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AHHOTALUA

HaHHbin  gokymeHT «OnucaHve dyHkumoHana Cuctembl» npeacTaBnsetT cobon onucaHune

PYHKLMOHAMbHbIX BO3MOXHOCTEN CUCTEMbI SNEKTPOHHOrO AoKymeHToobopoTa Jlormka C3[. CI10.

[lOKyMEHT COCTOUT U3 pa3aeros:
— pasgen Ne1 — obwime ceeaeHus;

— pa3sgen Ne2 — doyHkumoHan Cuctemsl.

B HacToswem [okymMeHTe npencTtaBrneHbl obwme cBegenHna o Cucteme Jlormka C3[. CI1O,
onucaHbl PyHKUNOHaIbHbIE BO3MOXHOCTN CuUCTEMbI, MpMBOANTCSA MHAOPMAaLMS MO UX UCMOSb30BaHUIO,
nopsaaoK AeNCTBUIN Nosib3oBaTens Ans BbiMOMHEHUS YHKUMIA, pe3ynbTaT BbINOSHAEMbIX AENCTBUNA.

Wcnon b3yeMble NOKYMEHTbI:

1. PykoBoacTeo no yctaHoBke Jlornka C3M. Cl1O.

2. PykoBogcTtBo no agmuHucTtpuposanuto Jlormka C3L. Cr10.
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. Obwme cBeaeHud

Mcnonb3oBaHne cTaHAapTHbIX MNpMeMoB oOdopMreHns AenaeTt AOKYMEHTauui npowe Ans
NoHMMaHuA n obrieryaet msydyeHne Bo3moxHocten CI[l. CornawieHuss No TEPMUHOMOIMK NPUBEOEHDI

B Tabnuue (Tabnuua 1).

Ta6nuua 1. CornaweHusi No TepMUHONOIUN

AnemMeHT OnucaHue
OcHoBHasi eamMHULA XpaHeHUs MHpopMaL MM B KapToUuke AOKyMeHTa. ATpubyt
ATpubyT (none) (none) 3anonHaeTca nonb3oBaTenem (BpyyHyo) unm Cuctemon
(aBTOMaTUYECKN)
Cnoco0b rpynnmMpoBKn AaHHbIX. Brioku ncnone3yoTcsa onst co3gaHus WwabnoHos
Bnok KapToueK, O4HU 1 Te e B6r1okn MoryT 6biTb MCMOMb30BaHbI B Pa3HbIX
wabnoHax. brnokn coctoaT n3 Habopa aTpubyToB
Bnoku 1 nonsa kapTo4km AOKYMEHTa pacnonaratoTCa Ha OTAEeNbHbIX BKNaaKax.
Bknagka Y1066l NONYYNTHL 4OCTYN K NOMSM OnpeaeneHHon BKNnagku, 40CTaTOMHO
LLIENKHYTb MbiLWbto B 06n1acTu ee 3aronoBka
BHyTpeHHMe [lokyMeHTbI, cocTaBnsieMble paboTHMKaMK opraHM3auun n NCnosb3yemMble
OOKYMEHTbI BHYTPM OpraHu13aumm
BxopsLumii OdmunanbHble AOKYMEHTbI, NOCTYNMBLUME B OpPraHM3aunto OT CTOPOHHErO
OKYMEHT oTnpaBuTens, 3apernctpupoBaHHble B COL] unun B CTPYKTYPHbIX
y noAapasfaeneHusax opraHmsauum
[okymeHT,
3adumkcupoBaHHasa Ha MaTepuanbHOM HocuTene NHpopMaLmsa C peKBU3NTaMu,
AOKYMEHTMpOBaHHas
NO3BONALLMMU ee NaeHTUPULMPOBaTb
MHdopmaLms
PaboTHMK oTAena-ucnonHUTENs, Ha KOTOPOro Bo3naraeTcs OCyLEeCTBIEHNE
noucKa 1 NoCTaBKn MmaTepuanbHbIX pecypcoB (Tpebyembix ycnyr, paboT) ans
NcnonHuTens opraHusauuu, NpoBegeHne aHanm3a KOMMEPYECKUX NpeanoxeHun n (Mnm)
NOAroToBKa, 0hOpMIEHNE, COrnacoBaHne, BUSUPOBAHUE U BbIMNOMHEHNE NHbIX
dYHKUMIA, HEOOXO0OMMBIX OS5 3aKITIOYEHUs JoroBopa
Nexopawmi - .
OduumnanbHbIN JOKYMEHT, OTNPaBAsSeMbI N3 OpraHn3aumm
OOKYMEHT
CoTpyAaHWK opraHM3aumnn, OCYLLECTBSIOLWNA KOHTPOSb 3a UCNONTHEHWEM
KoHTponep nopyveHnin n pelleHui, gopmanuasosaHHbelx B P[1, B cooTBETCTBUM
C BO3JIOXEHHbBIMW Ha HEro 06s3aHHOCTSAMU
OnpegeneHHoe pacnopsikeHneM NHuumatopa AOMKHOCTHOE Lo, n/mnn
pyKOBOAUTENb CTPYKTYPHOrO NOApa3saeneHns, OTBETCTBEHHOE 3a NoAroTOBKY,
KypaTop 3aKntoYeHne 1 NCNOMHEHNE KOHKPETHOrO AOroBopa, a Takke 3a cobniogeHve
TpeboBaHuWI K 4eNONPOM3BOACTBY NPM 3aKmnto4eHnn gorosopa 1 paboThbl
C JOroBOPHOW OKyMEHTaumemn
CnctemaTnampoBaHHbIN NepedYeHb HaMMeHOBaHWM Aen, 3aBOANMbIX B
HomeHknaTypa gen | opraHusauuu, ¢ ykasaHueM CPOKOB MX XpaHeHUs, 0DOPMIEHHbIV B
yCTaHOBIIEHHOM NopsiAKe
HopmaTtuHbIi [MCbMEHHbIV odnLnanbHbIN JOKYMEHT YCTaHOBIEHHOW (DOPMbI,
npaBoBOW aKT npeaHasHa4YeHHbIN ONA YCTaHOBMEHNA, U3MEHEHUS UM OTMEHbI NPaBOBbIX
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dnemeHT OnucaHue
HOpM
B HymepaTope 3agatoTcs npasuna, no KoTopbiM OygeT paccyntbiBaTbCS
HymepaTop TeKyLLMIA HOMep Ans peructpypyemoro B Cucteme gokymeHTa. Takmm
y o6pasom, HymepaTop COAEPXKUT CBEAEHUSA O «CHETUMKEY, HO HE NMO3BONAET
3agaTtb hoopMaT perMcTpaunoHHOro Homepa
Bua nMcbMeHHOro AOKyMeHTa, B KOTOPOM (OUKCUPYIOT peLLeHns
OpraHusaumoHHo- aAMUHUCTPATUBHbBIX M OpraHN3aLUMOHHbIX BOMPOCOB, a Takke BOMNPOCOB
pacnopsiaMTenbHbIn | ynpaBrneHus, B3BauMOLeNCTBUA, obecneyeHms n perynmpoBaHnsa AesTenbHOCTH
OOKYMEHT OpraHoB BNacTn, yupexneHun, opraHmsaunin, npeanpuatum nx

noapasaeneHuin, AOMKHOCTHbIX ML

OTBETCTBEHHbIN

J[loMmKHOCTHOE NLI0 OpraHn3aLmK, OCyLLIECTBISIOLLIEE UCTIONHEHE JOKYMEHTa

VICTIONHITETb (pa3paboTKy npoekTa AOKYMEHTa U NOArOTOBKY €ro K N3aaHuio)
(ncnonHuTensb) pasp ynp y y
Nepexon M3ameHeHne cTaTyca KapTouku JOKYMEHTa (Hanpumep, nepexos ua crtatyca
3apernctpupoBaH B ctaTyc B desio)
MoanncanT CoTpyaHWK opraHMsauun, HageneHHbIn NOTHOMOYUSMW NOANUCHIBATb
COrnacoBaHHble JOKYMEHTbI
COBOKYMHOCTb JOKYMEHTOB, CrpyNNMPOBaHHbLIX MO HECKOMNbKUM
MNonk3osareneckoe YHKUMOHaNbHbIM KpUTEPUSIM, co3aatowas yaobHyo cpeny Ans peLeHus
npencrasrneHne y puTep ’ Y yto cpeqy P
3agad nonb3oBaTensa Cuctemsl
Pesontouus, 4acTb pe3ontounm, KacarLascs BbINOSTHEHUS onpeaeneHHoro
Mopy4yeHue

NyHKTa pes3onounn onpeaneneHHbIM ncnonHnTenem

Paspen cuctembl

C3[] opraHnsoBaHa B Buae pa3aenos. Kaxabli pasgen cucteMbl 06beanHaeT
NHOPMaLMOHHbIE eauHNLBI onpeaeneHHoro Tuna (Bxoasawwme, Ncxoasuwue,
BHyTpeHHMe 1 T.4.). B cBOIO oyepenpb, BHYTPW KaXgoro pasgena
pasrpaHn4MBaloTCs NONb30BaTENbLCKME NpeacTaBneHus

PerncTtpaumoHHas
KapTouka

HaGop pekBU3MTOB AOKYMEHTa, NO3BOMSOLLIMX 3adUKCUPOBaThL MHGOPMALIMIO,
coaepKaLLyrocs B JOKYMEHTe, U AOCTATOYHbIX AN ero naeHTuduKaumm,
npeacTaBneHHbI B BUAE €AMHOro y4eTHOro 06beKTa B COOTBETCTBUM

C Npasunamy 4enonpon3BoacTBa opraHM3aumm

PerncTpaumoHHbIi
NHOEeKC (Homep)

Lindposoe nnmn 6ykBeHHO-LUMPpoBOE 0603HAYEHNE OOKYMEHTA,
nprucBamBaemoe AOKYMEHTY Npu ero permctpauum

OOKyMeHTa
Peectp Cnuncok (nepeyeHb) Yero-nnbo

Pe3ontoumns PekBn3nT, COCTOALLMNIA N3 HAONUCU Ha AOKYMEHTe, caeNnaHHON OOMKHOCTHbIM
OOKyMeHTa NULOM 1 coaepKallen NPUHATOE UM peLleHne

CnyxebHas 3anucka

dopma BHYTPEHHEN 4eNOBON NEPENUCKN MEXAY CTPYKTYPHbIMMN
noapasaeneHns My opraHn3aummn v OIMKHOCTHLIMW NLaMm

Mpouenypa, Nnpu3BaHHas NoATBEPAMTL Corfacue ¢ coaepxaHmem AoKyMeHTa

CornacoBaHue OOIDKHOCTHBIMW NULAMIN, He SABMSWMMNCA aBTOpaMn JOKYMEHTa, NyTem

OOKyMeHTa COOTBETCTBYIOLLLErO BM3MPOBaHUA. Busa BkrtovaeT NnYHy0 Noannch, ee
pacwmndposky (PUNO), LOMKHOCTb BU3MPYIOLLIETO NnLa, AaTy BU3MPOBAHUSA
CoTpyaHWK opraHM3aumm, ykazaHHbIA B KQ4eCcTBE OAHOIO U3 UCMOSMHUTENEN

CoucnonHutenb nopyveHns, ecrim HasHa4eHoO HECKONbKO UCMOMHUTENEN NOPYYHEHNS U AaHHbIV

COTPYAHUK He yKa3aH NnepBbiM

v éai
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Onucanue ghynkyuonana

Obugue ceeoenus

dnemMeHT

OnucaHue

CnucaHue

OOKyMeHTa B AeNo

MNepenaya NCNONHEHHOro JOKYMEHTA HAa BPEMEHHOE OonepaTUBHOE XpaHeHUe
(cpok onpenensieTcs B HOMEHKNaType aen)

CnpaBo4HuKH

MecTta xpaHeHUs HopMaTUBHO-CMPaBOYHON NHYOpMaLMK

CraTtyc

CBOWCTBO JOKYMEHTa, aBTOMaTUYECKN N3MEHSIIOLLEECS MO Mepe NPOXOXKAEHMS
YXKM3HEHHOTO UMKNa, CBSI3aHHOIO C 3TMM JOKYMEHTOM

Tunoson mapLpyT

3apaHee onpeaerneHHble aTarnbl MapLlipyTa NpoxoxXaeHNA AOKYMEeHTa, a Takke
y4aCTHUKN 3TanoB

MpuHsTtas B Cucteme cdopma gns cosgaHund kaptodek. LabnoH o6beguHseT B

LLa6bnoH cebe onucaHne npouecca 06paboTkn, coctaB aTpnbyToB, a Takke npasa
nonb3oBartenen
PeKkBU3NT 3NeKTPOHHOro AOKYMeHTa, NpeAHa3Ha4YeHHbIA NS 3alnTbl JaHHOro
3NEKTPOHHOro AOKYMEHTa OT NOAAENKW, NOSyYeHHbIN B pe3ynbtaTte
OneKTpoHHas KpunTorpaduyeckoro npeobpasoBaHns MHOPMaLIUA C UCNONb30BaHMEM
noanuch 3aKpbITOro Kroya 3nekTpoHHOM LindpoBov NOANNUCU U NO3BONSAOLLMNA

naeHTUnUMpoBaTh Briagenbla ceptTudukaTa knoya noanucu, a Takke
YCTAHOBUTb OTCYTCTBUE UCKaXEHUS MHDOPMaLUM B 3NEKTPOHHOM AOKYMEHTE

GJ'IeKTpOHHaFI no4yta

OanH 13 KoMnoHeHToB CUCTEMbI aBTOMATM3aLUUN OKYMeHToobopoTa,
CpPeacTBO 4OCTaBKM, OTNPaBKM MHGOPMaLIMK 1 ee Nepeaayn mexay
nonb3oBaTenNsMM Kak BHYTPY OpraHuM3aumm, Tak u Mexxay opraHmsauusiMm,
MMEeLLMMIN COOTBETCTBYHOLLIME annapaTHble U NporpamMmmHbIe CpeacTBa

BHumaHue! Tak 6yayT BblAeneHbl BaXHble 3ameYvaHus.

MepeyeHb ncnonb3yeMbix CoKpalleHun npueeaeH B Tabnuue (Tabnvua 2).

Tabnuua 2. Cnncok ncnonb3yeMbIX COKpaLLeHUN

AnemMeHT OnucaHue
APM ABTOMaTU3NPOBaAHHOE paboyee MecTo
ba Bbasa gaHHbIx
HaTta/Bp [aTa/Bpems
nc MHopmauyunoHHasa cuctema
M340 MexBeQoMCTBEHHAsA CUCTEMA ANEKTPOHHOIO AOKYMEHTOO6opoTa
HMA HopmaTuBHbIN NpaBoBOM akT
or O6palueHns rpaxgaH
oPL OpraHun3aumoHHo-pacnopsaanTenbHbIi AOKYMEHT
no MporpammHoe obecneyeHne
PO PacnopaguTtenbHbIn JOKYMEHT
PKK PernctpaumoHHas kapToyka
cao[ Cuctema anekTpoHHOro 4okyMeHToobopoTa

v éai
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Onucanue ghynkyuonana

Obugue ceeoenus

drnemMeHT

OnucaHue

an OneKkTpoHHasa Noannchb

[MepeyveHb cornalleHnn No odopmMeHN0 AOKYMeHTa npmueeaeH B Tabnuue (Tabnuua 3).

Ta6nuua 3. CornaweHusi no ohopmreHuo

AnemeHT

OnucaHue

Mpumep

Paspen cucrtembl

WpndT Arial, nonyxupHoliin

Pasgen cuctembl JIN4HbIN

KabuHeT
[Monb3oBaTernbckoe
npencrasreHue,
peA . . [Nonb3oBaTenbckoe
KapTouyka JOKYMeHTa, WpndT Arial, nonyXupHsiin
npeacTaBneHne

aKpaHHas cdopma,
AnanoroBoe OKHO,
CChbINKa

NoaYEPKHYTbLIN

Mo parte perncrpauuvu

Bknagka

WpndT Arial, nogyepkHyTbIN KypcuB

Bknagka Pekeusumabi

Bnok, none (atpunbyT)

WpndT Arial, nonyXupHbIn Kypcue

Mone 3asu3uposams Ao

KHonka

WpndT Arial, nonyXupHsein,
KBagpaTHble CKOOKM

Knonka [OK]

CTtaTyc, ponb, 3Ha4YeHus

WpndT Arial, kypcus

CtaTtyc YepHosuk

v éai
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Onucanue ghynkyuonana Beeoenue

|I. BBepeHue

[I.1. MonHoe HaunmeHoBaHne CuctemMbl 1 ee ycrioBHoe 0603HauYeHne

MonHoe HanmeHoBaHne CucTemsbl: TUpaxHoe pewenune Jlormka C3M. Cr10.

YcnoBHoe o6o3Ha4veHue: Jlornka C3[. CINO (ganee — C3M).

[1.2. 3aka3umk

Monb3oBatenamm C3[L Jlormka C3L. CrO saensawTca opraHbl degepanbHOM U perMoHanbHON
BNacTW, rocyaapCTBEHHbIE YHUTapHble MPeanpuaTUs, KOMMEpPYECcKne KOMMaHuM, cpeau KOTOpbIX Kak
XONAnHrn ¢ 6onbLUo ounuanbHOM CTPYKTYPON, Tak U HeGonbLUMEe OpraHn3aumm.

ABTOMaTM3aUMS ynpaBrneHns AokKymMeHTamu ¢ nomoulbto C3[ npuBoanT K pOCTY NPOAYKTUBHOCTU
paboTbl COTPYAHUKOB, OBneryeHnio 4ocTyna K MHopMaumm Ans NPUHATUAA ynpaBleHYeCcKnx peLleHui,
YNyYWeEHU0  UCMONHUTENbCKOW  OAUCUMMNMMHBI, W, crnegoBaTenlbHO, K  OOWeMy  MOBbILLEHUIO
9 PEeKTUBHOCTU yrpaBeHUs.

I1.3. A\cnonHuTenb

000 «Jlornka 6usHeca».

Kopngudecknin agpec WcnonHutens: OO0 «Jloruka 6usHecar, 115280, r. Mockea, yn. JleHMHcKas
Cnoboga, g. 19, cTp. 6.

[1.4. Ha3aHayeHue u uenu cospgaHunsa Cucremsol

Cuctema Jlornka C3L. CIrNO npegHasHaveHa Ansi NOCTPOEHUS HOPUONYECKN 3HAYMMOW CUCTEMBI
ynpaBneHnss pabounmmmn npoueccamm 00paboTKM [OKYMEHTOB M KOHTPONSA 3@ WX BbINOMHEHUEM
B OpraHmsaunn, BKMKYasi MPOLECChbl CO3[4aHus, COrfacoBaHus, NOAMNUCAHWS,  YTBEPXOEHUS,
WCNONHEHNS, O3HAKOMITEHUS, PErMcTpauum, pPaccbifikKi M KOHTPOMS 3a WCMONMHEHUEM 3NEKTPOHHbIX
AOKYMEHTOB.

