epBMpOBaH.

IV.12. OTnpaBkKa ncxogawmx 4OKYMeHTOB agpecaTtam

MoaroToBMNEHHbIN, MOANMUCAHHBIA U 3aPErMCTPUPOBAHHbBI UCXOASAWMNN OOKYMEHT MOXeT ObiTb
OoTNpaBrneH agpecaty Mo 3nekTpoHHou noyte, no M3OO. [okymeHT MOXHO nepecnate B B[l
KaHuensapusa BbiOpaHHbIX KOPPECTNOHAEHTOB, @ TaKke yKasaTb cnocob AOCTaBKM JOKYMEHTA BPY4YHYHO.

Ona Toro 4ytobbl OTNPaBUTL 3apPEermcCTPUPOBAHHBIN UCXOASALWUN OOKYMEHT agpecaTam OOHUM U3
cnocoboB HeobXoAMMO OTKPbITb KapTO4Ky 3aperMcTpypoBaHHOrO AOKYMEHTa, HaxaTb Ha naHenu
WHCTPYMEHTOB KHOMKY [OTnpaBuTb agpecatam]| Ha NaHenu 4encTsuin U BolbpaTtb HEOOXOANUMbIN NMYHKT:
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¢ OTtnpaButb B apyryto KaHuensapui. Cuctema otobpaxaeT coobLieHme 0 TOM, YTO JOKYMEHT

OTNpaBrieH agpecaToMm, C ykasaHueM noapasaeneHuin, Kyaa JOKYMeHT Obln oTnpaBeH.

Ecnu koppecnoHaeHTbl He obnagatoT cobcTBeHHOM Bl KaHuensapua, To Npy HaXXaTum KHOMKKU Ha
3KpaHe oTobpaxaeTcst coobuieHune: «Hu ogmH n3 BeiGpaHHbIX KOPPECNoHAEHTOB He umeeT b
KaHuensapus. [JokymeHT He Obin oTnpaBneHy.
Ecnn B none Komy OTCYTCTBYIOT BHYTPEHHNE aapecaThbl, TO NMPU HAXXaTun KHOMKN Ha 3KpaHe
oTobpaxaeTtcs cooblieHne: «B none KoMy gomkeH 6biTb BbiIOpaH BHYTPEHHWIA KOPPECMOHAEHT».
B cekunn lMepedava OoKymeHmMa VCXOLALLEro AOKYMEHTa B cekumm Omrpaska 8 Opyeyio
KaHuenspu otobpaxaeTcs mHdoOpMauus, KOMy MNepecbiaeTcss AOKYMeHT, a Takke OUO
COTpyAHWKA, BbINOMHUBLUErO oOMepauuto, gaTa W BpPeMsi OTNpaBKkM AOKYMeHTa.  ABTOpy
AOKYMEeHTa HanpaBnaetcss WHMOOPMaLMOHHOE YBEAOMIIEHME O TOM, 4YTO [OOKYMEHT Obin
OTnpaBrieH agpecarTy.

B KaHuensipuu-oTnpaBuTene cratyc OOKYMeHTa He MeHsieTcd. B KaHuenspuu-nonydatene
AOKYMeHT oTobpaxkaeTcsa B npeacTaBneHun Bxoasimmue: ITo cratycy B kKateropun Iocrynusiime,
a Takxke B rnpeacrtaeneHnn Heo6paGorannas moura B KaTeropun W3 apyrux kanneasipuii. [locne
oTpaboTku areHTa (UM 0bpaboTkM NOoYTbl BPYyYHYHO AOMWHUCTPATOPOM) CTaTyC OOKYMEHTa B
KaHuensapun-nonyyatene ctaHoButcs «[lpuem n peructpauma». B KaHuenapum-nonydatene
MOCTYMMBLUNIA NUCXOAALLMA OOKYMEHT MOXHO 3apermctpupoBaTb Mo HOBbIM Homepom (M. V.3
Pernctpauns gokymeHTa, nepegaHHoro u3 gpyrov b1 KaHuensapus).
[na obpaboTkn JOKYMEHTOB, nepecnaHHbix 13 gpyron b KaHuensipusa, B B[] KaHuenspwus, B
KOTOPYK AOKYMEHTbl NpUXoaAT, OOJIKEeH ObITb 3agaH MmapLlpyT C NpU3HaKom Ucnonb3oeamsp Ons
exodsiujeli noymsi. Ecrniv B mapLUpyTe ykasaH XXypHar pernctpauum, a B COOTBETCTBYHOLLEM
HyMepaTope yKa3aHbl permctpatopbl, TO yBeaoOMITeHUe O NOCTYyrnJyieHn JOKyMeHTa OTrnpaBnAaeTCcA

perncTpartopam 13 3Toro Crnucka, B NpOTUBHOM Crlyyae — BCeM peructpaTopam u3 nogpasgeneHus,
K KOTOpOMY npuBsidaHa gaHHasa B[l KaHuenspus.

OtnpaButb e-mail. B OTKpbIBLUEMCS OKHE CO34aHMs MNOYTOBOrMO COOOLWEHMA, Npu
HeobXoaNMOCTUN, BHECTM M3MEHEHMSA B agpeca dneKkTPOHHOM NoYTbl (KOTOpble NPONMChIBaOTCA
no ymonyavuio wuHpopmauven wu3s B[] BHewHue appecatbl), camo coobuieHne, npwu
Heob6X0ANMOCTHM BbIGpaTb BOXEHUS ANt OTNPaBKX, U OTNPaBUTb COOBLLIEHNE.

Ecnu B none Komy oTCYTCTBYIOT BHELLHWE aApecaThl, TO MPU HaXaTum KHOMKWU Ha 3KpaHe
oTobpaxaeTcs coobLieHue: «B none Komy oTcyTCTBYIOT NpeacTaBUTENN BHELLHUX aapecaToBy.

B cekumn [lMepedavya OokymMeHmMa wcxogsero OOKymMeHTa B cekuumm Omnpaseka e-mail
oTobpaxaetcsa mHpopmMauusa, KoMy nepecbinaeTcs AOKYMeHT, a Tawke PUNO coTpyaHuka,
BbIMOMHMBLUETO oOnepauunio, gata W Bpems OTnpaBkM AOKYMEHTa.  ABTOpPY [OOKYMEHTa
HanpaBsnaeTca MHPOPMAUMOHHOE YyBEAOMMEHME O TOM, 4YTO AOKYMEHT Obin oTnpaeneH
agpecary.

e OtnpaButb no M3O.

JlocTynHo, ecnu JOKYMEHT Gbif co3aH Mo MapLUpyTy € YCTaHOBMEHHbIM cdonarom Mcnonb3osams
ans M340,

o
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ABTOpPY OOKYMEHTa HanpaenseTcsa MHPOPMaLNOHHOE YBEAOMITEHNE O TOM, YTO JOKYMEHT Obin
oTnpaeneH agpecary. [pn atom C3L chopmmpyeT COOTBETCTBYIOLLEE YBEAOMIIEHNE B CTaTyCe
«lotoB k otnpaBkey». Cucrtema copmupyet cooTtsetcTBytowmn XML - chann v otnpaenser
yBegomneHne agpecarty ¢ nomoulbto b1 Agantep MO0, nocne 4ero kKapTodka yBegoMIEHUs
nepexoaut B ctatyc «OtnpaBneH». CdopmmpoBaHHOEe yBeAOMMEHME OToOpaaeTca Ha
Bknagke M3JO kapTOYKM JOKYMEHTA.

MNpw oTnpaBke AOKyMeHTa agpecaTy nobbiM 13 3-x cnocobos: «OTnpaBka B APYryto KaHLENsSpuoy,
«OTtnpaBuTtb e-mail», «OTtnpaBute no M3OO», B nNpaBOM BEPXHEM YrNy KapTOYKM [OKYMeHTa

oTOBpaxaeTcs NPU3HaK OTNPaBKM AOKYMEHTa +, a Takke JaTa U BpeMsi OTnpaBku. Takve JOKyMeHTbI
OyayT oTMeudeHbl B npeacTtasnenusx B KaHuensipua cneunanbHbIM 3HAYKOM.

e YkasaTb cnocob goctaBku. B OTKpbIBLUEMCS OManoOroBOM OKHE yKa3aTb CrMocob AOCTaBKu
agpecataMm. Jlnbo ycraHoButb cnar 3adamb Ons Kaxkdoz2o adpecama W ykasaTb cnocob
AOCTaBKMN A1 K&XXAOro agpecara B oTAenbHocTu (PyucyHok 17). Mocne HaxaTus KHOMKM KHOMKY
[OK] ykasaHHble gaHHble 6yayT oTobpakeHbl Ha Bkiiagke Opua2uHas KapTOYKN JOKYMEHTA.

EEE——
Pe paxTHpoeaHHe cnocofa JocTaBKH m
Anpecar HaTa oTnpaBkM Cnocofl AOCTABKM
MHUHHCTEQETED KYNETYpEl Poccuiickold ®enepal 23.07.2014 MNouToEas cnyxbs Pocc
F711-1 16.07.2014 Cnyxba akcnpecc-AocT
< >
W Sanatt anA kaxgoro agpecarta
ak Cancel

PucyHok 17. Cnoco6 gocTaBKu UCXo4sLEero AoKyMeHTa

Ecnu B TinoBOM MapLupyTe JOKYMeHTa ycTaHoBneH donar Omnpaensms no M3/JO
aemomMamuyecky, TO MO JOCTUXKEHUIO cTaTyca «3aperncTpupoBaH» LOKYMEHT OyeT aBTOMaTUYECKM
otnpaeneH no M30.
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B kauecTtBe agpecarta gomkHa ObiTb yKkaszaHa opraHusauusi/cdvnvan (Bl BHewHue agpecartbl).
B kapTouke cooTBETCTBYIOLLEN OpraHn3aumm/cdunvana B b1 BHewHune agpecaTbl JOMKEH ObiTh
ycTaHoBrneH dnar JJocmynHo 4yepe3z M34O0.

IV.13. dopmMmunpoBaHue NOPYyYEHNN MO UCXoasaLwemMy AOKYMEHTY

B cucteme npegycmoTpeHa BO3MOXHOCTE QOPMUPOBAHUA MNOPYYEHUN HEnocpenCTBEHHO
N3 KapTOYKN JOKYMEHTA.

CospaHue nopy4deHuii no ucxoaawmm gokymeHtam B bl KaHuenapusa Bo3amMoxHO nocne nx
pervctpaumu, Bkrtodas cratycel «'0TOB k cnucaHuio B Aerno» un «B geney.

[na copMMpoBaHUS MOPYYEHMI MO 3aPErMCTPUPOBAHHOMY WCXOAALLEMY [OOKYMEHTY HYXHO
BbINOMHUTL CrieayroLLme OenCTBUS:

1. BbibpaTb 3apeructpuMpoBaHHbI OOKYMEHT B ogHOM w3 npeactaeneHun B KaHuenspus
N OTKPbITb €ro Ha MPOCMOTP.

2. HaxaTb Ha naHenu gencteui kHonky [Mopy4veHue]:[HoBoe] ansa cosgaHna HOBOro NopyyeHus,
nnn kHonky [MopyyeHune]:[U3 wabnoHa] ona co3gaHus NopyvyeHWst Ha OCHOBE UMEILLErocs
wabnoHa'.

Mocne co3gaHus Nnopy4yeHna B KapTo4vke OOKYMEHTa NMOoABIAESTCA BKNaaka ﬂopyquun, B KOTOpOVI
OTO6pa3VITCF| CMNCOK BCEX nopyquvu?l, C(*)OpMI/lpOBaHHbIX ana gaHHOro AOKyMmeHTa.

Ha Bknagke Mopy4yeHus gaHHble NnpeacTaBneHbl B TabnmyHoMm Buae (PycyHok 18).

G P T vacte | Ji AOXyMeHTa | Opurwsan | Nopyuanes i Cansannnie goxymentes | Obcymaemme flocryn
Nopy“erans NS LOKYNENTY !
lpepetr nopyuens Tk Hanpasnn Aara Komy nanpasnns Cpox Hara Orver 08 nomanmennn
COIABHMS WONONISEIS | BCNONIE A

AQMHAHCTRATOD 15.07.12 20713
Cepred

nogpasaanenan

15.07.13 Aansos Maxom 220713

------

SELAICAATRALHOR ORF Il 8L

reecTee 8 Chepe
2

TepEUTC PN

PucyHok 18. Bknaagka «lopy4yeHus»

Mpouecc co3gaHus NOPYYEHUN M KOHTPOMb WX WUCMOMHEeHUs noapobHO onucaH B AOKYMEHTe
«Jlornka ECM. C3-OC-7-MopyyeHns».

! Ons BblOOpa OOCTYMHbI NMYHbIE U 00LWMe WwabnoHbl pesontoumi/nopydeHnii ns b LWabnoHbl, a Takke
LWabnoHbl, B KOTOPbIX MONb30BaTENb YKa3aH B Ka4eCcTBe NoAnvcaHTa.
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V. PaboTa ¢ 6a3omn AaHHbIX

V.1. MpocMoTp nHdopmaumm o xoge o6paboTKu AOKyMeHTa

NHdopmaums o xoge o6paboTkn OOoKyMeHTa oTobpaXkaeTcsl B KapTodyke AOKYMEHTa Ha BKragke
HeuxeHue AokyMeHma 1 JOCTyNHa BCEM y4acTHUKaM npoLecca.

Ha Bknagke [JeuxxeHue AoKymMeHma oToOpaxaeTcsa cBOAHasi MHpopMaums No Kaxgow craguu
00paboTkM Tekywen Bepcunm [OKYMEHTa (HOBble BepcuMM [OOKyMEHTa MOSBMSAKTCA B pesynbrarte
NMOBTOPHOM OTNPaBKM OOKYMEHTa MO MapwpyTy nocrne gopabotku). o kaxgonm craguuM npuBoamuTCs
MHopMauma O coTpyaHuke, obpabaTtbiBatowemM [OOKYMEHT (MognucaHTe, cornacytowem u T.n.),
NPUHATOM peLLUeHUM unM Bu3e, AaTe 00paboTkMm M BHECEHHbIM KOMMeHTapusM. WHdopmaums o
OOMNOSTHUTENbHbBIX cornacyrowmx otobpaxaercsa nog nHdopmaumnen ob nHumaTopax gONoSTHUTENBHOMO
COrnacoBaHus.

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

Ha Bknagke McrnonHeHue KapTOuYKM BXOASILLEro OOKyMeHTa oTobpaxaeTcs MHdopMauus no
nopy4YeHusiM, COPMUPOBAHHLIM MO CO34aHHbIM B [OKYMEHTE pPe3oniouMsiM, a TakkKe MopyYeHUs,
CO3[1aHHble 03HaKaMIUBAOLLMMUCS COTPYOHMKaMMU.

Ha Bknagke lMopy4yeHusi ncxogswero JOKyMmeHTa otobpaaeTca MHopMaums No nopyvyeHusm,
CO3[aHHbIM NO JOKYMEHTY (BKNnagka otobpaxaeTcs B KapTO4ke AOKYMEHTa Nnocre Co3aaHus nopyveHus
no JOKyMeHTy, n. V.13 dopmMmpoBaHMe NOpyHEHUNR).

V.2. MpocMoTp XypHana nocnegHUxX AOKYMEHTOB

[nsi oToOpaxkeHus XypHana nocnegHux 4oOKYMeHTOB Heobxoaumo yctaHoBUTb cdorar Omo6paxkamb
JKYPHaJ1 nocsiedHuUx oKyMmeHmMoe Ha Bknagke JonosiHumesnbHO B HacTpolikax naBHOM cTpaHuLbl
(6nok Cepsuc ccbinka Mou HacmpolUku).

Monb3oBaTernb, KOTOPbLIA OCYLLECTBISAN PErncTpaLmio JOKYMEHTOB, MOXET NPOCMOTPETb NepeyeHb

nocrnegHux JOKYMEHTOB, KOTOPbIe OH permcTpupoBart.

|
[ns aToro HeobxoAUMO HaxaTb KHOMKY ﬂ; ([*KypHan nocneaHux AOKYMEHTOB]) Ha naHemnu
aencTteum ogHoro wm3 npeactaeneHnn Bl KaHuensapua, nmvbo Ha naHenn OeNCTBUN KapTOMYKM
AokymeHTa. KonnyectBo otobpaxaeMbix B AUanoroBOM OkHe AOKYMeHTOB (PucyHok 19) ykasbiBaeTca B
HacTpovikax [(naBHomM cTpaHuubl (Bknaaka JonosHumesnbHO).
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' Buibe pute gokyme HT m

BxogAwmiA; M2 00276:) or 12.11.2013 - 3aMHH

BxonAwki: M2 00275:) o1 12.11.2013 - 30 AHEH Ha paccMOTPEHHE

BxogAwmi: M 00274 o1 12.11.2013 - onepaTMBHO -Ha PACCHMOTREHHE

BxoaAwmi: M2 00273:) o1 12,11,2013 - MpHd CPOYHO - H3 MCNOAHEHHE

BxonAawmi: M2 00272:) ot 12.11.2013 - MpHdy CPOYHO - Ha PACCMOTPEHKHE -HIMEHHMH CROK
BxogAwmiA; M2 00271:) o1 12.11,2013 - MpHth CpOYHO - HA PACCMOTPEHKHE

Ok OTHMEHA

PucyHok 19. XXypHan nocnegHux 4OKYMEHTOB

UToObl OTKPbITb AOKYMEHT Ha MpPOCMOTP, HEeobGXOoAMMO BbibpaTb €ro B OTKPbIBLUEMCSI OKHE U
HaxaTb kHonky [OK].

V.3. Peructpauunsa nokymeHTa, nepeaaHHoro us apyron bl KaHuenspusa

Utobbl 3apernctpupoBatbh BXOAAWMA/  UCXOOAWMA  OOKYMEHT, MepedaHHblii  u3  gpyrom
Bl KaHuensapusa opraHusaumm, no HOBbIM HOMEPOM, HY>KHO BbIMOMHUTL cnegyoLwime AencTBUsA:

1. OTKpbITb yBEAOMIIEHNE O HEOBXOANMMOCTUN PEerncTpaLum NOCTYNUBLLErO JOKYMEHTA.

2. MNepentn B pexumm pepakTMpoBaHua no kHormke [PepakTupoBaTtb] M HaxaTb Ha naHenwu
AEVNCTBMIN KHOMKY [3apernctpupoBatb].

UTtobbl 3apernctpupoBaTh BXOAAWMK OOKYMEHT, nepefaHHbii u3 apyrov B[ Kanuensipus
opraHusaumu, No4 TeM Xe HOMEpPOM, KOTOpbIv Bbin emMy NpMcBOeH B KaHuenapun-otnpasuTene, HY>XXHO
HaXkaTb Ha NaHenu gencTeun KHonky [MpUHATB].

V.4. BBoa nHdopmaLmm o KOHTpareHTe

B B[ KaHuensapmsa cyuwectByeT BO3MOXHOCTb HEMNOCPEeACTBEHHOrO0 BBOAa WHopmaumm
O KOHTpareHTe-oTnpaButene/nonyyaTene KOppecnoHAeHUMn, a Takke O NpeacTaBuTene KOHTpareHTa,
N3 KapTO4KN JOKYMEHTA.

[aHHy0 BO3MOXHOCTb YA06HO ucnonb3oBaTtb Npu paboTte ¢ HOBbIMU opraHudaunsamu. ocne Toro
Kak aTa mHdopmMauna OyaeT BBedeHa, OHa Takke oTpasutcs u B B[l BHewHune apgpecartbl. [1loaTomy
BBeAEeHHasa Takum obpa3om opraHusauua 6ygeT oTobpaxaTtbCa B CnmMcKax MpoCMoOTpa BCEX
3anonHaeMblX BNOCneacTBUN JOKYMEHTOB.
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V.5.

YUTtoObl BBECTU HOBYHO OpraHn3auunto (I'Ipe,El,CTaBI/ITeJ'IFl), HY>XHO:

1. Haxogsacb B pexume peaakTMpoBaHMS [OOKYMEHTa, HaXaTb KHOMKY pSAoOM C nonem
Om Koeo (B KapTO4Ke BXOOALLEro AOKYMEHTa), paaom ¢ norem Komy (B KapTOUKke UCXOOSLErO
AOKyMEHTa) unu psagomMm ¢ norem Aemop pesosiroyuu (B KapToyke BXOOALLEro JOKYyMEHTa).
BbINONHUTL OOHO 13 CrieayoLWnX AeNCTBUIA:

e B nosiBuBlwIEMCS Ananore LWenkHyTb No ccbinke Hoeast eHewHss op2aHu3ayus (Hoebil

npedcmaeumerib ONs Nons Aemop pe3osiroyuu).

B oTkpbiBwemca aunanore «Bblibop kaTanora» BblbpaTb 3HavyeHue bBJ BHewHue
adpecamsbi n HaxaTb kHornky [OK], nocne 4yero B NosiBUBLUEMCS guanore LenkHyTb Mo
ccoinke Hoeast opeaHu3sayusi (Hoebili npedcmasumens).

2. 3anonHutb nonst dopmbl «HoBas opraHm3aums» («HoBbi npegctaBuTenb»). ons dopm
«HoBas opraHusauus» m «HoBbIi npeacTaBuTenby onucaHbl B npunoxenun (Tabnuua 40,
Tabnuua 41).

3. HaxaTtb kHonky [OK] pana coxpaHeHus wHopMauum w BO3BpaLlLleHUss B AOKYMEHT

b KaHuensipus.

Pab6oTta ¢ BnoxeHnsamu

UT06bl 406aBUTbL BIIOXEHME B KAPTOYKY AOKYMEHTA, HYXKHO:

1. Ha naHenu gencrteui BCTPOEHHOrO MPeACTaBfieHUs 0BnacTu BrIOXEHUN HaxaTb KHOMKY
([Ao6aBuTb]) (PncyHok 20).

Copepaatenniian YacTn Nswmenwe goxymenta | Yonoswn gorosops | Opmrwsan | Cexsanmmie goxyments | OGCympeme | floctyn

|

L r e =m0

Copmpaanne qonymnnrs

OF HInmnmems TRanill TRPEHTORMW 2ox §  AanuencRaTop G0

WOOCKONG MCOTR YoTo-Thra

Depoan 1

DO EXAASHedeNsx SaAnos (ME): 10

PucyHok 20. ObnacTtb BNoOXeHUM KapTO4KM JOKYMEHTa

Mpun coxpaHeHnn JOKyMEHTa Unn oTnpaBke Mo MapLUPYTy BAOXEHHble hannbl, Ao6aBNeHHbIE B
TekcToBoe none «CoaepxaTenbHasi 4acTby, NEPEMECTSTCA B GIIOK BNOXEHWI KapTOYKM AOKYMEHTA.
MosiButcs cooblueHne: «[lobaBneHHble dannbl nepeHeceHbl B 61ok BrnoxxeHuin. MNMpu HeobxoammocTu
n3MeHuTe TUN BrOXeHus no kHonke [CBomncTBa]. lNocne nepeHoca BrioxeHHble dansbl B none
CodepxxamenbHasi Yacmb O0TobpaxaTbecs He OyayT.

2. 3anonHuTb Nons oTKpbIBLLENCA hopMbl JobaBneHus BrnoxeHus (PucyHok 21):

B none McmoyHuk yka3aTb C NOMOLLbIO NepekniovaTtens, otkyaa dyaet gobasneH cann
— C nokanbHoro aumcka wunu u3 B[ WabnoHbl, nMbo OTCkaHMpOBaTb WMENLLMIACS

o
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OymMaxkHbIA BapuaHT [OOKYMeHTa, BblOpaB B kayecTBe WUCTOYHMKA CkaHep (onucaHue
NPOCTOro CkaHMPOBaHWUsi NpuBeaeHo B N. V.7 CkaHMpOBaHUE LOKYMEHTOB).

Mpu HeobxoammocTu psgom ¢ nonem UCTouHUK yctaHoBuTb conar flo ymonyaHuro. BeibpaHHbIN
UCTOYHMK JobaBneHnst channos OyaeT yCTaHOBMEH MO YMOMYaHWIO B JaHHOM AManoroBOM OKHE Mpu
pobaBneHmn bannoB B KAPTOYKM JOKYMEHTOB B AarilbHeNLeM.

NcTouHnk gobaBneHuns annoB no yMmonyaHuo MoxeT BbiTb yKasdaH B HacTpovikax [[naBHom
CTpaHuLbl CUCTEMBI.

e Bnone Tun Bbl6paTb C NMOMOLLIbKO KHOMKK 1 TN BNOXXEHUA.

e B none ®ain HaxaTb KHOMKY | 1 BblOpaTb dann ¢ nokanbHOro Amcka unum wabnoH
(B 3aBMCMMOCTM OT BbIGpaHHOro 3Ha4eHnsa B none McmoyHuk). MoxHo gobasutb dhann,

npegBapuTenbHO  CKOMMPOBaHHLING B Oydep obmeHa, € MOMOLLBI  KHOMKK W
(HegocTynHo onst BeG-nHdepdbenica). Yaanute ob6aBneHHbIN dann MOXHO C MOMOLLbIO

KHOMKN y

e [lone HaseaHue 3anonHseTca aBTomaTMyeckm nocrne Bblbopa davna. [lpu
HeobX04MMOCTN MOXHO M3MEHUTb Ha3BaHMe.

e [lpu HeobOXx04MMOCTUN BBECTM KOMMeHTapuu B none KommeHmapud.
3. Haxatb [OK].

KonnyecTBo CMMBOMOB B HAVMEHOBaHUN BIIOXEHWS OFPaHNYEHO:

e B Beb-uHTepderice - 195 cumeonos;

e B KMMeHTe - 175 cMBONOB B aHIMMNCKOW packnaake, 87 CMMBOIMOB B PYCCKOWN.
Jdonyctumbl pasmep darina BNoXeHnsa onpeaenseTcs HacTporkamy TUNOBOro MapLupyTa
06paboTKkn AOKyMeEHTa.

B pesynbTtaTe BbibpaHHbIN hbann 6yaet gobasneH B 06nacTb BNOXEHWUN B YKa3aHHYO KaTeropuio
(cm. PucyHok 21).
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METoYHKK K ™ Mo ymonyadn

" B "WabnoHe!"

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

6] .4 CTMEHA

PucyHok 21. ®opma gob6aBneHnsa BNoXeHUs

B obnactb BnoxeHun MoxHo gobasutb hainn, ckonmpoBaHHbIN B Bydep obmeHa, no KHomke
([Do6aBuTb U3 6ydepal). JaHHOe fencTBne HegoCTyNHO Npu paboTte noa Be6-uHTepdencom.

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

06nacTi BMOXeHWN W HaxaTb KHomky ~ 3 ([YaanuTtb]) (cM. PrcyHok 20). B OTKpbIBLUEMCS OKHe
NoATBEPAUTL BbIMOSTHEHNE onepauun.

Monb3oBaTtenb MOXET yaanuTb TONMbKO Te dpainbl BNOXeEHUS (a Takke nX BepCuMu 1 pegakumm),

/ KoTopble 6binm nv gobaBneHbl (M 4O TOro, Kak AOKYMEHT NepenaeTt Ha CnegyoLLyo cTaguio
S 06paboTkn). YaanaTe ganrnbl BOXEHWUI B 3apErMcTpUpOBaHHbIX JOKYMEHTax MoXeT AAMUHUCTPATop
CUCTEMBI.