OcHoBHbIMK LensaMn co3gaHns CUcTeMbl SBMAKOTCS:

— MOoBblWeHne 3PPEKTUBHOCTU MHPOPMALMOHHOIO U AOKYMEHTaLMOHHOro obecneyeHus
OpraHuszaumy;

— yYNpoLleHWe npoueaypbl M COKpalleHUMEe CPOKOB 0OpabOoTKM [OKYMEHTOB BHYTPEHHEIO U
BHELLHEro JOKyMeHTo0060poTa;

— obecneyeHne apPEeKTUBHOIO KOHTPOMS UCMOSTHEHUSA NOPYYEHUI, NPUKA30B, PACMOPSKEHU;

— BBefeHWe eauHoro ctaHgapTta paboTbl C 3MEeKTPOHHbIMU AOKYMeHTaMu, obecneynBatoLLero
3alULLEHHOCTb, YNPaBNsSeMOCTb U AOCTYNHOCTb JOKYMEHTOB;

— noBblWeHne apdekTnBHoCTN paboTbl coTpyaHUKoB OpraHnsaumu;
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Onucanue ghynkyuonana Beeoenue

ynpoweHue npouenypbl n COKpaweHune BpeMeHU TMNOUCKa OOKYMEHTOB MO0 WU3BECTHbIM
pekBn3nTam, He3aBMCMMO OT MeCTa XpaHeHNA OOKYMEHTAa,

cokpalleHve obbema «BymMalkHOro» KOMMpPOBaHWS OOKYMEHTOB B MpoLecce pacCMOTPeHus
[IOKYMEHTOB.

[1.5. 3apaun, pewaemsbie CIO Jlormka C3A. CIMNO
3agadamu, pewaembiMm Cuctemon, SBnsA0TCS:
— obecneyeHne aBTOMaTU3NPOBAHHOIO yNpaBneHns AOKYMEHTaMn 1 npoueccamm nx obpaboTku,
B TOM YUCIIe ydeTa U KOHTPOSSt HA BCEM XXM3HEHHOM LMKIe 3NEeKTPOHHOrO AOKYMEHTa;
—  CHWXeHWe TPYLOEMKOCTU N COKpaLLeHNe CPOKOB UCMOMHEHUS AOKYMeHTOB B OpraHusauuu;
— obecneyeHne xpaHeHus, noucka JOKyMeHTOB B Cucteme;
— MOAroTOBKA pasnuM4yHbIX OTYETOB MO AENONPOM3BOACTBY.
PelweHne ykasaHHbIXx 3agad [oCTMraeTcs 3a CYeT Co3faHusi MHAOPMALMOHHOW CUCTEMBI,
obecneyunBaoLlen:
— 06paboTky BXOOALNX AOKYMEHTOB;
— 00paboTky ncxoasilmx 4OKYMEHTOB;
— obpaboTky obpalueHun rpaxaaH (Or);
— 00paboTKy BHYTPEHHEN AOKYMEHTALMM;
— 06pabotky OP[ n HMA,;
— cornacoBaHue LOKYMEHTOB;
— noanucaHue LOKYMEHTOB;
—  perucTpaumio 4OKYMEHTOB;
— CKaHuMpoBaHMe M pacno3HaBaHMe OyMakHbiX AOKYMEHTOB MPWU WMCMONb30BaHWM TEXHONOMmn
NMOTOKOBOIO CKaHWPOBAHWS;
— co3faHuve pes3onioLui, NOpyYeHUn U HasHavYeHe UCTNONHUTENEN;
— WUCNoJIHEeHune nopyquvuZ N KOHTPOJ1b HaA4 XO040M MX UCMOJTHEHNA,
— nepepgady OKYMEHTOB B A€ENO;
— BBO[, peaaKkTMpoBaHWe, XpaHeHEe CpaBoOYHON MHOPMaLWW;
—  MOWCK AOKYMEHTOB MO aTtpmbyTam;
— ynpaBneHue nonHoMo4YnAMM Ooctyna K OOKYMEeHTaMm (npaBa Ha 4YTeHune n penakTtmposaHue
OTAENbHOro OKYMEHTa ANsl OTAENbHbIX NONb30BaTeNen U rpynn nonb3oBaTenen);
— (OpMMPOBaAHUNE U XPaAHEHUE UCTOPUM PEOAKTUPOBAHUS AOKYMEHTOB B Cructeme;
— NoAroToBKa aHaAlMMTUYECKUX N CTaTUCTUYECKNX OTHETOB NO AeNIonpon3BoaCTBY,
—  aAMUHUCTPUPOBAHNE CUCTEMBI.
¥ esii 1
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Onucanue ghynkyuonana @yukyuonan Cucmemot

lll. dyHKuMoHan Cucremol

[11.1.O6bwee onucaHue

Jlornka C3[. CINO coctouT 13 Habopa B3aMMOCBsI3aHHbIX (PYHKUMOHANbHBIX MOAYNEen — pa3genos
CUCTEMbI, NpeaHa3HayYeHHbIX Anst paboTbl ¢ gokyMmeHTamu. JocTtyn K pyHkumam CO[ ocywiectBnsaeTcs ¢
nomoulbio Beb-nHTEpPdENCa.

Cuctema cocTouUT U3 creayoLwmnx pasaernos:

- Bxopgsawme. B pgaHHOM pasgene oTobpaxkarTcs [OOKYMEHTbl, CO3[aHHble no  LwabroHy
«Bxogswmii», ¢ y4eTOM npae AoCTyna nonb3oBaTens K JOKYMEHTY;

— Wcxopsawme. B paHHOM pasgene oTobpaxalTcs LOKYMEHTbl, CO3[daHHble Mo  LabrnoHy
«Mcxopawminy, ¢ ydeToM npae A4oCTyna Nonb3oBaTens K AOKYMEHTY;

— BHyTpeHHMe. B pgaHHOM pasgene oToGpaxalTcsl OOKYMEHTbI, CO3faHHble Mo  LwabrnoHy
«BHYTPEHHUIA JOKYMEHT», C y4eTOM NnpaB A0CTyna Nnonb3oBaTens K JOKYMEHTY;

— [paBoBble aKkTbl. B gaHHOM pa3sgene otobpaxatTca AOKYMEHTbI, Co34aHHble Nno wabnoHam
«HIMA» n «OPL» ¢ ydeToMm npae gocTyna nosfb3oBaTenen K JOKYMEHTY;

— OFr. B gaHHOM pasgene oTtobpaxaloTca LOKYMEHTbl, co3AaHHble no wabnoHy «ObpalueHune
rpakgaHuHay, ¢ y4eToM npaB AOCTyna Nosib3oBaTens K AOKYMEHTY;

—  JlnyHbIn KabuHeT. B gaHHOM pasagene oTobpaXkatoTcsl BCe TEKyLME 3a4a4m Nnosb3oBaTens;

— KabuHer nomowHuka. [aHHbIA pasgen npegHasHadyeH Aans pabotbl  [NomoluHuKa
pykoBoautens. B gaHHoM pasgene otobpaxatoTca AOKYMEHTbI, NocTynuBwne PykoBoauTento
Aans pabotbl;

— Ortyetbl. [aHHbIA pasgen npegHasHadeH Onst popMyMpoBaHMS OTYETOB MO OOKYMEHTaMm
Cucrembi;

— CnpaBo4Hukn. Pasgen npegHasHayeH [ONs  XpaHeHUs UWHGOpMaUMUM O  CTPYKType
opraHvsaumu, nogpasaeneHuin, NepcoH (BHELLHMX, BHYTPEHHUX);

— K cnucanuw. B gaHHom pas3pene 0To6pa>|<a+0Tc;| OOKYMEHTbI, TOTOBbIE K CNNCaHUIO B €0,

— ApxuB. B paHHOM pasgene oTobpaxalTcd OOKYMEHTbl, Haxoaswumecd B oOnepaTuBHOM
apxuBe.

K kaxgomy pasgeny cuctembl MNpuBsi3aHa onpedeneHHass rpynna  nofb30oBaTeNbCKUX
npeactaenenuii. MpeacraBneHns coaepxaTt AOKYMEHTbI, Y0BNeTBOPSIOLWME YCIOBUAM OTOOpa B HUX.
MNMepeyeHb NpPeACTaBneHW U pasfernoB CUCTEMbI, AOCTYMHbIX MNONb30BaTeno, 3aBUCUT OT ponu
nonb3oBatens Ans  WabrfioHOB [OOKYMEHTOB, OTOOpaXallmMxcs B [AAHHOM  NpeAcTaBreHuu.
Monb3oBaTernbckoe NpeacTaBneHne MoXeT MMeTb OTMETKY (Y1Co, ykadaHHOe B CKOOKax) O Konm4yecTse
yBEIOMITEHUI, NPeACTaBMNEHHbIX B CNNCKE.

,uOKyMeHTbI B MONb30BATENIbCKMX nNpeanctaBneHnAax MoryTt ObITb OTCOPTUPOBAHbI NO NONAM.
COpTI/IpOBKa ocyLwlecTBndaeTCA WesT4HKoOM Mblln Mo Ha3BaHUKO HY>KHOIO CTOJ'I6Ll,a.
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Takum obpasom, nHgopmaums B C3 B OCHOBHOM MHTepdence CTPyKTypupOBaHa Crneayowmm
obpasowm:

— Ha NepBOM YPOBHE HaBuraummn pacrnonoXeHbl pasaesbl CUCTEMb;

— Ha BTOPOM YpPOBHE HaBWUraumMmM pacnonoXeHbl NONb3oBaTeNbCKME NpPeacTaBneHus.
Monb3oBaTenbckMe npeacTaBreHMst MOryT Takke MMeTb BroXeHHocTW. Hanpumep, 4dactb
npegctaeneHMn  pasgenoB  cuctembl  JIMuHbIN KabuHeTr, KaOGuHeT NOMOLLHMKA,
CnpaBoO4YHUMKKN, APXMB MOTrYyT cCoaepxaTb B cebe rpynny npeacTtaBreHni.

Jlormka C3[M. CIO obecneunBaeT BO3MOXHOCTb WM3MEHEHMS1 cOocTaBa pas3fenoB CUCTEMbI
B Mpouecce aKkcnnyataumm ©0e3 npuoCTaHOBKM paboTbl Nonb3oBaTenen, a Takke MWCMNoNb30BaHUs
pasnnyHbIX KOHdurypauunm Cuctembl Ons  pasnMyHbIX MNOApasfgeneHuin 1 rpynn  COTPYOHWUKOB
opraHusauuu.

MepeveHb NpeacTaBneHn 4ns pasgenoB cMCTEMbl ykasaH B Tabnuue. Bo Bcex npeactaBneHmsax
oTobpaxatoTca AOKYMEHTbl, Aata nocnegHero M3MeHeHust KoTopbix He npesbiwaetr 30 gHen. B
npeactaeneHnsix o pare perucrpaumm oTtobpakaloTcsi BCe 3aperMcTpupoBaHHble B TeveHue
TEKyLEero KaneHgapHOro roga AOKYMeEHTbl. YcroBusi oTbopa OOKYMEHTOB (KapTa yBEeOOMIIEHMI) B
npegcraeneHusix pasgenos cuctemol Bxoasawme, Ucxoaawme, BHyTpeHHne, OPA, HIMA, MNMpaBoBkie
akTbl, O6palleHus rpaxaaH npeacrasneHbl B MpunoxeHne A. OTobpaxeHne AJOKYMEHTOB MO BPEMEHM
HacTpamBaeTcsa. B Cucteme Takke uMeeTcs BO3MOXHOCTb OToOpaxaTtb pasgen [lpaBoBble akTbl
BmecTo pasgenoe OPA n HIMA, koTopbi siBnsieTcst X 06beguHeHneM.

MepeyeHb NpeacTaBneHnn ansa pasgenoB cuctTemMbl ykasaH B Tabnuue (Tabnuua 4).

Ta6nuua 4 — lNepeyeHb pa3genoB CUCTEMbI U NpeacTaBleHU

HaumeHoBaHune OnucaHue
Bxoasitme OTobpaxatoTcs 4OKYMEHTbI, Co34aHHbIe No WabnoHy «Bxoadawmny,
C Y4eTOM Npae gocTyna nonb3oBaTens K JOKYMEHTY
Mo pate pernctpauum [oKyMeHTbI, ynopsiioveHHble No faTe perncrpaumm

HOpMaTVIBHbIe npaBoOBbl€ aKTbl, ynopsAaao4YeHHble Mo pernctpaumMoHHOMY

Bxogsawme HIMA HOMEpY

Mo naTe perucTpauun

OKYMEHTbI, ynopaao4eHHble [Mo paTte peructpauum ncxoasLlero
MCXOTALLEro Hoky ynopsag naate p pau as

KOHTpOﬂbeIe OOKYMEHTbI, ynopAaao4YeHHbIe Mo 3Ha4YeHUo nond Tun

Mo TUMNY KOHTPOJIA -
KOHMPOJISA Ha BKNagke HcnonHeHue nopyy4eHul

Mo oTnpasuTento [oKyMeHTbI, ynopsao4eHHble No oTrpaBuUTENO AOKYMEHTa

Mo appecarty [okyMeHTbl, ynopsaoveHHble No agpecaTty AOKYMeHTa

Mo craTycy [okyMeHTbI, ynopsgoyeHHble o cTaTycy

YepHoBUMKU [okymeHTbl B cTaTyce YepHosuk

Ha npegsaputensHown HokymeHTbl, noctynmewne no MO0, Haxoaswmecs B ctatyce
obpabotke (MO0) lNMocmynuewud us BC

OTkasaHo B peructpaumu HokymeHTbl, noctynuene no MO0 B cratyce Omka3aHo
(M300) 8 peaucmpayuu

3apeructpupoBaHHblie (MOO) | 3apeructpmpoBaHHble JOKYMEHTbI, MocTynuBwme no M340

JokymeHTbl, noctynusLume no M3O, npu akcnopTe KOTOPLIX NponsoLLna
omnbka

HeobpaboTaHHble
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HaumeHoBaHune

OnucaHue

Mo Homepy 3a roa

[loKyMeHTbI, ynopsgoveHHble Mo HOMepPY perncTpawmm

KopaunHa

YpaaneHHole OOKYMEHTbI

Ucxopsiwmne

OTobpaxatloTcs 4OKYMEHTbI, co3AaHHble no wabnoHy «cxoadawminy,
C y4eTOM npasB O0CTyna nosib3oBaTtesniad K AOKYMEHTY

Mo pate peructpauum

[loKyMeHTbI, ynopsifoveHHble No faTe perncrpaumm

Nexogsawme Ha Ol

[okymeHTbl, CO3aaHHbIE B OTBET Ha O0paLleHns rpaxkaaH

Mo craTycy

[loKyMeHTbI, ynopsiioYeHHble Mo cTaTycy

Mo ncnonnHuteno

ﬂ,OKyMeHTbI, ynopAagovYeHHbIe No UCMONHUTENIO AOKYMEeHTa

Mo nognucaHTy

ﬂ,OKyMeHTbI, ynopAanovYeHHble No nognncaHTy AOKYMeHTa

Mo KoppecnoHaeHTyY

ﬂ,OKyMeHTbI, ynopAago4eHHble No nonyydaTtesnto ncxoadaiwlero

Mo xxypHany

[lokyMeHTbI, ynopsigoveHHble Mo KypHary permctpaumm

Ha peructpaunn

[lokymeHTbI B cTaTyce Peaucmpauusi

3apesepBrpoBaHHbIe

[lokyMeHTbI, Anst KOTOPbIX 3ape3epBMpoBaH HoMepP

[MpoekTbl

[oKyMeHTbl, KOTOpble eLle He Bbinn 3aperncTpupoBaHbl

OTKMNOHEHHbIe

JokymeHTbl B cTaTyce OmKIIoHeH

OtnpaeneHHble no M340

[okyMeHTbl, KoTopble 6binv oTnpasneHsl no MO0

Ha otnpasky

,D,OKyMeHTbI, rOTOBbIE K OTMNpaBke

Mo Homepy 3a rog

[loKyMeHTbI, ynopsifo4eHHble No HoOMepy perncTpaumm

He otn paBJieHHblEe

,D,OKyMeHTbI, npun oTnpaBke KOTOPbLIX nNpoun3oLunia owmnbka

Kop3nHa

YpaaneHHble JOKYMEHTbI

BHyTpeHHue

OTobpaxkatoTcs JOKYMEHTbI, CO3aHHbIE MO LWabnoHy « BHyTpeHHUIA
JOKYMEHT», C y4ETOM NpaB JOCTYyNa Nonb30BaTens K JOKYMEHTY

Mo paTe perucTpauun

,D,OKyMeHTbI, ynopsago4YeHHbIe No garte pernctpaumn

Mo cratycy

,D,OKyMeHTbI, ynopsago4YeHHbIe Nno cTaTtycy

Mo noanucaHTy

,D,OKyMeHTbI, ynopago4vYeHHble No nognncaHTy OOKYMEeHTa

Mo xypHany

,D,OKyMeHTbI, ynopsago4YeHHbIe No XypHany perncrtpayum

MpoekThbl

,D,OKyMeHTbI, KOTOpble elle He Obinn 3aperncTtpmnpoBaHbl

Ha peructpaunn

,D,OKyMeHTbI B CTaTtyce Peaucmpauun

OTKINOHEHHbIE

HokymeHTbl B cTatyce OmKIoHeH

Mo Homepy 3a rof

,D,OKyMeHTbI, ynopsago4YeHHbIe No HOMepPYy perncTtpaumn
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HaumeHoBaHune

OnucaHue

HesaBuncumble nopyyeHus

MopyueHus, ynopsigoyeHHble Mo aate peructpaumu

KopaunHa

YpaaneHHole OOKYMEHTbI

OoPA

OTobpaxatoTca AOKYMEHTbI, co3AaHHble no wabnoHy «OPO», ¢ y4eTom
npaB OOCTyna noJjib3oBaTena K JOKYMEHTY

Mo pate peructpauum

[loKyMeHTbI, yNnopsifoveHHble No gaTe perncrpaumm

Mo nognucaHTy

D,OKyMeHTbI, ynopano4vYeHHble No noanncaHTy OOKYMeEeHTa

Mo xypHany

[loKyMeHTbI, yNopsioYeHHbIE MO XKypHarny perucTpaumm

Ha peructpauun

[lokyMeHTbI B cTaTyce Peaucmpauusi

3apesepBrpoBaHHbIE

[loKyMeHTbI, ANsi KOTOPbLIX 3ape3epBUPOBaH HoMep

MpoeKThbl

[lokyMeHTbI, KoTopble elle He BbiN 3aperncTpupoBaHbI

OTKMNOHEHHbIe

[lokymeHTbI B cTaTyce OmK/IOHeH

Mo Homepy 3a roa

[lokyMeHTbI, ynopsigoveHHble Mo HOMepPY perncTpasmm

KopaunHa

YpaneHHole OOKYMEHTbI

HMA

OTobpaxatoTca AOKYMEHTbI, co3aaHHble no wabnoHy «HMAy, ¢ yueTom
npaB JOCTyna nonb3oBaTens K AOKYMEHTY

Mo pate perncrtpauum

[oKyMeHTbl, yNOpsiAi0YEHHbIE N0 AaTe perncrpaumm

Mo cratycy

,D,OKyMeHTbI, ynopsago4YeHHbIe Nno ctTaTtycy

Mo uHMumMaTopy cornacoBaHus

[oKymeHTbI, yrnopsagovYeHHbIe MO MHULMATOPY COrfacoBaHus, ykazaHHOMY
B none Paspabomyuk

Ha peructpaunn

[okymeHTbl B cTaTyce Peaucmpauyusi

3ape3sepBrpoBaHHbIe [loKyMeHTbI, ANst KOTOPbIX 3ape3epPBUPOBaH HOMEP
MpoekTbl [oKyMeHTbI, KOTopble eLle He Dbl 3aperncTpupoBaHsl
OTKNOHEHHbIE [okymeHTbl B cTaTyce OmKIOHEH

Mo Homepy 3a rog

[lokyMeHTbI, ynopsigo4eHHble Mo HOMepY perncTpaumm

KopaunHa

YpaneHHole OOKYMEHTbI

OGpalueHus rpaxaaH (Or)