UToObl M3MEHUTL BRNOXEHWE, HYXXHO BblIAENUTbL Heobxoaumbli havn B obnactn BROXEHWUNA U

Ha)KaTb KHOMKY =4 ([M3meHunTB]) (CM. PucyHok 20). B BeinagatoLieM MeHto BbiIGpaTb HY>KHbIN MYHKT:
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e Co30amb eepculo — CO3[laHME HOBOW BEPCUW BbIAENEHHOro B NPEeACTaBNEeHUU BrOXEHWUS.
C nomoLbio CTaHOApTHbIX AMArnoroB 3arnofiHUTb MONs MNOsIBMBLUENCS (POPMbl U HaxaTb
kHonky [OK].

e Co30amb pedakyuro — CcO34aHMEe HOBOW pedakuMuM BbIOENEHHOro B NpeacTaBleHun
BNoxeHusi. C MOMOLLbIO CTaHAAPTHbLIX AWAanoroB 3anofiHUTb MOMs NosABMBLUENCS (POpMbl K
HaxkaTb kHonky [OK].

Mpu co3paHum Bepcun/peaakumm 4OKYMeHTa B OkHe fobaBneHns sepcuun/pegakumm Heobxoanmo
BbIOpaTb NCTOYHUK AobaBneHusa danna:

e JlokanbHbI OUCK — HYXXHO BbIOpaTh dhann ¢ yKazaHHOro MECTOMOMOXKEHUS, yka3aTb Ha3BaHue
1 BBECTW KOMMEHTapPUN.

e Konus — HyxHO BbIBpaTh davin, B KonNu1 KOTOPoro 6yaeT co3aaHa Bepcus/pegakums, ykasatb
Ha3BaHMe U BBECTM KOMMEHTapWI, MOCME Yero BHECTU U3MEHEHUS B OTKPbIBLLMIACS dhainn,
COXpPaHUTb ero 1 3abpaTb N3MEHEHMS BNOXEHUI B KAPTOYKY JOKYMEHTA MO KHOMKEe
[UameHuTb]:[3abpaTb N3MeHeHUs BNoxeHusl] (1obaBneHne Bepcun 1 pegakummn anna
BMOXEHUsI C TUMOM MUcTovHMKa «Konmsay npu paboTe yepes Beb-uHTEpdenc onncaHo B
pasgene V.5.1 PaboTta ¢ BnoxeHusiMu B BeO-UHTepdelice cucTemsl).

e Jlobasumb pedakuyuro u3 obcyxoeHul, ecnn Npu COrnacoBaHUN OOKYMEHTa HeobXoaAnMo
cosfaTb pefakuunio danna BroxeHus. MNMpy 3TOM B OTKPLIBLUEMCS AMArioOrOBOM OKHE HYXHO
BblOpaTb COOOLLUEHME, U3 BOXEHUS KOTOPOro HY)XHO CO34aTb pedakumio, a 3ateM OTMEeTUTb

BNOXEHUS BblOpaHHOro coobLeHnsa ans nx gobaBneHns B KapTouKy.
B guanoroBom okHe oTobpaxaeTcsi nepeyveHb COobLLEeHMI, LOCTYMHbIX TEKYLLEMY NOMb30BaTENIO.

° Pedakmupoeamb eJ/I0)KeHuUe, €ecnn HeobXoaAMMO BHECTU WU3MEHEHUs1 B CO34aHHYIO
Bepcmo/pep,aku,mo BINOXEeHNA OO0 BblHECEHUA peLueHUA. |_|pl/l 9TOM OOKYMEHT OTKpbIBaeTCA B
COOTBETCTBYHOLLEM NMPUINOXEHUN.

e 3abpamb u3MeHeHUsl 8JI0)KeHUsl, eCnu HeobXOOMMO COXPaHUTb M MEPEHECTU B KapTOYKy
YacTUYHble W3MEHEHUs, KoTopble ObinM BbINOMHEHbl B anne BrIOXKEHUs Npu  ero
pefakTMpoBaHuMK (pedakTMpoBaHWE BIOXEHWA WM Mnocrnefylolee COXpaHeHUe W3MEHEHWUA B
KapTouky AOKymMeHTa npu pabote noa Beb-uHTepdencom onucaHo B n.V.5.1 PabGota c
BMNOXEHUAMU B BEG-UHTEPdENCE CUCTEMBI).

Utobbl NnpocMoTpeTb (M3MEHUTL) CBOMCTBA A06ABNEHHOIO BROXEHUS (TUM BROXEHWUS, Ha3BaHue,

KOMMEHTapUIA) Hy)XHO BblAENUTb HEOBXOANMBINA AOKYMEHT B 0BNacTV BIIOXKEHW N HaxaTb KHoMKy &
([CBoucTRa)).

Monb3oBaTenb MOXET N3MEHUTb CBOWCTBA TOSLKO TeX Dannos BNOXEHUs (a TakKe Ux BEPCUNA U
pegakuun), kotopble 6binin um gobaBneHbl (M OO TOro, Kak AOKYMEHT NeperaeT Ha CreayoLwyto
cTtagmo obpaboTkn).

YT06bI COXPaHUTb BNOXEHWNE Ha XXECTKUN OUCK UMW APYrON HOCUTENb, HYXXHO B 061acTy BNOXEHWU

HaXxaTb KHOMKY = (ICoxpaHuTb]), B OTKPbIBLLEMCH OKHE OTMETUTL (hannbl ANs1 COXPaAHEHUs, HaxaTb
([OK]) n 3aTtem BbIbpaTb HEOOXOAMMOE MECTOMONOXEHNe, Kyaa byayT coxpaHeHbl BbibpaHHble hannbl.

=
-

Urobbl pacneyaTaTb BNOXeHWE, criedyeT BbiAeNnTb ero B NPeACTaBMNEeHUN U HaxaTb KHOMKy <~
(IMevaTb BRoxeHus]). laHHoe nencTeme HeLOCTYNHO Npu paboTe nog Be6-nHTepdencom.
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-—

KHonka ([PunbTp]) Ucnonb3yeTcss AN U3MEHEHUS OTOOPaXKEHUS BIIOXEHUA WU COLEPXKUT
BbiNagaroLLnin CNNCOK:

e Bce — oToGpaxaloTcs Bce BMOXEHNS,
e [locnedHue sepcuu — oTOGpaXalTCsA TONbKO NOCNeAHNE BEPCUM LOKYMEHTOB C peaaKUUsMu;
e Ucmopus — otobpaxaeTcss UCTOpUsi paboTbl C BNOXEHUAMMW, BKIOYas yaarneHHble annbl.

OTKpbITb M MOCMOTPETb BIIOXKEHHbIA (Al MOXHO, BbINOSIHMB OBOWHOW LIENMYOK MbIlUK Ha
COOTBETCTBYIOLLEM hanrne B obnactu BrnoxeHnin. ®ann O6ygeTt OTKPbIT C NOMOLLLIO COOTBETCTBYIOLLIENO
eMy npunoxeHus (npocmoTp dannoB BNoxeHun B BebG-uHTepdberice onmcad B n. V.5.1 Paborta ¢
BIOXeEHMAMMU B BED-UHTEpPAENCe CUCTEMBI).

[Ona oOTKpbITUA BCeX BMOXEHHbIX (annoB cpasy crnegyet BOCMONb30BaTbCsA KHOMKOWM
([OTKpbITb Ha npocmoTp]) (cm. PucyHok 20). Bce BnoxeHHble gannbl 6yayT OTKPbITbl C MOMOLLbIO
COOTBETCTBYHOLMX UM NpUNoXeHnn. [laHHoe aenctemne HegocTynHo npu paboTe nog Be6-nHTepdericom.

B kapTouKy OOKYMEHTa MOXHO TakkKe BNOXUTb dhain co CKaHepa C NMOMOLLIbH KHOMKM
[Pacno3HaBaHue] Ha naHenu gencteun (n. V.7 CkaHnpoBaHne JOKYMeHTOB). B kapTouke

Ncxoasawero no kHonke = ([Meuats]), BbIGpaB B BhinagatoLwem cnvcke [Mevyatb no wabnoHy]:
[MpukpenuTb Kak BNOXeHne], MOXXHO aBTOMaTM4eCckn cpopmMmpoBaTh BOXEHNE HA OCHOBAHUM
3anoSTHEHHbIX NOMEN perMcTpaunoHHoOM KapToyku (cM. n. V.6 ABTomaTtmdeckoe oopmMmnpoBaHme
BINOXEHUSI UCXOLSALLEro JOKYMEHTA HA OCHOBAHMM 3arOfTHEHHbIX MOMEN PerncTpauMoHHON KapToYKu).

V.5.1. PaboTta c BnoxeHnsamun B Be6-nHTepcence cucremol

[ns npocmoTpa dhanna BnoxeHna npy pabote B BE6-nHTEpPENCE HYXKHO LLEMNKHYTb MO CChIfKe Ha
cooTBeTCTBYlOWMN pann BrnoxeHus (PucyHok 22). BbiGpaHHbii havn  (Hanpumep, dann ¢
pacwupeHuem .doc, .XIs u T.n.) Nnnbo ckaumBaeTCcsa Ha NoKanbHbIN OUCK (B MECTOMOMNOXEHWE, YKadaHHOe
B HacTponkax mcnonb3yemoro 6paysepa), nocne Yero ero MOXXHO OTKPbITb YU MPOCMOTPETb C MOMOLLbIO
COOTBETCTBYIOLLErO MNPUMoXeHusi, nuMbo cpasy OTKPbIBAETCA C MOMOLLbIO COOTBETCTBYIOLLEIO
npunoxexus (Hanpumep, dannsl n3obpaxeHun Tuna .jpg, .png v 1.n.).

:—5-{{:; Aobasute ':5-‘} H3meHuTe * ':5:‘% Yananute EE‘ CoxXpaHUTb - 2 DUATp ~ CJ
HawmeHnosanue daina PacwmnpeHne Pazmep Bepcua OaTa cozpganua ABTOpP KomMmMeHTaphi
— CopgepxaHue OoKyMEeHTa 23K
¥|R=4 OopaboTka OOKYMEHTE docx 23K Bepcua 1 02.12.2014 AOMMHUCTPaTop Ceprei KOMMEHTAPMWHA
16:59:14 Bnaaumuposndy

PucyHok 22. O6nactb BNnoXeHui KapTo4Kku OKYyMeHTa B Be6-uHTepdence
[na cosgaHusa Bepcumn unu pegakuumn danna BnoXeHWss ¢ TMNom UctodHnka Konus npu paborte B
Beb-nHTEpdence Hy>xHo:
1. Bblgenutb HeOOX0aUMbIN SOKYMEHT B 06N1aCTM BNOXEHUN N HaXaTb KHOMKY = 4 ([N3ameHuTL])

(cm. PucyHok 22).

2. B Bbinagatowem cnucke BbibpaTb onepaumtio Cozdams eepcuro/Co30ampb pedakuyuio.
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3. YcrtaHoBUTbL nepekntoyatens McmoyHuk B 3HaveHne Konusi. BeiGpaHHbIN dhann ckaumBaeTcs
Ha NoKanbHbIN OUCK (B MECTOMOSIOXKEHNE, YKa3aHHOE B HAaCTPOMKax Ncnonb3yemoro 6paysepa),
0O 4YeM B OKHe pefakTMpoBaHus (paina nonb3oBaTento oTobpaxaeTcs COOTBETCTBYyHOLLee
coobuieHne (PucyHok 23).

4. HeobxoouMmMO BHECTW U3MEHEHUS B CKayaHHbIM hbann, coxpaHuTb ero Ha aucke n [obaBuTb
M3MEHEHHbIN hann B KapTOuKy OOKYMeEHTa, BblOpaB ero ¢ nomolibld kHomku [BbiGepuTe
cbann] n Haxas kHonky [OK] (PucyHok 23).

5. I'Ip|/| H806XO,EI,VIMOCTI/I MO>XXHO UBMEHUTb Ha3BaHNE cbal?ma 1N BBECTU KOMMeHTapI/IVI.

B pesynbTate BbIMNOMHEHHbIX OEWCTBUIA COXPaHEHHas BEpPCUst MW pedakumnsa danna BrnoxeHns
nobaeutcsa B 06nacTb BIIOXEHUA KapTOYKM OOKYMEHTA.

Ao5aBMTe BEPCHED

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

Maiin = = o .

Buifiepute dain | $alin He swibpad
HazgaHwe
KoMMeHTaRWA

Olke OTMEHS

PucyHok 23. [lo6aBneHue Bepcum harina BnoxeHus B Beb-uHrepdeice

[ns penaktupoBaHuns gobasneHHoOW pedakumm unm sepcun darina BrnoxeHnsa npu pabote B Beb-
NUHTepdence HyXHO:

1. Bbigenutb Heobxoaumbl harn B 06facTu BIIOXEHUN U HaxaTb KHOMKY = 4 ([M3meHunTB])
(cm. PucyHok 22).

2. BBbinagatowem cnucke BblOopaTb Pedakmupoeamb eJsioxeHue. BbiOpaHHbIi  dann
CKkayMBaeTCa Ha nNoKanbHbIW OUCK (B MECTOMOSIOKEHWe, YKa3aHHOe B HacTpoWkax
ncnonb3dyemoro 0Opay3epa), O 4YeM B OKHE pedakTUpoBaHus danna nonb3oBaTesnto
oTobpaxaeTcs cooTBeTCTBYOLLEee coobleHne (PucyHok 24).

3. HeobxoomMmo BHECTU U3MEHEHMS B CKadaHHbIA ddann, COXpaHUTb ero Ha aucke u [obaBuTb
M3MEHEHHbIN havn B KapTOuKy AOKYMeHTa, BbibpaB ero ¢ nomollbld kHomku [BbiGepuTe
c¢pann] n Haxas kHorky [OK] (PyucyHok 24).
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PegakTvpoBaTe BNOXEHWA

PeoakTupyeMoe BNomMeHWe: Bnowennel.doc Bepouwa 1

DaRn 3anyLWeH Ha CKaYMBaHWE, OTPEAAKTURYITE, COXPaHWUTE
WIMEHEHWA Ha AWCKE W BAOWWTE B none Tain

thaiin _— = .
| BuiBepute aiin | ®aiin He BriGpan

Ok CTMEHA

PucyHok 24. OKHO pefakKTUpPOBaHUA BIIOXEHUSA

B pesynbTaTe BbIMNOMHEHHbLIX AEWCTBUA WU3MEHEHHbIN dann BrioXeHust gobaBuTcA B obnacTb
BMNOXEHWIN KapTOYKM JOKYyMEHTa.

V.6. ABTOMaTn4yeckoe (bOpMMpOBaHMe BITOXEeHUA ncxoasiuiero nOKyMmeHTa

Ha OCHOBaHMUM 3anofIHEHHbIX NOfien perMcTPpauMoOHHON KapTOYKU

Mpun co3gaHnmn KapTOYKM MCXOAALLEro OKYMEHTa B KapToUky (B BMAE BIIOXEHUSA) MOXHO f00aBUTb
neyaTHyto cdopmy fokymeHTa. OHa dopmupyeTcs aBTOMatMYeCKM Ha OCHOBAHWM MOMEN KapTOYKU
AOKymeHTa. [Ina aToro HeobxoAuMO 3anofnHWUTb BCe obA3aTernbHble MOMs KapTO4kW, B TOM 4uche,
nobaBuTb cogepkaHve LOKyMeHTa B TeKCTOBOe nosfe Ha Bknagke CodepixamesibHasi YaCmb, HaXaTb
kHonky = ([MevaTb]) B KapTouke AOKyMeHTa u Bbibpatb [[MeyaTb no wabnoHy]:[MpukpenuTb Kak
BIIOXeHue], B BbiNagalolem cnucke BblOpaTb WabnoH nedyaTtHoM (OOPMbl UCXOASLLEro OOKyMEHTa.
OtkpoeTcsa cdopmMuMpoBaHHas nevatHass dopma [dokymeHTa. B obnactm BRoOXeHWM ¢ TUMNOM
CodepxaHue doKymMeHma otobpaxaeTca chopMMpOBaHHas nevaTtHasa oopmMa JOKyMeHTa.

MNocne pernctpaunmnm OOKyMeHTa, B obnactu BRoOXeHUn KOTOPOro COTpPpyAHUKOM Obina ,u,06aBneHa

neyatHasd opma AOKYMEHTa, permctpartop cMoxeT OBHOBMTb neyaTHylo cdopmy And gobasneHus
HoMmepa u gatbl permctpaumm (n. 1V.10. Pernctpauunst QOKyMeHTa).

V.7. CKaHMpoBaHMe AOKYMEHTOB

V.7.1. CkaHMpoBaHue AOKYMEHTOB C NoMoubio cneuuansHoro MO

B obnactb BnoxeHun PK OOKyMEHTa MOXHO MOMECTUTb OTCKaHMPOBAaHHbLIN W pPacnoO3HaHHbLIV
OOKyMeHT, ecnn kK Cucrteme nogkniyeHo cpencrtBo pacno3HaesaHus ABBYY FineReader Scripting
Edition 7.01.

YT06bl OTCKAHMPOBATb JOKYMEHT HYXKHO:

1. B kapTOuyKke AOKyMeHTa HaxaTtb kHonky [PacnosHaBaHue]:[CkaHnpoBaTb] (PucyHok 25).
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B = OtnpaemTe no mapwpyTy | (I PacnosHasanne ¥

CKaHMpOBaTh [ KondmraeHuHantHo

MnopT ™ HMA

MHpopMayMa No AOKYMEHTY
KpaTkoe cogepxaHue: Mox 2014 THM A0KYMEHTS! WexoaAwniA

cTaTyc: YHepHOBHK

MCnonNHWTENL: C
>( BuA AOKYMEHTa:
MoanNMcaHTeL:

o Cu A tiTig [

PucyHok 25. KHonka «Pacno3HaBaHue» B PK gokymeHTa

Ha naHenu genctBui okHa FineReader BbINOMHWUTL CKaHMPOBaHME U pacno3HaBaHWe, HaxaB
COOTBETCTBYIOLLINE KHOIMKM.

OtpepaktnpoBatb TekcT B FineReader, 4tobbl ycTpaHUTb OWMOKM pacno3HaBaHus.

BepHyTbCcsi 06paTHO B KNMEHT M HaxaTb kHonky [Pacno3naBanue]:[MmnopTt] Ha naHenu
AeNCTBUN.

B pesynbrate BbINOMHEHHbIX OENCTBUA pacno3HaHHbIA TeKCT OyaeT nomeweH B obnacTb
BITOXXEHUMN.

[ns KOppeKkTHOro oTobpaXKeHUs1 OTCKAaHMPOBAHHOIO TEKCTa B KIMEHTE HeobXoaMMoO MNpPOBEPUTD,
ucnonesyet nn FineReader kupunnuyeckne wpudTbl ANs 3anucy pacnosHaHHOro Ttekcra. [ns atoro

HY>KHO:

1.
2.

V.7.2.

Haxopgsack B FineReader, BbINONHUTL kKOMaH4y MeH0 <CepBuc>:<Onuun>.

B nosBuBwemca guanore Hago BbibpaTb BkNagky PopmamuposaHue W HaxaTb KHOMKY
[WpudTol].

B nosBuBWwEMCcA [uanore ykasaTb KUpUnMYeckue LWpudTbl (€crivM OHW He YyKasaHbl
Mo YMON4YaHu1I0) Ang Bcex Wwpndtos, ncnonedyemoix FineReader.

MNMpocTtoe ckaHupoBaHue

®yHKUMS CKaHMPOBaHWS [OCTYNMHA Tawkke npu JobasneHun BrioxeHuss B PK  gokymeHTa

No KHonke ~ & ([Do6aBuTk]) (cMm. pasgen V.5 Pabota ¢ BnoxeHnsMn).

[nsa nonyyeHusa n3obpaxeHns HeobxoaMMo:

1. Haxatb kHorky ~ ¢ ([Jo6aBWUTL]) B HKHE YaCcTW KapTOUK.

2. BbibpaTtb TN uctoyHnka CkaHep (PucyHok 26).
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JoBaeneHne dainoe E
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Thn BRexeHnna Coaep#aHue O0KYMEHTa | | [,
MzobpaxeHue [T Nokazats awanor ckavepa

[OTI‘&HKH ceporo (8 GuT] v]

A4 (210 x 297) -

[T cneyx cropon

CKaHWpOBaTE

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

Ok J OTMEHAa J

PucyHok 26. MapameTpbl ckaHMpOBaHUS

3. LlenkHyB no ccebinke CkaHep, BbiOpaTb B OkHe «BbIGOp MCTOYHMKa» YCTPOWCTBO M3 CnuUCKa
[OoCTynHbIX B none CkaHep (PucyHok 27).

‘ BeiSop ucTourvka i ﬂ

WcToyrmin:

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

1l

PucyHok 27. BbiGop ncTtoyHuKa
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4.
5.
6.
B

YKasaTb napaMeTpbl CKAaHUPOBaHUS.
HaxaTtb kHonky [CkaHupoBaTb] (PucyHok 26).
Mpn HeobxoaUMOCTM yKa3aTb Ha3BaHWE U BBECTU KOMMEHTapUI B COOTBETCTBYIOLLMNX MOMAX.

pe3ynbTaTe BbIMOMHEHHbIX AeNcTBuA B obnactb BnoxeHun 6ygetr pobaeneH dann

C n3obpaxeHnem JOKyMeHTa.

V.8. PegakTupoBaHue 4OKYMEHTOB

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

1.
2.

4.

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

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

CoxpaHUTb MHPOPMALMIO N 3aKPbITb KAPTOUKY.

V.9. KonupoBaHue AOKYMEHTOB

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

YT06bl CO3aaThb KOMMIO KAapTOYKM LOKYMeHTa B 6a3e AaHHbIX, HYXHO:

1.

2.
B

BbibpaTb B 0Q4HOM M3 NpeAcTaBfEeHUN KapTOYKy HYXXHOro AOKyMeHTa (nMMbo OTKpbITb ee Ha
NPOCMOTP) M HaxaTb KHonky [[dononHutenbHo]:[KonupoBaTb [OKYMEHT] Ha naHenwu
OENCTBUN KapTO4YKM OOKYMeHTa unu kHonky [KonupoBaTb AOKYMEHT] Ha naHenn AEencTBui
npeactasneHuns b.

MoaoTBEPAUTL BLINOMHEHME OnepaLum B OKHE C COOBLLIEHNEM.

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

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

Mpw BbINOMHEHWM onepaLnn KONMPOBaHUSA AOKYMEHTa He KOMUPYOTCS:

e  (pansbl BNOXEHUN;

e copgepxumoe Bknagok O6cyxdeHue, MopyyeHusi, Icmopusi usMmeHeHusi noneu,
CesizaHHble doKymeHmbI, AcriosiHeHue do2o8opa;
cekumns_Ucmopus pedakmuposaHusi Bknagku JJocmynm,
3HadveHune nonsg Paboma ¢ 6yMaxkHbIM Opu2uHasioM Ha Bknagke OpuauHait;
NyHKTbI PE30MOLMIA/ pEeLLEHU, OTNPaBeHHbIE HA UCTOMHEHNE;
Npu3HaK OecTBMSA AOrOBOPHOIrO AOKYMEHTA.

V.10. YaaneHue [OKYMEHTOB

Bo3MoXHOCTb yoaneHna 0OKyMeHTOB U3 6asbl OaHHbIX onpegendaeTca npaBsamMmn Ooctyna
nosib3oBaTen4.

YT106bl YyOanuTb JOKYMEHT 13 6asbl AaHHbIX, HYXXHO:
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1. OTKprTb B O4AHOM M3 I'Ipeﬂ,CTaBJ'IeHVII;I KapTO4YKYy HYXHOro JOKyMeHTa.

2. HaxaTb Ha 3HayoK KOp3MHbl B MpaBOM 4YacTM MNaHenu OeWCTBUM KapTOYKWM OOKYMEHTa U
NOATBEPAUTL BbINOSIHEHWE Onepauun B OKHe C CoobLLeHneM.

Mpn 3TOM JOKYMEHT nomellaeTcsi B KOp3uHy (npeacTtaBrneHve Kopsuna). B 3aronoBok KapTouku

A06aBnseTcs Npu3Hak MOMEeLeHUss B KOp3uHy “* 'T, BCe yBeOAOMSEHUS MO AaHHOMY [LOKYMEHTY Y
OTBETCTBEHHbIX COTPYAHWKOB MEpexoasaT Ha BKNagky BbinosiHeHHbIe [NnaBHoW cTpaHuubl. [1o
NCTEYEHUN BPEMEHM, YKa3aHHOro B HAacTponkax 6asbl, OKYMEHT yaanseTcsa ns 6asbl JaHHbIX.

UToObl BOCCTAHOBWTb YOANEHHbI OOKYMEHT W3 KOpP3WHbl, HeobxogumMo OTMETUTb €ero B
npegcraesneHnn Kop3una 1 HaxaTb KHONKy [BoccTaHoOBUTL].

I'Ip|/| yoaneHnn B KOp3nMHy OKYMEHTOB aBTOMATUYECKN yOoanAaTCA CBA3KM yaaneHHbIX JOKYMEHTOB.
I'Ip|/| BOCCTaHOBITIEHUN OOKYMEHTa U3 KOP3UHbI CBA3KN HE BOCCTaHaBIIMBAKOTCA.

V.11. CBA3biBaHWe A,OKYMEHTOB M filoO6aBNeHne BHELWHUX CCbINTOK B KapTOUKYy

B B[l KaHuensipus npeaycMoTpeHa BO3MOXHOCTb yKa3blBaTb CBA3b Mexay AOKymMeHTamu (Koraa,
Hanpumep, oauH JOKYMEHT SIBNSIETCSt OTBETHLIM UMM COMPOBOAUTENBbHBLIM K ApYromy).

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

MoxHO cBsi3aTb OOKYMEHTbI Mexagy cobow npu co3gaHum, B npouecce obpaboTku, a Takke

yAanuTb paHee CO34aHHY0 CBA3b.
Mpun co3gaHmm CBA3M MexXay CYLLECTBYOLWMMN OOKYMEHTaMKN cucteMa obecneynBaeT BO3MOXHOCTb
npeaocTtaBfieHna OoCTyna K AOKYMEHTY-OCHOBaHUIO COTpyAHUKaM, MMeLWKUM OOCTYyn K Bbl6paHHOMy
npu co3gaHnn CBs3N OKYMEHTY, U1 HA06OopOoT.
Mpn cosgaHnm HOBOro AOKYMEHTa, CBA3AaHHOIO C CYLLEeCTBYOLWNM, CUCTEMA NpefocTaBnsaeT JOCTyn K
OOKYMEHTY-OCHOBaHUKO BCEM COTPYAHWKaM, yKa3aHHbIM B Ka4eCTBe y4aCTHUKOB 06pa6OTKI/I HOBOIO
CBA3AaHHOIo AOKYMEHTa.