OTobpaxatoTcst [OKYMEHTbI, Co3AaHHble no wabnoHy «ObpalleHne
rpaxgaHvHa», ¢ y4eToM npas JOCTyna nosrb3oBaTens K JOKYMEHTY

Mo paTe permuctpauuu

JoKyMeHTbI, yNOpsiA0YEHHbIE MO PErMCTPaLNOHHOMY HOMEPY

Mo 3aasutento

[oKyMeHTbI, ynopsifoveHHble No hamunum 3asButens

Mo Tuny aBTopa

,D,OKyMeHTbI, ynopsano4YeHHbIe No Tuny aBTopa

Mo NCTOYHMKY NOCTYNNEHNS

,D,OKyMeHTbI, ynopagovYeHHble Mo MCTOYHUKY NOCTYNNEeHNnA OOKYMeHTa

Mo ctaTycy

[loKyMeHTbI, ynopsiAoYeHHbIe Mo cTaTycy

v éai
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UepHoBuku Ol

[lokymeHTbI B cTaTyce YepHosuk

Mo Homepy 3a rog

J[loKyMeHTbI, yNopsiAoYeHHbIE MO HOMEPY perMcTpaumm

MN3meHeHHble 3asaBUTenmn

D,OKyMeHTbI, B KOTOPbIX N3BMEHEH 3aABUTEIb

Ha npegsaputensHon
obpabotke (MOO0)

JokymeHTbl, noctynuelime no M0, Haxoaswumecs B ctaTyce
lMocmynuswuti uz BC

OTkasaHo B perucTpaunm
(M300)

HokymeHTbl, noctynmewne no MO0 B ctatyce Omka3aHo
8 peaucmpayuu

3apeructpupoBaHHble (M3[0)

3aperncTpupoBaHHble 4OKYMEHTBI, NocTynuelune no M340

He obpaboTaHHble

[lokyMeHTbl, He 06paboTaHHble PerncTpaTopom

KopsuHa

YpaneHHble JOKYMEHThI

JINYHbIN KaOnHeT

OT06pa)KalOTCFI BCe TeKyline 3agadum nonb3oBartensa

MocTtynmBLive

Bce nocTynmeLlune 3aaayvn and nosib3oBartens

Ha cornacosaHuu

OtobpaxatoTca ookyMeHTbl B ctatyce CoenacogaHue, NOCTynuBLUNE
NS cornacoBaHWs Nosib30BaTENO HA cornacoBaHue

Ha popaboTtky

OTo6paxatoTcst 4OKYMEHTbI, BO3BPALLEHHbIE MONb30BATENIO
Ha gopaboTky

[loKyMeHTbI:

co3faHHble no wabnoHy Bxodsawuti, ObpaweHue epaxdaHuHa, B
KOTOpbIX NONb30BaTENb ABNSETCA agpecaToM, UM UCNIONHUTENEM, UMK
aBTOPOM;

co3gaHHble no wabnoHy Mcxodswuli, B KOTOPbIX MOMb30BaTENb ABMNSETCA

OTnpaBneHHble KypaTopoM, Unu NOAMMCaHTOM, UMK UCMONHUTENEM;
co3pgaHHble no wabnoHy HIMA, OP/], B KOTOpbIX NOMb30BaTeNb ABMAETCH
KypaTopoM, Unu NOAMMCaHTOM, UMK UCMONHUTENEM;
co3aaHHble Mo WwabnoHy BHympeHHUl OOKyMeHmM, B KOTOPbIX
nonb3oBarternb ABNAETCH agpecaTtoM, Uiy NoANUCaHToOM, Unu
WCNONHUTENEM, UNN COrNacyLLnM;
3a mecsy [loKyMeHTbI, OTNpaBneHHbIE B TEKYLLEM MecsLe
3a 3 mecsya [okymeHTbl, OTNpaBneHHbIe 3a TpU Mecsua
83a nonzoda [okymeHTbl, OTNpaBneHHbIe 3a nonroga
[okymeHThl B cTaTyce [lo02zomoska n YepHoBUK, CO3aaHHbIe
YepHOoBMKK
nonb3oBaTenem
HacTporiku McnonbayeTca Ans CMeHbl Napons nonb3oBaTens
lpocgpurneb HacTpolika npocduns nonb3oBaTens
YeedommneHus HacTtpoWika yBegomMneHnin u onoseLleHni

OTueTbl Ha yTBEPXAEHME

OTobpaxatoTcd OTHETHI MO NUCMONHEHWIO MOPYYEHWI 118 yTBEPXOEeHMS

KoHnmporbHbie

OTyeThl No KOHTPOJTIbHbIM MOPYy4YEeHUAM

HeKOHm,DOﬂbeIe

OT4eTbl N0 HEKOHTPOSIbHLIM MOPYYEHMSM

Mou SOKYMEHTbI

[lokyMeHTbI, co34aHHbIe Nofb3oBaTenem
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3a mecay [loKyMeHTbI, CO34aHHbIE B TEKyLLleM MecsiLe
3a 3 mecsuya [okymeHTbl, co3gaHHble 3a TpU Mecaua

Y MeHsl Ha KOHTpone

OTOGpa)KaI'OTCFl OOKYMEHTbI, Haxoadawneca Ha KOHTpone y nofib3oBaTend

lMopyyeHus
Ha ucrosHeHuu

KOHTponbHble NopyYeHust

HokymeHmsi
Ha UCMosHeHUU

KOHTpOﬂ bHbl€ JOKYMEHTbI

UcnonHeHHbIE
OOKyMeHMb!

KOHTpOﬂ bHbl€ JOKYMEHTbI

lMopy4eHusi Ha 8HEWHUX
ucrioslHUmeneu

KoHTponbHble nopyyeHust

BblgaHHbIe MHOWM NOpyYeHus

OTo6pa>+<ar0Tc;| nopy4yeHud, BblgaHHbIE NOJib30OBaTeE1IEM

Cpok ucmek

[oKyMeHTbI, CPOK MCMOMHEHMWS NOPYYEHUIA NO KOTOPbIM UCTEK

Cpok ucmekaem

[loKyMeHTbI, CPOK MCMNOMHEHMSI NOPYYEHUIA MO KOTOPbLIM UCTEKAET B
onnxanwee BpeMsi

KoHmporbHbie

KOHTponbHble NopyYeHust

HekoHmporibHbie

HekoHTposbHbIE NOPYYEHNS

I'Iopyquvm Ha UCNOJTHEHNN

OT06pa)KalOTCFI nopy4yeHuna, Haxogdawmeca y nofib3oBaTtend
Ha UCNOJIHEHUN (l'lpVIHFlTbIe K I/ICI'IOJ'IHeHVI}O)

[na pesepsupoBaHus

OTobpaxatoTca 3anpockl Ha pe3epBMpoOBaHME HOMEpPa OOKYMEHTa

HenernpoBaHue NONHOMOYUN

OTo6paxaeTcs nepeyeHb NOMHOMOUMI, AeNernpoBaHHbIX COTPYAHUKOM
OpPYrMM nonb3oBaTensMm, a Takke NofHOMOYMIA, AeNerMpoBaHHbIX
COTPYAHVKY APYrMMU NOMNb30BaTeNsiMu

HenezuposaHHble MHOU

OT06pa)KalOTCFI TeKkywmne genermposaHmna aHHONO nosib3oBaTternd

,HeneauposaHHb/e MHe

OTobpaxatoTcst AenernpoBaHHbIE NMOMHOMOYMS OT ApPYrux nonb3oBaTtenei
TEKYLLEMY NOMNb30BaTENHO

Ucmopusi
OeneauposaHuli

McTopusa genermpoBaHun

Mosi akTUBHOCTb

Cnmncok co3faHHbIX AOKYMEHTOB

3a ceco0Hs

Cnuncok cosgaHHbIX OOKYMEHTOB 3a cerogH4d

Tekywas Hederns

Cnuncok co3gaHHbIX LOOKYMEHTOB 3a He[erslto

3a sce spems

Cnucok co3gaHHbIX OKYMEHTOB BCE BPEMS

YOayuHble

Cnuncok co3gaHHbIX LOOKYMEHTOB

HeydayHbie

Cnuncok co3gaHHbIX LOOKYMEHTOB

CwmeHa paccmaTpuBaroLero

[oKyMeHTbI, B KOTOPbIX Oblf MUBMEHEH paccMaTpuBatoLLni

ObpabomaHHsbie

[OKyMEHTBI, B KOTOPLIX Bbina NnpousseaeHa NGO OTKNIOHEHa CMeHa
paccmaTpvBaloLLero

HeobpabomaHHble

[okyMeHTbI, oxugatowme o6paboTku

Bce

Bce noctynuBLIve 4OKYMEHTI
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KabuHeT noMoLLUHMKA

MpeaHasHaveH anga paboTbl [TomMowHUKa pykogeodumernsi. B paHHOM
pasgene oTobpaxarlTca AOKYMEHTbI, NoCcTynuBLUne Pykogodumerto
ans paboTbl U JOKYyMEHTbI, Haxoaswmecs B APM PykoBogutens

Ins pykoBoguTens

[oKymMeHTbl, NpeaHa3HavYeHHbIe AN PACCMOTPEHUS, COrNacoBaHUs Unm
nognucaHus Pykosodumenem

Ha paccmompeHue

[okymeHTbl, nocTynusLUME Ha UM Pykogodumerisi ANsi pacCMOTPEHMS

Ha coenacosaHue

[okymeHTbl, nocTynuBLLME Ha UM Pykogodumerisi ANsi cCOrnacoBaHus

Ha nodnucaHue

ﬂ,OKyMeHTbI, nocrtynmeLine Ha NMA PyKosodumen,q anda nognmncaHua

B APMe

[okymeHTbl, NnepenaHHble B APM PykoBoauTento, 1 Haxogsmecs
Ha pacCMOTPEHUN, Ha COrnacoBaHMM U Ha NOANUCU Y PYKOBOAMUTENS

Ha paccmompenruu

HokymeHTbl, Haxoaswuecs B APM PykoBoguTens, npeaHasHadYeHHble
AN paccMOTpeHus

Ha coanacoeaHuu

HokymeHTbl, Haxoaswuecs B APM PykoBoguTens, npeaHasHadYeHHble
Ansa cornacoBaHus

Ha nodnucu

[okymeHTbl, Haxoaswuecs B APM PykoBoguTens, npeaHasHadYeHHble
Ana noanucaHuns

Ot pykoBoguTens

[loKyMeHTbI, NOCTYNMBLUME OT Pykog8odumersisi C pacCMOTPEHMS,
nognucaHus

C paccmompeHusi

[lokyMeHTbI, MOCTYNMBLUME NOCHEe paccMoTpeHusi Pykosodumesiem

C coanacosaHusi

,D,OKyMeHTbI, NnocTynueLUnE nocrie cornacoBaHuA PyKoeodumeneM

C nodnucu

[okyMeHTbl, NOCTynMBLUKE NOCcrne noanucanns Pykogodumernem

OTueTbl Ha yTBEPXAEHME

OTobpaxatoTca OT4EThI N0 UCMOMHEHMIO NOPYYEHUI AN YTBEPXKOEHWS
Pykogodumernem

KoHmpornbHbie

OTyYeTbl MO KOHTPOSbHBLIM MOPYYEHUAM

HekoHmporbHble

OTyeTbl No HEKOHTPOJIbHbIM NOPYyYEeHUAM

Mopy4eHusi Ha UCNONHEHNN

OTobpaxatoTcst nopyyeHus, Haxoaswmecs y Pykogodumersi Ha
NCNOoNHEeHUW (MPUHSATBIE K NCMOMHEHNIO)

OTnpaBneHHble [loKyMeHTbl, OTNpaBneHHble PYKOBOAUTENHO
3a mecsay [loKyMeHTbl, OTNpaBfeHHble PYKOBOAUTENIO B TEKYLLEM MecsiLie
3a 3 mecsya [lokyMeHTbl, OTNpaBneHHble pykoBoaUTENo 3a 3 Mecsila
3a nonzoda [lokymMeHTbl, OTnpaBneHHble PYKOBOAUTENNIO 3a NoNnroga
OTyeTh! Paspen npegHasHayeH ans (oopMUPOBaHUS OTYETOB MO AOKYMEHTaM

Cucrtemsl

OT14yeTbl No OP

MepeyeHb oT4eTOB, POPMUPYHOLLUXCS MO AOKYMEHTAM, CO3aHHbIM
no wabnony «OPO»

OTtyeTtbl OI

MepeyeHb 0THETOB, POPMUPYIOLLIMXCSA MO JOKYMEHTaM, CO34aHHbIM
no wabnoHy «OM»

PeecTpbl

MepeyeHb 0TYETOB AN POPMUPOBaHMS PEECTPOB BXOAALLEN,
ncxogsiien, BHyTpeHHeN KoppecrnoHaeHUmn

OT4eTbl NO NCMOMNHUTENBCKOMN

ONCUUNIINHE

MepeyeHb 0T4ETOB, (DOPMUPYHOLLINXCA C LIETbo KOHTPOIS
MCNOMHUTENBCKOW AUCLMMNINHBI

Opyrue otyeTbl

I'Iepequb OTHETOB, HE NpUHaaneXxalwunx octalibHbIM KaTeropmnam
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CnpaBoOYHUKHN

Pa3gen npegHasHayeH ans xpaHeHus MHGOpMaLuum o CTPYKType
opraHusaumu, nogpasaeneHui, NepcoH (BHELWHWX, BHYTPEHHUX)

MepcoHbl (BHYTPEHHNME)

OTobpaxaeTcsa CnUCOoK COTPYAHMKOB OpraHusaumum

MepcoHbl (BHeLWHKE)

OTobpaxaeTcsa CNUCOK COTPYAHMKOB BHELLHMX OpraHn3auunin, ¢ KOTOpbIMU
BefeTcs nepenvcka

ABTOpPbI 06paLleHus

Cnuncok aBTopoB 06paLleHuii

Bonpocbl obpalyeHuns

Cnuncok BonpocoB obpalleHnii rpaxkaaH cornacHo knaccudukaTopy

Buabl 4OKYMeHTOB

Cnuncok Buaos AOOKYMEHTOB

OpraHuzauum

OT06pa>+<aeTc;1 CMUCOK BHELIHNX 0pFaHM3aLI,VII7I

AKmMueHbie

Cnncok akTUBHbIX OpraHn3auni

Hoeble 3HayeHust

Cnuncok HoBbIX Ao6aBNeHHbIX opranaauMVl

HeakmueHbie Cnncok HeakTUBHbIX opraHunsauumn
Bce Cnuncok Bcex opraHusaumm
Moapasaenexus OtobpaxaeTcsa cnucok noapasaenexuin OpraHusauum
AKmMueHbie Cnncok akTUBHbIX NogpasgeneHni
HeakmueHsble Cnncok HeaKkTUBHbIX NogpasaeneHunin
Bce Cnucok Bcex nogpasgeneHun

O6pasubl BXoOALLMX

OT06pa)KaeTCﬂ CMNCOK O6pa3OB BXOOALWNX OOKYMEHTOB

O6pasubl ncxoasLmx

OTobpaxaeTcsa cnucok 0b6pasLIOB MCXOOALLMX JOKYMEHTOB

TunoBble MapLUPYThI

OT06pa)KaeTCﬂ CMNCOK TUNOBbLIX MapLUpyTOB COrnacoBaHnA

cornacoBaHus

[ormkHocTn OTobpaxkaeTcs CNUCOK AOJMKHOCTEN
AKmueHbie Cnncok akTUBHbIX AOMKHOCTEN
HeakmueHsble Cnuncok HeaKTUBHbIX AOMKHOCTEN
Bce Cnncok Bcex JOoIMKHOCTEN

Moasonpockl obpalleHui

MoaBonpockl obpalleHui

Hoebie 3HayeHus

HoBble 3HayeHns Bonpocos

WHdopmaumoHHble maTepuansl

CI'IpaBO‘-IHbIe mMmaTtepuarnbl

Buabl ucxopsLmx 6naHKoB

Buabl ucxopsaLmx 6raHKos

CraTtuctuka NOCT

CraTtuctuka oTnpaBlIEHHbIX U NPUHATBIX AOKYMEHTOB

K cnucaHuro

OTO6pa)Kal0TCF| O0OKYMEHTbI, TOTOBbI€ K CMTUCaHUIO B AeN0
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BxogsiLuve [loKyMeHTbI, TOTOBbIE K CMMCaHWUIO B AeN0, Co3AaHHbIe MO WabroHy
«Bxogawmny
[loKyMeHTbI, TOTOBbIE K CMMCaHWIO B AeN0, Co3AaHHbIe MO WabroHy
Mcxopsawme .
«cxopawmny
[loOKyMeHTbI, FOTOBbIE K CMMCaHWIO B AeN0, Co3AaHHbIe MO WabroHy
BHyTpeHHue

«BHYTPEHHWNI OKYMEHT»

ﬂ,OKyMeHTbI, roToBbl€ K CnMcaHuio B Aeso, co3aaHHble MNMo UJa6J'IOHy

OBpatieHna rpaxnaH «Ob6palleHnsa rpaxagaH»

ﬂ,OKyMeHTbI, roToBbl€ K CnMCaHuo B Aeno, co3aaHHble No ma6n0Hy

HMA
«HIMA»
oP[ [oKyMeHTbl, roTOBbIE K CUCaHWIO B Aeno, Co3aaHHbIe Mo wabnoHy
«OPO»
ApxuB OTobpaxatoTcst JOKYMEHTbI, HAXOASALWMeCS B apxvBe
Bce OTobpaxatoTcs BCe apXMBHbIE OKYMEHTbI
Bxogsuwme HokymeHTbl B Aene, cosaaHHble no wabnoHy «Bxogawmny
Wcxopsawme HokymeHTbl B Aene, co3aaHHble no wabnoHy «Mcxoaawminm
BHyTpeHHne [okymeHTbl B gene, cosgaHHble no wabnoHy « BHyTpeHHUn AOKYMEHT»
OoP[L [lokymeHTbI B gene, co3fgaHHble no wabnoHy «OPO»

Mocne aBTopu3auuu nosnb3oBaTens, Cuctema OTKpbIBaeT pasgen cuctembl JINUHbIA KaOuHeT.
B maHHOM pasgene oToOpaxalwTca Tekywume 3adaduM  nonib3oBaTtens. Ycnosue OToOpaxeHus
yBEAOMIIEHUA N COCTaB AaHHbIX B YBEOOMSIEHUAX B pa3genax cuctembl JIN4HbIN KabuHeT 1 KabuHeTt
NOMOLUHMKA NpeacTaBneHbl B npunoxeHun (Mpunoxexuve b).

[OKyMEHTbl B MOMb30BAaTENbCKUX MPEeACTaBMEHNsIX MOryT ObiTb OTCOPTMPOBAHbI MO MOMAM,
oTobpaxkaembiM B npeactaBneHnn. CopTMpoOBKa OCYLLECTBNSAETCS LUEMYKOM MbIWM MO Ha3BaHUIO
HY>KHOro ctonbua.

PaboTta nonb3oBaTens OCyLWeCTBNSAETCA C KApTOYKON JOKYMEHTa, KOTopasi CO34aeTcs Ha OCHOBe
onpegeneHHoro wabnoHa. [na npocmoTpa HasBaHus WabnoHa, nNo KOTOPOMY cO3gaHa KapTouka,
AOCTaTOMHO LUENKHYTb Ha 3Ha4okK E pacnonoXeHHbIA Haa BKMagkaMy KapToudku. Kaxabii LwabnoH
COCTOUT 13 onpegeneHHoro Habopa 6nokoB. broku pacnonaratTca Ha pasHbiX Bkagkax wabnoHa. B
Kaxgom Onoke umeeTcs onpedeneHHbli Habop aTpmbyToB (nonen), HeobxoauMmbIX AN OAHHOrO
wabnoHa. BugmmocTb wabnoHoB, 6nokoB, nonen 3aBUCUMT OT ponu nonb3oBatend. B wabnoHe
npeaycMOTpeHbl Mons, Heobxooumble ANs ykasaHus pPEKBU3MTOB [OKYMEHTa, a Tawkke nons,
HeobxoauMble ANg yka3aHWs 3TanoB Y y4aCcTHUKOB 06paboTkn JOKyMeHTa.

B Cucteme nmeetcst BO3MOXHOCTb HacTpanBaTb.

1. [HocTyn Ha YTeHue 1 pefakTUpOoBaHME KapTOYKM LENUKOM U Kaaoro atpnbyta B OTAENbHOCTU —
HacTpavBaeTcsa AN ponewu.

2. [JocTtyn Ha co3gaHue KapTodeK AOKYMEHTOB MO onpederieHHbIM wabnoHam — HacTpamBaeTes Ans
pornen.

3. I'IpaBa Ha U3MeHeHNe CTaTyCOB KapTO4eK — HacTpanBaeTCd And pone|7|.
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4. BwugnmocTb pasgena cucteMbl GO 0TAENbHOIO NPeACTaBeHnsa — HacTpanBaeTes AN Ponen.
5. O6s13aTenbHOCTL 3anoNHeHUs aTpnbyTOB 47151 BbINOMIHEHUS Nepexoaa.
6. OTobpaxeHne 6NOKOB B pa3BepHYTOM UM CBEPHYTOM BUAE.

MopsgoK HacTpPoMKM onmucaH B AOKyMeHTe «PykoBoAcCTBO Mo agMuHucTpupoBaHuio C3[ Jloruka
C3M. CIlOw».

Ecnu kakve-nnbo cyHkummM, aTpubyThbl, CTaTyCbl, ONMCaHHblE B AAaHHOM AOKYMEHTE, OTCYTCTBYHOT
B Cncrteme, cnegoBaTenbHO, OHM HE HACTPOEHbI ANs Tekylen sepcun CIO.

Ona kaxpgoro wabnoHa npeaycMOTPeHbl pasnuyHble 3Tanbl obpaboTtkn. B xopge paboThl
HaJ OOKYMEHTOM nonb3oBaTeslb BLINOMHAET Mepexoq Mexay craTycamm AOKYMeHTa, TeM CaMbiM
n3meHsis atanbl 06paboTkn gokymeHTa. Nepexon mexay ctaTtycamm MOXET OCYLLECTBNATLCA BPYYHYHO
nnbo B aBTOMaTUYECKOM pexunme. MNepexoabl, BbIMOMHAEMbIE BPYYHYHO MOXHO HacTpanmBaTb — CKpbIBaTb
OT pasnuyHbIX rpynn nonb3oBaTenen, nmMbo HaobopoT, npeaocTaBnsATb MNOMb3oBaTENAM Mpasa
Ha nepexof. opsiaok HacTpoWku onucaH B OOKyMeHTe «PykoBOACTBO Mo agMuHUcTpupoBaHuio C3[
Jlormka C3M. CIMO». Kn3HeHHble uuKnbl WabnoHoB, ucnonb3dyemble B Cucteme, NpencTaBrieHbl
B npunoxeHun (MpunoxeHune B).

Kaxxgasa cxema B NpUNOXeHUN MMEET YCIoBHble 0603HaYeHNS:

1. OBan — 310 CTaTYyC XXM3HEHHOTO LMKIa AOKYMEHTA.

2. lMpaBa Ha cxeme 0603Ha4YeHbI MO creayLmMm npasunam:
— «[_HaseaHue ponu» — 0603Ha4YeHne gUHaAMNYECKON POnu;
— «HasBaHuve ponu» — 0603Ha4YeHne CTaTU4YECKON Ponu.

3. Mepexogbl Mexay cTaTycamu 0003HauveHbl cTpenkamu. Hagnucu Hap crpenkamu
o603HavatoT (PucyHok 1):

— Ha3BaHue nepexona,

— pornb, KOTOPOW JOCTYMNHO BbINOMHEHME nepexoaa (ykasaHa B ckobkax).

HassaHune nepexoga (Ponb, BbINONHALLWAA nepexon)

7 Ny

BapeructpuposaTb ([_OTBeTcTBEHHbIN 3a [1OY,

= Ha ncnonHenne
Crapumuii peructpaTop)

<7 77777777777777

] i

ABTOMaTU3NPOBAHHbIN
nepexos (BbINosHAeTCH
Cucremon)

Mepexoa (BbINnoNHAETCS
nonb3oBaTtenem)

PucyHok 1 — lNepexoabl XM3HEHHOrO LIMKINa AOKYMeHTa
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Bo Bcex cTtaTycax n nepexogax NOMMMO YKasaHHbIX Posiein, NpUCyTCTBYIOT ponn AOMuHUCmMpamop
n Cucmema.

Kaxxgast kapTodka gokymeHTa B CnucteMe MMeeT CBOW YHUKAMNbHbIN NOEHTUAUKALNOHHBIN HOMEP,
OAHO3HAYHO onpeaensatowmm KapTouKy JOKyMeHTa.

OcHoBHbIMK LWabnoHamn Cuctembl SIBRSIOTCA cnenywume LIABnoHBbI:

«Bxogawmny;
«cxogsawmny;
«BHYTpEHHUIN JOKYMEHTY;
«OP[ly;

«HIMA»;

«ObpalueHune rpaxgaHnHa;

«HesaBucrnmoe nopyyeHuney.

Cxema B3aummocBsi3aM LWwabnoHoB CucTteMbl C OCHOBHbIMM LWAGMOHaMM npeactaBfeHa B
Mpunoxenue A.

.1.1.

O6uwasn cxema paboTbl C AOKYyMEHTaMM

Pabota c Bxogdwen [OoKyMeHTauuewn, obpalleHnsiMK rpakgaHuHa, OoTobpaxarwmmmncs
B pasgenax cuctembl Bxogsawme n O, moxeT BkNtovaTb cnegyroLmne AencTems:

npveM n nepBnyHasi o6paboTka JOKyMeHTa — 3anoSfIHeHNE PEermcTpaunoHHON KapTOYKK;
permcTpaums JOKYMEHTa;

CBA3blBaHNE AOKYMEHTA C y)XXe 3aperncTpupoBaHHbIMU AOKYMEHTaMMU;

OoTnpaBka AOKYMEHTa Ha pacCMOTPEHNE PYKOBOACTBY;

NOCTaHOBKa AOKYMEHTa Ha KOHTPOJb, CHATUE C KOHTPONS;

obpaboTka gokymeHTa NoMOLHUKOM SO paccMoTpeHuss Pykosoautenem u nocne;

paboTa Cc pesonouusaMn: NOAroToBKa MpoekTa pPes3onioumn, U3MEeHeHMe NpoekTa pe3ontioumm
PykoBoguTtenewm, yaaneHne pesoniouumn, yTeepxaeHne pesontoLmi;

NCNONHEHNE OOKYMEHTA: OTNpaBka AOKYMEHTA Ha MUCMOMNHEHNE, OTMEHA NOpPyYeHUI, co3gaHme
CBSI3@aHHOIO [OYEepHEero MnopyydeHus, WCNOSTHEHME MOPYYEHUN, KOHTPOSIb  WUCMOSTHEHMS
nopyveHui;

O3HaKOMIeHMe C AOKYMEHTOM: OTNpaBka Ha 0O3HAKOMIeHne, hrkcaumsa akta 03HaKOMITEHNS;
paboTa ¢ GyMaxkHbIM OpUTMHANOM;

oTnpaBka AOKyMeHTa B Aeno.

Pabota c ucxogdwen gokymeHTauumen, otobpaxarowencsa B pasgene cuctembl Ucxopswme,
MOXET BKIIoYaTb CrieayoLlme gencTBus:

NOTHKA

'1." 4

MOAroTOBKa NPOEKTa JOKYMEHTa;
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— pesepBuUpoBaHNE HOMEPA;
— dhopmupoBaHME CBA3OK C JOKYMEHTOM;

— CorfacoBaHune npoeKkta AOOKyMeHTa: OThnpaBKa [MMpoekTa OOKyMeéHTa Ha CcorflacoBaHue,
npeasapuTesribHas 06p860TKa npoeKkTa [OOKyMeHTa MOMOLLHMKOM, NPUHATNE pEeLUeHnsA
no cornacoBaHUIO NMpPoeKTa AOKyMeHTa, AONOJIHUTENbHOE CorfiacoBaHue;

— nognucaHWe npoekTa [OKyMeHTa: npeaBaputenbHasi obpaboTka npoekTa [OKyMeHTa
MOMOLLHMKOM, NPUHSITUE peLUeHMs Mo MOAMNMCaHUI0 NpoekTa AOKYMeHTa, obpaboTka npoekTta
AoKyMeHTa [MoMOLLHMKOM nocre NpUHATUSA pelueHns PykoBoguTtenem;

— [opaboTka npoekTa AOKYMEHTa;
—  perucTpaums npoekTa AOKYMEHTA;
— paccbinika JOKYMEHTa;

— pabota ¢ 6yMaXkHbIM OPUTMHAIIOM;

crnncaHme B Aerno.

PaGoTa c BHYTpeHHel AOKyMeHTauueln, oTobpaxatoweincs B pasgene cuctembl BHyTpeHHue,
MOXeT BKMoYaTb creayolme AencTBus:

NOAroTOBKa NPOEKTa JOKYMEHTa;
— hopmupoBaHMe CBA3OK C LOKYMEHTOM;

— cornacoBaHue MpoeKkTa [OKyMeHTa: OTrnpaBka MNpoekTa [OOKYMeHTa Ha corfacoBaHue,
npeaBapuTenbHas obpaboTka npoekta [JAokymeHTa [lOMOLLHMKOM, NPUHSATUE peLleHus
Mo COrfacoBaHuUo NpoekTa AOKYMeHTa, AOMNOMHUTENbHOE COrnacoBaHue;

— noanucaHWe npoekTa [OKyMeHTa: npeaBaputenbHas obpaboTka npoekTa [OKyMeHTa
MOMOLLHMKOM, NPUHSTUE peLUeHust Mo MOANMCaHUIO NpoekTa AOKYMeHTa, obpaboTka npoekTta
AoKyMeHTa [MoMOLLHMKOM nocrie NpUHATUSA pelueHus PykoBoauTtenem;

— [JopaboTka NpoekTa AOKYMEHTa;
—  perucTpaums nNpoekTa AOKYMEHTA;
— OTnpaBka AOKyMeHTa agpecaTy A pacCMOTPEHUS;

— paboTta c pesonouMaMU: NOArOTOBKA NPOEKTa pe3ontounn, M3MEHEHUE MpoeKkTa pPe3osiouun
PykoBogutenem, yganeHne pes3ontoummn, yTBepXaeHne pes3ontoLmni;

— WCMNOSMHeHVe OOKYMEeHTa: OTrnpaBka JOKYMEHTa Ha WUCMOMHEeHUe, OTMeHa NopyyYeHni, co3gaHme
CBA3AHHOIMO [JOYEepHEero ropyyeHusi, WUCMOMHEHWE MOPYYEHUN, KOHTPONb  MCMOSTHEHWUS
NopyYeHni;

— O3HaKkoMIieHne ¢ JOKYMEHTOM: OTrpaBKa Ha O3HakoOMIeHue, (*)VIKC&LI,I/IH (*)aKTa O3HaKOMIEeHUA,

— pabota ¢ BymaxKHbIM OpUrMHANomMm;

oTnpaBka AOKyMeHTa B Aeno.

Pa6ota ¢ OP[] n HINA B pasgenax cuctemol OP[ 1 HIMA moxeT BkntoyaTth cregyouime 0encTBus:
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— TMOAroToBKa NPOEKTa JOKYMEHTa;
— pesepBuUpoBaHMe HOMEpPA;
— hopmmpoBaHME CBSA3OK C JOKYMEHTOM;

— corfacoBaHWe npoekTa [OKyMeHTa: OTnpaBka MpoekTa [OOKYMEHTa Ha corfacoBaHue,
npeaBapuTenbHas obpaboTka gokymeHTa  [TOMOLWHWKOM, MPUHATME  peLleHns Mo
COrnacoBaHuo JOKYMEHTA, LOMNOMHUTENBHOE COrfacoBaHue;

— noanucaHwe OOKYMeHTa: npeaBapuTenbHas obpaboTka AokymeHTa [MOMOLLHWKOM, NPUHSATUE
peLleHns Mo NoAnMCcaHuIo NpoekTa AoKyMeHTa, obpaboTka npoekta AokymeHTa [MoMOLLHMKOM
nocre NpuHATUS pewweHuss Pykosoautenew;

— popaboTka NpoekTa AOKYMEHTa;
—  perucTpauus NpoeKkTa OOKYMEeHTa;
— OTnpaBKa AOKYMEHTa Ha UCMOSIHEHNE;

— paboTa c pesoniouusiMu: NMoAroToBKa NPOEKTa Pe3ositoLuM, U3MEHEHWE MPOEeKTa Pe3onioumm
PykoBoauTenem, yganeHue pesoniouunin, yTeepxaeHne pesosnouuii;

— VWCMONHEeHWe JOKyMEHTa: OTrnpaBka AOKYMEHTa Ha UCMOSHEeHWEe, OTMeHa NopyyYeHun, co3faHve
CBSAA3aHHOMO [0YEpHEro MnopyyYeHUs, WUCMNOMHEeHWe MOPYYEHUN, KOHTPOSMb  WCMOSTHEHUSA
NopyYeHni;

—  O3HaKOMIIEHWE C JOKYMEHTOM: OTNpaBKa Ha O3HaKOMIMEeHMe, ukcaums gakta 03HaKOMIEHMS;
— pabota ¢ BymaKHbIM OpUrMHaNomMm;

— ChnncaHue B aeno.

11.1.2. Ponu B Cucrteme

B Cucreme ucnonb3yoTca ABa BMAa pofien: AMHaMmyeckne u ctatndeckue. nHammyeckne ponu
npuceamBatoTcs CucCTeMOM W pas3rpaHMYMBAOT nNpaBa [[oCTyna nonb3oBaTene K KOHKPETHbIM
KapTo4kaM OOKYMEHTOB (Hanpumep, ponb McrnonHumerns OoKymMeHma-ocHogaHusi). CTaTudeckme ponu
HacTpamBalTCs BPYYHYH [ON19 KaXOoro nosnb3oBaTenss W onpedensitoT  AOoCTyn  nonb3oBaTens
K wabnoHam Cuctembl. B Cucteme MOXHO HacTpamBaTb CTaTM4YeckMe W ANHAMUYECKUe ponu
ANsi NepexofoB Mexay cratycamu, Ans CO34aHusA OOKyMEHTa, Ans NpefocTaBneHwus npaB AocTtyna
Ha YTeHWe N Ha pefakTMpoBaHME K LOKYMEHTY LwabnoHa B KaXaom KOHKpeTHom crtaTtyce. OgHomy
nonb3oBaTento MoOXeT ObITb Has3HaA4YeHO HECKONbKO poriem M OgHa pofib MOXET ObiTb HasHadeHa
HeCKonbkUM  nonb3oBaTensM. [lopsigoOK  HACTPOMKM  OnMcaH B [AOKyMeHTe  «PykoBOACTBO
no agMuHuctpuposanmo C3[ Jlornka C3[. ClMO».

[na pabGoTtbl nonb3oBaTenen B Cucteme AN KaXOoro nonb3oBaTens onpefesieH nepeveHb
cTaTudeckmx ponen k wabnoHam. CrtaTtnyeckas ponb onpegensieT Habop BO3MOXHbIX (DYHKUUA U
nepexoaoB, OCYLLECTBNSEMbIX NOMNb30BATENEM B KaX4oM WwabnoHe. MimeeTcsi BO3MOXHOCTb HAaCTPOUTb
pasfnnMyHbIi JOCTYyN K atpmbyTy wabnoHa pasHbiM CTaTUY4ECKMM PONiiM — HaCTpPOWKa BbINOSHAETCS
AomuHuctpaTopom Cuctembl. B Cucteme ucnonb3yloTcs CTaTUYECKME pPonu, pasrpaHvynBatolme
nonb3oBartenen no BbinonHAeMbIM  yHkunam B OOY OpraHumsauumn (6usHec-ponn), a Takke
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cTaTuyeckme ponu, onpegensiowmne  BO3MOXHOCTb — CO34aHWs,  pedakTMpoBaHus,  AOCTyna
nonb3oBartenen k cneundunyHbiM CucTembl (CUCTEMHBIE PONN).

K nepsou rpynne ctaTU4YecKMx porien OTHOCATCS:
—  Pykosodumernsb;

—  Pykosodumenb opeaHusayuu;

— [MomowHUK pykosodumerns;

—  Peaucmpamop;

— Cmapuwut pecucmpamop;

—  UcnonHumernb;

—  KoHmponep;

—  AdmuHucmpamop.

Kaxxgbin nonb3oBaTtenb pewaeT cBon Habop 3agad B Cucteme [lonb3oBaTtento npucBamBaroTcs
pasfMyHble ponu.

Peaucmpamop co3paeTt B CUcTeMe KapTOUKM BXOOALMX OOKYMEHTOB, UCXOOALWMUX AOKYMEHTOB,
OP[ n HMA. PeructpupyeT Bxogsawme gokymeHtbl, OP, HIMA, ucxogawme n BHyTpeHHUE OOKYMEHTHI,
yKasblBaeT paccMaTpyMBalOWMX W OTNpaBnseT OOKYMEHTbl Ha pPacCMOTPEHME U O3HaKOMIIEHWe,
CMMCbIBAET OOKYMEHTbI B AENO MO HOMEHKNaType Aen, OTnpaBnsieT 3aperncTpupoBaHHbIE OOKYMEHTbI
nonyyaTtensm.

Cmapwut  peaucmpamop  obnagaet  dyHkumsamm  Peaucmpamopa W HEKOTOPbIMM
AOMOMHUTENbHLIMM BO3MOXHOCTSMU B CucTeme, Hanpumep, UMeeT BO3MOXHOCTb pedakTupoBaTb U
BO3BpallaTb Ha UCNONHEHNE AOKYMEHTbI, Haxoasawmecs B Aene.