Ecnn pokymeHT, noctynuewimi B B[l KaHuensapusa, cBsi3aH C KakMM-TO APYruM OOKYMEHTOM, YXe
HaxoAdLLMMCS B HEW, MOXXHO OTpa3uTb 3Ty CBA3b Npu co3gaHun aokymeHTa B B[] KaHuenspus.
Utobbl ykasaTb cBA3b Mexay Bxoaswmm/cxoasawmm JOKyMEHTOM Npy CO30aHUK, HYXKHO:

1. Bblgenutb B ogHom 13 npeactasneHui b KaHuensapua Bxoaswmin/ iexogsawmin OKYMEHT, C
KOTOPbIM HY>XHO CBS3aTb MOCTYNUBLLWA UNN CO30aBaeMblid JOKYMEHT.

2. Haxatb kHornky [HoBbIn gokymeHT]:[Bxoasawmn]/[Ucxopawmmn] Ha naHenu JeNCTBUN.

3. B nosiBuBLIEMCA Ha 3akpaHe coobuwieHun «CBs3aTb cO34aBaeMblil JOKYMEHT C TEKyLUM?»
HaxaTtb [Aa].

B pesynbtaTte B CO34aHHOM [OOKYMEHTE Ha BKknagky Cesi3aHHble OOKYMeHmbl B Tone
OcHosaHue TnoMeLaeTCca CCbiflka Ha [AOKYMEHT-OCHOBaHue. B [OOKyMeHT-OCHOBaHMEe Ha BKNaaKy
CesizaHHble OOKymMeHmbI B norne Cesi3aHHble NMOMELLaeTCsa CChiflka Ha COo34aBaeMblil JOKYMEHT. B
BEPXHEN 4YacTM OTKPbIBLLUENCA KapTOYKkM AOKymeHTa ©OyaeT oTobpakaTbCs CCblika Ha rOroBHOM
AOKYMEHT. Hy>XHO yka3aTb, KakuM 0Opa3om co3haBaeMbli AOKYMEHT CBA3aH C rOfIOBHbIM AOKYMEHTOM,

HaXaB KHOMKY "' pggom co CCbIfIKON 1" Bbl6paB M3 crmcka KNoYeBbIX 3HA4YEHUA TUM CBA3M

NOTHKA 79
¥ Cai



OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust Paboma c 6azon oannvix

(ConpoeodumenbHbili kK, B omeem Ha wnu loemopHbIli Ha). Ecnv HM oavH u3 cTaHOapTHbIX
BapuaHTOB He NOAXOAWT, crieayeT 3aaaTb COOCTBEHHbIV TN CBS3N JOKYMEHTOB, 3anonHue none Hosoe
3Ha4eHue.

YTto6bl co3aaTh CBA3b B CO34AHHOM paHee JOKYMEHTE HYXHO:
1. OTKpbITb KAPTOYKY JOKYMEHTA U NepenTn Ha Bknaaky Cesi3aHHbIe OOKYMeHMbI.
2. Haxatb kHonky [CBsA3aTb] psagom c noriem OcHogaHue.
3. B nossuBwemcs gnanore Boibpatb TMN JOKYMEHTA-OCHOBaHMs 1 HaxaTb [OK].
4. 3anonHuTb Nons oTkpbiBLIencs opMbl «CBA3aTbY:
e B none Tun ces3u ykasaTb TUN CBA3W, BbIOpaB Hy>KHOE 3Ha4YeHue 13 CrioBaps.

e YkasaTb napameTpbl MOMCKa HYXHOTO AOKYMEHTa, 3amnofiHMB OAHO wnv Gonee nonewn
dopMbl.

5. HaxaTtb kHonky [[lomnck] Ans nomcka AOKyMeEHTa Mo yKkasaHHbIM napameTpam.

6. BbibpaTtb B cnucke HaMOeHHbIX [OOKYMEHTOB Heobxoaumbid [OkymeHT. [lpyu aTom noAg
pesynbTaTamu Moucka HarnsgHo oTobpaxaeTcsa nnaHvpyemasl CBA3b  Mexay [OBYyMS
AOKyMeHTaMu.

7. Haxatb kHorky [CBA3aTb].

8. B nosBuBwemcs guanore npu HeobBXOAMMOCTUM CKOPPEKTUPOBATb CMNUCOK COTPYAHUKOB,
MMELLMX AOCTYN K AOKYMEHTY-OCHOBaHMIO, HaxaTtb KHornky [OK].

9. B coobLeHnn 0 ToM, YTO HeoBXOAMMO 3aHOBO OTKPbITb LOKYMEHT AN oTobpaXKeHWUs HOBbIX
CBA30K, HaxaTb KHornky [OK].

Mocne NOBTOPHOIo OTKPbLITUS JOKYMEHTA CCbifika Ha BblOpaHHbI LOKYMEHT oTobpaxkaeTcs B nore
OcHoeaHue TekyLLlero JOKyMeHTa, a caMa CBsidka ABYX JOKyMeEHTOB dukcmpyeTcs B B[] CBA3KM.

UtoObl yaanuTtb CBA3b MeXAY JOKYMEHTaMMU, HYXXHO:

1. OTKpbITb HYXHbI OKYMEHT B OAHOM 13 npeacTtasnexHun b KaHuenspus.
2. [llepeintn B pexmm pegakTtmpoBaHus.

3. Tlepentn Ha Bknaaky CesizaHHbIe OOKyMeHMbI.

4

BbibpaTb cBfA3aHHbI OOKYMeHT B none OcHoeaHue v HaxaTb PSAOM C MOfieM KHOMKY
[Yoaanutb]. Ha akpaHe oTobGpaxkaeTcsi OKHO 3anpoca Ha MOATBEpXAeHue onepauun. Haxatb
[OK].

BbibpaHHbI gokymeHT ByaeT yganeH u3 nons OcHoeaHue TeKyLlero JOKyMeHTa, a CBA3Ka ABYX
AOKYyMeHTOB yaansetcs u3 bl CBA3ku.

B B[l KaHuenspua npegycmoTpeHa BO3MOXHOCTb 400aBNATE BHELIHWE CCbISIKM Ha pecypcbl CeTu
NHTepHeT.

[ns no6aBneHnst BHELLHEN CCbINKU HYXXHO:

1. MNepenTn Ha BkNnaaky Cesi3aHHbIe QOKYMeHMbI.
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2. HaxaTb kHomnky [BHewHsAsA ccbinkal psigom ¢ nonem OcHoeaHue.

3. 3anonHuTb Nonst OTKpbIBLLENCS POPMBI:
¢ B none Ccbinka ykasatb agpec pecypca B oopmate «http://agpecy;
e B none HazeaHue ykasaTb Ha3BaHWe pecypca, KpaTKoe onncaHue.

4. Ina coxpaHeHusi BBeAeHHOW WHopmauum HaxaTb kHonky [OK]. Bce cBsi3aHHble BHeLLHME
CCbIfIKM COXPaHATCA Ha BKNagke B none Cesi3aHHbIe.

UToObl yaanuTb BHELLHIOK CCbIKY, HY)XHO Ha BKnagke Cesi3aHHble OOKYyMeHmbl B Mnone
CesizaHHbIe BbIOENUTbL COOTBETCTBYIOLLYK CCbINKYy W HaxaTb KHOMKy [YaanuTtb]. [MoartBepantb
yaaneHne B 4ManoroBOM OKHe.

YT0Obl BHECTN U3MEHEHNSI BO BHELLHIOK CChISIKY, HY>KHO Ha BKknagke CesizaHHble OOKyMeHMbI B
none CesizaHHbIe BLIOENUTL COOTBETCTBYIOLLYHK CCbISIKY U HaxaTb KHomnky [PemakTtupoBatb]. BHecTun
N3MeHeHMs U HaxaTb kHomnky [OK].

V.12. O6HOBNEeHMe OTBETCTBEHHOro/perMcTpaTtopoB B «3aBUCLUEM»

AOKYMeHTe

[daHHoe gencteme MoXeT BbiTb BbIMOMHEHO TONbKO AOMUHUCTPATOPOM CUCTEMBI, @ TakKe aBTOPOM
AOKYMEHTa.

B xome paGoTbl C cucTeMoW  BO3MOXHbI — Criyyau, Koraa [AOKYMEHT  HaxoguTtcs
Ha obpaboTke/perucTpaumMm y ONUTENbHO OTCYTCTBYHOLLEro Ha paboTe nonb3oBaTtens (Hanpumep,
COTPYAHWK HAaXOAUTCst B OTNYCKE MNN KOMaHAMPOBKe). B 3TOM crnyyae LOKYMEHT «3aBucaeT» Ha 3ToW
CTauun 1 He MOXeT NPOoNTU Aanblle 6e3 BMellaTenbCcTBa agMUHMUCTpaTopa.

,D,J'IFI 0OHOBNEHMS1 OTBETCTBEHHOIO HY>XHO:

e YKkasaTb B KapTO4yke OTCyTCTBylowero coTtpygHuka (B B[ CnpaBoyHuk OpraHusauum)
Nonb30BaTENs, MMEIOLLErO MOSTHOMOYNSI NMPUHATUS PELLUEHNSI 3@ OTCYTCTBYIOLLErO COTPYOHUKA,
Ha3Ha4MB €ro UCMOSHSIIOLWMM 063aHHOCTM U/ LOBEPEHHBLIM JTULIOM.

e B B[ KaHuensipua B «3aBucllemM OOKyMeHTe» (MnM B O4HOM W3 npeacTaBneHun, BbiOeNuB
HY)XHbI JOKYMEHT) HaxaTb Ha naHenn Oenctsui KHonky [[lononHuTenbHo]:[O6GHOBUTHL
OTBETCTBEHHOrO].

B xoge BbINoNHeHWs npoueaypbl B JOKyMeHTe obHoBNseTcs MHdopmaumns o6 OTBETCTBEHHOM 3a
OOKYMEHT Ha TeKyLlen ctagum obpaboTkn gokymeHTa. B gokyMeHTe ¢ mapannenbHbiM CorfacoBaHmeEM,
npu paboTe cpeacTBamu KnveHTa, byaeT npoucxoauTb 3anpoc: MHPOPMaLUUIo O KaKOM U3 peLeH3eHToB
HY>XHO 0B6HOBUTB; nopg Beb-nHTepdencom byaeT obHOBNATLECSA MHOpMauns 060 Bcex peueHseHTax. B
AOKYMEHTE C nocrneaoBaTeNlbHbIM COrflacoBaHMEM MPOMCXOAUT OBGHOBMEHME MHAOPMAaLMN O TEKyLLEM
peLeH3eHTe.

B pesynbTate npoueaypbl Monb3oBaTenlb, KOTOPOMY ObinMvM AenerMpoBaHbl  NONHOMOYUS
OTCYTCTBYIOLLErO  COTPYAHWUKA,  MONyYMT  yBEAOMSIeHME O  HeobGXoAMMOCTW  BbIMOSTHEHUS
COOTBETCTBYHOLLMX AEUCTBUI HA AOKYMEHTOM U CMOXET BbIHECTU MO HEMY peLLeHue.

[ns oGHOBNEHMS PErMCTPATOPOB HYXKHO:
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e YKasaTb B HacTpoikax HymepaTopa HOBbIX PErMCTPaToOpPOB.

e B

b KaHuensipusa B «3aBuCLUEM JOKYMEHTE» (MW B OAHOM M3 NpencTaBreHuin, Bblaenus

HY>KHbIN OOKYMEHT) BbIMNOMHNUTb KOMaHAbl MEHHO <AenctBusn>:<O6HOBNEHUE
perucrtpaTopoB>.

B xope BbinonHeHus nmpoueaypbl B AOKYMeHTe OOHOBnsieTcsi MHpopMauusi o perncrpatopax.

B pe3ynbTa
yBeaoMMeH

Te npouegypbl [AoGaBneHHble B KayecTBe pPerncTpaTtopoB Monb3oBaTenu nosnyyar
ne o HeobXoaUMOCTU perncTpaummn JoKyMeHTa.

V.13. NMNomelweHne opurmHana AoKymMmeHTa B Aerno

V.13.1.

YcnoBusa nepexopa pokymeHtoB bBJl KaHuenspua B crtaTtyc

«FoTOB K cnucaHuio B geno»

Bxogawmn AOKyMEHT JOMKEH NepexoauTb B cTaTyc «FOTOB K CNMCaHWIO B N0y U3 CTaTyCoB:

o «lpnem un peructpauma», «lpeaBaputensHoe paccMmoTpeHue», «Ha paccmoTpeHuny, «Ha
ncnonHeHun», ecnn PeructpaTtop, NpeasapuTtensHO paccmaTtpusatowmnm, PaccmaTtpmBarowmni,
KoHTponep Haxanu kHonky [PaboTta mo AOKyMeHTy 3akoHuYeHa] (3aBepwwunu paboTty no
AOKYMEHTY/KOHTPONEpP CHAN SOKYMEHT C KOHTPONS).

e «Ha vucnonHeHun»:

O

Ecnu:

HekoHTPONbHbIA JOKYMEHT: aBTOMATUYECKM MOCIE UCMONHEHUSI NOPYYEHUI (YTBEPXKOAEHUS
KOHTPOIbHbIX MOPYYEHMI MO AOKYMEHTY).

KOHTpOMbHbIA OOKYMEHT: aBTOMaTUYECKU MOCTe MCMOSTHEHUS NOpPyYeHUn (YTBEpXOeHWUs
KOHTPOSbHbIX MOPYYEHWA MO AOKYMEHTY), ecnu B TWUMNOBOM Maplipyte o06paboTku
AOKYMEHTa ycTaHoBneH cnar Aemomamuyeckoe cHsmue OOKymMeHma c¢ obuje2o
koHmpouisi (6e3 y4acTms KOHTporepa no A0OKYMEHTY).

e OpuUrMHamn goKymMeHTa He Obln NOMELLEH B Aeno.

Ncxopawmin JOKYMEHT OOMMKEeH nepexoauTb B cTaTyc «[OTOB K CMMcaHuio B Oeno» M3 crartyca
«3aperncTpupoBaH», ecriu:

e OpurnHamn JoKymeHTa He Obin NoOMELLEH B AeNO;

® UCTEK CPOK nepexoda B crtatyc «[OTOB K cnucaHuWioo B Aenoy», ykasaHHbll B HacTporkax B[

Ka

Huenapwus;

[oKyMeHT nepexoauT B cTaTyc «[ OTOB K CNUCAHMIO B AENO» Yepes KONUYeCcTBO AHEN, paBHOe
pasHuLe CPOKa XpaHEeHUs AOKyMeHTa B DyHKLMOHanbHon 6a3e (yka3aHHOro B HacTporikax b
KaHuenspusa) n cpoka nepexoga B ctaTyc «['OTOB K CNMUCaHUIO B OENOY.

Ecnu no gokymeHTy GbIn 3aBepLleH npouecc AGMUHUCTPATOPOM CUCTEMbI, TO AOKYMEHT NepexoanT B
ctaTyc «[0TOB K CMMCaHUIO B AEN0» Yepes KONMMYeCcTBO AHEN, paBHOE pasHuLEe CPOKa XpaHeHUs
3aBepLUEeHHOro Bpy4YHyto JOKyMeHTa (ykasaHHoro B HacTpowvikax B[l KaHuenspus) u cpoka nepexona
B cTaTyC «[ OTOB K CMNCAHMIO B AENIO».

e BCe Nnopy4yeHnA UCNOJTIHEHbl N KOHTPOJIbHbIE YTBEPXOEHbI.
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CraTyc «B gene» fOKyMeEHTbI MOMyyatoT Npy Hanu4mMmn npuaHaka noMeLLeHNs opurnHana B gerno, a
Takke Npu BbIMONTHEHMW BbILLIENEPEYNCTIEHHbIX YCITOBUIA.

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

Mpn nepexoae OOKYMeHTa B cTaTyc «[ OTOB K CMMCAHWMIO B Aefio» (€CNU B KapToyke AOKYMEHTa He
yctaHoBrneH dnar JokymeHm cnuwemcsi 8 Oeslo aemomamudyecku, n.V.13.5 ABTomartuyeckoe
nMoMeLLeHne OpUrMHanoB OOKYMEHTOB B [en0), Nofb3oBaTtento C OU3HEC-ponbld OresercTeenHmni 3a
Bemenue gmen POPMUPYETCH YBEOOMITEHME O HEOOXOAMMOCTM NOMELLEHNS AOKYMeHTa B gerno (n. V.13.2
lMomeLlleHne opurnHana JOKYMeHTa B 4esio).

V.13.2. NMomelleHne opurmHana AOKyMeHTa B Aero

MomecTuTb opurMHan 4OKyMeHTa B €0 MOXET TOMbKO COTPYAHMWK B PONbl0 OTBeTCTBEHHE!
sa Begenme gmen (OBL).

MomeLleHne opuruHana B 4eno JOKYMEHTa BO3MOXHO BO BCEX CTaTycax, HaunHasi C ero
perucTpaumm.

[ns Toro 4to6bLI MOMECTUTL B OENIO OPUrMHaN OOKyMEHTa HeobGXoAuMO BbIMOMHUTL criegyrowme
JEencTBuUS:

1. OtkpbiTb B KaHuensapuma n nepentn B KapTOYKYy 3apermcTpUpoBaHHOIO AOKYMEHTa WIu
OTKPbITb KapTOYKy OOKYMEHTa M3 MOMy4YeHHOro yBeAOMMEeHNs O HeoBXoaMMOCTU NOMeELLeHUs
AOKYMeHTa B Aeno.

_@ B noeno .
2. HaxaTtb kHonky [B pmeno] (nMbo nepenTn Ha Bknaaky OpuauHan v WENKHYTb No
ccbinke Paboma c¢ 6ymaxHbiM opuzuHanom, PucyHok 29). OTKpoeTcs OnarnoroBoe OKHO -
«PaboTta c fokymeHTOM Ha BymaxHom HocuTene» (PucyHok 28).
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PaboTa c JpKyme HTOM Ha BYMaXHOM HOCHTE e m

Aata v Bpema | 14.11.2013 1s| | 17:11 ©

AelcTteue ¥ Cnucate B O8N0 NOANHHHKE

Boibop Toma gena

HMuaekc aena:

Jaronosok Aena:

Tom gena:

KonMYecTED AMCTOB 1

QK | OTHEHA |

PucyHok 28. NomeleHne opurmHana AoKyMeHTa B Aesno

Cuctema Takke otobpaxaeT okHO «PaboTa ¢ JOKyMEHTOM Ha ByMaXkHOM HOCUTENE» NP 3aBepLUEeHUN
paboTbl NO BXOAALEMY [AOKYMEHTY (CHATUM [OKYMEHTA C KOHTPOMs) MONb30OBaTenieM C pPoOfbio
OTBeTCTEBEHHE 3a BeIeHMue mneJ.

CopepwaTtenssan uacts | Mcnonmense | Opurvsan | Paccmnka | Comsanusee Aoxyments: | flocryn
Honep S«ennnapa L Cnoced socTass
XGANMECTES necTTn

HKOANYECTEC NWCTOD

POMNORAAA

XA

fAceymens cympeTon ¥ Her
ARNG ARTORATIHBEGS:

OrsaTcrasseeiil 58 2
seneHie gens
AgmanccTparop C.B. - Pywosoanrens, Oraen clonyxndamta y

PucyHok 29. Bknagka «OpuruHan»

3. 3anonHuTb Nons AManoroBoro OkKHa:

e [Jama u epems. 3anonHsietca BblbOpoM pAaTbl M3 KaneHaaps. [lo ymonuyaHuo
NpOCTaBneHbl TEKyLLME AaTa U BPEMS.

e [eicmeue. 3HadyeHne Cnucamb 6 8esio MOGIUHHUK TMPOCTABMEHO MO YMOSYaHUIO
(ecnu nonb3oBaTenb paHee LWEenkHyn no cceinke Paboma ¢ 6yMaXHbIM Opu2uHasioMm,
NyHKT Cucamb 0es1o 8 NoGSIUHHUK HEOOX0ANMO BbiGpaTh).

e Kosnuyecmeo sucmoe. 3anonHseTcs BBOAOM C KnaBmatypbl. B panbHenwem
ncnonb3yeTca AN AeneHns gena Ha Toma.

e  3HaueHue nons UHOekc dena, 3azonoeok dena, Tom Aesla HacneayeTcs U3 MapLupyTa.
Mpn Heo6XxoAMMOCTM C MOMOLLLbIO KOHTEKCTHOrO nomncka no nHaekcy/3aronosky MyHkrta HO
B none Bbi6op moma desnia HanTV 1 ykasaTb TOM Aena, kyaa byaet nomeLleH opuruHan

AO0KyMeHTa. MOXHO Takke HaxaTb KHOMKy '/ psagoMm ¢ nonem Bbi6op moma dena nons
nepexoga K AuanoroBoMmy OkHy «Bbibop Toma pena» (PucyHok 30). Beibpate B
ANanoroBoM OkHe HeoBxoAMMbIV TOM Aera u HaxaTb kHonky [OK]. BeibpaHHOe 3HaveHue
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oToOpaxaetca B none MHOekc Odena, 3azonosok Oena, Tom Odena. Yaoanutb

AoGaBrneHHoe B Mofie 3Ha4YeHne MOXKHO NMPW NOMOLLM KHOMKM X, psigoM ¢ nonem Bbi6op
moma dena.

/\ BeibpaTb B grnanoroBom okHe «Bbibop ToMa gena» HOMEHKNaTypy Aen 3a onpeferieHHbIN rof MOXHO,
& & HaxkaB kHonky [Foa HA] (no ymonuaHuio oTobpaxatotes nyHkTbl HI Tekywiero roga). CosgaHvue HOBOro
ToMa (no kHonke [Co3aaTb TOM Aernaj) onuMcaHo HUXe Mo pasgeny.

Beifop Toma aena [ x|

@CDBAaTb TOM AENS ‘-lﬁ foa HA
HMuaekc gena Jaronoeok gena Homep OTEETCTEEHHLIW 3a BEAEHHE AEna
TOMa

00232 JNHYHEIR Tom BaTellweEa Bateiwes Masen Cepreesnd e
00232 3TO HOBBIA NYHKT HA, BapmuH Anekcanap ANEKCaH4pOEHY
00277 Ewe Apyroi ToM KaMHNEAHOE APTYP
1 27.02 AAMHHHCTRETOR
1 Anpene AamuHucTpatop BR
12345018032014 Cosanam Tom ana cefia Buxpee Anekcen
123451 Ok QcMmonogckan Eneda
12345100500 ADMINMBR AAMHHKHCTRaTOR EP
1234512345 two QOcMonosckaA EneHa, AoMHHHCTRaTOR BP

—1234512345111 bae AamuHucTpatop BR

= ToM - 1 1
1234532 ABarmin HOEBIA TOM - HOBRIE BapmMKHH ANeKcaHAp ANEKCAHAPOBHY
Garu
123454 PanuHa Tect Tanunogea PanuHa
123458 Npoeepka Gara 543756 BapmMKHH ANeKcaHAp ANEKCAHAPOEHY,BaTeILEE
g;i?;eBH‘-I,F‘-.D.MHHHCTDaTCID,A.D.MMHMC‘TDETDD,F\.D.MHHMC‘
EP,AomMnHMcTpaTop BP,Mrpaves Snemup 3
QK QTHMEHS

PucyHok 30. BeiGbop Toma gena

/a\ B okHe «Bbibop Toma gena» coTpyaHuKy oTobpaxatoTcst Te nyHkTbl HO, n Toma gen (B ctatyce
g2\ «HauaTto»), B KOTOpbIX OH yKa3aH B ka4ecTBe OTBETCTBEHHOro 3a BeAeHue Jena.

4. B okHe «PaboTa c AOKyMeHTOM Ha BymaxHoMm Hocutene» (cM. PucyHok 28) HaxaTb KHOMKY
[OK].

Ecnn anga BbibpaHHoro nyHkta H HeT HM OOHOro OTKPLITOrO TOMa Aena, B AMaroroBOM OKHe
«Bblbop ToMa gena» aktmsmpyetcs kHornka [Co3aaTb Tom aenal. Mpu HaxkaTum 3TON KHOMKM OTKPOETCH
dopma cosgaHuns Hooro Toma gena (PucyHok 31).
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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 31. Co3paHue Toma gena
B dhopme cosgaHus HOBOro Toma npw cnucaHuu B geno criegyeT 3anofiHUTb Nons:

e [on. 3HayeHue. BBecTu c KnaeuaTypbl 3Ha4eHue, KOTopoe ByaeT ABNATLCA OTNMYMTENbHBLIM
NPVU3HaKOM [s CO3aBaeMoro aena.

e Cpok xpaHeHusi — HacnegyeTca u3 kaptodkn nyHkta HO. Mpu HeobxogMMOCTK ykasaTb MHOW
CPOK XpaHeHWs Aien B JaHHOM fere, nMbo noctaBuTb onar beccpoyHo (NpusHak 6eccpovHoro
XpaHeHus, HacnegyeTca us nyHkta HL).

e 3K (npusHak aKcnepTHOM Komuccun). Hacnegyetca m3 nyHkta HI. YcraHoBuTb cnar npwm
HeobxoanmocTu (Npu yctaHoBke cpnara none Cpok xpaHeHusi CTaHOBUTCS HeobA3aTenbHbIM).

e HavanbHasi dama dena — NO yMONYaHWIO NPOCTaBreHa Tekyllaa aata cosgaHusa gena. Mpu
Heob6XoaMMOCTUN BBECTM C KINaBmaTypbl UK BbiOpaTb M3 KaneHaapsa Apyryto aaty.

OctanbHble nonst (popMbl  3anOfiHEHbI Ha OCHOBaHUM WHgopmaumm wu3 nyHkta HO 6e3
BO3MOXHOCTUN pefakTupoBaHus. [ocne 3anonHeHns nonen Heobxoanmo HaxaTtb KHomnky [OK].

Ob6bem kaxgoro Toma gena He AOSMKEH npeBbllaTb 3HavYeHue, ykaszaHHoe B O6LnX HacTpomkax
cuctembl B Bl AamuHuctpupoBaHue (kak npasurno, 250 nuctos). Ecnu npn cnucaHum ovepenHoro
AOKYMEHTa yKasdaHHbln 06bem nuctoB OyaeT npeBbileH, TO cuctema oTobpasvT OManoroBoe OKHO
«Cnuncanue B geno» (PucyHok 32), rae nonb3oBaTento 0yaeT npeanoxeHo Ha BbIGop:

e  3aKpbITb TEKYLLMIA TOM M OTKPbITb cneayowni (kHonka [Aa]);

e cnucatb [AOKYMEHT B [Jefno, HeCMOTps Ha MnpeBbllleHMe KONUYecTBO JIMCTOB B TOME
(kHorka [HeT]);
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e BbIATK M3 ANANIOroBOro okHa (kHonka [OTmeHa])).

F =

CnucaHue B genao 3

\ Konu4ecTeo NMCTOB B 42NE NPEEBILLAET ACMYCTUMBINA TUMUT. 33KPbITE
' TEKYLUEE AEN0 W CO343Th HOBBIA TomMT

Aa Het

PucyHok 32. MpeBbilieHne Kkonm4yecTsa NMMCTOB B Aene

B pe3ynbTtate BbINOJIHEHNA BbILUEOMUCAHHBLIX AENCTBUA NO CNUCAHWIO MOASNIMHHUKA W nocne
06p360TKV| cepBepoM OOKYMEHTbLI BCEX TUMOB an06peTa+0T npn3Hak nomMeLwieHnda B aeno.