UcnonHumenb — roToBUT OT4YeTbl 00 WCNOMNHEHUU pe3OJ'II'0LI,VIIZ/ HOpyquMI‘;I, HanpaesndaAet ux
Ha yTBepXaeHune, rotoBUT NpPOeKTbl AOKYMEHTOB, cbopMMpyeT CMNCKN N NapamMeTpbl corfiacoBaHnNAa U
nognncaHna OOKyMEHTOB, OTCNEXNBAET X0 CcOorfnacoBaHMA NpoekKTa.

lMomowHUK pykogsoOumernsi paccmaTpyBaeT OOKYMEHTbl, MOCTYNUBLUME HA WMSA PyKOBOOUTENS:
onpefenseT CPOYHOCTb PACCMOTPEHUA PYKOBOAUTENEM, FOTOBUT M BHOCUT MPOEKTbI PE30NoLuin,
oTnpasBnseT AOKYMEHTbl PYKOBOOUTESNO Ha pacCMOTPEHUEe U yTBEPXKAEHME MOArOTOBMEHHbIX NMPOEKTOB
pe3onounii, oTnpaBnseT AOKYMEHTbl Ha UCMOSTHEHNE B Criydae OTCYTCTBMSA pyKoBoauTensa Ha paboyem
MecTe, npeggapuTenbHo npoBepsieT ucxogdwme, OPL, HIMA wn BHyTpeHHMe [OKyMEHTbl nepeq
OTNpaBKOW Ha nognucaHue, cornacyeTt M Bo3BpallaeT Ha AopaboTKy MPOEKTbl UCXOOALMNX, BHYTPEHHUX
nokymeHtoB, OP[] u HINA B cnyyae oTcyTcTBMSA Ha paboyem mecTe Pykogsodumersid, WUCNOSHAEeT
nopyyeHnsa 3a PykogsoOumersisi, KOHTPONMPYET WUCNOSIHEHWE BbiAaHHbIX PykogodumerieM NOpYyYeHWUN.
[okymeHTbl, agpecoBaHHble Pykogodumernto, NpUXoaaT Ha paccmoTpeHue [lomowHuky B KabuHeTt
NOMOLLHUKA.

Pykosodumenb cmpykmypHO20 nodpasdesieHuss pacCcMaTpmBaeT AOKYMEHTbI, BHOCUT pe3onounm,
co3faeT [oYepHME MOopyyYeHus, OTnpaBnseT [OKYMEHTbl Ha WCMOSIHEeHWe, rOTOBUT, cornacyer,
noanucbiBaeT NpOeKkTbl  ucxogawmx, BHyTpeHHux, OPL wn HIA, opraHudyeT o03HaKOMMeHue
C OOKYMEHTaMW, KOHTPONMPYeT WUCMOSIHEHME BbldaHHbIX MOpyyvyeHun. Pykosodumersb  MOXET
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ocylecTBnATb paboTy, Mcnonb3ya Kak obwun uHtepgenc Cuctembl, Tak 1 APM PykoBogutens
no ccoinke APM Pykosogutens.

Pykosodumenb opezaHu3auyuu paccMaTpuBaeT OOKYMEHTbl, YTBEpXOaeT NpPOeKTbl pPe3osouunn,
cosfaeT pes3oniouuun, oTnpaeBnsaeT JOKYMEHTbl HA UCMOMHEHWE, TOTOBUT, MOAMNUCLIBAET UMK oTnpasndaeT
Ha popaboTtky npoektel OPL, HIIA, wucxogswmux W BHYTPEHHUX [OOKYMEHTOB. Pykosodumerib
opeaHu3ayuu obnagaeT yHKuMaMU Pykogodumersisi N MOXET BbIMOSHATL BCE Te Xe OEWCTBUS, YTO U
nonb3oBaTteslb ¢ ponbio Pykosodumesnb. Ons Pykosodumerns opeaHu3auyuu wcnonb3dyetcsa OGonee
obner4yeHHbI MHTEepdenc APM, KOTOPbIV COAEPXUT BCEro OAMH pa3gern C yMeHbLUEHHbIM KONMYeCTBOM
noanarok.

KoHmpornep KOHTponupyeT MCMNOMHeHUe LOKYMEHTOB, hopMMpyeT OTYETbl MO MCMOMHUTENbCKOW
AVCUMMNNMHE, CHMMAaeT [OKYMEHTbl C KOHTPOMsl, OTCMNEeXMBAeT Xo4 WCMOSIHEHUSI MOpYYEeHUn K
[IOKYMEHTOB B LIENTOM.

AdMuHUCmpamop vMeeT AO0CTyn KO BCeM [OoKymeHTam Cuctembl, nepexogam u craTycam B
XU3HEHHOM uukne obbekta. OcywecTBnsieT paboTbl MO YCTAHOBKE, HACTPOWKE, KOH(UIypMpOBaAHUIO
Jlornka C3[. CI10, a Takke ocTanbHble AencTBus, obsasatenbHble Ana QyHKUMOHMpoBaHUs CUCTEMBI.
CoTpyaHuky ¢ ponbto AOMUHUCMpamop OOCTYNHbI BCE Nepexoabl, YTeHMe M pedakTMpoBaHMEe BCEX
kapToyek Cucremol.

Ko BTOpoOW rpynne cTaTU4eCKNX posien OTHOCATCS:
—  YyacmHuk 0okymeHmoobopoma;

— Cozldamernu OOKyMEHmMOos;

— Pedakmop crpagoyHUKOS;

—  Yumamenb ecex doKymeHmMos;

— Cucmema.

Ponb YwacmHuk dokymeHmoobopoma npepocTaBnsaeT MNoSfib3oBaTesnto BO3MOXHOCTb Monydatb
AOCTYN K AOMNOSHUTENbHBbIM LWabnoHam BTOPOrOo YPOBHS Ha 4YTeHWe (WwabroHbl, He OTHOoCsLMECSs
K OCHOBHbIM TUMNaM [OKYMEHTOB, Hanpumep: wabnoHbl OpraHu3aumu, [denaptameHTa, [OIMKHOCTMH,
OnemeHTa cnmcka paccbiniki, TUNOBOro MapLUpyTa CornacoBaHus).

Ponb Co3damenu OoOKyMeHmMoe npenocTaBnseT Mnonb3oBaTento BO3MOXHOCTb CO34aBaTb
[AOKYMEHTbI onpeaeneHHoro wabnoxa.

Ponb Pedakmop cripaso4YHUKo8 NpeaoCcTaBnsieT Mofb3oBaTentd BO3MOXHOCTb CO3daBaTb U
pefakTMpoBaTb KAapPTOYKW, CO3[aHHbIE MO LWabnoHam cnpaBoYHMKOB CUCTEMBI.

Ponb Yumamene ecex AokymeHmoe npenocTaBnsieT Mofb30BaTeNilo BO3MOXHOCTb MOMAyYnTb
AOCTYMN Ha YTeHue KO BCeM JoKyMeHTam B Cucteme, coO3gaHHbIM MO OCHOBHbIM WabnoHam, He3aBnCUMO
OT TOro, UMeeT NOSb30BaTellb COOTBETCTBYOLLYIO AUHAMUYECKYHO POJSib B KAPTOYKE UMK HET.

.1.3. OnucaHme ncnonb3yemMbiX 3Ha4YKOB

[ns ypobcTBa nonb3oBaTensd NpeaycMOTPEeHbl CneuuarbHble 3Hayku, MPOSCHAWME CTaTyc U
ocobeHHOCTH Kaxaoro gokymeHTa B OCHoBHOM nHTepdeince (Tabnuua 5).
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Ta6nuua 5 — 3Hauyku, XxapakTepusyloLme KapToUuKy AOKYMeHTa

3Hauok 3HauyeHue

! [oKyMeHT Ha KoHTpone

JlOKYMEHT MCMONHEH (BCe pes3orioLmmn No 4OKYMEHTY UCMOMHEHbI) /WK cniucaH
B Oeno

]

i Ectb KaTteropma Cpo4HOCTU OAOKYMEHTa

EcTb pe3oniounm no JOKYMEHTY

EcTb cBSI3aHHbIEe AOKYMEHTbI C AaHHbIM OKYMEHTOM. 3Ha4oK oTobpaxaeTcs
— B KOITOHKE npasee, nepen atpubytamu JOKyMeHTa

EcTb cCbinky Ha AOKYMEHT. 3Ha4oK oTobpaXkaeTcs B KOJNIOHKE NneBee, nocne 3Hadvka
pe30onLUni No JOKYMEHTY

[okymeHT cornacosaH. Mcnonb3yeTcsa Ana AOKYMEHTOB, CO34aHHbIX Mo WabnoHy
«HMA» n «OPO»

@ Cratyc gokymeHTta CoenacosaHue, CpOK CornacoBaHusi npocpoyeH. Mcnonbsyetcs
ANt OKYMEHTOB, co3AaHHbIX no wabnoHy «HMA» n «OPL»

[okyMeHT Bo3BpalLeH Ha gopaboTky Nnbo oTknoHeH. NcnonbayeTtcs
AN OKYMEHTOB, co3AaHHbIX no wabnoHy «HMA» n «OP»

B OokymMeHTe He 3anonHeH MapLupyT cornacoBaHusi. Micnonb3yeTcs
AN OKYMEHTOB, co3aaHHbIX no wabnoHy «HMA» n «OPL»

HokymeHT nognucaH 3. Mcnonb3yeTca And AOKYMEHTOB, CO3AaHHbIX NO wabnoHy
«HMNA», «<Ucxogawmny, « BHyTpeHHUn gokymeHT», «OP[»

2} [oKyMeHT oTnpaBreH Ha AOMNONHUTENbHOE CornacoBaHue
&

[ononHutensHoOe cornacoBaHune 3aBepLlleHo

[MepeyeHb 3HAYKOB, CCbIMOK, WCMNoOMb3yeMblx B pasgene cuctembl APM  PykoBoautens,
npeactaeneH B Tabnuue (Tabnuua 6).

Tabnuua 6 — 3Hauykn, ucnonn3yemsie B APM PykoBopgutens

3Ha4oK 3Ha4yeHue
i .
r.) O6HoBneHne nHdopmMaumm aKpaHHON opMbl
Mepexopn B pasgen cucteMbl KOoHTponb ucnonHeHus. KHonka pacnonoxeHa
v B NPaBOM BEPXHEM Yriy nNpu OTKpbITOM pasaerne MocTtynuBlume
|-r Mepexon B pasgen cuctemol NMoctynuBlumne. KHoMka pacnonoxeHa B NpaBoM
BEPXHEM Yrny Npu OTKpbITOM pasgene KoHTponb McnonHeHus
Co3pgaHne HOBOro AOKyMeHTa/aenernpoBaHms MOSTHOMOYMIA (B 3aBUCUMOCTU
* OT pacnosioXeHUs1 KHOMKW)
= Mepexon B pexvm NPOCMOTPa PErMCTPAaLMOHHbBIX AaHHbIX U CNCKa AOKYMEHTOB.
= KHonka gocTynHa B peXxyuMe NpocMoTpa permcTpaumoHHbIX 4AHHBLIX U BIIOXKEHWUN
Mepexon B peXvm NpOCMOTPa PErMCTPALMOHHBIX AaHHbIX U BNOXeHUA. KHonka
 doc | OOCTyIMHa B peXmnme NpPoCMoTpa PerMcTpaumoHHbIX AaHHbBIX U CNIMCKA JOKYMeEHTa
rreer| HobaBneHve CBA3KM C AOKYMEHTOM
P
MpocmoTp JOKYMEHTa
|' N [obaBnTb OOKYMEHT B U3bpaHHOEe (OOKyMeHT oTobpa3suTcs B nanke N3BpaHHoe)
l‘ % Ypanutb JOKYMEHT u3 nanku U3bpaHHoe
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3Hauok 3HaueHue

MocTaBWTb AOKYMEHT Ha NMMYHbINA KOHTPOSb (JOKYMEHT 0TOOpasnTcs B narnke
JINYHbIN KOHTPONb)

| &

Mepexoa B pexxvM peaakTMpoBaHusl pes3osioLmm (MopyyeHuns)

YOanutb NpoekT nopyyeHus

BNI

YTBEpAnUTb OTHET 06 UCNONTHEHUN NOPYYEHUSA

OTKNOHUTE OTYET 06 UCMONTHEHUN NOPYYEHUSA

BHecTn nameHeHus B OOKYMEHT

VR

q)OpMVIpOBaHVIe CBA30K C AOKyMEeHTaMIn

JI

OTmMeHa aenermpoBaHusi MOTHOMOYMNI

[MpocMOTp xo4a MCNONMHEHUS NO AOKYMEHTY. o cebinike AOCTYNHbI AaHHbIE 060 BCex
Xof McnonHeHusa | pes3osoLunsax No JOKYMEHTY, a Takke BCe CO3aHHbIE OTYETbI 06 NCMNOMNHEHUM
TEKyLLero JOKyMeHTa

Coasannuie CcblInkn Ha cBA3aHHble JOKYMEHTbI (MPU UX HanmMynm)
OOKYMEHTbI AOKY P
Bbi3oB cTaHgapTHOrO okHa 6paysepa AN COXpaHeHUs Unn oTKpbITUS darna

K &2 |

— ) KHonkun gns nepexoga mexay OoKymeHTaMu B narike

[11.2. APM nonb3oBaTens

B Cucreme peann3oBaHo HECKONbKO BapMaHTOB oTobpaxeHns OOKYMEHTOB
Ha aBTOMaTU3MPOBaHHbLIX paboumx MecTax nonb3oBaTenen — APM nonb3oBaTenen B 3aBUCUMOCTU
OT ponu nonb3oatens. Kaxgomy nonb3oBaTtento JocTyrneH oguH wunun 6onee APM B 3aBucumocTu
nepeyHst NpUCBOeHHbIX porien (Hanpumep, APM Peructpatopa, APM UcnonHnutensa, APM lMomowHuka
pykoBoauTens MoryT 6biTb AOCTYMHbLI 04HOMY MNOSIb30BaTENMIO).

APM nonb3oBaTens npegHasHayeH Ansi oTobpaxeHuss HabopoB [OOKYMEHTOB B PasfnYHbIX
nonb3oBaTeNbCKUX MHTepdencax no onpeaeneHHbIM YCIOBUAM FPYNMMPOBKN 1 COPTUPOBKM JOKYMEHTOB
AN cneayloLwmx rpynn nonb3oBaTenen:

— Peaucmpamopbl okymeHmos (desnornpoudgodumernu);
— Pykosodumenu;

—  [omowHuku pykosodumenedu;

—  AOMUHUCMpamopsbI cucmembl;

—  WcenonHumenu.
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.2.1. APM PykoBoaurtens

APM PykoBogutena pgoctyneH no cceinke APM pykoBogutens B OcHOBHOM WHTepdece.
Pabouee mecto PykoBoantenst obecneuvmBaeTt pabdoty no npuHumny «OgHoro okHa». To ecTb B paboyen
obnacTtn 6paysepa pacnonaraetcs perim ans oTobpaxeHns AOKYMEHTA, HanoXXeHUs BU3bl U CCbINKK
ANsi NnepexodoB Mexay pabouvmy nankamu, He TpebyoLWwnn NepexonoB Ha Apyrve 3aknagku, OTKPbITUS
APYrMX NPUNOXeHUn u T. A.

Pykogodumersib UMEET BO3MOXHOCTb C nomolbto APM PykoBoauTtens: cosgaBaTb MNPOEKTbI
[AOKYMEHTOB; NPOM3BOANTb MOUCK LOKYMEHTOB (ObICTPbIN U PaCLUMPEHHBIN); COrNacoBbIBaTb JOKYMEHTbI;
MOANUCLIBATL [AOKYMEHTbI; paccMaTpuBaTb [AOKYMEHTbI, cO34aBaTb, pedakTMpoBaTb W yAansTb
NUMeIoLLNECS NMPOEKTbl PE30MoLMA; OCYLLECTBNSATb KOHTPONb Hag AOKYMEHTaMM, JIMYHbIA KOHTPOIb;
dopmupoBaTb N3GpaHHbIE JOKYMEHTbI, UCTOMHSATL BblAaHHbIE MOPYYEHUS.

Y Pykoeodumensi B Cucteme MOXeT ObiTb onpeaeneH MNoMowHUK pykoeoOumeris, BbiNOMHSIOLNIA
(Mpn HeOBXO0OMMOCTK) YacTb NpeaBapUTENbHbIX OENCTBUMNA.

B Cucrteme peanmsoBaHa BO3MOXHOCTb HACTPOMKM LN Kaxgoro Pykosodumesis cnepyromx
napamMmeTpoB:

— MNMomowHuK — nomMmoLLHKK Bnagensua APM;

— [lepevyeHb TUMOBbLIX pe3onwoUuun — Hambornee 4YacTo WCNOMb3yeEMblEe pPeE30NIoLUN
PykoBogutens;

— bnuxanwee OKpyXeHMe — 3TO MNepeyeHb NuL, Ha UMSA KOTOPbIX Yalle BCero cosgarTcs
pes3ontoumm (3amecTnTeny, Ao0BEepPEHHbIE NULa, UCNOMHSOLWNe 06513aHHOCTN);

— KoHTponep — nepeyeHb Hanbornee yacTto Mcnosnb3yeMbix KOHTponepoB no AOKyMeHTaM Ans
AaHHoro PykoBoauTens.

Nutepderic APM PykoBoguTtenst COCTOUT U3 TPeX YacTeun:

— B IIeBOW 4acCTW pacnofioXeHbl nankv pasgena v rnouck no JokymeHTam. Pagom ¢ kaxaon
nankon otobpaxaeTcsa KONM4YeCTBO AOKYMEHTOB B Narike;

- B Ll,eHTpaJ'IbHOIZ BerHeIZ 4YacTtu 0To6pa>|<aeTc;| CMNCOK OOKYMEHTOB Wnu, npun OTKPbITUA
AOKyMeHTa Ha NpoCMOTP, SN1IEKTPOHHOE BJIOXEHNE OOKYMEHTA,

— B UEHTpanbHON HWKHEW 4YacTu, npu BbibOpe B BEpPXHEM 4acTu KOHKPETHOro AOKyMEeHTa,
oTobpaxaetca MHoOpMaUMa O OOKYMEHTE WM KHOMKW, MO3BOMSANOLME OCyLlecTBUTb paboTy
C JOKYMEHTOM (Hanpumep, nognmcaTb AOKYMEHT Unv OTNPaBUTb Ha UCMONHEHME).

Ona nepexoga B pasgen cuctembl lMoctynuBwmne unn B pasgen cuctembl KoHTponb

e v

MCNOJNHeHuA Heo6XxoaMMO UCnonbL3oBaTh KHOMKY nnn COOTBETCTBEHHO.

[na paboTbl ¢ AOKymMeHTaMu Ha akpaHe APM PykoBoanTensa AOCTYMHbl KHOMKW, NPeACTaBfeHHbIe
B Tabnuue (cm. Tabnuua 6).

lMepeyeHb OOCTYNHLIX NOAMNANOK AN KaXOoro pasgena, a Takke HacTpoWKM BUOAMMOCTb Marnok
B Cncteme npeactasneHbl B Tabnuue (Tabnvua 7). BuanmMmocTe nanok HacTpaneaeTcs.
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Tabnuua 7 — Ctpyktypa nanok ansa APM PykoBogutens

BuauMocTb nonb3oBaTtenam(+/-)*
Bnapgensubl APM,

Pasoen Manka Mopgnanka Kpome PykoBogutenb
PykoBogutens opraHusauumu
opraHusauumn
Bce + +
MNoanucatb Ha cornacoBaHue + —
Ha nognuchb + —
Ha popaboTtky Bce + -
Bce + +
MocTtynmBLive
O3HakoOMUTbLCS + -
PaccmotpeTb NcnonHutb + _
nopy4eHue
PaccmotpeTtb -
YTBEPANTD Bce —
M36paHHoe Bce -
Bce —
3aBTpa -

Ha ncnonnexHunn Yepes 3 gHA
Yepes Hegento
Cpok ucrtek
Bce

Cpok ucrtek
KoHTponb 3aBTpa

Yepes 3 gHA
Yepes Hegento
Mown JOKYMEHTH! Bce

o o o o o R o I [ I U o o o I o o o o
|

KoHTponb
Bce —
NCMOnHeHns

3aBTpa -
JInyHoe

Cpok ncrek -
ncrnonHeHune

Yepes 3 gHA -

Yepes Hegento -

Bce —

Cpok ncrek -
MopyyeHo

3aBTpa -
NOAYNHEHHBIM

Yepes 3 gHA -

Yepes Hegento -
JInyHBIN

Bce + -
KOHTPOJb
OT14eThl + _

*«+» — nognanka BuaMma nonb3oBaTento; «-» — nognanka HeOoCTynHa nosib3oBaTesto.