MogpobHasa uHdopmauma O gaTe MOMELLEHUS,, MECTOHAXOXAEHUSI AOKYMEHTa M T.N. LOCTYMNHa
Ha Bknagke OpuauHan (cm. PyucyHok 29).

Mocne nomelleHNs opurnHana B 4eno COTPYAHUK C POfbi0 OTBETCTBEHHEIT 3a BefeHue mHen
(OBL) MOXeT N3MeHWTb yKasaHHbIN TOM Aena no ccbifike Paboma ¢ 6yMa)KHbIM opu2uHasioM Ha
Bknagke OpuauHan. B oTkpbiBliemcsi okHe «PaboTa ¢ JOKyMEeHTOM Ha ByMaXHOM HOocUTene» B none
Helicmeue BbibpaTh 3HaveHe U3meHumb des1o NOOGNMUHHUKA, N3MEHUTb HEOOXOAMMYHO
WMHGOPMALIMIO U COXPAHUTD.
Ecnn npn nomeleHnn Bxogsawero JOKyMeHTa B Aeno B cratyce «[OTOB K cnucaHuio B Aeno»
B CNUCKE PacCbIfIKK BCE eLle MPUCYTCTBYIOT COTPYAHUKW, KOTOPbIM JOKYMEHT elle He Obln OTnpasrieH,
cuctema oTobpaxaeT COOTBeTCTByKLWee coobuleHne ¢ npeaynpexaeHuem. [locne cnucaHus
JOKYMEHTa B JeNo pacchbifnka cTaHeT HEBO3MOXHA.

I'Ipvl nomMeweHnn opurmHana AOOKyMeHTa B Aeryio U3 crtartyca «[oTOB K CcnucaHwio B Aeno»
OOKYMEHTbI nepexoadT B CTaTyC «B genevy.

Mpy NomMelLeHnn opurnHana AoKymMeHTa B Aeno 13 ntoboro apyroro paboyero cratyca [AOKYMEHT
cTaTyC He MeHsieT.

V.13.3. NMomewieHne B peno wucxopasiliero, co3gaHHOro Ha OCHOBaHUM

BxoAasiero

MNMocne pervctpaumm MCXoOsALLEro, CO3[aHHOr0 Ha OCHOBaHUW BXOASALLEro, OpuUrnHar KOTOporo
elwe He Obin nomelleH B Aeno, cuctema BblgaeT coobueHve 0 HeobXxoaMMOCTM CnMCaHus B Aeno
BXOASALLEro JOKYMEHTa, ABMAIOLLEroCs OCHOBaHMEM 119 TEKYLLEero MCXoasLwWwero AoKyMeHTa C KHOMKaMmu
[Aa] v [HeT] (PncyHok 33).

NOTHKA 87
¥ Cai



OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust Paboma c 6azon oannvix

Kanuenapua+

\? / CnMcaTe B AEN0 BXOAAWMA AOKYMEHT, ABNAHLWMICA OCHOBAHHWEM ANA TEKYLLErD MCXOARWEera?

L_ga  J[ rer |

PucyHok 33. NMomelyeHne B Aeno CBA3KU UCXOOALWMNN-BXOAALLNMA

Mpwn HaxaTum kHonku [Aa] oTtobpaxkaeTca agnanoroBoe okHO «PaboTa ¢ JOKYMEHTOM Ha ByMayKHOM
HocuTene» Ana NoMeLeHns B 4erno opurmHana BXxoadLwero JokyMeHTa — OCHoBaHus (cM. PucyHok 28).

Mpn HaxkaTnm kHonku [HeT] (nMnbo nocne nomeleHns B AeNo opuriHana BXOASILLEro JOKYMeHTa-
OCHOBaHWs1) cMCTEMa BblgaeT coobLleHne 0 HeOBXOAMMOCTN CNUCaHUSA B AeN0 TeKyLllero Mcxoasaiiero
aokymeHTa (PucyHok 34).

CrnMcanme g geJo [%|

\:{/ CMHCaTe B AEN0 TEKYWHA HCX0AALHA A0KYHEHT?

[ Ha ] [ HeT

PucyHok 34. NMomelyeHne B Aeno Mcxoasiero, co3gaHHOro Ha OCHOBaHWUM BXOASALIEro

Mpwn HaxaTum kHonku [[a] otobpaxkaeTca agnanoroBoe okHO «PaboTa ¢ JOKYMEHTOM Ha ByMaKHOM
HocuTene» Ansi NOMeLLeHns B AeN0 TeKyLLero NCXoasLero JokymeHTa (cM. PucyHok 28).

CucTtema Takke BblaaeT coobLeHne 0 HeobXoaMMOCTU CNcaHUS B AeN0 TEKYLLEero CXoaswero
AOKyMeHTa (cM. PucyHok 34) nocrie perMctpauum UCXoasilero, Co34aHHOro Ha OCHOBaHMM BXOASILLETO,
opurMHamn KoToporo ye Gbln NoMeLLEeH B Aero.

V.13.4. pynnoBoe nomelieHMe opurmHanoB AOKYMEHTOB B Aero

,D,J'If-l nomMeuwleHna rpynnbl OOKYMEHTOB B Aeflo HGO6XOLI,VIMO BbINONMTHUTL  cneayrLlyro
nocrnenoBaTtesibHOCTb 4EeNCTBUN:

1. OrtkpbiTo B KaHuenspus.

2. MNepentun B NnpeactasneHve Ilo HoMeHKIaTYpe €.
3. Bblgenntb 4OKYMEHTbI 419 NOMELLEHUS B 4ENO.
4

Haxatb kHonky [B peno]. OTkpoeTca guanoroBoe okHO «PaboTta ¢ AOKyMEHTOM Ha GyMaXKHOM
HocuTene» Ans rpynnoBoro nomeLLeHnsa JOKyMeHToB B Aeno (PucyHok 35).
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PucyHok 35. pynnoBoe nomelwieHne JOKYMEHTOB B A€o

[lOKyMEHTbI, KOTOPbIE Y)Xe UMEIOT NPU3HAaK NOMELLEHUS OpuUrMHana B Aeno, oTobpaxaroTcsi B Cncke
[ManoroBoro okHa co aHaukoM |+ . [Ins HNX N3MeHeHns ToMa aena He NPOMCXOAWT.

5. 3anonHuTb Nons AnanoroBoro okHa:

Hdama u epemsi. 3anonHsetcs BbIGOpOM AaThbl
NpOCTaBneHbl TEKYLLME AaTa U BPEMS.

n3 kanengaps. [lo ymonyaHuio

Heticmeue. 3HayeHne Cnucampb 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 nomelleH opurMHan AOKYMeHTa.

MoXHO Takke HaxaTb KHOMKY psaoMm ¢ nonem Boibop moma dena ans nepexopna K
ananoroBomy okHy «Bblbop Toma gena» (cm. PucyHok 30). BbiGpaTb B AManoroBoM OKHe
HeobxoauMbIN TOM ferna n HaxaTb kKHonky [OK]. BeibpaHHoe 3HayeHne oTobpaxaeTcs B
none UHOekc Oena, 3azonoeok dena, Tom Odena. Ypoanutb AobaBreHHoe B nore

3HaYeHe 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 Konum4ecTsa
NUCTOB OTKPbIBAETCHA MO ABONHOMY LLENYKY MbilLUM HA HEOBXOAMMOM AOKYMEHTE, yKka3aTb
HeobxoaMmoe 3HavYeHune 1 HaxaTb KHonky [OK].

6. Haxatb kHonky [OK].

B pesynbTate BbINOMHEHMS BbILLEONUCAHHLIX AENCTBUA MO NOMELLEHUO MOASIMHHUKA W nocre
06paboTkn cepBepoM AOKYMEHTbI BCEX TUMOB NpMobpeTatoT NpM3Hak NOMELLLEHWUSI Opur1Hana B 4eno.

o

89



OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust Paboma c 6azon oannvix

Ecnu 6b1nmn BblgeneHbl OOKYMEeHTbI B CTaTyCax, He npeaycMaTtpmnBaroLlLnX noMelleHne opurnHanos
OOKYMEHTOB B eJ10, cuctemMa BblgaeT coobLeHne o ToM, 4YTO B CMIUCKE OTCYTCTBYHOT JOKYMEHThI,
KOTOpble MOryT ObITb NOMELLEHLI B 4ENO.

Ecnn cpean BblAeNEeHHbIX JOKYMEHTOB TOJIbKO YaCTb HAaXO04UTCA B CTaTyCax, He
npegycMmaTtpuBaroLnx noMeleHne opurnHanos OKyMEHTOB B Aelo, CuctemMma BblaeTt coobLieHne o
TOM, 4YTO B CNMCKE NPUCYTCTBYIOT JOKYMEHTbI, KOTOPbl€ MOryT ObITb NOMELLEHbI B A4eno, ¢
npennoxeHmnem npoaosnknTb UM BEPHYTLCA K CMUCKY JOKYMEHTOB. B cny4dyae npoaoinKeHus
BbIMOJIHEHNA onepaunn B CNMCOK OnarioroBoro okHa «PaboTta c AOOKYMEHTOM Ha 6yMa)KHOM
HOcuUTEerne» nonagyT TOJIbKO T€ AOKYMEHTbI, CTaTyCbl KOTOPbIX NMO3BOJ1AK0 NOMECTUTb UX B AEJ10.

MogpobHasa uHdopmauma O gaTe MOMELLEHUs, MECTOHAXOXAEHUSI AOKYMEHTa M T.n. LOCTYMnHa
Ha Bknagke OpuauHan (cm. PucyHok 29).

V.13.5.

ABTOMaTM4YeCKOe nomMmelleHue opurnHanoB AOKYMeHTOB B Aero

[okyMmeHT moxeT ObiTb aBTOMartuMyeckum cnmcaH B geno (6e3 yyactus OB[L) no gocTmkeHuto
cTtatyca AokymeHta «[OTOB K cnucaHuio B Aenox». [locne aBToOMatnMyeckoro noMelleHus B Aeno
AOKYMEHT nepenaet B ctaTyc «B gene».

UTtoObl OOKYMEHT Oblm aBTOMAaTU4YeCKM ChvcaH B Oeno, Ha Bknagke OpuauHasn pomkeH ObiTb
ycTtaHoBrneH dnar JJokymeHm cnuwemcs e 0eJs1o aemomMamu4ecKu.

dnar ycTaHOBEH B 3aBMCUMOCTM OT Hanuuus dnara B none AemocnucaHue oKkymeHmos e 9esio
TUMOBOrO npoLecca.

Ecnu B HacTpolikax TUNoBOro npouecca Obin ycTaHoBneH dnar Paspewums U3MeHsIMb Npu3Hak
aemocnucaHus npu cozdaHuu AokyMeHma, To crar 4OCTyneH AN peaakTUpOBaHUs U B KapToyke
JAOKyMeHTa.

V.14. NomelweHne Konum AOKyMeHTa B Aero

lMomecTuTb KONUID AOKYMEHTa B AeMN0 MOXET TONbKO COTPYAHMK B POSbl0 OTBeTCTEeHHEIM
Ba Begmenme gmen (OB[).

MNomeLleHne konuu OOKYyMeHTa B eJ10 BO3MOXHO BO BCeX CTaTtycax, KpoMme ctaamn noaroTtoBKU.

I'IpM nomMeLleHnm Kkonnmn JOKyMeHTa B [jefio CaM JOKYMEHT OCTaeTCd B CTaTyCce, B COOTBETCTBUMN
C 3Tanom npoxoxaneHna OKyMeHTa.

,D.J'IFI Toro 4T1oObI cnucatb B Aeno Konuw AOOKyMeHTa, HGO6XOD,I/IMO BbINOJTHUTL cneayline

JencTBus:

1.

2.

OTkpbiTb B[ KaHuensapua n nepentn B KApTOYKY AOKYMEHTA.

Mepenitn Ha Bknaaky OpuauHan (PucyHok 29).

LlenkHyTb no ccbinke Paboma ¢ 6ymaxxHbiM opu2uHasoMm. OTKpPOETCA AnaroroBoe OKHO
«Pabota ¢ gokymeHTOM Ha BymakHOM HocuTeney (PucyHok 36).
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PaboTa c goHyMe HTOM Ha GYMAKHOM HOCHTE e m

Aara v BpeMAa

15.11.2013 1s| | 11:29 )

NelicrBre MpHHATE

Mepenate

TN

MoMECTHTE B XPaHHMHWE

o)

CAMCaTe B A&n0 KOnWH

Bwibop Toma gaena

HMuaekc aena:

Jaronoesok gena:

TomM aena:

KonWYEeCTEO NHCTOB i

o] 4 QOTMEHA

PucyHok 36. NomelieHne B Aeno KONum AOKyMeHTa
4. 3anonHuTb Nons AManoroBoro OKHa:

e fJama u epems. 3anonHsietca BblOGopoM AaTbl M3  kaneHgaps. [lo ymonuyaHuo
npocTaBreHbl TEKyLLME faTa U BPeMS.

e [leticmeue. OTMeTUTb NYHKT Cnucamb 6 0eJs1o KoMnuio.

e Konuyecmeo siucmoe. 3anonHseTcA BBOOAOM C KnasBuaTypbl. B pganbHeiiliem
“cnonb3yeTcsa Ans AeneHns aena Ha Toma.

e C nomoulblo KOHTEKCTHOrO moucka no uHaekcy/3aronoeky lNyHkta HI B none Bbi6op
moma Jdesla HaWTU W yka3aTb TOM Jdena, Kyaa OygoeT nomelleHa KONwUsi OOKyMEHTa.

MOXXHO Takke HaxaTb KHOMKY ' psagoM c nonem Bbi6bop moma denia onsi nepexona K
AnanoroBomy okHy «Bbibop Toma gena» (cm. PucyHok 30). BeibpaTb B AUanoroBOM OKHe
HeobXxoanMbIN TOM Aena u HaxaTtb kHornky [OK]. BeibpaHHOe 3HayeHue oTobparkaeTcs B
none UHOexkc Oena, 3azosioeok Oena, Tom dBena. Ypoanutb AobGaBneHHoe B none

3HaYeHMe MOXHO NPY NOMOLLN KHOMKMN X psiaoMm ¢ nonem Boi6op moma dena.
5. Haxatb kHorky [OK].
B pesynbTate BbINOMHEHHbLIX AEWCTBMI KONWSA OOKyMEHTa OyoeT nomMeleHa B YKa3aHHbI TOM

aena. [JokyMeHT npuobpeTaeT nNpu3aHaKk NoMeLLeHnst ero Konum B geno: otMeTky K B ctonbue Konus
npenctaenexHns Toxkymentsl B aejie b OX.

Konus nokymeHTa MOXeT noMellaTbcsl B ena MHOrokpaTHo pasHbimn OBJ1 B cBomnx
nogpasgeneHunsix B pasHole ToMa aen (o0auH JOKYMEHT, Heckonbko OB[).
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lMocne nomeLleHus Konum OOKyMeHTa B Jeno COTPYOHUK C pOrnblio OTBeTCTBEHHEM 3a BefeHue

nmen (OB[1) MOXET M3MEHUTb YKa3aHHbIN TOM Aena Nno ccbinike Paboma ¢ 6yMaXHbIM Opu2uHaiom

Ha BKnaake Opuauuan. B OTKPbIBLLEMCA OKHE «PaboTta ¢ OOKYMEHTOM Ha 6yMa)KHOM HocuTene» B

none feticmeue BbiGpaTh 3HaYeHne U3ameHUmMb Aes10 Konuu, USMEHUTb HEOOXOAUMYHO
MHPOPMALIMIO M COXPaHUTD.

V.15. MpocMoTp nomeLlleHHbIX B Aeria AOKYMEHTOB

,D,J'Iﬂ TOro 4YTOOLI NPOCMOTPETb NOMELLUEHHbIe B iefla JOKYMEHTbI H606XO,D,VIMOZ
1.
2.

Mowuck).

OTkpbiTe B[l KaHuensapums.

Mepentn B npeacrtaerieHve Ilo HomeHKJIaType Jed,
HOMeHKJIaType aes U Jonoauuteanno: Ucxoasimue: Io nomenknatype aen (PucyHok 37).

JlonoJIHUTEJILHO:

HaxxaTb 3Ha4yoK C NOCOM OKOSO 3arofioBka gena. PaCKpOGTCﬂ CMNCOK AOKYMEHTOB Aena.

I'Iepe|7|T|/| B KapTO4Ky AOKYMEHTa npu nomMmoLiu ABOWHOrO LLIeNYKa Ha ero HasBaHuu.
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PucyHok 37. MpocMoTp NnoMeLeHHbIX B Aena gokymeHtoB B B[] KaHuensapus

V.16. NMonck poKkymeHTa

V.16

A,

NMonHOTEeKCcTOBbLIN MOUCK

ITo

Hantu HY>XHO€e feno (COpTMpOBKa Aen no 3arofioBKy uUin gate perncrpaunn MoxeT obnerynTb

UtoObl OCyLLecTBMUTL MOMHOTEKCTOBLIM MOUCK AokyMeHTOB B B[] KaHuensapusa, Heobxogvmmo
BbIMOMHUTE cneyloLline AencTBusA:

1. OTtkpbiTb B[] KaHuenspus.

2. HabGpaTb 3anpoc B MOMCKOBOW CTPOKE M HaxaTb Ha KHomky [HanTtu] nnn knasmwy Enter.

o
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B pesynbTate B o6nactv npocmoTpa 6yayT oTobpaxeHbl BCe AOKYMEHTbI, OTBEYaloLLmMe YCNOBUSAM
3anpoca.

Ona ounctkn pesynbTaToB noucka HeobXoaMMO HaxaTb Ha KHOMKY [OunMcTuTb pesynbTathbi]
Ha NaHenwu AencTBUN.

[Onsa nepemelleHna pesynbTaTtoB Mnoucka ucnonb3ytloTcsa kHomku (“1”1 [Hasap] v [Odanee]

Ha NaHenwn AencTBUN.

V.16.2. PaclumpeHHbIN nonck

Ons pacwmpeHHOro noncka AoKyMmeHTa C UCMNOoJib30OBaHNEM B Mowuck Heo6XxoauMO BbINONHUTL
cnegylowime aencTeus:

1. L|.|,eJ'IKHyTb Ha npeacTtasneHuu Ilouck B obnacTtu HaBuraummn 6a3bl AaHHbIX (I/IJ'II/I HaXXaTb KHOMKY

33 ([PacwupeHHbIN]) Ha MaBHOM cTpaHuue), 4Tobbl oTKpbITh B Mouck.

2. 3anonHuTb nons 3anpoca Ha MOUCK [OKYMEHTOB W HaXaTb KHOMKY D‘\ ([Mowmck]), cm.
AokymeHT «Jlornka ECM. C3[-OC-8-CnyxebHble 6a3bl JaHHbLIX».

V.16.3. Mouck B Be6-nHTEepchence
UToObl OCyLECTBMTbL MOUCK OOKYMEHTOB MO KntoyeBbiM cnoBam B B[l KaHuenspusa B BeG-
UHTepdence, HEOBXOOUMO BLINOMHUTL CrieayoLne 4eNCTBUS:

1. OtkpbiTb B[ KaHuenspus.

2. HaxaTb KHOMKy Jo (IMowmck]) Ha naHenn NHCTPYMEHTOB.
3. OTKpoeTCs OKHO noucka.

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

B pe3ynbTtaTte B obnactu npocMoTpa 6yD,yT OTO6pa>KeHbI BCE NOKYMEHTbI, OTBE4alLlmne ycrnoBuam
3anpoca.

[na o4ncTkm pesynbTaToB MOMCKa HEOOXOAMMO HaXaTb KHOMKY (Ga! ([OuncTuTb pesynbratbl])
Ha NaHenwu AencTBUN.

V.17.Me4vyaTb No wabnoHy

B B KaHuenspus npegycMoTpeHa BO3MOXHOCTb BblBOAA Ha Meyvatb pPasfvyHbiX neyvaTHbIX
dopwm, cosgaHHbix B B[] lLabnoHbl (nevyaTHble opMbl JOKYMEHTOB, NIUCTbI PACCHINTKU U O3HAKOMITEHUS,
NWCTbI COrnacoBaHns, U NOANUCAHUA U T.M1.).

[ns BblBOAa Ha nevyatb HEOBXOAMMOMN NeYaTHOW POPMbl HYXXHO HaXKaTb KHOMKY e ([MevaTs]) B
KapToyke AoKyMeHTa u BbibpaThb [[leyaTb no wabnoHy]:[BeiBecTn Ha 3KpaH] B BbiNagawLwem Crincke,
B guanoroBom okHe «[lleyaTb no wabnoHy» BbIOpaTb HeoOXxoaMMbIA LWABMOH ANA neYyaTn U HaxaTtb
kHonky [OK].
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MoxHO BbIBECTM Ha nevaTb 6e3 npeaBapuTENbHOrO MpocMmoTpa, BblibpaB nyHKT [HanevaTaTtb
Ha NpuHTepe] B BbiNagatoLwem Crimcke.

[lOKyMEHT aBTOMaTU4ECKN NevaTaeTcsi Co LUTPUX-KOOOM TOSbKO Npy BbIGOPe NyHKTa BbinadatoLero
cnucka [HaneyaTtaTtb Ha npuHTepe].

V.18. Ne4yaTb KOHBepTa

B B KaHuensapua npegycMoTpeHa BO3MOXHOCTb BbiBOAA Ha nevatb KOHBepTa no BblGpaHHOMY
dopmaty. B cucteme cosgaHo HeCKonbko hopMaToB KOHBEPTOB, KOTopble XpaHaTcs B Bl LabnoHbl n
MOryT ObiTb MCNOMb30BaHbl Of1s1 MeYaTu KOHBepTa MCXogswero AoKymeHTa. [ns nedatm KoHBepTa

=

HEenocpeacTBEHHO M3 KapTOYKM OOKYMEHTa HeoOXOAMMO HaxaTb KHomky = ([[MeyaTb]) B KapTouke
ncxogsiiero gokymeHTta u Bolopath [[MeyaTtb koHBepTa]:[lo WwabnoHy] B BbinagaroLemM Cnmcke.

,D,J'IFI ne4vyaTtn KoOHBepTa U3 npeancraBsneHnsa HeO6XOD,I/IMO Bbl6paTb B npencrtaBrieHnn Te ncxogdiimne

=

OOKYMEHTbI, KOHBEPTbI A5l KOTOPbIX HY)XHO HanedartaTb, HaxaTb KHoOMky = ([[eyaTb]) n BbiOpaTb
[MeyaTb KOHBepTa]: [0 WaGnoHy] B BbinagatoLLEM CMUCKE.

MoXHO BbIBECTM Ha nedvaTb 6e3 nMpeaBapuTENbHOrO MpPocmoTpa, BblibpaB nyHKT [HanevaTtaTtb
Ha NpuHTepe] B BbiNagatoLwem crmcke.

V.19. MeyaTb WTPUX-KOAA HA JOKYMEHTE U Ha HaKJeunke

HacTpowika ne4aTtun Hakneek onucaHa B gokymeHte «Jlornka ECM. C3[] — PykoBoacTtso
agMUHUCTpaTopar.

M3 npeactasneHnn B[l KaHuenapua  MOXHO  pacnedvataTb  WTPUX-KO4 — OOKYMEHTa
Ha cneumanbHOM NPUHTEpPEe ANS nevyatyu Hakneek UM Ha camoMm AOKYMeHTe. OTa Hakrnenka co LITpux-
KOAOM MOXET OblTb HaKneeHa Ha opurnHan AOKyMeHTa AN AanbHEenWwero CkaHMpoBaHna n obneryeHuns
ero ganbHenwero nomcka n naeHTUduKauum B CUCTeEMe COOTBETCTBYHOLLETO SNEKTPOHHOrO AOKYMEHTA.

Ecnn B HacTponkax dyHKuMoHanbHoW 6asbl JaHHbIX (Bknagka lMeyamb Hakneek OOKyMeHTa
HacTpoek B B[] AAMUHUCTpUpOBaHMe) ykasaH NpuHTEP Hakneek (3HaveHue nons lNpuHmep Hakneek
yctaHoBrieHo B TSPL unu EZPL), TO nevyaTb WTpUX-KOoAA OCYLLECTBNAETCS Ha NpuUHTEp Hakneek. MNpu
3TOM BblgaeTcs coobLleHne 0 TOM, YTO NeYaTb WTpMX-koga dyaeT nponssedeHa Ha NPUHTEPE HaKIEEK.

Ecnn B HacTpomkax nNpuUHTEP Hakneek He YykasaH (3HadeHwe nonsa [lpuHmep Hakneek
ycTaHoBrieHo B Omcymcmeyem), TO neyaTb LUTPUX-KOAA NPOU3BOAMTCS Ha camMoM foKymeHTe. [pu
3TOM BblgaeTcsa cooblieHne O TOM, YTO ANdA nevatu WTpuX-Koga HeoBXOAMMO BCTaBUTb OOKYMEHT B
npuHTep. B AnanoroBom OKHE HY)XHO BblIOpaTb pacnonoXeHwe LWTpUX-koga: BBEPXY WU BHU3Y
OOKyMeHTa.

[na neyaTn HakNenkn HeNnoCPeACTBEHHO U3 KapTOYKM AOKYMeHTa HeobXOAMMO HaxaTb KHOMKY
= ([Mey4aTb)) B KApTOUKE JOKYMEHTa U BbIGPaTh NyHKT [MeyaTb wTpux-koaal.
[ns neyaTn Haknerkun n3 npeactaeneHnsa Heobxoanmo BbIGpaTb B NpeacTaBneHnn Te JOKYMEHTH,

HaKMeNKN Ha KOTOPbIE HYXXHO HaneyaTaThb, U HaxaTb KHOMKy = ([Me4aTs]) u BbIGpaTh [MeyaTh WTpUX-
KoAa] B BbiNagatoLLeM CMCKeE.
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V.20. MNeyaTb AOKYMEHTOB Ha noanucb/paccMmoTpeHune

N3 npeactaeneHnn Ha moamuer M Ha pacemorpenne B[] KaHuenspua moxHO pacnedataTb
AOKYMEHTbI, Haxogswmecs B crtaTycax «Ha nognucaHum» u «Ha paccMoTpeHum», Ha noAnvChb
N pacCMOTPEeHne COOTBETCTBEHHO.

YTtobbl pacneyatatb JOKYMEHT Ha Nognucb, HEOHBXo4MMO BbIAENUTbL OOKYMEHT B npeactaBneHnm
Ha noanuch:He pacmewyaTtaHnl Ha mnoamuch, HaXaTb Ha naHenu penctemrm kHonky [Pacnevartatb
Ha nognucb] U NoATBEPAUTHL BbINOSIHEHME oOnepauuu B NOSBMBLUEMCH Ha 3KpaHe ONarioroBoM OKHe.
Ha akpaHe oTobpasuTca nevatHas dopma AOKYMEHTa, a KapTodka AoKymeHTa OyaeT oTobpaxarbes
B npeacTtaBneHn Ha nognucs:PacneyaTanbl Ha NOANUCH.