Ycnosus otobpaxeHnsa OokymeHToB B nankax APM PykoBoguTtens npeactaBneHbl B Tabnuvue
(Tabnwuua 8).

Tabnuua 8 — YcnoBusa oTobpaxeHus AokyMeHToB B nankax APM PykoBogutens

Paspgen Manka Moananka YcnoBue otobpaxeHusi LOKYMEHTOB

[okymeHTbl, HanpasneHHble Brnagensly APM Ha
cornacoBsaHue Unu noanucaHue

MoctynueLine MNognucatb
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Paspen

Manka

Moananka

YcnoBeue oTo6paxeHUs AOKYMEHTOB

Ha
cornacoBaHue

[lOKyMeHT-OCHOBaHWe HaxoauTCs B cTaTyce
CoenacogaHue. B nokymeHTe-0CHOBaHUK
CyLlecTByeT KapToyka «BusmpoBaHue» B ctatyce
CoenacosaHue. B none Coenacyrowutl ykasaH
Bnapneneu APM

Ha nognucb

,D,OKyMeHT OCHOBaHMe HaxoOuTcd B CTaTtyce
lModnucaHue. CyliecTByeT CBA3aHHas kapToyka
«Mopgnuck» B cTatyce lModnucaHue 1 B none
Modnucanm xkoTopow ykasaH Brnageneuy APM

Ha popaboTtky

[okymeHTbl, co3gaHHble Bnagensuem APM un
BO3BpalLleHHble Ha AopaboTky. T.e. AOKYMeEHThI, Ans
KOTOPbLIX BbIMOSHAKTCS CreayoLmMe YCNoBUS:

B none UcnonnHumens ykasaH Bnageney, APM
HdokymeHT HaxoauTca B cTatyce [lo0zomoeka bonee
YeM nepBbI pas (T.e. paHee yxe Oblf HanpaBfeH Nno
MapLIpyTy, HO OblN BO3BpaLLeH Ha opaboTKy)

PaccmoTpeTb

OTobGpaxatoTcsl OKYMEHTbI, HanpaBneHHble
Bnagensuy APM gns paccmoTpeHus,
03HAKOMIIEHUS UMW ANSA UCMOMNHEHUS NOPYYEHMS

O3HakoMUTbCH

BbinonHaeTcsa xoTa 661 0AHO M3 cneayroLwmnx
YCITOBWIA:

- Cywectsyet kapToyka «O3HaKkomneHue» B
ctatyce O3HakomeHue v B none Komy
O3HaKOMUMbLCS1 JaHHOW KapTOYKM yKa3aH
Bnageneuy APM

- CywecTByeT kapToudka «[lopydyeHne» co
CBs13aHHOM kapTo4kon « O3HaKoMIeHMe ¢
nopyyeHnem» Ha umsa Bnagensua APM u
HaxoasiLlencsi B O4HOM U3 CTaTyCOB:

- OsHakomreHue

—~  OsHakomrieH. TornbKo npu ycnosum
OTCYTCTBMS Npu3Haka PaccMompeH 8
APM ckpbimsili. T.e. B TOM criyyae,
ecnn O3HakaMnuBalLLNNCH eLlé He
NPUHAN peLleHne No NOPYYEHUIO

NcnonHutb
nopydeHue

CyuwecTByeT kapToyka «[lopyyeHne» co cBA3aHHON

KapToykon «OTYET 00 NCNOMNMHEHUMY, HAXOOALLENCA

B OOHOM U3 NepeyvncrieHHbIX HUXe CTaTycoB U B

none UcnonHumene KOTOPOK yka3aH Bnageney,

APM:
- PaccmompeHue

- [puHsm. TonbKo Npu yCnosux OTCYTCTBUS
npu3Haka PaccmompeH 6 APM ckpbimblU.
T.e. B TOM cny4vae, ecnu McrionHumerns eLé
HE MPUHAN peLleHne No NopyyYeHuto.

PaccmoTtpeTtb

B nOKyMeHTe-OCHOBaHUM CyLLeCTBYeT KapToyka
«PaccmoTtpeHue» B ctatyce PaccmompeHue, B none
Paccmampuearowjuli koTOpon ykasaH Bnageneu
APM

YTBEPAUTL

B [OKyMEHTe-OCHOBaHUN CyLLECTBYET KapTodKa
«OTYET 06 MCMONHEHUNY, TOe B KaYecTBe
Ymeepxdarousezo ykasaH Bnageney APM. [aHHasn
KapTOYKa HaxoAuTCs B cTaTyce McronHeH
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Paspen Manka Mopnanka YcnoBue oto6paxeHMs1 LOKYMEHTOB

[okymeHTbl, 0oToOpaHHbIe Bnagensuem APM ¢
NMOMOLLBIO HaXaTus kHomnku [[lo6aBuTb

B n3bpaHHoe].

[OKYMEHT MOXHO yAanuTb u3 n3bpaHHoro
[OoKyMeHTbl, Ansi KOTOPbIX BbINOMHAETCA XOTS Obl
OfHO 13 YCMOBWIA:

- cyulecTByeT KapTouyka «[lopydyeHne» B
crartyce VcrionHeHue, NoANUCAHTOM
KoTopon siBnsietcst Bnageney APM.

- cyulectByeT KapToyka «OTuéTa 06
ucnonHeHun» B ctatyce lpuHam,
MCnonHUTENeM B KOTOPOW ABnseTcs
Bnapgeneu APM

[okymeHTbl nanku Ha ucnonHeHuun, B KOTOPbIX
NPUCYTCTBYET NPU3HaK KOHTpons

[okymeHTbIl, co3gaHHble Bnagensuem APM. T.e.
Mowu ONSA KOTOPbIX BbINOMHAETCH YCroBue: B none
OOKYMEHTbI Aemop ykasaH Bnageney, APM u ctatyc gokymeHTa
[Todzomoeka

KoHTponb B ookyMeHTe-OCHOBaHWM CyLLecTBYeT KapToyka
NCNOSNHEHNSsI «OT4yéTa 06 ucnonHeHun» B ctatyce lNpuHam,
ncnonHuTenem B KOTOpoM aBnaeTca Bnageney
APM. B oOoKymMeHTe-OCHOBaHWUM HE CyLLeCTBYeT
Jo4epHero nopyyeHns B ctaTtyce McrionHeHue K
OaHHOMY NOpYyYeHUIo, NoANNCcCaHHOro Bnagernsuem
APM (T.e. HET NepenopyyeHunin)

B ookymMeHTe-OCHOBaHUK CyLLecTBYeT KapToyka
«Mopy4yeHne» B ctatyce McronHeHue, NOANUCAHTOM
KoTopon siensietca Bnageney APM

B oOKyMeHTe-0CHOBaHMM CyLecTBYET XOTH Obl ogHa
13 criedyoLLmMxX KapTodek: kapToyka «llopydyeHve» B
crartyce VcrnionHeHue, NOANMCAHTOM KOTOPOW
asnaetca Bnageney APM, nu6o kaptouka «OTyéTa
JInyHbIA 06 ucnonHeHun» B ctatyce [1puHsam, UCNONHUTENEM
KOHTPOIb B KOTOpOM saBnseTcs Bnageneu APM. [lokymeHT
noctasneH sriagensuem APM Ha NnUYHBIN KOHTPOIb
C NOMOLLbIO KHOMKM [[locTaBUTb Ha TIUYHbIN
KOoHTponb] B APM.

[JOKYMEHT MOXHO CHATb C IMYHOIO KOHTPONs
OTt4eThl [MepeyveHb OOCTYMHbLIX OTYETOB 4S89 NOCTPOEHUS

N3bpaHHoe

Ha
NCNOJTHEHUN

KoHTponb

JlnyHoe
ncnorfniHeHne

MopyyeHo
NOAYMHEHHbIM

1.2.2. APM lNMomowHuKa pykoBoauTens

B Cucteme npegycmoTpeHa BO3MOXHOCTb Ans paboThbl [TomowHuka pykogodumerss, KOTOpbIn
noarotaBnNuBaeT [OOKYMEHTbl nepen HanpasnenHnem ux Pykoseodumento. Pabota [lomowHuka
ocyuiectensietca ¢ nomowbio APM omoLHMKa pyKoBOAMTENS, KOTOPbLIM nNpeacTaBnseT cobon pasaen
cuctembl KabuHeT nomowHmnka B8 OCHOBHOM MHTepdence.

Pasgen cuctembl KabuHeT nomowHuka npegHasHaveH ana [TomowHuka pykogsodumeris.
B gaHHbIM pasgen nocTynatoT:

— HAOKyMeHTbl Ha nognncaHne, pacCMoTpeHne, corfiacoBaHme, O3HakoOMIeHne;
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— Nopy4YeHusa Ha UCMNOJTHEHNE;
— OTYeTbl Ha yTBepXaeHne.

lNomowHUK pykoeoOumersisi UMeeT BO3MOXHOCTb C nomoulbto APM [MomoluHrka pykoBoauTens:
npegBapuTenbHO  paccMatpyBaTbh  AOKYMEHTbI, MocTynuBluMe Pykosodumernto Ha paccMmoTtpeHue/
cornacoBaHue/nognucaHme, obpabaTtbiBaTb OOKYMEHTbI, MOCTYNUBLUME MOCME pPaCCMOTPEHUS U
nognucaHust Pykoeodumeriem; roTOBUTb MPOEKTbl Pe30SoUnA Afsi JOKYMEHTOB, MOCTYNMBLUMX HA UMS
Pykosodumens; cosgaBaTb [OYepHUEe MOpyyvyeHus:; OTNPaBnsaTb [AOKYMEHTbl pPYKOBOAUTEMNO Ha
paccMOTpeHue u yTBepXaeHWe MOArOTOBMEHHbIX MPOEKTOB Pe3oniouui, OTNpaBnATb OOKYMEHTbl Ha
NCMofHeHMe B Clnyyae OTCYTCTBMS pyKoBoAMTENs Ha paboyemM MecTe, COrMnacoBbiBaTb LOKYMEHTbI
BMECTO Pykosodumersisi; UCMNONHATL NOPYYEeHUs, NOCTynuBLUME HAa MMA Pykoeodumersis. [JOKyMEHTHI,
Haxoaswmeca B APM PykoBoantens otobpaxatotca y [TomMowHUKa pykoeodumersisi B pasgene cuctembl
KabuHeT noMoLyHMKa.

11.2.3. APM Peructpartopa

APM PerMCTpaTopa npenoctaBndeT nosib3oBaTento AONOJTHUTENbHbIE BO3MOXHOCTU, B CpaBHEHUU
C OCTaJibHbIMW NOJIb30OBATENAMUA, H606XO,EI,VIMbIe AnA BbIMOJTHEHUA PeeucmpamopOM CBOMX beHKU,I/IIZ.

Peaucmpamop wMeeT BO3MOXHOCTb C nomowpbio APM PeructpaTtopa: permctpuposaTb
AOKYMEHTbI, pe3epBMpoBaTb pPerucTpaumoHHble HOoMepa, OCYLLIEeCTBMAATb MOUCK W pedakTupoBaHue
3aperucTpmpoBaHHbIX UM LOKYMEHTOB, CMMCbIBaTb AOKYMEHTbI B €0, BHOCUTb NPOEKTbl Pe30sitoLmi,
CTaBWUTb JOKYMEHTbl Ha KOHTPOIb, CHAMAaTb C KOHTPONA (€Cnu sBNAeTCs KOHTPONEPOM MO AOKYMEHTY).
Ong Peaucmpamopa peanu3oBaHa BO3MOXHOCTb NOTOKOBOIO CKaHMpOBaHNA ans
aBTOMaTM3MPOBAHHOIO BBOAA AOKYMEHTOB B Cuctemy.

Peaucmpamop pabotaet B OcHOBHOM uHTepdence. [Ons BbINONHEHUA CBOUX YHKLUMN
Peaucmpamopy [oOCTynHbl [OOMNOMNHUTENbHbIE pasdenbl cucteMbl (Hanpumep, K cnucaHuio) wu
nonb3oBaTtenbckne npeactaenexHusi. [lMonb3oBaTento ¢ ponbto Cmapwull pesucmpamop Takke
AOMOMHUTENbBHO AOCTYNEH pa3aen cucteMbl ApXUB.

1.2.4. APM UcnonHutens
APM Wcnonuutena npegHasHaveH AN BbINOMIHEHMS norb3oBatenemM OyHKUu McronHumerns.
UcnonHumene pabotaeT B OCHOBHOM NHTEpdelice.

B APM ucnonHutensa otobpaxatoTca TONbKO JOKYMEHTbI, K KOTOPbIM UCMOMHUTENb UMEEeT JOCTYnN
(AaBNAeTCsH aBTOPOM [OKyMEHTa, OAHUM U3 y4aCTHUKOB aTanoB obpaboTkn AokymeHTa). McnonHutenb
MMeeT BO3MOXHOCTb ¢ nomoLubio APM ncnonHntens:

— MPVHUMAaTL MOPYyYEHUS HA UCMONHEHWE;

— TOTOBWUTb OTYETHI 06 NCMOMHEHUN NOPYYEHNNA;
— co3fgaBaTb MPOEeKTbl JOKYMEHTOB;

— cornacosbiBaTb NPOEKTbI JOKYMEHTOB;

— OTNpaBnsTb 3anNpoChl HA pe3epBUPOBaHNE HOMEPA;

oTnpaBnATb JOKYMEHT Ha O3HaKOMJIEHNE N O3HaKaMIiMBaTbCA C JOKYMEHTaMU!;
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- ,El,Opa6aTbIBaTb OOKYMEHTbl U OTYeTbl 00 ncnonHeHuu HOpy‘-IGHI/IVI B Cliydae BO3BpaTa
OOKYMEHTOB,

— ¢hopmmpoBaTh CBSA3KM NO AOKYMEHTaM;

— yAanATb OOKYMEHTDI.

[11.3. PyHKUMA aBTOpM3aumm B Cucteme

AyTeHTUdMKaumMa npegHasHadyeHa obecneunTb WMOEHTUUKALMIO KaXaoro nonb3oBaTens
B Cncteme, BO3MOXHOCTb onpefeneHusi aBTopcTBa OCHOBHbIX onepauun B Cucteme uM OTCYTCTBME
HeaBTOPM30BaHHbLIX Onepauun, a Takke MPOTOKONIMPOBAHUA OENCTBUK MNOSib3oBaTesNien B XXypHanax
ayguta. Cuctema npon3BOAMT NPOBEPKY NOASIMHHOCTM Mornb3oBaTenen npu sxoge B Cuctemy no NornHy
W naponto, [AOfMHOM He MeHee LWecTu OyKBEHHO-UM(MPOBLIX CUMBOMOB. [lepeyeHb [encTesun,
NPOTOKONMpyeMbIX AN nofb3oBatend, AOCTyrneH And MNpocMOTpa aAMUHUCTPATOPOM MO  CCbISKe
AomMmuHucTpupoBaHue cuctembl B pasgene MNMpoueccbl npeactasneHns XKypHanupyemble cobbITUS.
HenctBna  nonb3oBaTtens, 3adMKCUpOBaHHbIE B XXypHane, AOCTYMNHbI  Ana  npocMoTpa
AOMuHUCmMpamopom No  ccbinke AOMMHUCTPUPOBaAHME cUCTEMbI B pasgene XKypHanbl
npeactaesneHvs [pocMmoTp KypHana. [lpocMOTp AOEWCTBUM MNPOU3BOAUTCA MO  KOHKPETHOMY
nonb3oBaTento 3a OnpederieHHbIi  NPOMEXYTOK BpeMeHn. B XypHane ykasbiBaeTcs NOMMH
nonb3oBaTtens; WMsA Monb3oBaTensd; pgata W BpeMs NPOU3BEOEHHOro [eNCTBUs; LOeNCTBUE;
noeHTndukaTop oobekTa, C KOTOPbIM COBEPLUEHO AencTBMe; WwabnoH u IP-agpec.

Ons aBTopun3auunn B Cucteme HeobGXoANMMO B OKHE aBTopun3aunnm BBECTU JIOTMH MOJib3oBaTesAaA U
naporsib. B kadecTBe norvHa nonb3oBaTtens MOTyT MCNOJ1b30BaTbCA CTPOYHbIE J1aTUHCKUE 6yKBbI n

umdpsbl.

[11.4. PyHKUMOHanN paboTbl C LOKYMEHTaMM

.4.1. dPyHKUUA BBOAA AOKYMEHTOB

dPyHKUMA BBOAA OOKYMEHTOB NMpefHa3HayeHa Ans BBoAa MHGOpMauum O AOKYMEHTE B TUMOBbIE
WabnoHbl perncTpaLmMoHHbIX KapToyek C onpegeneHHbiM Habopom aTtpubytoB (nonen). B wabnoHe
npeaycMOTpeHbl 3Tanbl 06paboTkn AOKYMEHTOB, y4aCTHUKM OBOpaboTKM Ha Kaxaom aTane, a Takke
nonb3oBaTenu, NMetLmMe NpaBo Ha co3fdaHue AOKYMeHTOB. B wabnoHe npegycMOTpeHO 3anofiHeHue
NMELLINXCA AaHHBIX MO YMOJYaHMIO.

Bce paHHble No gokymeHTam BBoaaTca B Cuctemy B npouecce 3anonHeHnsa kaptodek. B Cucteme
peann3oBaHa BO3MOXHOCTb CO3aaHmsa okymeHToB B APM 1 B OcHOBHOM mnHTepderice.

KapTqua AOKyMeHTa BKno4aeT creayoumne KOMNOHEHThI:

— 3arofioBOK AOKyMEHTa — HaMMeHoBaHWe AOKyMmeHTa. [ns 3aperncTpupoBaHHOIO AOKyMeHTa
nmeet Bua <Bug gokymeHTa> <PernmctpaumoHHbI HOMEP>, ANS He3aperncTtpMpoBaHHOMO —
<Tun gokymeHTa>;

— BKnagka — 6roknm n nond OOKYMEHTOB pacnoniaraloTCa Ha OTAENbHbIX BKagKkax KapTOuKM.
UTtoObl nony4nTb AOCTYN K COAEPXKUMOMY OMpederieHHON BKMagkun, HeobXoouMmo LUENKHYTb
MbILLbIO B 0ONacTu ee 3arornoBska.
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— 6nok — ans yno6ctea paboTbl C KapTOYKOWM MONS AOKYMEHTa rpynnupyoTcst B 6rnoku. YTobbl

NoNy4nTb JOCTYN K NonsiM 6rioka, He0BXOAMMO LLENKHYTb MbILLbIO MO 3HAYKY TPeyronbHMKa E
TEeM caMbIM pasBopaymBast 6rok;

— ore — OCHOBHasi eAMHuLa XpaHeHst MHpopMaumm B KapToudke JOoKymeHTa. None 3anonHseTca
nonb3oBartenem (Bpy4Hyto) nnm Cnctemon (aBTomaTUIeCckn);

BHeceHne nHopmaLumm B KapToUKy LOKYMEHTa NPou3BOAUTCSI MyTEM 3arnofTHEHUSI ee Nonen.
Monb3oBaTento OCTYMNHbI CreayoLMe BapyaHTbl 3anofiHeHNUs Nonen:
— BBOA C KnaBuaTypbl;
— BbIOOp AaTbl NO KHOMKE Kanenaaps;
— BbIOOpP 3HAYEHMS1 U3 BbiNafakoLLEero Cnmcka;
— ycTaHoBKa nepeknoyaTtens (BO3MOXeH BbIOOP TONbKO OAHOrO 3Ha4YeHne u3 cnmcka);

—  OTKPbITME OOMNOSIHUTENBHOMO OKHA MO HaXaTU KHOMKM CO 3HAYKOM Nynbl U BbIGOP 3HAYEHWUI U3
OTUNLTPOBAHHOIO CMUCKA;

— YCTaHOBKa d)nara (BOSMO)KeH Bbl60p HEeCKONbKNX 3HAa4YeHUN N3 CI'II/ICKa);

— pobaBneHMe HOBOMO 3Ha4YeHUs1 B MNepeyYeHb 3HaAYEeHUMN NyTeM CO34aHWUs HOBOW KapTO4Ku
no HaxxaTuto KHomnku [o6aBuTb];

— OTKpbITUE OONOJIHUTENbHOIO OKHAa MO HaXaTWUo KHOMKU [Pe,anTMpOBaTb] n Bbl60p 3Ha4YeHum
no onpeageneHHbIM napameTpam unn co3gaHme HoBoro 3Ha4YeHu4.