UTtobbl pacnevaTaTb [OOKYMEHT Ha paccMOTpeHue, Heobxooumo BblAenWTb  OOKYMEHT
B npeacTtasneHun Ha paccmorpenue:HepacneyaTtanHble Ha paccMOTpeHHe, HaXaTb Ha NaHenu AenNCTBUiA
kHonky [Pacneuyatatb Ha paccMoTpeHue] 1 NOATBEPAWTb BbIMOMHEHME onepauun B MOSBUBLUEMCSH
Ha 9KpaHe [OManoroBoM oOkHe. Ha akpaHe oToBpasuTcs nedyatHas dopma [[OKyMeHTa, a KapTodka
AOKymeHTa ByaeTt otobpaxaTbcs B npeacTtasneHnn Ha paccmorpenne:PacniedaTanbl Ha paccMOTpPeHHe.

V.21. PaboTta c obcyxaeHnamm

B03MOXHOCTb C030aHMs CBSA3AHHbIX C AOKYMEHTOM M HE CBSI3aHHbIX (CBOOOAHBLIX) 0OCYXAEHUNA,
oTnpaBka COOOLLEHUSs M3 KapTOYKU [OKYMEHTa APYroMy COTPYAHMKY, CO3faB TeMy OBCyxaeHus wu
npeaocTaBMB agpecaTy CooOLEeHNa OOCTYN K OKYMEHTY Ha YpOBHE 4uTaTtens, onucaHa B LOKYMEHTe
«Jlormka ECM. C3[] - OC - 12 — ObcyxaeHua». Bl O6cyxpeHusa npencraBndget cobon ctaHaapTHbIN
dopym C APEBOBUAHOMN CTPYKTYPOWN BETOK OBCYyXAEeHUS.

V.22. BbiIHeceHue peweHnss no AOKyMeHTaM B NOYTOBOM KJIMeHTe

Monb3oBaTenb nony4vaeT yBegoMreHme 0 He06X0AMMOCTU BbIHECEHNS peLLEHNsI MO AOKYMEHTY Ha
MMaBHyl0 CTpaHuuy, a Takke coobllueHne B NOYTOBLIN KNUeHT (ecnu B Bl CnpaBOYHUK opraHu3auumn
npounssedeHa HacTponka aybénnpoBaHus cooblleHunin). Takum obpasom, nonb3oBaTenb MOXET BbIHECTU
pelleHne B CUCTEME NN HEMOCPEACTBEHHO B TeNe N1McbMa NoYTOBOrO KIMEHTA.

Bo3amoxHOCTb paboTbl C JOKYMEHTaMu B MOYTOBOM KIIMEHTE YCTaHaBMMBAETCS B HACTPOWKax
cooTBeTCcTBYIOWEN 6a3bl AaHHbIX B Bl AAMuHUCTpupoBaHue.

B Teme noyTtoBOro coobuieHnsa ykasaH 3arofioBOK yBeAOMIIEHUSA, CCHOPMUPOBAHHOIO B CUCTEME,
AobaBneHbl CCbINMKM Ha AOKYMEHT B CUCTEMe, B Teno nucbma [o6aBneHbl BrOXeHus u3 obnactu
BNOXEHWN KapToukn gokymeHTa C3L (nMnbo CChINKM Ha BNOXEHMSA), a TakKe cogepxarternbHas 4acTb
AokymeHTta (PucyHok 38).
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PucyHok 38. BbinonHeHne AeCTBUIA Hag AOKYMEHTOM B MOYTOBOM COOGLLEHUN

B03MOXHOCTb OTNpaBKX BIIOXEHWI B NMCbME (MO0 CChINOK Ha BIOXEHWS), a Takke cogepKaTenbHON
YyacTV JOKyMeHTa, YCTaHaBMMBaETCS B HACTPOMKaX COOTBETCTBYoLLEe 6asbl AaHHbIX B B[
AOMUHUCTpPUpPOBaHue.

B Tene nucbma no4yToBOro COO6LLI,eHI/IFI OT06pa)KaPOTC$I BapunaHThbl pemeHM|7| B 3aBUCUMOCTUN OT

ctagumn obpaboTku gokymeHta B CO[.

BapuraHTbl 4OCTYNHbBIX PELLEHM B MOYTOBOM KINMEHTe npuBeaeHbl B Tabnuue (Tabnuua 14).

Ta6nuua 14. locTynHble BapuaHTbl peLleHUA B MOYTOBOM KIIMeHTe

Ctagusa o6paboTku

JocTynHble KHOMKU

Ha cornacosaHuu

CornaceH

CornaceH ¢ KOMMeHTapuUsiMu
He cornaceH
OwnboYHO HanpaBneHo

Ha nognucaxnmm MNMognucatb
OTKNOHUTb
Ha yTBepxaeHuu YTBEPANTL
OTKNOHUTb
O3HakomMmneHne O3Hakomuncs
[Ona BblHECEHMs peleHns no AOKYMeHTy (cornacoBaHue, noanvucaHve, YTBEpXAeHue,
O3HAKOMJSEHME) B NOYTOBOM KINMEHTE HEO6XOAUMO BbINONHUTL CReayoLwme 4ENCTBUS:

1. OTKpbITb nosiy4eHHoe B MOYTOBbIN KINUEHT coobLeHne o HeobxoaMmMocCTu
cornacosaHus/nognucaHna/yTeepxageHna OokymeHta. B Tene nmcbma  npenctaBnieHbl
BapuaHTbl BbIHECEHUS PELLEHNS, B 3aBMCMMOCTU OT CTaamm o6paboTkm OKyMeHTa.

2. B obnactn BbiHeceHue peweHuli NO4TOBOro coobLeHnst BbIbpaTb BapuaHT peLleHus.

3. Cuctema 3anpalumBaeT aBTOpM3aLMiO cepBepa, cenm oHa He Bblna BbiNofHEHA paHee.

4. BBecTu NOrvH 1 napone.

5. MNMpn BblHECEHMM peleHns, Tpebyowero KOMMEHTapusi, BBECTU TEKCT KOMMEHTapusi B

OTKpPbIBLUEMCHA OKHE.
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Bo3mOoXXHOCTb BBOAA KOMMEHTapUs NPu BbIHECEHUN PELLEHNsT yCTaHaBNMBAETCH B HACTPOMKax
COOTBETCTBYIOLLEN Oa3bl AaHHbIX B B[] AGMMHUCTPUpPOBaHue.

6. lNocne nogTBepXaeHMsS aBTOpM3aLnN BbIHECEHHOE peLleHmne nepeHocutes B COL.

B pesynbtaTe B kKkapToudke pAokymeHTa CO3[L B cOOTBeTCTByWOLlEN Bu3e 3aukcnMpoBaHO
BblHECEHHOE peLleHne Mo JOKYMEHTY, a Takke BBeAEHHbI KOMMEHTapUi.

Ecnn B HacTporkax [mnaBHon cTpaHuubl (6riok Cepeuc ccobinika Mou Hacmpolku, BKragka
Mouma u yeedomneHusi) ycTaHoBneH nar Yeedomisimb o pe3ysibmame ebInosiHeHus1 delicmeautl
Had GoKyMeHmMamu 8 ro4Yyme, TO NOCMe BbIHECEHWUS] PELUEeHUs B MOYTE COTPYOHWKY, BbIHECLLEMY
peleHne, hbopmupyeTcs MHPOPMALMOHHOE YBEAOMITEHNE O pe3ynbTaTe BbINOMHEHUS OENCTBUS.

V.23. HaGnoaeHune (noanucka Ha cobbLITUA)

B B[l KaHuensapusa peanu3oBaHa yHKUMsS HabnogeHs 3a AOKYMEHTOM, KOTOpasi 3akiovaeTca B
BO3MOXHOCTM Ana noboro nonb3oBaTens, UMEKLWero AOCTyn K AOKYMEHTY, YCTaHOBUTb MOAMUCKY Ha
CcOObITUA NO OOKYMEHTY M Nony4aTtb KONUW YBEAOMITEHUI, KOTOPbIE CO3AaTCH MO JOKYMEHTY BO BpeMs
€ro XXW3HEHHOro uuKna.

PyHKUMA HabnoaeHUs 3a JOKYMEHTOM OCTyMnHa BO BCEX cTaTycax, kpome cratyca «[lprnem un
pervctpauns» (6e3 pernctpaumoHHOro Homepa), « HepHOBUKY.

YT106bI yCTAHOBUTbL NOAMNUCKY HA AOKYMEHT, He0b6XoaMMO:
1. OTKpbITb KAPTOYKY AOKYMEHTA.
2. HaxaTb Ha naHenu genctemin kHonky [dononHutensHo]:[Moanucatbca Ha AOKYMEHT].

B pesynbTate gokymeHT Byaet otobpaxaTtbCca B OTAENbHOM npeactaBneHvn Most moanucka B[
KaHuenspusa. lNpu 3TomM Ha rmaeHyto cTtpaHuudy B[l Kommyrtatop Ha Bknagky HabsrodeHue Gynyt
nocTtynaTtb yBegoMSIeHUs 060 BCEX N3MEHEHUAX, CBA3AHHbIX C AOKYMeHTOM (PucyHok 39).

1 Co30aTe ACKYMEHT G OBHOBWTE g OTnucaTecA Nepyyenua or Meda (394) [/ Nopydedua mHe (631)

HaGnwogexne (4)

4 DNata 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 39. MNoanucka Ha cobbITuA
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[na nony4yeHns NoANMCYMKOM JOKYMEHTa KOMWUKW yBe4OMIEeHNS Mo AOKYMEHTY Heob6XxoamMMo, YToGbI B
HacTpolikax wabnoHa yeegomnerus (B lWa6noHbl) noanucumnki JOKyMeHTa Obinv ykaszaHbl cpeam
agpecaToB AaHHOro yBEAOMITEHMS.

UTtobbl OTNMCATLCS OT AOKYMEHTa M He norfy4yaTb KOMUMM YBEeAOMIEHUM NO Hemy, Heobxooumo
OTKPbITb KAPTOYKYy AOKYMEHTA W HaXkaTb Ha naHenu genctesuin kHonky [AlononHutenbHo]:[OTKasaTbcA
oT noanucku]. JInbo BblgenUTb OAHO M3 YyBEAOMMEHMW NO [AHHOMY [AOKYMEHTY Ha BKnagke
HabnrodeHue MMaBHON CTPpaHULbI M HaXaTb KHOMNKy [OTnucaTbea).

V.24, MUcnonb3oBaHue Bl dneKkTpoHHbLIe 06pa3bl

Mpun paboTe ¢ B[] KaHuensipusa BCe BNOXEHUA XPAHATCS OTAENbHO OT CaMUxX LOKYMEHTOB 6asbl
OaHHbIX. [Na XpaHeHUs BAOXEHU ncnonbadyeTtcsa cnyxebHasa 6a3a gaHHbIX DNEeKTPOHHbIe 06pa3bil.

V.25. PaboTa Hag AOKYMeHTaMum € ucnonb3oBaHuem 3l

YcTaHOBKa 1M HacTponka cucTembl LWNGPOBAHNS OCYLLECTBIAETCS agMUHUCTPATOPOM CUCTEMBI (CM.
pokymeHT «Jlormka ECM. C3[] - PykoBOACTBO NO YyCTAHOBKEY).

Ons koppekTHon paboTbl 3l 1 wndpoBaHNs HEOBXOANMO BbINOMHATL CUCTEMHbIE TpeboBaHMA 1
OrpaHN4eHunst, onNncaHHble B JOKYMeHTaumm K npoaykty «Jlornka ECM. Wtamn. 3.4».

OneKTpoHHasi NoANUChb NOAAEPKMBAETCA Ha CrNeayLMX 3Tanax XN3HEHHOro LiMKa JOKYMeHTa:
e noaroToBKa JOKYMEHTA;

e cornacoBaHune/BM3NpPOBaHUE;

e pacCMOTpEHME;

e noAnucaHue;

e MOANUCAHME Y KOHTPAreHTa;

e yTBEPXOEHUE;

e perucrTpaums.

Ecnn B TMnoBoM mMapupyte o6paboTkum OOKyMEHTa Ofs COOTBETCTBYHLLEN CTagun obpaboTku
pokymeHTa nar [llodnucaHue 3I1 ycTaHOBMEH, HO He ycTaHoBneH dnar [lodnucaHue 31
ob6s13amenibHO, TO OKYMEHT MOCTYNUT Ha crneaytowyto ctaguo 6e3 nognucanuna 3, ecnu coTpygHUK
He ucnone3osan 3rl.

Ecnu onsa kakon-nnbo ctagumn B TUNOBOM MapLUpyTe ycTaHoBMeHbl oba dnara lModnucaHue 31 v
ModnucaHnue 3I1 ob6si3amenbHO, TO0 6e3 nognucanHusa A1 OKYMEHT He MOXeT ObiTb OTNpPaBneH Ha
cnenyoLLyo cTaguio.

MoanucbiBaeMble Nons HacTpansaroTcs AAMUHUCTPATOPOM Mo 6Ge30MNacHOCTM B TUMNOBOM MapLupyTe
AN 06paboTku KOHKPETHOro TMna AOKyMeHTa.

Mpn ocywlecTBrneHMn OEWCTBUMA Ha cTagudax obpaboTkm AOKyMeHTa, AMs KOTOPbIX YCTaHOBMEH
dnar ModnucaHue 3l1, Ha 3KpaHe MNOSIBUMTCHA COOOLLEHME O HEOOXOAMMOCTM Mognucatb OOKYMEHT
(PvcyHok 9).
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—
CoobueHune

(03 JokyMeHT ByAET NOANUCAH 3NEKTPOHHOI noagnuceto. MpogomkuTs?

Aa | Her

PucyHok 40. NMognucanue 3N

Mpn HaxaTum kHonkn [HeT] m He ycTtaHoBneHHom dnare [lModnucaHue 3I1 ob6si3amesibHO
OOKYMEHT MOCTYNUT Ha crieayroLyto ctagumtio obpaboTku.

Ecnm npu atom Tawkke yctaHoBneH dnar [lodnucaHue 3I1 ob6si3amesnibHO, [OKYMEHT
He nepengeT Ha crnegywwyl craguio obpaboTkm 6e3  ucnonb3oBaHua 3Ol coTpyaHWUKOM,
OTBETCTBEHHbIM 3a AaHHY CcTaamio ob6paboTku.

Mpn Haxatum kHonkn [[la] nosiIBUTCA AuanoroBoe OKHO BBOAA Napond Afis KoHTenHepa
ceptudumkaToB Kpuntollpo (CSP - PucyHok 41, JCP - PucyHok 42).

' "
Kpuntollpo C5P 29
0:09:49
?::. BeeguTe napont AnA KoHTelHepa “Avdeey Maxim®
| ==
=
EM
Mapons: LTI

(| 3anomMHmTE Napons

o ] [ Lomes |

PucyHok 41. Beop naponsa Kpuntollpo CSP

JNormka ECM. C31. Beog napona Kpuntollpo

Chl=Anercer KosnoelD=datatech

BeeanTe naponkg:

Cancel

PucyHok 42. BBoa naponsi Kpuntollpo JCP

/\ Mepen nognucaHnem BbINOSTHAETCS NPOBEPKa cepTMdmnKkaTa B CNUCKE OTO3BAHHbLIX CEPTUUKATOB
(CRL-panne) YooctosepsitoLero ueHTpa. B crniyyae ecnv ceptudpmkaTt HaxoguTcsi B CNIUCKe
0TO3BaHHbIX CepTMdUKaTOB, NONL3OBATEN BblAAETCA COOTBETCTBYOLLEE coobLLeHMe Bnaa «Baw
cepTudmkat oTo3BaH YA0CTOBEPSAIOLMM LEHTPOMY, N AarnbHenwmne JeNCTBUS C JOKYMEHTOM
HEBO3MOXHbI.

Y

\
| @<

B cnyyae ycnewHoro nognucaHusi cuctema Bblgaet cooblieHne, B KOTOPOM criegyeT HaxaTb
kHonky [OK] (PucyHok 43).
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i B
CooBuwieHune &J

|‘0:' }JOK}’MEHT YCNEWHo nognnucaH BHEHPOHHOﬁ neanncero.

PucyHok 43. YcnewHoe nognucaHue gokymeHta 3l

®akT ncnonb3osaHus Il Ha AaHHOW CTagumn COTpyaHMKOM ByaeT ykasaH Ha Bknagke JeuxeHue
JdoKymMeHma.

V.25.1. MpoBepka Al

MpoBepka 3l nponcxoauT Npu OTKPbITUM LOKYMEHTa COTPYAHUKOM.

Ecnn B kapTouky OOKYMEHTa u/vnn dannbl BAOXEHUA Ha Npedpblaywmx cTagusx Obiny BHECEHDI
N3MEHeHMs, MNonb3oBaTento BblaaeTca coobuieHne o HapyweHun 3l AOKymMeHTa No  MNpUYUHE
N3MEHEHNS OOKYMEHTa.

B 3aronoBke kapTouykm [OKyMeHTa cocTosiHue Ol OoKyMeHTa oTpaxalT COOTBETCTBYHOLLME
nkoHkn: #~ (3N BepHa) u #% (3 HapyweHa). Mpu HaxaTWM Ha WKOHKY OTKPLIBAETCA OKHO,
oTtobpaxatowee coctosHue O3l [OOKYMEHTa, BM3 COrfacoBaHWSA, MOANWCAHUS, YTBEPXKOEHUA W
pPaccMOTPEHNS AOKYMEHTa, SMNEKTPOHHbLIX 06pa30oB, OTHOCALLMXCH K JOKYMEHTY (PucyHok 44).
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WHpopmauua of 3NEKTPOHHOI Nognncy [%]

WHdopMauus o nognucu

OCHOBHOW QOKYMEHT

Bnaneneu ceptudukara: Sobeinerko CeetnaHa MakcumMoeHa

Komy BblaaH: C=RU, CN=BobeineHko CeetnaHa

CepuiiHblit Homep cepTudukarta: 2CAB7ADS000200032687

OTtneuyaTok ceptudukaTta: 3DE36AESSCCAGAGFACSDAGDABODS68CE0ECB45BD
Cpok geincrens ceptudukara: 12.12.2012 9:45:00 - 04.10.2014 13:09:00
Bpema noanucanus: 12.12.2012 11:13:23

Craaua: HepHosuk

PesynbTaTt nposepku noanucu: OK

Bnageneu ceptudukarta: Asaees Makcum Hukonaeswy

Komy BbinaH: C=RU, CN=Asaees Makcum Hukonaesuy

CepuitHblit HoMep cepTudukaTa: 27A05344000200032526

OTtneyaTok ceptudmukaTa: ACCB4F181FE3AA74BCCS336E236EB12E69886BCS
Cpok aeiictens ceptudukara: 11,12.2012 10:15:00 - 04.10.2014 13:09:00
Bpems noanucanua: 12.12.2012 11:18:40

Craausa: Ha noanucaHum

PesynbTaT npoeepky noanucu: OK

Bnoxxennn

Bnaneneu ceptudukara: Bobeunerko Ceetnana MakcumosHa

Komy Bbinad: C=RU, CN=Bobeinenko CeetnaHa

CepuiiHblil HoMep cepTudmkaTa: 2CAB7ADS000200032687

OTtneyatok ceptudukaTa: 3DE36AESSCCABAGF4CSDAGDABODS68CB0ECB45BD
Cpok geictena ceptudumkara: 12.12.2012 9:45:00 - 04.10.2014 13:09;00
Bpems noanucanms: 12.12.2012 11:13:23

PesynbTaTt nposepkun noanucn: OK

Whdopmaumna o Bnoxenun: Scan_lpuukas ot 13 uoHa.jpeg( Bepcus 1)

Bnaneneu ceptubukarta: Asaeee Makcum Hukonaesuy

Komy BblaaH: C=RU, CN=Asaees Makcum Hukocnaesmny

CepuitHblil HoMmep cepTudukarta: 27A05344000200032526

OTneyaTok ceptTudbukara: ACCB4F181FE3AA74BCCS5336E236EB12E69886BCS8
Cpok aeicrens ceptucukara: 11.12.2012 10:15:00 - 04.10.2014 13:09:00
Bpema noanucanua: 12.12.2012 11:18:39

PesynbTat nposepku noanucu: OK

WHdopmauna o enoxernnn: Scan_Mpunkas ot 13 uroHa.jpeg( Bepcus 1)

PucyHok 44. UHdopmaumnsa o6 3
Bca nHdopmaums o nognucu pasgenieHa Ha Tpu YacTu:
e OCHOBHOWN JOKYMEHT.
e Buabl cornacosaHus.

e BnoxeHus.

V.26. Pabota ¢ nokymeHTamm ¢ rpucdpom «KKommepueckasa TanHa»

/\ [nsa BoO3MOXHOCTU paboTbl ¢ PyHKUMOHaNnoMm «Kommepyeckas TanHa» HeobxoAMMO B OBLLMX
HacTponkax cuctemsbl (B B ABMUHUCTpUpoOBaHue) Ha Bknaake lodknrovYaembie MOOyu
e ycTtaHoBuTb conar Modynb KT.

V.26.1. HanoxeHue rpuda KT " onpepeneHue YPOBHS

KOHpMOEeHUNanbHOCTU AOKYMEHTa

YctaHoBka rpuda KT (kommepueckad TawHa) npedycMoTpeHa Ang cnegylowmux  TUMoB
AOKYMEHTOB:

e Bxogswwmn.
e lcxooamn.

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
JOKYMEHTOB.

dnar Kommepyeckass maliHa B KapTO4YKax JOKYMEHTOB AOCTYMEH TOMbKO NOMb30BaTensam,
obnagarownm 6usHec-ponbio Kommepueckast TamHa, Ha 3Tane NoaroToBKM JOKYMEHTA.
Ecnu B kapTouke gokyMeHTa ycTaHoBrneH cnar Kommepyeckasi maliHa, T0 BbIGOp COTPYOHUKOB B
NonsAx KapToOYKkM AOKYMeHTa (a Takke BblIOOp MCMOMHMTENEN Npu co3aaHnn NOpyYEeHUn/pe3ontoLnin no
AaHHOMY OOKYMEHTY) OCYLLIECTBNSIETCA TOMbKO U3 COTPYOHUKOB C B3HeC-ponbio KoMmepueckast
TanHa.

YpoBeHb 4OCTyna nonb3oBaTenel K JOKYMEHTY C ycTaHOBMeHHbIM driarom KoMmepyeckas maliHa
orpaHuynBaeTcs GU3HEC - porblo KoMMepueckast TalHa.

Ecnn dnar Kommepueckass maliHa yCTaHOBNEH B TWUMOBOM MapLUpyTe OOKyMeHTa, TO MNpw
co3faHuKn nonb3oBaTenemMm ¢ GusHec-ponblo KoMmMepueckast TamHa JOKYMEHTA MO AAaHHOMY MapLUpyTy
B KApPTO4Ke AOKYMEHTa AaHHbIM donar 6y4eT yCTaHOBMEH MO YMOMYaHUIO.

Ecnv no gaHHOMy TMNOBOMY MapLUpyTy AOKYMEHT co3aaeT nosb3oBaTenb, He obnagatowmn 6usHec-
ponbio Kommepueckast Taiiea, TO (prniar KoMmmepyeckasi maliHa B KapTO4Ke JOKYMEHTa CHUMaeTCS.

Mpn ycTaHOBKE B KapTOYKe MOOKyMeHTa ¢nara Kommepudeckass maliHa oTobpakaeTcs
cooOLLeHmne:

7 l ]
Kommepueckan TaitHa -

) JancHeinwan paboTta ¢ pgokymeHToM ByaeT oBecneunsaTbca B pEKMME
' KOMMEPYECKOW TalHbI.

PucyHok 45. UHdopmaumsa o HanoxeHum rpudpa KT

Mpn HaxaTtum kHomku [[a] B OkHe C coobuweHnem ganbHenwasa pabota ¢ gokymeHToMm 6yaer
OCYLLIECTBIATLCHA B pexuvMme Kommepdeckon TawHbl. NMpu HaxaTtum [HeT] B okHe ¢ coobuweHnem conar
Kommepuyeckasi maliHa cHAMaeTca, 1 paboTa ¢ JOKYMEHTOM NPOAomKaeTcsi B 06bIMHOM pexnme.

Mocne yctaHoBku ¢nara Kommepyeckass matHa dnar KoHgudeHyuanbHO B KapTouke
OOKYMEHTa 3aMeHsieTca Ha none pans Bblbopa ypoOBHA KOHMMAEHUMANbLHOCTU C BapuaHTaMMu:
KoHgpudeHyuanbHo 1 Cmpo2o KoHghudeHyuanbHO.
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Mpn oTnpaBke AokymeHTa ¢ rpucdom KT no mapwpyTty M ycTaHoBMEeHHbIM driarom Cmpoz2o
KOHghuOeHYuaslbHO BbINOMHAETCS LWK(pPOBaHNE TeKkcToBoro nons CodepxamesibHasi 4Yacmb W
dannoB B 0611acT BNOXEHUIN KApTOYKN OOKYMEHTA.

AHarnormyHo wrndgpoBaHne TeKCToBoro nonst CodepxamersnbHas 4acmb 1 aninos B 06nactu
BMOXEHWUA BbINOMHAETCA NpY OTNPaBke AOKYMEHTa Mo MapLUpyTy C YCTaHOBMEHHbIM dhnarom
KoHgpudeHyuanbHo (pnar Kommepyeckas matiHa He YCTaHOBIIEH).

Hactpoiiku CK3U ocywectenstoTca agMUHUCTpPaATOpoM cucteMbl B B AQMUHUCTpUpOBaHue.
B cnyyae Heo6x04MMOCTM NCNOMNBb30BaHWUSA COTPYAHMKOM YCTAHOBIEHHON CUCTEMBI LUMGPOBAHUS
«Jlornka ECM. LWTamn» B kapTouky coTpyaHuka B bl CnpaBOYHMK opraHu3auum JOSMKEH ObiTb
Takke MMNopTMpoBaH ceptudumkat 3l nonb3oBaTens.

Mpy oTnpaBke MO MapLUPYTy cCUCTeMa OCYLLEeCTBNSAET MPOBEPKY Monb3oBaTenen, yKasaHHbIX B
NonsX KapTOYKM [OKYMEHTa, Ha HanuymMe Yy HUX YyCTaHOBMNeHHoro ceptudwmkata 3. B cnyvae
OTCYTCTBMSI cepTudmKaTa y Koro-nmbo 13 y4acTHMKOB npouecca 06paboTkun 4OKYMeHTa cucteMa BbigaeTt
coobLleHne o TOM, YTO AOKYMeHT 3awugpoBaH He Gyanet. MNpu 3TOM AOKYMEHT OTnpaBnsieTcs no
MapLLpyTy 6e3 BbINONHEeHUs! LINGPOBaHUS.

Mpy oTnpaBke MO MapLUPYTy cUCTeMa OCYLLeCTBNSEeT MPOBEPKY Monb3oBaTenen, ykasaHHbIX B
NONsIX KAPTOYKM JOKYMEHTA, Ha Hanuyme y HUx 6usHec-ponv Kommepueckas: Tasiua. Ecnv y koro-1o us
nonb3oBaTenen pofib OTCYTCTBYET, OToOGpaxaeTcs COOTBETCTBYKLLee COoOLleHWe M OOKYMEHT Mo
MapLLpyTy He OTnpaBnseTcs.

Ecnu npn otnpaBke No MapllpyTy B KapTOYKe AOKYMeHTa ycTaHoBneH dnar Kommepuyeckasi
matHal KoHgpudeHyuanbHo, a Ha Bknaake Jocmyn yctaHoBneH dnar BudeH ecem, oTobpaxaeTcs
COOTBETCTBYHOLLEE COOOLLEHNE M JOKYMEHT MO MapLUPYTy HE OTMNPaBnseTCs.

Mpn peructpauumn pokymeHta (Bxogawwmn, OP[) cuctema ocywectsnseT npoBepKy
nonb3oBarterien, ykasaHHblXx Ha BKknagke Paccbisika, Ha Hannuve y Hux 6usHec-ponu Kommepueckast
raitra. Ecnv y KOro-To M3 nonb3oBaTtenen ponb OTCYTCTBYeT, OTobpaxaeTcs COOTBETCTBYHOLLEE
coobLeHne 1 IOKYMEHT He peructTpupyeTcs.

Mocne peructpaumn pokymeHTa ¢ rpucgpom KT B KapTouke [JOKyMeHTa [OOCTyNHa KHOrka
[Kommepueckaas TauHal Ons co3gaHua 3asBOK Ha cHatue rpucda KT u u3meHeHue YypOBHSA
KOH(pnaeHUunansHoOCTK.

Ons npocmoTpa gokymeHToB ¢ rpucom KT B B MP (B kateropusx OPL, JoroBop, 3asBKa 1
Cnyxe6Hble 3anucku), a Takke B B[] KaHuenspus (B kateropusx Bxoagswme n Ucxopswme), ons
COTPYAHUKOB C BU3HEeC-ponbio KoMmepueckast TaiHa, a Takke Ans COTPYAHWUKOB C BU3HeC-porbio
ApMuHMCTpaTOp NO 6esomacHocTH, JOCTYNHO JOMNOMHUTENBHOE NpeacTaBneHne JJOoKkyMeHTbI
KT.

B ocTanbHbIX NpeacTaBneHuax AokymeHTbl nog rpudom KT BbligenstoTcs BocknmMuaTenbHbIM 3HaKOM.
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V.26.2. MN3meHeHne ypoBHA KOH(PUAEHUNANbHOCTN AOKYMEHTa

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 OOKYMEHTa
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 3aperncTpuUpoBaHHOIo JokyMeHTa ¢ rpudpom KT.

2. HaxaTb Ha naHenu gencteBun kHorky [Kommepueckaa TawHal:[3asBka Ha M3MeHeHue
YpPOBHSA KoHdMAaeHUManbHOCTH].

3. 3anonHWTb Nonsi OTKPbIBLUENCS KAPTOYKM 3asiBKU U OTMNPaBUTL €€ Mo MapLLpyTY.

4. B «kaptouke pokymeHTa c rpucdom KT Ha Bknagke Cesi3aHHble OOKyMeHmMbl Oynet
oTobpaxaTbCs 3asiBka Ha U3MEHEHME YPOBHS KOH(PMAEHLMANBbHOCTW.

Mocne yTBepPXOEHUS 3asiBKM Ha W3MEHEHMEe YPOBHSI KOH(MUAEHUMANbHOCTU COTPYOHUKY,
co3faBlleMy 3asiBKy, Ha [naBHyl0 CcTpaHuuy nocTynaeT MWHGOPMaunoHHoe yBeaomneHne o6
yTBEPXKAEHUN 3asBKN.

0Onsa un3MeHeHWa YpOBHA KOH(MAEHUWarnbHOCTM [AOKYyMEeHTa uHuumatopy gAokymeHta KT
Heob6xoanMO BbINOMHUTL CriegyoLlme 0encTBus:

1. OTkpbITb KapTOuKy AOKymeHTa c rpucdom KT, no kotopomy 6bina co3gaHa v yTBepxaeHa
3as1BKa Ha N3MEeHeHne ypoBHSA KOHPUAEHUNANbHOCTH.
2. Haxatb [OK] B OTKpbIBLIEMCS OWaNiOroBOM OKHE C COOOLWEHMEM O TOM, YTO 3asiBKa Ha

n3MeHeHve KoHduaeHunansHocTH bbina yreepxaeHa (PucyHok 46).

Wsmenenue rpuda KT

"0' Baiua 2aneka usMeHeHue YPOEHA KOHdJMAEHLLHBﬂbHOCTN YTBEPAAEHA,

(016

PucyHok 46. Coo6LieHne 06 yTBepXAeHUN 3asiBKM Ha U3SMEHEHME YPOBHS KOH(PUAECHLNANBHOCTHN

3. HaxaTb Ha naHenun OencTBU OTKPbIBLLUENCA KapTOYKM AoKyMeHTa KHorky [Kommepueckas
TanHa]:[U3meHeHue ypoBHA KOH(puaAeHLnanbLHOCTH].

4. B OTKpbIBLUEMCS OKHE «VI3MeHeHVWe YpOBHSA KOHMWMAEHUManbHOCTU» BbliGpaTb YPOBEHb
KOH(pMAeHUnanbHOCTM JoKyMeHTa 1 HaxaTb [OK] (PucyHok 47).
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MzmeHeHNE YpOEHA KOHGWIEHLMANBHDCTH

IHE

BriGepure: 0
KoHdmasHuManEHD
CTporo KoHpMosHUMENEHD Omaena

PucyHok 47. U3ameHeHue ypoBHS KOHUAEHUMaNbHOCTU
5. ToaTtBepanTb BbINOMHEHWE OnepaLumn B OTKPbIBLUEMCS AManoroBoM OKHe.

6. Haxatb [OK] B okHe ¢ coobweHnem 006 yCrNewHOM M3MEHEHUN  YPOBHS
KOH(pMAEHUMANbHOCTM JOKYMEHTA.

Mpn cmeHe ypoOBHA  KoHuAeHumanbHoctM ¢ KoHgudeHuuannbHo Ha  Cmpoeo
KOHGhuOeHyuanbHO BbINONHAETCS LWndpoBaHMe TekcToBoro nonst CodepxkamesnibHasi 4Yacmb W
¢annoB B 0b6nacTn BIOXEHUA KapTOYKM OokKyMeHTa. [Mpyn aTOM, cucTema ocyllecTBNsieT MpPOBEPKY
nonb3oBaTenen, yKasaHHbIX B MOMNAX KapTOYKM AOKYMEHTa, Ha HanuuMe Yy HWUX YCTaHOBMEHHOrO
ceptucpmkata 3. B cnydyae oTcyTCcTBUSA cepTMdmKata y Koro-nmbo K3 y4yacTHMKOB npolecca
006paboTkm JOKyMEHTa cMcTeMa BblgaeT coobLieHne 0 TOM, YTO JOKYMEHT 3awmdpoBaH He byaeT. MNpu
3TOM W3MEHEHMEe YPOBHSA KOH(MAEHUMANbHOCTM [AOKYMeHTa ocyulecTBnseTca 6e3 BbINONHEHUS
LWNdpoBaHnA.

MNpn cmeHe  ypoBHA  KOHMAeHUManbHOCTM ¢  Cmpoz2o  KOHGhuOeHyuasnbHO  Ha
KoHgpudeHyuanbHO B JOKyMeEHTe pacluMdpoBbIBalOTCA TeKCToBOe none CodepikamesibHasi Yacmb U
dannbl B 06racTv BIIOXEHWUN, YCTAHOBMEHHbIE OrpaHUYeHUss Mo AOCTYny K AaHHOMY OOKYMEHTY W
BMNOXEHHOMY hansly CHUMaloTCS.

V.26.3. CHaTue rpudcpa KT

B B[l TunoBble MapLIpyTbl B TUMOBOM MapLUpyTe Ans AoKyMeHTa «3asBka» A0MmKeH ObiTb
yCcTaHoBreH dnar 3asseka Ha cHsimue 2pucha KT.

[nsa cospgaHua 3aaBku Ha cHaTue rpuda KT gokymeHTa nHmnumnatopy gokymeHta KT (ncnonHutento
UM COCTaBUTENHO OKYMEHTa) HE0OX04MMO BLINOSTHUTL CreayloLmne ENCTBUS:

Bce pevictBua no cHatuio rpudpa KT ¢ gokymeHTa LOCTYMHbI Takke COTPYAHUKY C BU3HEC-PONbIO
ApMMHMCTPaATOP NO 6e30macHOCTM.

1. OTKpbITb KAPTOYKY paHee CO34aHHOro N 3aperMcTpUpoBaHHOrO AOKyMeHTa ¢ rpudgom KT.

2. HaxaTb Ha naHenu gencteui kHonky [Kommepueckas TanHa):[3asiBka Ha cHATMe rpudcpa
KT].

3.  3anonHuTb Nornsi OTKPbIBLUENCS KAPTOYKM 3asiBKU U OTMNPaBUTb €€ Mo MapLLpyTY.
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4. B «kaptouke pokymeHTa c rpucom KT Ha Bknagke CesizaHHble OOKymeHmbl OypeT
oTobpaxaTtbes 3asBka Ha cHATMe rpudba KT.

Mocne yTBepxaeHUs 3asBku Ha cHaTue rpudpa KT coTpyaHuky, cosaaBluemy 3asBKy, Ha [naBHyt
CTpaHu1Uy noctynaeT nHpopMaLmoHHoe yBeOMIIEHNE 06 yTBEPXKAEHUN 3asBKU.

Onsa cHaTtua rpuda KT ¢ gokymeHTa nHugunatopy gokymeHta KT (MCNONHUTENo Nnu cocTaBUTESNO
AOKYMeHTa) HeoOXoaMMO BbINOMHUTL Criegytolme OencTBusS:

1. OTKkpbITb KapTO4ky gokymeHTa ¢ rpucdom KT, no kotopomy 6Gbina co3gaHa u yTBepxaeHa
3asBKa Ha cHAaTue rpudpa KT.

2. Cuctema otobpakaeT AnanoroBoe OKHO C COOOLEHMEM TO TOM, YTO 3asiBKa Ha CHATME rpuda
KT yTBepxdeHa, a Takke C BOMPOCOM O HeobxogmmocTtu cHATuSA rpuda KT ¢ gokymeHTa
(PucyHok 48).

[ N
Wsmerenwe rpuda KT

| Bawwa 3aneka Ha cHaTue rpuda KT yTeepxaeHa.
Crate rpud KT7?

Aa Her

PucyHok 48. CoobGLieHne 06 yTBepXaeHUM 3asiBKM Ha cHsaTue rpudpa KT
3. BbinonHuTb 0AHO 13 JENCTBUN:

e Haxatb [Aa] B okHe ¢ coobLieHneM. B pesynbTaTe OTKpbIBAETCHA KapTOyKa JOKYMEHTA,
B kKOTOpOoM chnar KomMmepyeckasi maliHa CHAT.

e HaxaTtb [HeT] B okHe c coobLieHnem, nocne Yero B KapTouke AOKYMEHTa CTaHOBUTCS
poctynHon kHorka [Kommepueckas TamHal:[CHaTue rpuda KT]. lMpu Haxatum
KHOMKWM MOATBEPAUTb BbINOMHEHWE onepauuMyM B OTKPbIBLUEMCS OMAnioroBOM OkHe. B
pesynbTaTe KapTodka [OOKYMeHTa 3akpbiBaeTcd, npu atoMm drnar Kommepyeckasi
madlHa cHMMaeTcs.

Mpwn cHATUM rpudpa KT ¢ AOKYMEHTa C YCTAHOBIIEHHBbIM YPOBHEM KOHGMAeHunansHoctm Cmpozo
KOHghuOeHYuasbHO B JOKYMEHTE paclumMdpOoBbIBAOTCA TEKCTOBOE none CodepxkamesibHasi Yacmb U
dannbl B 06racTv BIIOXEHUN, YCTaHOBMEHHbIE OrpaHUYeHuUss No OOCTYny K AaHHOMY AOKYMEHTY W
BINOXEHHOMY hansly CHUMaroTCS.
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Ilpunoscenue. Onucanue nonei

VI.1.KapTouka Bxoasiwero AOKyMeHTa

Ta6nuua 15. OCHOBHbIe NOMNA KAPTOUKU

V1. MpunoxeHune. OnucaHne nonen

Mone

OnucaHue

O/H

Tun

Cnoco6 3anofnHeHus

"B oTBET Ha =] Bxoaswmii

Tun cBA3KM (ANs CBA3aHHOrO
OOKYMeHTa):
ConpoeodumernbHbill K, B
omeem Ha, [ToemopHkbIl Ha

txt

BbIbopom 13 crnivcka KrtoyeBbIX
3Ha4YeHuIn (oonyckaeTcs
nobaBneHne HOBbIX 3HaYEHNIA)

JluyHo

MpusHak, onpegenstowun, oyayTt
nn ncnonHsowme obs3aHHOCTH
1 JOBEPEHHbIE Nnua y4acTHUKOB
06paboTkn JOKYyMEHTa UMeTb
AOCTYN K AaHHOMY JOKYMEHTY.
Mo ymonyaHuio npusHak JTu4Ho
He npocTtasneH. [MpoctaBnTb
NPU3HaK BO3MOXHO B
OOKYMEHTaXx, HaxoAsLMXCH Ha
aTane noaroToBKM U Ha
popaboTke. Ecnm npusHak
NPOCTaBIEH B TUNOBOM
npouecce, B KapTovke
AOKYMEHTa HEeT BO3MOXHOCTM
ero cHATb. pu3Hak umeet
3Ha4YeHue onsa BCex cTaaumn,
Kpome pervctpaumm un
pesepBMpoBaHNs Homepa

yekbokc

HIMA

MpusHak HopMaTUBHO-NPaABOBOro
akra

yekbokc

KoHgpudeHyuanbHoO

MpusHak koHPUAEHUMansHOCTH
OOKYMeHTa

yekbokc

Kommepueckast matiHa

[Mpu3Hak koMMepyeckon TamHbl
(mocTyneH nonb3oBaTesnto ¢
Bun3Hec-pornbio KommepuecKast
Taiina). [1lpn oTMeTke dnara
oTobpaxaeTcsi coobLieHne ¢
npegynpexaeHnem o ToM, YTO
JanbHenwasa pabota ¢
AokymeHTom Byget
obecneunBaTbCs B pexume
KOMMep4yeckon TanHbl. dnar
KoHgpudeHyuanbHo
3aMeHsieTcs Ha norse ¢ ABYMs
BapuaHTamu Bbibopa: Cmpozo
KOHghuGeHyuasnbHO U
KoHgpudeHuyuanbHoO

yekbokc

YcTaHoBKOW/CHATUEM chnara

UHpopmayusi no oKymeHmy

Kpamkoe codepiaHue

KpaTkasa xapakTepucTumka
[OKyMeHTa

txt

Beogom ¢ Knasunatypbl Unm
BbI60pOM N3 CNMUCKa KIrk4eBbIX
3HAYEHMWI C NMOMOLLbIO KHOMKM

v Cai
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Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Om koeo PekBun3nTbl opraHmsaumu- 0 txt BbiGopom 13 cnpaBoYHMKa C
oTnpasuTena u ee MOMOLLbIO KHOMKA &
npegcrasuTenen (MM YacTHOro BBOJOM C KNaBMaTypbl C
nmua) BO3MOXHOCTbIO
aBTOMAaTNYECKOro KOHTEKCTHOro
novcka (BO3MOXeEH MOUCK no
WHH). Yaanutb 3HayeHne un3
CnuncKa MOXXHO C MOMOLLbIO
KHOMKN
Komy HaumeHosaHune otgena, N0 n 0) txt Beibopom 13 cnpaBoYvHMKa C
OOIMKHOCTb COTPYAHUKA, NOMOLLIO KHOMKM S unm
KOTOPOMY aapecoBaH JOKYMEHT BBOAOM C KNaBuaTypbi ¢
BO3MOXXHOCTbIO
aBTOMAaTUYECKOrO KOHTEKCTHOro
noucka. YaanuTb 3HayeHune us
Cnmncka MOXHo,
npeaBapuTernbHO BblAENuB €ro,
C NOMOLLbHO KHOMKM
Tun dokymeHma Twn gokymeHTa B 6a3e AaHHbIX 0 txt lMpocTaBnseTcs
aBTOMaTUYECKN U HE NOANEXUT
M3MEHEHMI0 Nonb3oBaTenem
Cmamyc Tekylee COCTOsIHNE JOKYMEHTa 0 txt MpocTaBnsetcs
aBTOMaTUYECKN M HE NOANEXUT
M3MEHEHMI0 NoNnb3oBaTenem
Bud dokymenma Bua nokymeHTa (NMcbMo, axT, 0 txt Bbi6opoM 13 crnincka KnoveBsbIX
fbaHgeponb n T.4.) 3Ha4YeHUI C MOMOLLbIO KHOMKM
“/ U BBOAOM C KrnaBumaTypbl €
BO3MOXHOCTbIO
aBTOMAaTUYECKOro KOHTEKCTHOro
noucka
CpoOK ucrnosiHeHust CpoK UCNONHEHUst JOKYMEHTA. 0 pnata | BBECTM HyxHOe 3HaueHve aatbl
Mo ymonyaHuto npocTtaenseTcs (BpemeHu) ¢ knaemaTypbl Un
Tekywas gata u spems. Cpok BbIOpaTh 13 KaneHgaps (3agatb
NCMONHEHNs 3a4aeTcs B C NMOMOLLIbIO LLKanbI)
TUMOBOM MapLupyTe
Cpok paccMompeHus "pudp cpoyHocTn paccmoTpeHnss | H/O txt, BbiGopom m3 cnvcka KnoyeBbix
OOKYMEHTa 1 CpoK yucno | 3Ha4YeHu ¢ NOMOLLbIO KHOMKK
paccMOTpeHus AoKyMeHTa (B =, Konuyectso gHen
AHax). Konnuectso aHew NPOCTaBMNAETCSA B 3aBUCMMOCTM
06s13aTeNbHO NPU OTNpaBKe OT BbIGPaHHOrO CrIOBApPHOro
AOKyM€EHTa Ha pacCcMOTpeHne 3Ha4YeHUs C BO3MOXKHOCTbIO
penakTupoBaHusi (BBOOOM C
KnaBunatypbl)
HononnumenbHas uHgopmayusi
Temamuka TemaTvika fOKyMeHTa H txt Bbi6opoM 13 crnincka KrnoveBsbIX
XypHan peaucmpayuu YXypHan peructpauum 0 txt 3HA4EHWIA C MOMOLLbLHO KHOMKM
Hama peaucmpayuu HaTa peructpauum 4OKyMeHTa. H pnata | BBECTM HyxHOe 3HauyeHue fatbl

Mo ymonyaHuio npocTaBnaeTcs
Tekylas AaTa B MOMEHT
perncTpaumm

(BpemMeHu) ¢ knasumaTypbl Unm
BblOpaTh 13 KaneHgaps (3agatb
C NOMOLLbIO LLKanbl)

v Cai
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Mone OnucaHue O/H Tun Cnocob 3anonHeHus

Bbi6op moma dena HocTyneH nonb3oBaTento ¢ txt Bbibopom m3 cnucka KrnoveBbiX

ponbio OTBeTCTBEHHBIIH 32 3HaYEHUIN C MOMOLLIbIO KHOMKK

Be/leHue aest */ LIV BBOAOM C KNnaBuaTypbl C
BO3MOXHOCTbHO
aBTOMATUYECKOTrO KOHTEKCTHOIO
noucka. Yoanutb 3HayeHune n3
CMMCKa MOXHO C NOMOLLbIO
KHOMKM ¢

UHOekc dena, MHaekc oena, 3arofoBoK 1 TOM txt 3anonHsieTcst aBTOMaTUYeCcku

3azonoeok dena, Tom pena BblOpaHHbIM B nore Boi6op

dena mowma desia 3Ha4YEHUEM

Homep ucxodsiujezo Homep ucxopsiuero, nog txt Bsoaom c knasmaTypbl

KOTOPbIM JOKYMEHT OblIn
3apervcTpupoBaH OTNpPaBUTENEM
Hama ucxodsiwyeco [ata oTnpaBneHust LOKyMeHTa nara BBogom c knaBumaTtypbl unm
BbIOOPOM faThl M3 KaneHaaps
Bxodsiwjas pesosioyusi CopaepxaHue BxoasLen txt Bbibopom m3 cnucka KnioveBbiX
pesoniouun, NPOCTaBeHHON 3HAYEHUI C MOMOLLLbIO KHOMKM
oTnpasuTenemM */ NI BBOJOM C KnasuaTypbl

Aemop pesosnroyuu ®UNO 1 gomkHOCTL aBTOpa txt Bbibopom 13 cnpaBo4vHMKa C

pesontouunn NOMOLLbIO KHOMKA & mrn
BBOJOM C KraBuaTypbl C
BO3MOXHOCTbHO
aBTOMATUYECKOTrO KOHTEKCTHOIO
noucka. Yganutb 3HayeHune n3
CMMCKa MOXHO C NOMOLLbIO
KHOMKM ¢

Ta6nuua 16. Monsa Bknagku «CoaepxaTtenbHasa YacTb»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
CodepxxamenbHasi | TeKCT coaep>XaHnsi JOKYMeHTa O/H txt Bsogom c knaBuaTtypsl. B Be6-
Yyacmb nHTepdence Ans KONMpoBaHUs

TekcTa u3 MS Word - ¢ nomoLLbio
KHOMKM EE| (c uenbto coxpaHeHus
dopmaTupoBaHus)

Ob6nacTtb BnoxeHnn | ®ansbl BNOXEHUN O/H txt Paborta ¢ BrnoxeHnsaMu
OCYLLIECTBMAETCA NO KHOMKaM Ha
naHenu gencTeui obnactm
BIOXEHUI

Ta6bnuua 17. Mona Bknaaku «<cnonHeHue»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Ha koHmposb IMpu3Hak NOCTaHOBKM AOKYyMeEHTa Ha H yekbokc | YCTaHOBKOW/CHATMEM doriara

KOHTPOIb

Tun koHmpons Twn KoHTpOnA H txt Bbibopom m3 cnucka KnioveBbiX
3HAYEHUIN C NOMOLLbIO KHOMKK

Konmponep DUNO KoHTpOnMpytoLLero(mx). H txt BbIbopom 13 cnncka ¢ NOMOLLbIO

Mo>xHO BbIOpaTb TONBKO KHOMKM
COTPYOHUKOB C OU3HEC-POIbIO
KoHTponupyiowmi

lpuem u MHdopmaumsa o npueme un 0] txt ABTOMaTMYECKM NpU CO30aHNMN

peaucmpauyusi pervcTpaunm JOKyMEHTa, a Takke O KapTO4KM AOKYMEHTa, a Takke npu

3aBepLieHnn pa60TbI Nno OOKYMEHTY

3aBepLUeHnn paboTbl No
JOKYMEHTY
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
AkcneduyuoHHas Nudopmauus 06 akcneanuMoHHON 0 txt ABTOMAaTM4ECKN MPU CO34aHNN
obpabomka o6paboTke AOKyMEHTa KapTO4K/ LOKYMEHTa B pexume

akcneguumnm
lMpedeapumenbHoe | ViHhopmaumm o npeasapuTenibHOM 0 txt ABTOMAaTM4eCKU Npu oTnpaske
paccMmompeHue paccMOTpeHUM JOKYMeHTa BXOASLLEro-aKkcneamumm, a Takke o
BXOASLLMN-3KCNeaMUmMs, a TaKkKe O 3aBepLleHun paboTbl No
3aBepLUeHnn paboTbl N0 AOKYMEHTY OOKYMEHTY
PaccmompeHue WHdopmaumm o paccmoTpeHnmn e} txt ABTOMaTMYeckn npu gobasneHuu
OOKYMEHTa, a Takke O 3aBepLUeHUn paccmaTtpuBaloLLero, a Takke o
paboTbl N0 JOKYMEHTY 3aBepLueHun paboTbl No
OOKYMEHTY
UcnonHeHue NHpopmauum 06 ncnonHeHuu 0) txt AsTOMaTM4ecku npu gobasneHnm
NopyYeHnI pe3onioUui N1 co3gaHns
NnopyyYeHWn 03HaKaMnMBawLWUMUCs
COTPYOHVKaMMU
CHsimue c ®UO koHTpornepa, 3aBepLUMBLLETO 0 txt ABTOMaTMYECKM NPU 3aBEPLLEHNN
KOHmpousnsi paboTy Haf KOHTPOITbHbLIM paboTy No AOKYMEHTY
AOKyMeHTOM (nubo «CHsTo € KOHTponepom (nmbo npu
KOHTPOIS aBTOMaTUYECKU» B aBTOMaTUYECKOM CHATUM
cnyyae aBTOMaTUYECKOro CHATUS OOKYMEHTa C KOHTPOIs)
AOKYMEHTa C KOHTpons)
Ta6bnuua 18. Monsa Bknagku «OpurnHan»

Mone OnucaHue O/H Tun Cnocob 3anonHeHus
Homep 3k3emnnsipa | Homep ak3emnnsipa JOKYMeHTa H txt BBogom c knaBumaTtypbl
Konuyecmeo KonnyecTtBo NnCToB JOKYMeHTa H/O | uncno | Beogom c knaBumaTypbl. ABnseTtcs
nucmos oba3aTeneHbIM, eCrnv B JOKYMEHTE

ycTaHoBneH dnar JJokymeHm
cnuwemcs 8 desno
asmomamuyecku
Kon-eo nucmoe KonuuecTtBo NMCTOB NPUNOXeHUM H 4ncno | Beogom C knaBuaTtypsbl
npunoxexnuu
Paboma c MHdopmauus o paboTte H txt ABTOMaTMYECKM NPWU 3aNOSTHEHUN
6yMaXKHbIM C OpUrMHanom JOKyMeHTa dopmbl «PaboTa ¢ JOKyMEHTOM
opu2uHasiom Ha OymMaXHOM HocUTeney, a Takke
npv aBTOMaTUYECKOM CMUCAHUM
opurMHana B geno
HokymeHm dnar ycTaHOBMNEH B 3aBUCUMOCTH H | yekbokc | YcTaHoBKoW/cHATMEM chnara
cnuwemcs e desio OT Hanuyusa cnara B none
asmomamuyecku AemocnucaHue 0OKyMmeHmMoe
e deJs1o TUNoBoro npouecca. Ecnun
B HaAcTpoKKax TMNOBOro fnpolecca
Obin ycTaHoBNeH dnar
Paspewumb usmeHssmb npu3sHak
aemocnucaHus npu cozdaHuu
doKyMeHma, TO aBTOPY JOKYMeHTa
donar goctyneH ans
pefakTupoBaHus
Cnocob docmaeku Cnocob focTaBku LOKYMEHTa H txt Bbibopom m3 cnucka KnioveBbiX

3HAYEHMWI C NOMOLLbIO KHOMKM
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
lpunoxeHus MpunoxeHus K JOKYMEHTY H txt C nomoLLbto KHOMKM . N3meHnTb
3Ha4YeHne MOXKHO,
npeaBapuTEnbHO BbIAENUB €50, C
NMOMOLLbIO KHOMKK =, YaanuTb
3Ha4YeHue 13 cnmcka MOXHO,
npeaBapuTeNbHO BbIAENUB €ro, C
NOMOLLLbHO KHOMKM X
OmeemcmeeHHbIU PUNO n gomkHocTb oTBeTCTBEHHOro | O/H txt Bbibopom 13 cnpaBo4vHuMKa
3a eedeHue den 3a BeeHue aern, KOTopbii nmeeT COTPYAHMKOB, obnagarLmx
npaBo NOMECTUTb OpUrMHan On3HEC-poNbi0 OTBETCTEEHHEI
OOKYyMeHTa B ferno. Aensertcs Ba BemeHme xei, C MOMOLLbLHO
s13aTenbHbIM, €CIN B JIOKYMEHT
e e oo
cm)llwemcn 6 deno y KnaBuaTypbl C BO3MOXXHOCTbIO
2emomamuYecku aBTOMAaTU4YECKOro KOHTEKCTHOro
noucka. MoxeT 3anonHATbLCA
aBTOMaTNYECKN COTPYAHMKaAMMU,
yKasaHHbIMK B kavyectee OB/l no
BbliOpaHHOMY B none MHAekc
dena, 3a2onoeok dena, Tom
dena MyHkty HA.
YpanuTb 3Ha4YeHne 13 cnucka
MOXXHO C MOMOLLIbKO KHOMKMN X,
Tabnuua 19. Monsa dopmbl «punoxeHus»
Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
HaumeHoeaHue HanmeHoBaHWs1 NpunoxeHus (0] txt | BeBogom ¢ knaBuaTtypsbl
Bud npunoxeHusi Bug npunoxerus 0 txt | BblbOpOM U3 cnucka KnioYeBbIX
3HAYEHUN C NOMOLLLH KHOMKN
Konuyecmeo KonuuyectBo 3k3eMnnsipoB H txt | BBOOOM C KNaBmaTypbl
NPUNOXeHNs!
Ta6nuua 20. Monsa Bknaaku «Paccbinka»
Mone OnucaHue OMH | Twun Cnoco6 3anonHeHus
Cc Cnunckn paccbinku ¢ H txt ABTOMAaTMYECKM MpU cO34aHUK
noomeep)xdeHueM | NOATBEPXKAEHNEM O3HAKOMIIEHUS C CMM1CKa pacchIfiku ¢
O3HaKOMJIeHUsl yKkasaHuem go6aBneHHbIX B CIMCOK noaTBEPKAEHNEM O3HAKOMIEHUS
COTPYOHMWKOB, NnogpasgeneHun, rpynn no kHonke [Jo6aBUTb]
UK BbIGPaHHbBIX CMIMCKOB PACChINKU
K ceedeHruro Cnunckn paccbIfky K CBEOEHUIO C H txt ABTOMAaTMYECKM MpU CO34aHUU
yKkasaHnem go6aBneHHbIX B CIMCOK CMMCKa pacchbifiku Ans cBegeHUs no
COTPYAHWKOB, NOApa3aeneHun, rpynn kHonke [[o6aBuThb]
UNK BblGpPaHHbIX CMINCKOB PacChIfKu
Ta6nuua 21. NMonsa Bknagkn «CBA3aHHbIe AOKYMEHTbI»
Mone OnucaHwue O/H | Tun Cnoco6 3anonHeHus
OcHoesaHue [okymeHT-O0CHOBaHwme H txt | ABTOMaTt14eCckn Npu cosgaHum

KapTOYKM AOKYMEHTa Ha OCHOBe
OpYyroro AOKyMeHTa.