1.4.1.1. Co3paHue nokymeHta B OCHOBHOM UHTepdence

Cos3gaHne HoBOro gokymeHTa B CucTeme Npou3BOAMTCS MO HaXaTUH KHOMKK w [Co3paTb
HOBYIO KapTO4Ky] B COOTBETCTBYWOLEM pasgerne cuctembl. B pasgenax cuctembl Bxopgsuwmue,
Ucxopsawme, BHyTpeHHune, OPA, HIMA, Ol no HaxaTuio KHOMKW MNPOUCXOAMT CO3[AaHMe KapTOuKu
OOKYMeHTa MO COOTBETCTByHOLWEMY LwabnoHy. KHonmka [OocTynHa nonb3oBaTento, ecnv  emy
npeaocTaBneHa BO3MOXHOCTb cO3fdaBaTb AOKYMEHTbl MO BblOpaHHOMY LWwabnoHy (nonb3oBaTernto
npuceoeHa cucteMHas ponb Co3damesib OOKyMeHmMo8 [Lnis KOHKpeTHoro wabnoHa). B pasgenax
cucteMbl CnpaBOYHMKM, JIMYHbIM KabuHeT, K cnucaHuio no Haxatuio kHomnku [Co3paTb HOBYHO
KapTouKy] nonb3oBaTento npegocTaBnseTcs Ans Bbibopa nepeyeHb BCeX BO3MOXHbIX LWABGNOHOB Ans
CO34aHNSA AOKYMEHTOB.

Mo HaxaTtuio kHorkn [Co3maTb HOBYHO KapTO4Ky] CO34aeTcss HOBasd KapTodka [AOKYMeEHTa.
KapTouka cogepxut nonsa aAng BBoda AaHHbIX, KOTOPbIE OOMKHbI XPaHUTLCA B OKYMeHTe. B JoKyMeHTe
MOryT npucyTcTBOoBaTb obdA3aTenbHble (BblgeneHbl KpacHbIM LBETOM) W HeobsizaTenbHble And
3anonHeHnst nonsi. MameHuTb cTatyc [OKyMeHTa 6e3 3anonHeHus Bcex 00si3aTernbHbIX Monewn
HEBO3MOXHO. YacTb nonenm MoxeT ObITb 3anofHeHa aBTOMATUYECKW, Hanpumep, Npu Cco3daHuu
ncxosLlero JokymeHTa B none McrnosHumersib aBTOMaTUYECKN YKasblBaeTCcs co3gaTernb JOKYMEHTa.

Mpwn cosgaHuM AOokymeHTa Mo wabnoHy «O6palleHne rpaxaaHuHa» nonb3oBaTeNnb BBOAUT
AaHHble O 3asBuTene: damunusi, MMsl, OTYEeCTBO, PEernoH, ropon, agpec npoxueanus. [locne
COXpaHeHUs1 KapTOYKM AOKyMeHTa B CucTeMe aBTOMaTMYECKM CO3aaeTcst kapTodka ABTopa obpalleHus,
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npvBsa3aHHas K KapTOYKe OCHOBHOro [JoKymeHTa. KapTouka aBTopa oOpalleHus COAEepXWUT BCHO
BBEAEHHYIO WHopmaumio o 3asBuTene. Ccbilka Ha kapToOuKy aBTopa obpalleHus pacnonaraeTcs
B none Aemop obpaweHusi. Bnocnenctemm, npy noctynneHun obpalleHns OT 3TOro e rpaxgaHunHa
MOXHO He 3anoSiHATb BCE AaHHble 3asBUTENS, a BbiOpaTh CyLLEeCTBYIOLLYIO KApPTOYKY aBTopa obpalleHns
B none Aemop obpauweHuss. B cnydae noctynneHuss obpalleHnss OT aHOHUMHOrO 3asiBUTens
Heobxoaumo B none Tunm aemopa ykaszaTb 3HadeHne be3 rodrnucu (aHOHUMHOE), OCTaBUTb MYCTbIMM
nons, CBsA3aHHbIE C 3asiBUTENEM, 3anOfHUTb OCTanbHblE MOSs, CBA3aHHbIE C OOpalleHneM 3asBUTENS.
Mocne pernctpaunn obpaweHns Cuctema aBTOMaATUYECKM CAHOPMUPYET U NPUBSKET KAPTOYKY
aHOHUMHOrO aBTopa K nono Aemop obpaujeHusl.

111.4.1.2. Cos3paHue pokymeHta B APM PykoBoauTtens

[na cosgaHns gokymeHTa Pykoeodumersniem B APM PykoBoauTens BbINOMHAKTCS cregylowme
DencTeus:

1. Pykosodumerb HaxxnmaeT kHornky [Co3paTb AOKYMeHT]
2. Pykosodumerib BbIOMpaEeT B OTKpbIBLUENCS hOpME TUIM CO34aBaEMOro JOKYMEHTA:
—  BHYTPEHHWUA AOKYMEHT;
—  NCXOOAWMIA OOKYMEHT;
- OP[;
— He3aBWCMMOE Nopy4veHne
3. Pykosodumerb HaxknmaeT KHomMKy [danee].

B pes3ynbTtaTte BbINOJIHEHHbIX aencteun Cuctema OTKPOET KapTO4Ky OOKYyMEHTa ANA 3anoJIHEHUA.
Monsa, o6asatenbHble ANl 3aMNONHEHWS, BblOENEHDI KpacCHbIM LIBETOM.

[okymeHTbl, co3gaHHble Pykosodumernem, oTtobpaxatoTca B APM PykoBoguTtensa B narke
Mou AOKYMEHTHI.

11.4.1.3. PYHKLMNA CO30aHMA KAPTOYKMN Ha OCHOBE TeKyLLEen

[nsi cokpalweHus BpPEMEHM Ha CO3[d4aHME OAHOTUMHbIX KapToyek [AokyMeHTa B Cucteme
peanu3oBaHa (YHKUMA CO34aHMA KapTOYKM [OOKYMEHTa Ha OCHOBE Tekylluenh KapTouku. [aHHas

BO3MOXXHOCTb JOCTYMHa No HaxaTuto kHonkv [Co3aaTb HOBYHO KapTO4YKY Ha OCHOBE AaHHOM]
N3 OCHOBHbIX WAa6bMoHOB. [0 HaaTUK KHOMKM OTKPbIBAETCA aHanornyHbld LWabnoH AOOKYMEHTa,
B KOTOPOM 4acCTb Noren 3anofHeHa 3HaYeHNAMN U3 KapTOYKN JOKYMEHTA.

[na wabnoHa «Bxogawmmn» n3 kapTovku JOKYMEHTa KOMMPYKOTCH 3HAYEHUS Criegyowmnx nonen:
— Omnpasumerb;

—  [JomxkHocmb, PUO nuya, noonucaswe20 OOKyMeHm;

— Adpecam;

— Kamezopusi cpoyHocmu;
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— XypHan peaucmpauyuu.

Ona wabnoHa «Ob6palleHne rpaxgaHuHa» M3 KapTOYKM OOKYMEHTa KOMUPYHTCS 3HauYeHus
crnegyroLwmx nonen:

— Homep ucxodsiwezo;

— [dama dokymernma;

— HWcmoyHuk nocmynnerusi;

— @opmam obpauweHusi;

— Huopmauyus o 3asseumerne (¢hamunusi, umMsi, om4ecmeo);
— [HdononHumenbHbie ceedeHusi;

— Tun ucmo4HukKa;

— Kpamkoe codepxaHue (HaumMeHogaHuUe mekcma).

[na wabnoHoB «BHYTpeHHM JokyMeHT», «cxogawmny, «OPLy», «HIMA» n3 kapTovku OOKYMeHTa
KOMMPYIOTCS 3HAYEHNS CrieayoLmnx nonen:

— Kamezopusi cpo4yHoCcmu;
— Kpamkoe codepxaHue (HaumMeHogaHuUe mekcma).

O6paboTka KapTO4KkWM, CO34AHHOM C MOMOLLBI [aHHOW YHKUWMKW, aHanormdyHa obpaboTke
CTaHOapTHbIX KapTOYek.

.4.2. DYHKUUA 3arpy3Ku BIIOXKEHUU B KAPTOUYKY JOKYMEHTa

B Cucteme peanusoBaHa BO3MOXHOCTb NPUKpPenneHnst pannos BIOXEHUI K KapTovke OOKYMEHTa
npu CO34aHUM KapTOYKM [OKYMEHTa, OO ee OTnpaBkum no mapwpyTty. MoOXHO Bpy4vHyto [o6aBuTb
3MEKTPOHHbIN hann, Haxoaswumnca Ha paboyen cTaHUMKM nonb3oBaTens, NMbo OTCKaHMpOBaTb
AOKyMeHT. [na [OOKYMEeHTOB, CO34aHHbiXx Mo wabnoHy «Bxogawwmi», peanvM3oBaHO MOTOKOBOE
CKaHMpoBaHue.

1.4.2.1. 3arpy3ka thanna c paboyen ctaHUum

[ns noGaBneHUs BOXEHMIN, HaxoAslMXcs Ha paboyelt cTaHumMM nonb3oBaTens, B Cucteme
BbINOSHAOTCA CneayoLime AencTBUs:

1. lMNonb3oBatenb Ha Bknagke Pekesusumbl B 0noke Cocmae 3/1IeKMPOHHbIX 6JI0XKeHUl
dokymMeHma HaxvmaeT kHonky [Jo6aBuTb].

2. lNonb3oBatenb BblIGMpaeT ann [na  3arpy3kn, HaxaB KkKHonky [063op]. B cnyvae
HeobXxoaUMOCTM MOXHO [06aBUTb HEcKonbko hannoB. [ns Kaxgoro charmna MOXHO ykasaTb
HasBaHune (none HaszeaHue mamepuana) nnb6o MCNONb30OBaTb CylLLECTBylOLee HasBaHue. [ns
TOro 4toObl BbIAENUTbL B CNUCke hannnoB OCHOBHOM, HEOOX0AMMO YCTaHOBUTL 3HavyeHne OcHOB8HOU
HaNpoTUB HEOBXOAMMOro OKYMEHTA.

3. lNonb3oBaTenb HaXMMaeT KHOMKY [3arpy3unTb].
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B pesynbTtate BbINOMHEHHbIX AeNcTBUA CuUcTema MPUKPENnsieT ykasaHHble (ainbl K KapTodke
AOKYMEHTA.

111.4.2.2. CkaHMpoBaHue AOKYMeHTa

Ona poGaBneHus OTCKAHMPOBAHHOrO [AOKYMEHTa K kKapToyke B Cucteme BbINOMHAKTCA
cnegywowime AencTeng:

1. lNonb3oBaTenb NomeLlaeT GyMaXkHbIN OpUrMHan JOKyMeHTa B MPUEMHBbIN NIOTOK CKaHepa.

2. lMonb3oBaTtenb OTKPbIBAET KAPTOYKy AOKYMEHTA B PEXMME pPeLaKTUPOBAHWS, HaXaB KHOMKY
[PepakTupoBatsb].

3. Ha Bknagke Peksu3umsbi B 65ioke Cocmae 3/1eKmpPOHHbIX 8J10)KeHUU OOKYMeHma HaxumaeT
kHornky [CkaHupoBaTb].

4. B OTKpbIBLUEMCHA OKHE CKaHMPOBaHUSA HaXMMaeT kHoMKy [CkaHupoBaThb].
5. [locne 3aBepLueHUs npouecca CKaHMpoBaHUA HaxnmaeT kHonky [OTnpaBuTb PDF].
B pesynbrate BbINOMHEHHbLIX AencTBUin CucTema NpuKpennseT OTCKaHWPOBAHHBLIN [OOKYMEHT

K KapTouke.

[1.4.2.3. NMoTokoBOEe cKaHUpoOBaHUe

,D,J'IFI aBTOMaTU3NPOBAHHOIO BBOAA OOKYMEHTOB B CI/ICTeMy ncnonb3yeTca MexaHn3mM NMoTOKOBOIo
CKaHMNPOBaHUA.

KOMMNOHEHTI MoAynA NOTOKOBOIro CKaHUpPOBaHUA:

1. TlotokoBbin ckaHep C HacTpoeHHbiMm 1O  ABBYY Recognition Server. Ccbinka
Ha gokymeHTtaumto no ABBYY Recognition Server:

1. http://www.abbyyeu.com/rs/ media/rs3 adminguide russian.pdf

2. JlokanbHbin koMmnbiloTEP. BCce OTCKaHMpOBaHHbIE LOKYMEHTbl 3anuCbiBAlOTCA B 3agaHHYIo
agMuHucTpatopom nanky «Inbox». Te oOTCKaHMpoOBaHHble pannbl, KOTOpble He Obinu
npukpenneHbl K KapToukam, aBTOMaTMYeCKM MEpPeBOOATCS B 3afaHHOE agMMHUCTPATOPOM
Bpems B nanky «Bad». [yt nonagaHna ¢annos B Nanky HacTpamBalTCa ¢ NOMOLLbLIO hanna
config.

CkaHnpoBaHMe npoucxoamt 3a cyeT cTaHgapTHoro [10O, noctaBnsemMoro B KOMMSEKTe
Co ckaHepomMm. [locne ckaHMpOBaHUA OOKYMEHT oTnpaensetca Ha Recognition Server agns
pacno3HaBaHus  WITPUX-koda, OPMUPOBaAHMM Ha OCHOBE  LITPUX-KOAA MMEHM naketa u
nepedopmaTMpoOBaHNs OTCKaHMpoBaHHOro obpasa B c¢opmat PDF. B C3[0 Bca pokymeHTaums
COXpaHsAeTCa ONs KaOoro AOKYMEeHTa U wWTpux-koga B otaenbHble PDF hannbl n nomelwlaetcsa B
KayecCTBE BIIOXEHMS B KAPTOUKY AOKYMEHTA.

[ns BbINOMHEHNS] MOTOKOBOrO CKaHMPOBaHUSA nonb3oBaTento Cuctembl HEOHGXOAMMO BbIMOSTHUTL
cnegywowime AencTBuns:

1. PacnevaraTtb WTPpUX-KoAabl And MHOXeCTBa AOKYMEHTOB, noAanexawunx CKaHUPOBaHUIO.
nO,EI,FOTOBI/ITb OOKYMEHTbI K CKAHMPOBaHUIO, MOMECTUB OOKYMEHTbLI B JIOTOK CKaHepa.
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2. OtkpbiTb O, npeagHasHavyeHHoe AnNs ckaHupoBaHuus AokymeHToB (MO, ycTaHoBneHHoe
Ha pabo4en cTaHuun).

3. 3anycTtutb NpoLecc CkaHMPOBaHUS.

4. CoXpaHUTb OTCKaHWPOBAHHbIA [OKYMEHT B YKa3aHHOW CUCTEMHbIM aAMWHUCTPaATOPOM
AVPEKTOPUN.

B pesynbTaTte BbINOMHEHHbIX AeNcTBUIA CcTemMa Ha OCHOBE LUTPUX-koAa AOKYMeHTa CreHepupyeT
Ha3BaHve daiina v NPUKPenuT BIOXKEHNE K KapTOUKe 3apermcTpMpoBaHHOIO 4OKYMEHTA.

11.4.3. PYHKUNA pefakTUPOBaHUA KapTOYeK AOKYMEHTOB

B Cucteme peanvsoBaHa BO3MOXHOCTb PeAaKTUPOBaHWUS KapTOYKM OOKYMEHTOB, HaxXOASALLUMXCS
B pa3nuyHbIX cTaTycax.

11.4.3.1. PepaktupoBaHue KapToykum gokymeHta B OCHOBHOM uHTepdence

&

=

[lna nepexona B peXxum peaakTupoBaHusl Ucnonb3yeTcs kHonka — [PepakTMpoBaTh KapTouKy].

®yHKUMA OOCTYMHa ANs BCeX WabnoHOoB AOKYMEHTOB. BO3MOXHOCTbL pejakTMpoBaTh JOKYMEHT 3aBUCUT
OT NpaB Nofb30oBaTenNs Ha KOHKPETHYIO KapTOYKy JOKYMEHTa B KOHKPETHOM cTaTyce.

KHonku penakTnpoBaHnA OOCTYMHbI B ABYX BapUaHTax:

— KHOMKa HaxoauTcsl HEMOCPEACTBEHHO B KapTouyke AOKymeHTa. KHomka BuaHa mnonb3oBaTerto,
€CIN y HEro ecTb NpaBa Ha peJakTMpoBaHUe LOKYMEHTa;

— KHOrMKa 0T06pa>KaeTcs:| B MOJSIb30BATENIbCKMUX MNpeacTaBliEeHNAX B CTPOKE ANnA KaXaoro
OOKyMeHTa. Ecnu nonb3oBaTento HeOOCTynHO pendakTupoBaHWe [[OOKYMEeHTa, TO KHOMKa
HeaKTnBHa (Bblﬂ,eﬂeHa cepbiM Ll,BeTOM).

MepeyeHb nonew, AOCTYMHbIX ANS pPedakTUpOBaHUA, 3aBUCUT OT  ponuM  Nofb3oBaTens
Ha KOHKpeTHbI WwabnoH, a Takke OT cTaTyca gokymeHTa. Hanpumep, B ctaTyce YepHosuk aBTOpy
OOKyMeHTa Bce nons AOCTYNHbI A5 peAakTUpOBaHUS.

111.4.3.2. PepakTupoBaHue kapTouykm nokymeHta B APM PykoBoautens
B APM PykoBoauTens nonb3oBaTenb MOXeET pefakTupoBaTb TONbKO CO3[4aHHble UM JOKYMEHThI B
ctatyce [loG2zomoeka.

Ona pepaktupoBaHusa kapTodknm OokymeHTa B APM PykoBoauTens BbIMOMHAOTCA criegylowme
AencTBuS:

1. Pykosodumesib OTKpbIBAaeT HEOOXOANMBI AOKYMEHT (BO3MOXHO peAaKTMpOBaHMEe JOKYMEHTOB,
HaxopasLwuxca B nognanke Ha gopad6oTky nanky Moun JOKYMEHTbI).