C nowmoLLbto kHonkn [CBA3aThb].
Yoanutb 3Ha4YeHme 13 crnmcka
MOXHO C MOMOLLbIO KHOMKM
[Ypanutb]

111




OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H | Tun Cnoco6 3anosniHeHus

CesizaHHbIe CcbInky Ha cBA3aHHbIE JOKYMEHTbI H txt | ABTOMaTM4yecku npm cosgaHum
CBSI3aHHOr0 AOKYMEHTA.

C nomoLbio kKHonkn [BHewHAA
ccbinka) (yaanute/ U3MeHuTb
006aBMNeHHYO CCbINIKY MOXHO C
nomMoLblo kHonok [Yaanuts]/

[PepakTupoBathb])
Ta6nuua 22. NMonsa Bknagku «O6cyxaeHne»

Mone OnucaHue O/H Tun Cnoco6 3anosfiHeHusA
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 MOMOLLLH KHOMKK

aBTop, noriyvartens, AaTa oTnpaBku [AononHuTenbHo]:[OTNpaBuUTL
N TEKCT coobLLeHNs coobLeHne] Ha NnaHenu OencTBIN,
a Takke npu co3gaHum
06CyXOEeHUIN N3 KapTOUKK
OOKYMeHTa
Ta6nuua 23. NMonsa Bknagku «JocTtyn»

Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus

Yumamenu Cnucok yntaTenei JOKyMeHTa H txt | Beibopom 13 obuiero cnncka

COTpYAHWKOB/NoApa3aeneHuii c

NOMOLLbIO KHOMKK . Yaanutb
3Ha4yeHne "3 cnncka MoXxxHo C

NOMOLLUBHK KHOMKN >(

Ucmopus pedakmupoeaHus

Co3sdaHue MHdopmaumst 0 BpeMeHU co3gaHus H txt | ABTOMaTmM4yecku npu cosgaHmm
JOKYMeHTa 1 nosnb3osarene, (n3meHeHMn) OOKyMeHTa
co3gaBLIeM JOKYMEHT

UsmeHeHus WHdopmaLuma o BpeMeHU U3SMEHEHUSA H txt

OOKYMeHTa 1 nonb3oBarterne,
M3MEHUBLUNM OOKYMEHT

Ta6nuua 24. NMonsa Bknagkun «Mctopus pegakTupoBaHUA»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
Bpewms Bpems nsmeHeHus nons H txt ABTOMaTUYECKM NPU U3MEHEHU
Cepeep usmeHeHull CepBep, Ha KOTOPOM 6bInu H txt noneu kapTo4ku AOKyMeHTa, ecnu

BLINONHEHB! M3MEHEHMS B HacTpoukax NpoTOKONUPOBaHUS
Umst nonss ampubyma Wmsa nonsa atpmnbyTta H txt B/ Kanuenspus yctanosnex
dnar lMpomokonuposams

CodepxxaHue ampubyma CopeprkaHue aTpubyTa H txt usMeHeHue noneli @ Kapmoyke
Cmapoe 3Ha4yeHue Crapoe 3HayeHune nong H txt dokymeHma
Hoeoe 3HayeHue HoBoe 3HaueHune nons H txt
VI.1.1. 3anonHeHue nons tuna OpraHnsaunsa/CoTpyaHuK

Cuctema npegnaraeT  HECKONMbKO  BO3MOXHOCTEW MO 3aMOfHEHW  nons  Tuna
«Opranunzauusa/CotpyaHuk». [lMpexage Bcero, HyXXHOe 3HayeHue MOXHO BblbpaTb BpYYHYO U3
COOTBETCTBYIOLLEro CrpaBoOYHMKA. [INsi 9TOrO HYXXHO HaXaTb KHOMKY Movcka psgom C norneM, npu 9Tom
Ha 3KpaHe NOSsIBUTCSA AManoroBoe OKHO BbIGOpa MCTOYHMKA MCKOMOW 3anucim.
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Mpun ykasaHUn NCToYHMKa MOXHO ByaeT BblbpaTb opraHn3aLmio/cCoTpyaHMKa U3 COOTBETCTBYHOLLEN
0a3bl JaHHbIX.

[nsa 3anonHeHns nons MOXHO BOCMOMb30BaTbCA M aBTOMATUYECKMM KOHTEKCTHbIM nouckom. [ns
3TOro AOCTaTOMHO HabpaTb C KnaBMaTypbl HECKOSbKO CUMBOJIOB MCKOMbIX (0aMunmMm Unv HamMeHOBaHMWS
opraHusauuu, U nocne KOPOTKOM naysbl cUCTeMa OCYLLEeCTBUT aBTOMaTUYEeCKUM NMOUCK NO BBEAEHHOM
nocneposatensHocT B B[] BHewHue aapecatbl u/unu B[] CnpaBo4YHUK opraHM3auuun. [JanbHenwme
AEeNCTBMA NONb30BaTENS U CUCTEMbI 3aBUCAT OT pe3yrbTaToB noucka:

e 3anucy He HamaeHbl. B cTtaTycHOM CTpoke nosiBNSieTCsl COOOLeHne O TOM, YTO 3anucen He
HangeHo, B 3TOM CNnyyae HyxHO OygeT (HaxaB KHOMKY Moucka) BPYYHYH BblbpaTb U3
COOTBETCTBYIOLLIErO CNpaBOYHMKa NCKOMYIO 3anncb UK co3gaTtb HOBYHO.

¢ HanmpgeHo ogHo 3HaveHne B B[] CnpaBoy4Huk opraHmsauun (B[] BHewHune agpecatnbl). [pu
HakaTum KHOMKN NOMCKa HanaeHHas 3anucb oTobpaxaeTcs No4 COOTBETCTBYIOLLMM MOMEM.

e HanmgeHo Heckonbko 3HadeHun. [Npu HaxaTMM KHOMKM MOMCKA Ha 3KpaHe oTobpaxaeTtcs
AnarnoroBoe OKHO C MepeyYyHEM HaWAeHHbIX 3anucein. [Npu BbIGOpPE HY)XKHOW 3anMcu OHa
oTobpakaeTcst Nog COOTBETCTBYHOLLUM NOMEM.

VI.1.2. Pdopma ana BBoAa NyHKTa pe3onoumum

Ta6nuua 25. NMonsa dopmbl «[Jo6aBNeHne NyHKTa pe3onouum»

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Mynbmunopy4yeHue YcraHoBuTb donar, ecnuv H | yekbokc | YcTaHoBKOW/CHATMEM donara
Heobxoammo cchopmmpoBaThb
oTAenNbHbIE NOPYYeHUs
HECKOITbKUM COTPYAHMKaM,
yKas3aHHbIM B rore
UcnonHumenu
OmeemcmeeHHbIU ®UO oTBETCTBEHHOTO O txt LLlenkHyTb no ccbinke Ome.
ucrnosiHUMesnb ucnonuutens. Mpu ucrnosnHumersb 1 BblopaTb
yCTaHOBMEHHOM cbrare COTPYOHWKA, NN BBOAOM C
Mynbmunopy4eHue none KnaeuaTtypbl C BO3MOXHOCTbIO
CKPbITO aBTOMaTUYECKOro KOHTEKCTHOrO
nomcka
lMepedamb opuzuHan | lNpu ycTaHoBNEHHOM donare H | yekbokc | YcTaHoBKOW/CHATMEM hbnara
nocne OTNpaBKkn JOKYMeHTa Ha
WCMOSHEHNE B KapTOYKe
AOKYMEeHTa Ha BKnaake
OpuzauHas aBToMaTUYECKM
npocTtaenseTcsa nHdopmaums o
nepegade 6ymaxHoro opuruHana
COTPYOHWKY, YKa3aHHOMY
OTBETCTBEHHbLIM UCNONHUTENEM.
HepocTyneH npu ycTaHoOBKe
dnara Mynbmunopy4eHue
UcnonHumenu ®UO concnonuutenen. MNone H/O txt LLlenkHyTb MO ccbirnike 1 BbibpaTh
CTaHOBUTCH 06A3aTenbHbIM Npy COTPYOHWKOB, UV BBOOOM C
yCTaHOBMNEHHOM cbrare KnaBuaTypbl C BO3MOXHOCTbIO
Mynbmunopy4yeHue aBTOMaTUYECKOro KOHTEKCTHOIO
nomcka
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Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHust

lMonyyamb
yeedomrieHusi om
coucrnoniHumesneu

Mo ymon4yaHuio ycTaHOBMNEH
(oT4eTbl comcnonHuTenen
HanpaenaTca OTB.UCMOMHUTENO
nopyyeHus, CoctaBuTento,
MoanucaHTy n KoHTponepy
nopyyeHus).

CHsaTb bnar, ecnu oTyeTbl
councnonHuTenemn AomKHbl
HanpaBnATbCH TOMbKO
OTBETCTBEHHOMY UCMOMHUTENIO
nopyyeHus

yekbokc

YcTaHoBKoW/cHATHEM donara

Ymo cdenamb

TekcT 3apanna. MoxeTt
3amnonHATbLCS aBTOMaTUYECKN
3HayeHueM nons Bxodswas
pe30s11Ioyusi, eCN B AOKYMEHTE
HacTpoek B[] KaHuensapus
ycTaHoBrneH dnar lMepeHocumsb
ex00sIW Y0 Pe30/TIoUUI0

txt

Bsogom c knaBuaTypbl. Takke
MO>HO UCMoNb30BaTb
cTaHgapTHble OPMYNNPOBKM —
BbIOOPOM M3 CMMCKA KIMHYEBbIX
3Ha4YeHWi, BbI3bIBAEMOTO MO
ccbinke Ymo cdenamb

Ha koHmposb

Mpu3HaK KOHTPOSBLHOCTK
pesonouunn

yekbokc

lMepuoduyeckul
KOHMpOo/ib

Mpu3Hak nepnoanyeckoro
nopy4deHus. Otobpaxaetcsa npu
oTMeyeHHOM bnare Ha
KOHmMpoJib. [10 ymonyaHuio He
OTMeYeH

yekbokc

YcTaHoBKkoW/CHATUEM dhnara

Tun nepuodu4eckoz20o
KoHmpons

OTobGpakaeTcs Npy OTMEYEHHOM
donare lMepuoduyeckuli
KOHMposb. 1o ymonyaHuio: kosu-
60 oneii. pun BoiBOpE 3HaYEHMSA
K0.J1-80 OHeil B COCEHEM rnone
HeoOX0AMMO BBECTU KONTUYECTBO
OHEeN, yepes KoTopoe 6yayT
dopMrpoBaTbCHA NEPUOLMNYECKNE
nopyyeHus

narta

BbiGopom 13 BbinaaatoLLero
crmcka sHaveHuin

Hayvano nepuoda
KOHmMpons

OTobpaxxaeTcst Nnpy OTMEYEHHOM
donare Mepuoduyeckuli
KOoHmMponsb. o yMonyaHuio
NpoCTaBMsieTCs TeKyllas gata

nara

Koney nepuoda
KOHmMpons

OTobGpakaeTcsa Npy OTMEYEHHOM
nare lMepuoduyeckuli
KOHmMposb. o ymonyaHuio
npocTtaenseTcd gata
cnegywowero gHs

narta

Bsogom ¢ KnaBunaTtypbl Unu
Bbl60p0M AaTbl N3 KaneHaapa

Cpok

Harta (v Bpewms, ecnu B B[]
AOMMHUCTPUpPOBaHUe B
HacTpoeyHoM AokyMmeHTe B[]
MopyyeHus yctaHoBneHa cnar
Cpok ucrnonHeHus 8 4Yacax), 0O
KOTOpOI Heo6XxoaMMO BbIMOMHUTL
nopyyeHve

nara

BBogom c knaBuatypbl nnm
BbIGOPOM AaThl M3 KaneHgaps

Konmponep

DUNO KoHTponNMpytoLLero nuua.
OTobGpaxkaeTcs Npy OTMEYEHHOM
dnare Ha koHmposnb

txt

LLenkHyTb No ccbinke
Konmponep/lModnucan v
BblOpaTh KOHTpOsepa B

v Cai
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Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Modnucan ®UO coTpyaHuMKa, NognvcaBLLEro 0 txt NosIBMBLLEMCS Ha 3KpaHe
NyHKT pesornounn. o awarore.
ymonyanuio P10 BbibnpaeTcst B 0gHOM U3 OBYX
paccmaTpuvBaroLero COTpyAHUKa, CMNCKOB, B 3aBUCMMOCTU OT
ecnu ykasaH. B ctatyce HaCTPOViKKN, 3aaHHON B
AOKyMeHTa «Ha paccMmoTpeHumny — HacTpoeyHoMm gokymeHTe B[
OO TekyLLero KaHuenspus (8 B[
paccmartpuBatoLLero. Ecnu AoMuUHUCTPpUpOBaHue):
paccmaTpuyBaloLLniA He yKka3aH e Cnucok, BKNOYawLWmnm camoro
Unun paccmartpusatoLLmx bonee aBTopa, Y COTPYOHUKOB, Y
ABYX YeroBekK, TO norie ocraeTcs KOTOPbIX aBTOp SABNSAETCS
nycTbiM OOBEPEHHbIM nuuom/
WCMNOMHAIOLWMM 0693aHHOCTMW.
e CnuMCOK COTPYAHMKOB,
obnagarowmnx GusHec-ponbo
KonTponmupyommii/
HNommmcanT COOTBETCTBEHHO
Hama [ata noanucanus e} pata Bsoaom ¢ knasuatypbl nnu
BbIGOPOM AaThl M3 KaneHgaps
VI.1.3. 3anonHeHue nona Homep ncxogsawero

B none Homep ucxodsiuje2o HyXHO BBECTU C KrnaBuaTypbl HOMEp, nog KOTOPbIM AOKYMEHT Obir
3aperucTpupoBaH oTnpasBuTenemM. YTobbl NMPOBEPUTL HanMuMe B CUCTEME MUCXOASLLEro OOKYMEHTa,
3aperucTpupoBaHHOro NMoA ykasaHHbIM HOMepoM, Heobxoaumo psigom ¢ nonem Homep ucxodsiwie2o
LLLeNKHYTb NO ccbinke MMpoeepums.

Ecnu B cucTeme cyLLecTBYIOT UCXOAsLIME OOKYMEHTbI, 3aperncTpupoBaHHbIe Nof ykasaHHbIM
HOMepoM, oTobpaXkaeTcs AMarioroBoe OKHO C NepevYHEM COOTBETCTBYHLUMX AOKYMEHTOB. [ns
NpocMoTpa [OOKYMEHTa 3aperucTpMpoBaHHOrO paHee [OKYMEHTa HYXXHO BblAenuTb ero w13
cnucka n HaxaTb [OK]. Ecnu 3aperncTpmMpoBaHHbI JOKYMEHT SIBNSIETCA aHanoroM BBOAMMOIO
[IOKyMEHTa, TO KapTO4Ky BBOAMMOIO AOKYMEHTa Hafo 3aKkpbiTb 63 COXpaHeHWs BHECEHHOM
MHpopMauMKn (BHOBb MOCTYNUBLUEMY BXOoAsiLemMy OyMaXKHOMY [OKYMEHTY npucBavuBaeTcs
pPerncTpauMoHHbli HOMeEp CyllecTBytowero Bxoaswero). Ecnv BBOAWMBIA [OKYMEHT He
coBnagaeT C 3aperncTpupoBaHHbIM, TO MOXHO NPOAOIKUTL BBOA HOBOrO JOKYMEHTa C TeM Xe
HOMEPOM UCXOASALLEr0, YTO U B 3apEerncTpUpoBaHHOM JOKYMEHTE.

Ecnn B OOKyMEHTE He CylUecTBYeT WCXOASALWMX [OKYMEHTOB, 3apermcTpyMpoBaHHbLIX Mof
yKasaHHbIM HOMEepPOM, 0ToBpaXaeTcs AManoroBoe COOTBETCTBYOLLEE COOBLLEHNE.

[na OOKYMEHTOB, HE MMEILLMX HOMEpa UCXOASLEro, pekoMeHayeTcsi octaBnAtb none Homep
ucxodsiue20 He3arnosnIHeHHbIM. B npoTMBHOM criydae (Hanpumep, Npy BBOAE B 3TO MONe 3HAYEHUSN de3
nomepa, b/H, «-» 1 T.N.) Npy1 NonbiTke BBOAA NOCMEAYOWNX AOKYMEHTOB C aHanormyHbiM CUMBOSbHBIM
obo3HaveHnem B none Homep ucxodsiwje2o cuctema OyaeT BblgaBaTb npegynpexgeHne o ToM, YTo
AOKYMEHT C TakumM HOMEPOM YXKe CyLLecTByeT.

VI.2.KapTouka AOKyMeHTa BXOASALMN-IKCNeanLusa

Tabnuua 26. OCHOBHbIE NONA KAPTOUKU
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Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
"= Brogsuui e B0 ) Tun cBA3M (ANs CBA3aHHOTO H txt Beibopom 13 cnucka KnioveBbix
OokyMeHTa): ConpoeodumernbHbIl 3Ha4eHuIn (gonyckaeTtcs
K, B omeem Ha, [loemopHbIll Ha gobaBneHne HOBbIX 3HAYEHWI)
Ungopmayusi no dokymeHmy
Kpamkoe KpaTkas xapakrtepucTuka 0] txt Beogom ¢ knaBmatypbl Unu
codepxxaHue OOKyMeHTa BbIBOPOM 13 CMCKa KITYEBbIX
3HAYEeHMIN C MOMOLLBIO KHOMKM
Om Kozo PekBn3nTbl OpraHm3aumm- 0 txt Beibopom 13 cnpaBo4vHuKa C
OTNpaBuTENs N ee NpeacTaBuUTeENen MOMOLLbH0 KHOMKI M BBOZIOM C
(unm YacTHoro nnua) KnaBuaTypbl C BO3MOXHOCTbIO
Komy HanmeHoBaHwe otaena, PO u o] txt aBTOMAaTUYECKOro KOHTEKCTHOMO
ACIMKHOCTL COTPYAHUKA, KOTOPOMY noucka (Bo3moxeH rnouck no MHH).
ajpecosaH JOKyMEHT YaanuTe 3HaveHne ns cnucka
MO>XHO C MOMOLLIbK KHOMKU X
Homep Howmep ncxogsauwiero, nog KOTopbiM H txt Beogom c knaBmaTypbl
ucxoodsuwe20 OOKYMEHT Bbin 3aperncTpupoBaH
oTnpaBuUTENEM
Hama ucxodsiwgezo | [aTa oTnpaeneHus gokymeHTa. o H pata Beogom ¢ knaBmatypbl Unm
YMOI4aH1Io NpoCTaBnsAeTcA BbIOOPOM [aThl U3 KaneHgaps
Tekywias gara
Bxodsiwan CopepxaHne Bxogsemn H txt Beibopom 13 cnucka gOCTYMNHbIX
pe3osniroyus pe3onunn, HpOCTaBﬂeHHOVI 3Ha4YeHun ¢ MOMOLLIbIO KHOMKKN
oTnpasuTenem W BBOAOM C KrnaBuaTtypsbl.
Asmop ABTOp BXogsLlen pesonoumm H txt Bbi6opom n3 cnpaBoYHMKa C
pesonoyuu MOMOLLbIO KHOMKM “* nAn BBOAOM C
KnaeuaTtypbl C BO3MOXHOCTbIO
aBTOMaTUYECKOr0 KOHTEKCTHOIO
noucka. Yoanutb 3HadeHue 3
CMmMcKa MOXHO C MOMOLLIbIHO KHOMKK
b
Bud dokymeHnma Bug ookymeHTa (MMcbMo, akT, 0 txt Bbibopom 13 cnucka KnoveBbIx
6aHaeponb 1 1.4.) 3HAYEHWIN C MOMOLLIBIO KHOMKM
HononHumensHas uHgopmayus
XypHan >KypHan peructpaumm 0 txt Bbibopom 13 cnucka Knio4veBbixX
pesucmpayuu 3HAYEHUN C MOMOLLbI KHOMKN
Hama [Hata peructpauum gokymeHTa. No H nata BBecTu HyXHOe 3HadyeHune aathbl
peaucmpauyuu YMOM4YaHuo NpocTaBnsieTcs (BpeMeHM) ¢ knaBmaTypbl UMK
TeKyLiasa gata u Bpems BbIOpaThb M3 KaneHaaps (3agaTb C
aBTOMaTUYECKN B MOMEHT MOMOLLbHO LUKarbl)
perncrpaumm
Konuyecmeo KonnyecTtso NUCTOB JOKYMeEHTA H/O | uucno | BBodom c knaesmaTtypbl. Asnaetcs
snucmos obsi3aTenbHbIM, €Cnn B JOKYMEHTE
ycTaHoBreH dnar JokymeHm
cnuwemcs 8 desio
asmomamuyecku
lMpunoxeHnus MNpunoxeHusi K LOKyMEHTY H txt C NoMOLLbI0 KHOMKK . I3MeHUTb
3Ha4YeHNEe MOXHO,
npeABapuUTENbHO BbIAENUB €50, C
MOMOLLbIO KHOMKK =, YaanuTb
3Ha4YeHMe 13 Crucka MOoXxHo,
npeABapuUTENbHO BbIAENUB €50, C
MOMOLLIbHO KHOMKM X
Kon-eo nnucmoes KonunyecTtso NIMCTOB NPUIOXEHNUIN H yncno | BBOOOM c KnaBuaTypbl

npusoxeHul

v Cai
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Ta6nuua 27. NMona dopmbl NMpunoxeHus

Mone

OnucaHue

O/H

Tun

Cnoco6 3anonHeHun

HaumeHosaHue

HanmeHoBaHus NPUITOXEeHNA

txt | BBogom c knaBuaTypbl

Bud npunoxeHusi

Bug npunoxeHns

txt BbIbopom 13 cnncka KnodeBbIX

3Ha4YeHUN C NMOMOLLbIO KHOMKM

Konuyecmeo

KonnuectBo 3k3emnnsipoB
NPUNOXeHNs

txt | BBogom c knasmaTyphl

VI.3.KapTouka ncxogsiiero AoKymMeHTa

Ta6nuua 28. OCHOBHbIe NOMA KAPTOYKU

Mone

OnucaHue

O/H

Tun

Cnoco6 3anosnHeHus

" =) Bxoaaumi e BL000 B

Twn cBA3KM (AN CBA3aHHOMO
OOKYMeHTa):
ConposodumernbHbIl K, B
omeem Ha, [ToemoOpHbIlU Ha

txt

BbiGopom 13 crnncka KnoyeBblX
3Ha4YeHuUi (oonyckaeTcs
[obaBneHne HOBbIX 3HAYEHNI)

Ba)kHo

MpusHak «BaxHo»

yekbokc

HI1A

Mpn3Hak HOPMaTMBHO-NPABOBOrO
akta

yekbokc

KoHgpudeHyuanbHoO

Mpu3Hak KOHPMAEHUMANbHOCTH
OOKYyMeHTa

yekbokc

Kommepueckas maliHa

Mpun3Hak KOMMepPYEeCKon TanHbl
(mocTyneH nonb3oBaTento ¢
OGun3Hec-porbio KommepuecKast
Taiina). [lpn oTmeTke cpnara
oTobpaxaeTtcs cooblieHue ¢
npegynpexaeHvem o ToM, YTo
AanbHewwas paboTa ¢
AoKymeHTOM byaet
obecneunBaTbCs B pexume
KOMMep4yeckon TanHbl. dnar
KoHghudeHyuanbHO 3aMeHseTCS
Ha none ¢ AByMS BapMaHTamu
Bblibopa: Cmpoeo
KOHuUdeHYuasbHO 1
KoHgpudeHuyuanbsHoO

yekbokc

YcTaHoBKkoW/cHATUEM dhnara

JluyHo

Mpu3Hak, onpegensitowni, 6yoyTt
nn ncnonHswLwme ob6A3aHHOCTU U
JOBepeHHble nuLa y4acTHUKOB
06paboTkn JOKyMeHTa MMETb
JOCTyn K AaHHOMY JOKYMeHTY. [1o
ymorn4yaHuio npusHak JIuyHo He
npocrtasneH. [pocTaBuTb NpU3HaK
BO3MOXXHO B JOKYMEHTaX,
HaxoAsaLLMXCS Ha aTane
noaroTOBKM 1 Ha gopaboTke. Ecrnun
Nnpu3HaKk NPOCTaBIiEH B TUMOBOM
npoecce, B KapTovke JOKYMEHTa
HEeT BO3MOXXHOCTW ero CHATb. Ecnn
B TMMOBOM npoLecce NpocTaBrieH
npusHak be3 mapwpymu3sayuu,
npuaHak JTuyHo ckpbIT. [NpusHak
MMeeT 3HavyeHne Onsi Bcex cTaaun,
KpOMe permcrpaumm u
pe3epBUpoBaHNA HoMepa

Yyekbokc

YcTaHoBKkoW/cHATHEM donara
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Mone |

OnucaHue

Tun

Cnoco6 3anosnHeHus

UHcpopmayusi no dokymeHmy

Homep npoekma

Homep npoekTa JokymeHTa

txt

ABTOMaTMYECKM B Criy4ae
perucTpaumm npoekTa JOKyMeHTa
npu oTNpaBKe No MapLpyTy

Kpamkoe codepixaHue

KpaTkas xapakTtepucTuka
JOKyMeHTa

txt

Beogom ¢ KrnaBnaTtypbl Uin
BbI60pOM N3 CNMUCKa KIr4YeBbIX

3HAYE€HUI C MOMOLLLbIO KHOMKW =

UcnonHumenb HaunmeHoBaHue otgena, MO un txt Bbibopom n3 cnpaBoYvHUKa ¢
OOIMKHOCTb COTPYAHUKA, KOTOPbIN NOMOLLIO KHOMKM S unm BBOIOM
TOTOBUT LOKYMEHT C KnaBnaTypbl C BO3MOXHOCTbIO
aBTOMaTNYECKOro KOHTEKCTHOro
novcka. Yaanutb 3HayeHue u3
CNM1cKa MOXXHO C NOMOLLIbIO
KHOMKN
Cocmasumernb ®NO ncnonHUTENs JOKYMEHTA. txt BbiGopom n3 cnmcka kapToyek
OTobpaxaeTcsa npu cosgaHun COBMELLIEHNS C MOMOLLbIO KHOMKM
AOKyMeHTa 3a Apyroro CoTpyaHuka
(ykasaHHoro B nomne
UcnonHumens)
Komy PekBun3nTbl opraHmsaumu- txt BbiGopom 13 cnpaBoYvHMKa C
nonyyatens u ee npeacTaBuTenen MOMOLLBI0 KHOMKM - 1AM BBOAOM
(1m YacTHoro nuua) C KnaBnaTypbl C BO3MOXHOCTbIO
aBTOMaTNYECKOro KOHTEKCTHOro
novcka (BO3MOXEH MOUCK No
WHH). Yaanute 3HayeHne uns
Cnu1cKa MOXXHO C MOMOLLbIO
KHOMKN
Modnucanmbi Cnucok nognMcaHToB AOKYMEHTa. txt BbiGopom m3 cnvcka

Ecnu B HacTpolkax TMNoBOro
npouecca 6bin ycTtaHoBneH dnar
3anpewiamb usmMeHsimb
nodnucaHma dokyMeHma, To
none HeJoOCTYMHO ANs
peAakTupoBaHus

COTPYAHUKOB, obnagatoLmx
Ou3Hec-ponblo NognucanT, C

NOMOLLbK KHOMKA Q mnnn BBOAOM

C KnaBunaTypbl C BO3MOXXHOCTbIO
aBTOMATU4ECKOro KOHTEKCTHOIo
noucka. YganuTtb 3Ha4eHue 3
ChnncKka MOXXHO C NOMOLLbIO

KHOMKU >(

Tun dokymeHma

Tun gokymeHTa B 6a3e AaHHbIX

txt

npOCTaBJ'IﬂeTCFl aBTomMaTn4eckn
N He noanexmt N3SMeHeHnto
NnoJb30BaTENIEM

Cmamyc

TeKyu.l,ee COCTOAHNE OOKYMEHTa

txt

rlpOCTaBJ'IHETCH aBTOMaTU4ECKN
N He noanexmt N3SMeHeHnto
Nnonb30BaTeENIEM

Bud dokymeHma

Bug gokymeHTa (MMCbMO, akT,
Gangeponb U T.4.)

txt

BbIbopom 13 cnncka KnoYeBbiX
3HAYEHUIN C NOMOLLbIO KHOMKK
UNu BBOLOM C KnaBuaTypbl C
BO3MOXXHOCTbIO aBTOMaTLUYECKOro
KOHTEKCTHOIO nomcka

HononHumensHas uHgopmayusi

Temamuka TemaTtunka JoKymMeHTa txt
XypHan KypHan peructpauumm txt
peaucmpayuu

Bbl60p0M N3 CNMnNCKa Krnk4eBbiX
3HAYEHMWI C NOMOLLbIO KHOMKM

v Cai
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus

Bbi6op moma dena HocTyneH nonb30oBaTento ¢ ponbio 0 txt Bbibopom m3 cnucka KrnoveBbiX
OTBeTCTBEHHDIH 3a BeJleHue el 3HAYEHUI C NOMOLLLbIO KHOMKM

U1 BBOAOM C KIiaBuaTyphbl C
BO3MOXHOCTbIO aBTOMaTU4EeCKOro
KOHTEKCTHOrO noucka. YaanuTb
3HaYeHmne 13 Crmncka MOXHO C
MOMOLLBHO KHOMKN 2

UHOekc dena, MHaekc aena, 3aronoBoK 1 TOM 0 txt 3anonHsieTcst aBToMaTUYeCcku

3azonoeok dena, Tom | nena BblOpaHHbIM B norne Boi6op

dena mowma desia 3Ha4YeHneM

Pez2ucmpamopsi [MepeyeHb COTPYAHMKOB, KOTOPbIE 0) txt Bbibopom 13 cnpaeso4HmKka
MOryT 3apermcTpmMpoBarb COTPYOHWKOB, obragaroLmx
[OKYMEHT Bun3Hec-ponbio Perucrpatop, C

MOMOLLbO KHOMKM . YaanuTb
3HaYyeHue 13 CNNCKa MOXHO C
MOMOLLBIO KHOMKK

Kamezopusi Kateropusa gokymeHTa H txt Bbibopom m3 cnucka KnoveBbix

3HAYEHUI C MOMOLLbIO KHOMKY

CodepikaHue KpaTkoe cogepkaHvue OKyMeHTa H txt Bsogom ¢ knaBmaTtypbl

lNpumeydaHus MpumeyvaHus K AOKYMEHTY H txt

Hama MNpu oTmeyeHHoM hnare gara yekGokc | YCTaHOBKOW/CHATVEM dnara

npocmaensemcs peructpauuu 6yget

asmomamuyecku NPOCTaBNATLCS aBTOMaTUYECKN
(0TMEeYeH Mo yMomnyaHm)

Hama peaucmpayuu [ata permctpaunv JOKyMeHTa. H pata | BBOAOM C knaBmatypbl unm
HepocTtynHo ons pegakTnpoBaHus BbIOOPOM AaThl M3 KaneHaaps
npu oTMeYeHHOM none fJama
npocmaensemcs
asmomamuyecku

Hama nodnucaHus [arta noanucaHusa gokymeHTa H pata | ABTOMaruyecku nocne

BbINOMHEHNs nognucanus. Mpu
HeobXxooMMOCTK 3Ha4YeHMe nong
MOXET ObITb CKOPPEKTUPOBAHO
noAanucaHToM nepea
BbINOMHEHNEM OnepaLumm
noAnucaHns BBOAOM HYXHON
OaTbl C KNaBMaTypbl UMu
BbIOOPOM faThl M3 KaneHaaps

Ta6nuua 29. NMonsa cekuun «PesepBuposaHue»

Mone OnucaHue O/H | Tun Cnocob 3anonHeHus

Umsi nonb3oeamenns, Mms nonb3oBaTtens, co3gaBLUero H txt | ABTOMaTU4eCKU Npu co3gaHun

co3daewezo 3anpoc 3anpoc 3anpoca Ha pe3epBupoBaHne

Hama cosdaHus [aTa cosgaHuna 3anpoca H nara

3anpoca

3ape3epeupoeaHHbIl | 3ape3epBUPOBaHHbIN HOMEP H txt | ABTOMaTU4ECKM NpU

Homep pes3epBMpoOBaHUN HoMepa

Ums nonb3oeamenns, Wmsa nonb3oBartens, H txt

3ape3epeupogasuwea0 | 3ape3epBMpPOBaBLLErO HOMEP

Homep

B pezepeuposaHuu B pesepBupoBaHUM oTKkasaHoO H txt | ABTOMaTunyecku npu oTkase B

omka3aHo pe3epBMpoOBaHUN HOMepa

Hama omkasa e [ata oTka3a B pe3epBUpOBaHMM H | pata

pe3sepsuposaHuu

o
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Ilpunoscenue. Onucanue nonei

Ta6nuua 30. Monsa cekuun «Mepepnavya AOKYMeHTa»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

Kyoa HassaHne nogpasneneHus, B H txt ABTOMAaTMYECKM NpK OTNpaBke

KaHLensipmio KOToporo JOKYMEHT JOKYMEHTa B OpYryto
6b1n oTnpasneH, MO coTpyaHuka, KaHLEeNapuio
BbINMOSIHUBLLErO OTMpaBKy, Aarta 1

BpeMs

Ta6nuua 31. NMonsa Bknagku «CoaepxaTtenbHasa 4acTb»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHusi
CodepxxamenbHasi | TeKCT cogepXxaHnsi [OKYMeEHTa O/H txt Bsogowm c knasunatypbl. B Beb-
Yyacmb nHTepdence anst KONMPOBaHUS

Tekcta n3 MS Word - ¢ noMolLLbto
KHOMKM EE| (c uenbto coxpaHeHus
dopmaTupoBaHus)

Ob6nacTtb BNnoxeHun | Pannbl BNOXEHWN O/H txt Pabota c BnoxeHnsmMu
OCYLLIECTBNSAETCS NO KHOMKaM Ha
naHenu aencTeunin obnacTtu
BITOXXEHUN

Ta6nuua 32. NMonsa Bknagku «BMXxeHne AOKyMeHTa»

Mone OnucaHue O/H Twun Cnoco6 3anonHeHus
Mponycmums OTMeTUTb HeobXxoaNMOCTb H | yekBokc | YcTaHoBkoW/cHaTMeM dnara
coejlacoeaHue npornycka npoueaypsbl

cornacoBaHus. [JoctynHo ans
pefakTUpOBaHUs, ecrv B
HaCTpOWMKax TMMOBOro MapLupyTa
yCTaHOBMEH chnar
Pedakmupoeamb npu3Hak
«[Mlponycmumsb coaznacosaHue»
HN3eewamsb o M3BelleHne OTBETCTBEHHOIO B 9] npKn Bbibopom Heobxoanmoro

npoLecce CornacoBaHvs: o Kaxaoou
peueH3uu (0TBETCTBEHHLIN ByaeT
nony4aTb YyBe4OMIIEHUS O KaXaon
NOCTyNUBLLEN peLeH3nun) nnu o
nocnedHell peyeH3uu
(oTBETCTBEHHbIN NOAYYnT
yBeJOMIeHne TOMbKO O CaMoWn
nocnegHen peueHsun B MapLipyTe).
[ocTynHo Ans pegakTMpoBaHus,
€CNN B HacTpoMKax TUNOBOro
MapLupyTa ycTaHOBIeH cnar
Pedakmupoeamb npu3Hak
U3eewamsb o

3Ha4YeHuA
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

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 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
peLeH3eHTamMn) JOKYMEHT 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 GoKymMeHm ¢
ompuyamesibHbIMU 8U3aMu»

txt

YcTaHoBKoW/CHATUEM dhnara

lponyck
coanacyroujux,
eblHecwux
peweHue:.

- «CoanaceHy;

- «CoanaceH ¢
KOMMeHmapusimu»

Mponyck cornacyroLmnx, BeIHECLLNX
pelwweHue «CornaceH»/ «CornaceH c
KOMMEHTapusMny» Ha npeabigylien
uTepauum cornacoBaHus, Ha
nocriegyoLumx ntepaumax
cornacoBaHus JOKYMEHTOB (Kpome
aBTOMaTUYECKOro 3aBepLueHus
cornacoBaHus). [octyneH 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 Cai
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Ilpunoscenue. Onucanue noneii

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
CoenacosaHue NHopmauus o npouenype 0 txt ABTOMaTNYECKM NPN CO34aHUM
COrnacoBaHns JOKYMeHTa 3TanoB COrNacoBaHUsi JOKYMEHTa
ModnucaHue NHbopmauus o nognmcaHmm 0 txt ABTOMaTM4ecku npn gobasneHnm
AOKyMeHTa COTPYAHWKOB B None
TModnucanmbi
Ta6nuua 33. NMona Bknagkn «OpuruHan»

Mone OnuncaHue O/H Twn Cnocob 3anonHeHus
Homep Homep ak3emnnspa 4OKyMeHTa H txt Beogom c knaemaTypbl
3K3emmsipa
Konuyecmeo KonnyecTtBo N1CTOB AOKYMEHTA. H yucrno | BBOAOM € KnaBmatypel
sucmos AsnseTtcsa obsi3aTenbHbIM, eCnn B

AOKYMeHTe yCTaHoBIeH dnar
Hokymenm cnuwemcs e deno
asmomamu4ecKu
Kosn-eo nucmos Konn4ecTtBo NNCTOB NPUOXeHNi H yucrno | BBogom c knaBuatypel
npusoeHul
Pa6boma c WHdpopmaums o pabote c H txt ABTOMATMYECKN NPWU  3arofHEHUU
6yMaXKHbIM OpWrMHanom AokymeHTa dopmbl «PaboTta ¢ JOKyMEHTOM Ha
opuauHasiom OyMaxHOM HocuTene», a Takke
nHdopmauma o6 aBTOMaTUYECKOM
cnvcaHuu opurmHana B geno
Hokymenm dnar ycTaHOBMEH B 3aBUCMMOCTM OT H | yekbokc | YcTaHoBKoW/cHATMEM chnara
cnuwemcs 8 desio | Hanuuus dnara B none
asmomamu4ecKu AsmocnucaHue AoKyMeHmos
e des1o TMNOBOro npouecca. Ecnu
B HacTpoKKax TMNOBOro npouecca
ObIn ycTaHoBneH dnar Paspewums
U3MeHSIMb NpuU3HaK
asmocrnucaHusi npu co3daHuu
dokymeHma, TO aBTOpy AOKyMeHTa
dnar goctyneH ans
peaakTupoBaHus
3adamb onsa OTtmeTtuTb donar, ecnv Heo6xoaMMo H | yekBokc | YCTaHoBKoW/cHATUEM dhnara
Kaxdoeo 3agatb cnocob AocTaBku Ans
adpecama kaxkgoro agpecara. Heobxoanmo
Ans KoppekTHon paboTel APM
Henonpoussogntens u
opmMmpoBaHnSA KOHBEPTOB A4S
pasHbIX agpecaToB
Cnoco6 docmasku | Cnocob gocTaBkn fokymeHTa. [Npu H txt BbibopoM 13 cnncka KIo4eBbIX
yCTaHOBNEHHOM cprare B nore 3HAYEHWI C MOMOLLbIO KHOMKU
3adamb Onsi kaxdoz2o0 adpecama
cnocob gocTaBku ykasbiBaeTcs Ans
Kaxkgoro agpecara, BblOpaHHbIX B
none Komy
Hama omnpaeku [JdaTa oTnpaBku OOKYMEHTa H pata | BBOOOM C knaBmatypbl unm
agpecarty. 1o ymonuyaHuio BbIOOpPOM AaThbl N3 KaneHaaps
npocTaBnseTcs Tekywas gaTta
Ccbiniku Ha Cchblinka Ha KOHBEPT, B KOTOpPOM ObIn | H txt ABTOMATMYECKM NPU
KOHeepm oTnpaBreH AOKYMEHT aapecary. dopmmpoBaHun KoHBEPTa

dopmupytotcs B APM
Jenonpounssogntens

v Cai
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
ﬂpuno»(eHun anIJ'ION(eHVIFI K AOKYMEHTY H txt C MOMOLLbIO KHOMKKU .. N3MeHnTb
3HayYeHne MOXKHO,
npeaBapuTENbHO BbIAENNB €ro, C
MOMOLLIbIO KHOMKKU =, YoanuTb
3HayeHue 13 cnmcka MOXHO,
npeaBapuTENbHO BbIAENUNB €ro, C
NOMOLLLbHO KHOMKM X
OmeemcmeeHHbIlU | PVIO 1N JOMKHOCTL OTBETCTBEHHOIO | O/H txt Bbibopom 13 cnpaBo4vHuMKa
3a eedeHue den 3a BefeHne aern, KOTopbii UMeeT COTPYAHMKOB, obnagarLmx
BO3MOXXHOCTb NMOMECTUTb OpUrMHan On3HEC-ponNbi0 OTBETCTEEHHEI
OOKyMeHTa B Aerno. SAensercs Ba BemeHme xei, C MOMOLLbLHO
s13aTernbHbIM, €CINN B JOKYMEHT
CH)S 3caTa?-|osneH’£ﬁar ,q:f: n);esme Honku 4 unw BBOAIOM ©
cngwemcs e deno 4 KnaBuaTypbl C BO3MOXXHOCTbIO
26momamuyecku aBTOMAaTU4YECKOro KOHTEKCTHOro
noucka. MoxeT 3anonHATbLCA
aBTOMaTUYECKN COTPYAHMKaAMMU,
yKasaHHbIMK B kavyectee OB[1 no
BblbpaHHOMY B none MHAekc
dena, 3a2on0e0k dena, Tom
dena MNynkty HO. Yoanute
3Ha4YeHMe M3 cnmcka MOXHO C
NOMOLLLbHO KHOMKN s
Tabnuua 34. NMonsa dopmbl «[TpunoxeHns»
Mone OnucaHue O/H | Tun Cnoco6 3anonHeHus
HaumeHoeaHue HanmeHoBaHWs1 NpunoxeHus (0] txt Beogom ¢ knaBuaTypbl
Bud npunoxeHusi Bug npunoxerus 0 txt Bbi6opom 13 cnmcka KnodeBbIX
3HAYEHUN C MOMOLLbIO KHOMKN
Konuyecmeo KonuuyectBo 3k3eMnnisipoB H txt Besogom c knaBmaTtypbl
NPUNOXeHNs!
Ta6nuua 35. NMonsa Bknagku «CBs3aHHbIe AOKYMEHTbI»
Mone OnucaHwue O/H | Tun Cnoco6 3anonHeHus
OcHoesaHue [okymeHT-O0CHOBaHWe H txt | ABTOMaTt4eckn Npu cosgaHum
KapTOYKM AOKYMEHTa Ha OCHOBE
OPpYroro AOKYMeHTa.
C nomoLbio KHOMKM [CBA3aThb].
YaanuTb 3Ha4YeHne u3 crnmcka
MOXXHO C MOMOLLLbHO KHOMKM
[Yaanutb]
CesizaHHbIe CcbInkn Ha cBsA3aHHbIE JOKYMEHTbI H txt | ABTOMaTU4YECKU NpY CO3aaHnn
CBSI3aHHOIO AOKYMEHTA.
C nomoLbio KHOMKM [BHeLwHAA
ccbinka) (yaanute/ U3aMeHUTb
000aBMNEHHYIO CChINIKY MOXHO C
noMoLLblo KHOMNoK [Yaanutsb]/
[PemakTupoBatsb])
Ta6nuua 36. Monsa Bknagku «O6cyxaeHne»
Mone | OnucaHue |OH]| Tun | Cnoco6 3anonHeHus
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
lMopsidkoeniti Ne, MHdopmaLmsa no coobLueHuto, H txt ABTOMaTUYECKM NpU OTNpaBke
Om kozo, Komy, OTNpPaBNEHHOMY U3 KapTOYKM COODLLIEHNS U3 KapTOYKK
Hama, CoobuieHue | [OKYMeHTa: NOPSIAKOBLIN HOMED, OOKYMEHTa C MOMOLLIbIO KHOMKU

aBTop, noriydartens, AaTa oTnpaBku [AononHuTtenbHo]:[OTNpaBuUTL
M TEKCT CO0bLLEHNS coo0bLeHne] Ha NaHenu AenCcTBUN,
a TaKke npu cosgaHuu
0BCYXOEHUIN N3 KAaPTOUKU
OOKYMeHTa
Ta6nuua 37. Mona Bknagku «JocTtyn»
Mone OnucaHue O/H Tun Cnocob6 3anonHeHus
Yumamenu Cnvcok unTaTenei JoKyMeHTa H txt Bei6opom 13 obuiero cnucka
COTPYQHWKOB/MoApa3AeneHun ¢
MOMOLLIbIO KHOMKK . YaanuTb
3Ha4YeHMe 13 Crmcka MOXHO C
MOMOLLbKO KHOMKM X
Ucmopusi pedakmuposaHusi
Co3daHue WHdopmaLmsa o BpeMeHM CO3aaHuns H txt ABTOMAaTMYECKM MpU CO34aHUN
OOKYMEHTa 1 nonb3oBaTere, (M3mMeHeHnKn) LOKyMeHTa
CO34aBLIEM JOKYMEHT
U3meHeHusn MHdopmMaLumsa o BpemeHu H txt ABTOMATMYECKN NPK CO3aaHUN
N3MEHEHNs1 JOKYMEHTA U (M3mMeHeHnKn) LOKyMeHTa
nonb3oBaTtene, U3MeHVBLLEM
OOKYMEHT
Ta6nuua 38. NMonsa Bknagkun «Mctopus pegakTupoBaHUA»
MNone OnucaHue O/H Tun Cnocob 3anonHeHus
BpeMﬂ Bpe|v|;| n3MeHeHus nons H txt ABTOMAaTUYECKMN npu sMeHeHnn
Cepeep usMeHeHuli CepBep, Ha KOTOPOM BbInu H txt noneu kapTo4kn noKyMeHTa, ecnu
BLINOMHEHE! N3MeHeHus B HAcTpoWKax NPOTOKONMPOBAHKS
B KaHuenspusa yctaHoBneH
Umst nonss ampubyma Nwms nons atpmbyTa H txt
dnar NMpomokonupoeamsp
CodepxxaHue ampubyma CopepxaHue aTpubyTa H txt u3mMeHeHue roseli 8 Kapmoyke
Cmapoe 3Ha4yeHue Crtapoe 3Ha4yeHune nong H txt dokymeHma
Hoeoe 3Ha4yeHue HoBoe 3Ha4eHne nons H txt
VI.3.1. Pdopma HOBOro atana corflacoBaHus
Tabnuua 39. Monsa dopmbl «<HOBLIN 3Tan cornacoBaHUsA»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

Tun Tun cornacoBaHus: @) npKn BbI6OpOM HY>KHOrO 3HauYeHust
nocnedoeamenbHbIl (BbIOpaH no
YMONYaHUI0) NN napasnesbHbil

HaumeHoeaHue HaumeHoBaHue aTana 0 txt BBogom c knaBumaTtypbl
cornacoBaHus

Cpok Cpok cornacoBaHus AOKyMeHTa H yncno

coaslacosaHusi

Hon. cpok [lononHnTenbHbIN CPoK H yncno

coaslacoeaHusi cornacoBaHust 4OKymeHTa (nocne
TOro, KaK UCTEK CPOK
cornacoBaHus). [No ymonyaHuio: 2

v Cai
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Ilpunoscenue. Onucanue nonei

MNone OnucaHue O/H Tun Cnocob6 3anonHeHus
Aemomamuyeckoe | [pu yctaHoBreHHOM donare nocne H | yekBokc | YcTaHoBkon/cHATMEM dnara
3aeepuieHuUe NCTeYeHNs JOMNONHUTENBHOIo CpoKa

COrnacoBaHunsa JOKYMEHT

aBTOMaTU4eckn nepegaeTcs

crnefyoLemy rno Crmcky

cornacytwouiemy. o ymonyaHuio He

OTMEYeEH.

Coanacyrowue Cornacyolume aaHHoro atana o) txt Beibopom 13 obLero cnvcka

COTPYAHWKOB C POrbio
Corsnacysompsz C MOMOLLbIO KHOMKK
[Ado6aBuTb]. YOoanuTbL 3HaveHne
M3 CrIMcka MOXHO C NMOMOLLIbIO
KHOMKu [YaanuTb]

Vi.4.Popma ona BBoAa PeKBU3UTOB KOHTpareHTa

Ta6nuua 40. Mona dopmbl «<HoBas opraHusauma»

Mone OnucaHue O/H | Twun Cnoco6 3anonHeHus
lMonroe lMonHoe HaumeHOBaHMe opraHn3auun 0 txt | BBogom c knaBuaTtypbl
HaumMeHosaHue (kak OHO UrypUpyeT B OPUONHECKMX

OOKYMEHTax)
CokpaujeHHoe CokpalleHHoe HaMMeHoBaHue 0 txt
HaumMeHosaHue opraHmusauumm. MNMovck B 6ase
OCYLLIECTBMSETCSA NO COKpaLLEHHOMY
HaMMEHOBaHUIO
NHH MHavBuayanbHbI HANOroBbI HOMEP. H txt
Mo kHoMke A pPSAOM C NMOieM MOXHO
NPOBEPUTb YHUKAINBbHOCTb
3anosIHEHNs NonsA B npegenax
cnpaBoYHMKa
Cneyuanusauyus Pop neatensHOCTM opraHunsaumm 0 txt | BeilBopoM M3 cnncka Kno4veBbIX
3HAYEHWI C NOMOLLbIO KHOMKK
Kommenmapuu MpumeyvaHus H txt | BBogom ¢ knasuaTtypsl
Moumoensili adpec MouToBbLIN agpec opraHu3aLmm H txt
TenechoH Homep TenedoHa koHTpareHTa H txt
®Pakc Homep dakca koHTpareHTa H txt
E-mail Afpec aneKkTPOHHOW NoYThI H txt
KOHTpareHTa
Koo Koga, ucnonb3yemblin 4nNs COPTUPOBKU H txt
KapTo4yeK JOKYMEHTOB
Tabnuua 41. NMonsa dopmbl «peacraBuTenb»

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus

OpezaHuszayus OpraHusauns npegcraBsuTens 0] txt BbI6opoM 13 cnmcka BHELLHUX
opranusauun (B[ BA) c nomoLlbto
kHomkn

Pamunus damunus npeacTaBuTens ®) txt Beogom c knaBuaTypbl

Nms Vmsa npegcrasutens H txt

Omyecmeo OT14ecTBO NpeacTaBuTens H txt

HomxHocmb [omkHOCTb NpeacTaBmTens H txt

Kommenmapuu MpumeyaHus H txt

Pa6. men Homep pabouero TenedoHa H txt

npeacTaBuTens

o
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OyHKIHOHATBbHBIE oAcHcTeMbl. Kannensapust

Ilpunoscenue. Onucanue nonei

Mone OnucaHue O/H Tun Cnoco6 3anonHeHus
E-mail Anpec 3MeKTPOHHOW MoYThl H txt
npegcraBuTens
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