2. BblBupaeT OOKYMEHT B OTKPbIBLUEMCS CMIUCKE.
3. Pykosodumersb HaxnmaeT KHOMKy [PepakTupoBaTb JOKYMEHT].

B pesynbTate BbINOMHEHHbLIX AeWCTBM CucTemMa OTOOGPasuT KapTouky BbIOpaHHOrO AOKYMEHTa
B peXuMMe peaakTMpoBaHusi. PykogoOumesib CMOXET U3MEHUTb 3HAYEHUS NMOnen.
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1.4.4. DPYHKUUA 3aKPbITUA OKYMEHTa

B Cucteme peanv3oBaHbl Ba BapuaHTa BbIXOA4A U3 KapTO4eK JOKYMEHTOB:

1. JJoOKyMEeHT HaxoguTCcsi B PEXUME peaakTMpoBaHusi. [ns 3aKkpbiTUSE KapTOYKM [OKYMEHTa
nonb3oBaTtenb HaxumaeT kHornky [3akpbITh]. [anee Cuctema 3anpawvBaeT NoaATBEPXKAEHWE
«Ecmb HecoxpaHeHHble uameHeHusi. CoxpaHumb?» ¢ BO3MOXHbIMW BapyaHTaMu:

- «Ha» — Cucrema 3aKpblBaeT KapTO4Ky OOKyMeHTa W coxpaHAeT n3MeHeHWA, BHeCEHHble
norib3oBaTtenem,

— «Het» — Cuctema 3aKpbiBaeT KAapTO4Ky OOKYMEHTa U He CcOoXpaHAeT n3aMeHeHud, BHeECEHHbIEe
nonb3oBaTesiem,

— «OTMmeHa» — Cuctema He 3aKpbliBaeT KapTOYKY JOKYMEHTa.

2. [okyMeHT HaxoguTcs B pexume npocMoTpa. [Anga 3akpblTUA KapTOYKU NOSb30oBaTeNb HaXnmaeT
kHonky Cuctembl [Hasap]. KHonmkn Opaysepa wucnonb3oBaTb HE PEKOMEHOYETCHA, TaK Kak
BO3HUKHET BrIOKMpOBKa AOKYMEHTA.

[11.4.5. PyYyHKUUA peructpaumm

Cuctema obecrneyrBaeT aBTOMaTUYECKYHO HYMeEpauuio JOKyMEHTa B COOTBETCTBUM C BblGPaHHbLIM
XKYpHanom perucTtpaumn. PeructpaumoHHbIi HOMep npucBavMBaeTcss aBTomatudecku. B Cucteme
peannsoBaHa BO3MOXXHOCTb HE3aBWCMMOWN perucTpauum OOKyMEHTOB B nogpasgeneHusix OpraHusaumm
C MOMOLLbIO pasrpaHuMyeHnss npaB poctyna. [lonb3oBaTentd MOXHO NPEeAOCTaBUTb BO3MOXHOCTb
perncTpupoBaTb BCe OOKYMeEHTbl B CUcTeMe, [OKYMEHTbl, Co3aaHHble Mo onpeaenieHHbIM wabnoHam
NGO AOKYMEHTbI, CO3aHHble B onpeaeneHHbIX noapasaeneHunsx.

(DyHKLl,I/IFI perncTpaumnm peanm3oBsaHa anAa BCeEX OCHOBHbIX LabnoHoB OOKYMEHTOB.

®YHKUMS perncTpaummn npeaocTaBnseT creayroLme BO3MOXHOCTY:

OTnpaBKa AOKYMEHTa Ha perucTpauuio;
— NPUCBOEHME PErMCTPALMOHHOIO HOMEpPa OOKYMEHTY;

— dopMMpoBaHMe LWITPUX-Koda JOKYMEHTa Npu perncTpauuu;
— pes3epBUpPOBaHNE PErMcTPaLMoOHHOro HOMepa;

— npoBepKa Ha MOBTOPHOCTL;

— nony4yeHue npeaBapuTeNbHOrO PermcTpaLmMoHHOro HOMepa;
— pyyHOM BBOJ pernctpaumoHHoro Homepa ansa HrA,;

— HacTpouka opmaTta perMcTpaumoHHOro Homepa.

111.4.5.1. NMpumeHeHne TeXHONMOrMu WTPUX-KoANPOBaHUSA

LUTpux-ko4 reHepupyeTcs AN KaXA0MW KapTOYKN U COOEPXUT MOAEHTUPMKATOP JaHHOW KapTOYKM.
WTpnx-kog4  KaXOOW  KOHKPETHOM  KapTOYKWM  COOEPXWUT  crnegylowyo  MHopMauuio:

<project><cardld>, rge <project> - KOPOTKMA WUOEHTUUKATOP HAUMEHOBAHUS OpraHu3auum
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13 3arnaBHbIX natuHcknx Oyke (Hanpumep, APO, NPO), a <cardld> - id KOHKpPETHOM KapTOYKW.
Hanpumep: APO12345. Wcnonb3yembln B Cucteme ¢dopmat wTpux-koga — «Code 128».
B reHeprpyeMoM LUTPUX-KOAE MOTYT MCMNONb30BaTbCA BCE TPU KOMMNIIEKTA CMMBOMOB WTpux-koaa «Code
128»: 128A, 128B, 128C.

MNpyv nepeBode KapTOYKM (BXOAOSLLEro [OKYMEHTa, MWCXOASLIEro OOKYMEHTa, BHYTPEHHEero
AokymeHTa, OIN) B cTaTyc «3apernctpupoBaH», OTKpbIBAETCS AMarioroBoe OKHO BblGopa No3uumm nevaTm
WwTpmx-koga. MNocne BbIGopa No3nummK, OTKPbIBAETCSt HOBasi BkNagka bpaysepa cogepalias LTPUX-Kog
ANS AaHHON KapTOYKW.

Mpy nNpocMoTpe KapToYeK BXOASLLEr0, UCXOAALLEro, BHYTPeHHero aokymeHta u O 'y KHOMKM
«MeyaTb» ecTb NyHKT «[leyaTb perncTpaumMoHHOro LWTamnay», npu BblGOpe KOTOPOro OTKPbIBAETCS
AnanoroBoe OKHO BblGopa no3vuum nevaTu WTpux-koga. Mocne Bbibopa No3nuMm, OTKPbIBaeTCA HOBast
BKNaaka Gpaysepa cogepkallas WTPUX-Koa Ans AaHHON KapTOYKW.

[ns BbINOMHEHMSI NOTOKOBOIO CKaHMpoBaHUs B CucTtemMe nonb3oBaTento HeobXxoaMMo BbINOMHUTb
cnegyrowme oencTeuns:

1. 3apeructpupoBaTb JOKYMEHT.

2. TMonyunTb LWITPUX-KOA,.

3. Pacnevatatb LWTPUX-KOA 1 NPUCOEONHUTL €ro K ByMaXKHOMY 3K3EeMMNSPY AOKYMEHTA.
4

OTckaHvpoBaTb OyMakHbIA 3K3EeMMAsSP C MPUKPENNEHHbIM LWTPUX-KOAOM C nomouwpto MO
CKaHMPOBaHMSA ByMaXkHbIX JOKYMEHTOB

Cuctema Ha ocHoBe LUTPUX-KoOa Npukpennt SﬂeKTpOHHbIVI (baIZJ'I K BJTOXKEHUIO COOTBeTCTByI'OIJ.l,eIZ
KapTO4KM 3apermcTpnpoBaHHOro JOKyMeHTa.

111.4.5.2. Hactpouka hopmaTta peructpauMoHHOro Homepa

B Cucteme peanmsoBaHa BO3MOXXHOCTb HACTPOWKM dopMaTta perMcTpaumoHHOro Homepa nyTem
YyepedoBaHUS CTaTUYECKUX 3HAYEHUN M BbIYMCASIEMbIX 3MEMEHTOB A1 (POPMUPOBAHUSA  CIOXHbIX
pPerncTpaumMoHHblX HOMepOB. Bbluucngemble anemMeHTbl  (OPMUPYIOTCA Ha OCHOBE 3apaHee
onpegeneHHblx nonen Cnctemsl. NepevyeHb BO3MOXHBIX BbIYUCIIIEMbIX 3NIEMEHTOB NPUBELEH HUXE:

NopsiAKOBbIA HOMEP;

—  WHMUManbl NoAnucaHTa;

— VHAEKC noApasfieneHns permctpatopa;

— WHAEKC nogpasgeneHns CnosHMTens;

— MHAEKC noApasgeneHns nognucaHTa;

— WHAEKC pena;

— WHMUManbl agpecaTa;

—  WHAOEKC BUOa OOKYMEHTa;

— MHMUManbl aBTopa obpalleHus;

— NOpPSLKOBbIN HOMEP BHYTPEHHErO B AenapTaMeHTe;
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- AcCrIT;
—  WHUUmManbl UCNOJNTHUTENA.

d>opmaT permcTpaumoHHOro Homepa MOXXHO HacTpanBaTb MO NapamMeTpam:

npeukc;

NocTuKc;

BbIYMCIISIEMbIN SNIEMEHT;

— KOJn4ecTBO 3Ha4alwmnx CMMBOJIOB,

cBpoc NopsaKOBOro cyeTYMKa Kaxabli ro.

HacTtpoinka copmarta pernmctpaumoHHOro Homepa [LOCTynHa TOMbKO MNOSfb30BaTensiM C Poribto
AdOmuHucmpamop. Hactporika onucaHa B JokymeHTe «PykoBoacTBo agMuHucTpupoBaHus Jlornka C3I[.
ClO».

111.4.5.3. Peructpauusa aokymeHta

[ns pernctpaunm gokymeHTta B CucteMe BbINOMHATCSA crieaylolme OencTBUs:

1. Peaucmpamop OTKpblBaeT [OKYMEHT B cTaTyce, U3 KOTOPOro BO3MOXHO OCYLIEeCTBUTb
permcTpaumio, B criydae HeobxogumocTu 3anonHsaeT nona XKypHan peecucmpayuu n UHOekc
HOMeHK1iamypbI (3TW Nons MOryT 6bITb 3anofIHEHbI UCNONHUTENEM Ha Goree paHHUX aTanax,
none MHOeKc HOMEeHKsIamypbl NPUCYTCTBYET He BO BCeX LABMOHaX) U HaXMMaeT KHOMKY
[MU3meHunTb cTaTyc]:[3apeructpupoBartb].

2. Cuctema 0T06pa>KaeT OKHO C npeaBapuTesibHbIM permctpaunoHHbIM HOMEPOM:

— nonb30BaTefb MOXET COrnacuTbCs C UCMONb30BaHMEM 3TOMO0 PErncTPaLMOHHOrO HoMepa,
HaxxaB kHornky [OK];

— B Cnyyae oTkasa OT MpeanaraemMoro permcTpauMoHHOro HoMepa MNonb3oBaTenb HaXuMaeT
[OTmeHa]. CucTema Bo3BpaLLaeT Nonb3oBaTensl B KAPTOYKY JOKYMEHTa.

3. TMocne HaxaTna kHomnku [OK] Cuctema otobpaxkaeT AManoroBoe OKHO Ans Bbibopa NonoxeHus
PErncTpaLMoHHOro wramna Ha nucte. [JocTynHbl BOCEMb BapuUaHTOB pacrofiokeHus LwTamna.
[na 0OKYMEHTOB, Co34aHHbIX No wabnoHy «HMA» n «OP[y, wtpnx-ko4 He co3gaeTcs.

4. lMocne wenyka Mol NO COOTBETCTBYOLWEMY BapuaHTy CucTeMa OTKpbIBAeT HOBYKO BKIaaKy
co ccopMMpoOBaHHBLIM LUITAMNOM B BbiGpaHHOM MecTe M npegnaraeT pacnedataTb JIACT.
PernctpaumoHHbIN WTaMn CoAepXXUT LUTPUX-KOL OOKYMEHTa, PErUCTPaLMOHHbLIA HOMep 1 aaTy
permcTpaumu.

lMocne pernctpauum OKYMEHT NepexoauT B cTatyc 3apeaucmpuposaH, Cuctema aBToMaTMyecku
3anonHseT nons PeaucmpauyuoHHbIl Homep, [ama pesucmpayuu. B none Peaucmpamop
yKa3blBaeT NOMb30BaTesNs, BbINOMHMBLLENO Onepaumio pernctpaumm.

111.4.5.4. NMpoBepka Ha noBTOpHOCTbL OGpaLleHns rpaxgaHnHa

B Cucrteme peanusoBaHO aBTOMATM4YeCKOE CBSA3blBaHWE MOBTOPHbLIX OOpalleHWA OT OAHOro
rpaxgaHnHa, NoCTynmBLUNX NO OAHOMY U TOMY e BOMNpPOCY.
NOTHKA 42
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[nsa npoBepkn Ha NOBTOPHOCTbL NOSb30BaTEN0 HEOHXOAMMO B KapTOvke CO30aBaeMOro JOKyMeHTa
B none lpoeepsimb Ha M0OeMOPHOCMb BbibpaThb 3Ha4YeHue [a.

[nsi obpalieHun rpaxgaH npoBepka Ha MOBTOPHOCTb MO YMOSYaHWK MPOU3BOAUTCA MO MOS0
Aemop obpauweHus. [lepeyeHb nonewW, N0 KOTOPbIM HEOOXOAMMO NPOBOAUTbL  NPOBEPKY
Ha NOBTOPHOCTb HacTpauBaeTcss AOMuUHUcmpamopoMm. B MOMEHT perncrpaumMm HoBoro obpalieHusi
rpaxgaHnHa Cuctema npoBepsieT, UMEKOTCS NN 3aperncTpMpoBaHHble 0OpaLLeHNs rpaxaaH, Y KOTOpbIX
3HayeHve BbIOPaHHbIX ANS NPOBEPKM HA MOBTOPHOCTb MOSIEN MOSIHOCTLIO COBMAZaeT CO 3HAYEHMAMMU
nonewn B TekyLlem JOKymMeHTe. B cnyvae nonHoro conageHus Cucrema otobpakaeT OKHO CO CMMCKOM
HanaeHHbIX obpalleHnin, B KOTOPOM permctpaTop MoXeT BblbpaTb obpalleHus, KoTopble Heobxoammo
cBsa3aTb C Tekywum (PucyHok 2).

3aaenenue ot , UBaHoB MBaH , 3anpoc

PEMTMCTPALIMOHHBIE OAHHBIE W OPHITHHAN ~

10.08.2015

3aneneHue -

Mucomo NogreepguTe Nnpegbigyune ofpawedna gna gaHHoro OF

0r-1, Meanoe ean .
FypHan pericTpauMe  Bxogrwmue oDpaWEHNA rPasaaH +|0r-4, Viearos Meak .
0r-5, Meaxos l1BaH .

+ | 08, Meanoe ean .

LIHAEKT HOMEHKNATY P 0Or-7, Meanos KeaH .

T e i Buibparts BCe oK OTmeHa
nn aeTopa DUIHYECKOE NALLO

KaTeropua saAsuTena |, -

PucyHok 2 — Cnncok HanaeHHbIX obpalleHun

Mocne HaxaTna kHonkn [OK] BbiBpaHHble JOKYMEeHTbl ByayT OTMeYeHbl B KayecTBe npeablayLmx
obpawleHnn ansa gaHHoro obpawieHus. B kaxgom m3 cBsidaHHbIX obpalleHuin B O6noke CeedeHust
yKasaHa ccbinika Ha npegpigyliee unu nocnegyowee obpaweHve B nonsix lpedbidyujue obpauwjeHust
n lMocnedyroujue obpauwjeHuUss COOTBETCTBEHHO. [10 CChINKe MOXHO NEPenTn B JOKYMEHT.

111.4.5.5. lNMpoBepka Ha NOBTOPHOCTb BXOASLEro AOKYMEHTa

Ona Toro 4tobbl Peaucmpamop no owunbke [Baxabl He 3aperucTpypoBan OAMH U TOT Xe
BXOOALMN OOKYMEHT M3 OpraHv3auumn Ansi O4HOro u Toro ke agpecata B Cucteme npegycMoTpeHa
npoBepKa Ha NMOBTOPHOCTb BXOAALLMX AOKYMEHTOB.

[na npoBepkn Ha NOBTOPHOCTbL NOMb30BaTENO HEOHXOAMMO B KapTovke CO34aBaeMoro AoKyMeHTa
B none lpoeepsimb Ha MoeMopHOCcMb BbibpaThb 3Ha4veHue [a.
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[nsi BXoAsWwmMx AOKYMEHTOB NMPoOBepKa Ha NOBTOPHOCTb NPOM3BOAMTCS MO CreaytoLwmMM NossiMm:
— Homep ucxodsiwezo;

— [dama dokymernma;

— Omnpaeumernb.

B MOMEHT perncTtpaumMm HOBOro BXOAsiLLEero AokymeHTa Cuctema npoBepsieT, MMeKTCs In
3aperncTpupoBaHHble BXOASLME [AOKYMEHTbl, Yy KOTOPbIX 3HayeHuWe BblenepeymcrieHHbIX nonen
MONHOCTbIO COBMAaZaeT Co 3HAYeHMsIMK NoNen B TEKylleM AOKyMeHTe. B cnyyae nonHoro coBnageHus
CucTtema BblgaeT CoObLLEHME O HANMMYMKN NOXOXNX JOKYMEHTOB.

[11.4.5.6. Pe3epBupoBaHue pernctpayMoHHOro Homepa

Cuctema npegocTaBnseT BO3MOXHOCTb 3apes3epBMpOBaTb HOMeEpP Ans [AOKYMeHTa, YToObl
3aperucTpupoBaThb ero BNOCNeACcTBUM, UCMOSNb3YA He TeKyllee, a 3ape3epBUPOBaHHOE paHee 3HayYeHue
cyYeTYMKa HOMEpPOB [OKyMeHTOB. B kauvecTBe patbl peructpauum OyageT npocTaBneHa AaTa
pe3epBUpPOBaHUS HOMEpA.

PesepBupoBaHMe HoOMepa peann3oBaHO AN [OKYMEHTOB, CO3[4aHHbIX Mo LabnoHam:
«Uexogawmmy», «HIMA», «OPO».

Ans  pesepBupoBaHMS HOMepa Mofb3oBaTeNlb  MNocbinaeTr  Pesucmpamopy  3anpoc
Ha pesepBupoBaHue. Monyuns 3anpoc, Peaucmpamop MOXeT yA0BMNeTBOPUTL Ero Unn oTkasaTtb.

[ina pesepBrpoBaHus Homepa B CucteMe BbINOMHATCS cneaylowmne 4encTBus:

1. lMNonb3oBaTenb B pexume pedakTUpOBaHUS OOKYMEeHTa Ha Bknagke PesepsuposaHue
OTNpaBrseT 3anpoc Ha pe3epBuMpOBaHWE HOMepa Mo KHonke [3anpoc Ha pe3epBUpoOBaHue
Homepa]. B pesynbTtare 3anpoc HanpaBnaeTca COTPYOHWKY C ponbk Peaucmpamop
(Cmapwut peaucmpamop).

2. Peaucmpamop oTKpbIBaeT 3anpoc B pasgefie cucteMbl JIN4HbIA KaOUHET B npeacTaBneHun
Ona pesepBupoBaHusa. Peaucmpamopy OOCTYMNHbI BapuaHTbl 4ENCTBUIA:

— ecnn Pesucmpamop cornaceH 3apes3epBupoBaTb HOMEpP, OH HaXMMaeT KHOMkKy [U3meHuTb
craryc]:[3apesepBupoBaTtb]. Homep 3ape3epBMpoBaTb HEBO3MOXHO, €CfM B KapTOYKe
AOKYMEHTa-OCHOBaHUA He  3anofiHeHbl nons, Heobxogumble And  opmupoBaHus
perucTpaLmMoHHOro Homepa (nepeyeHb Mnofnen 3aBUCUT OT  MCMOnb3yemMoro opmarta
HymepaTopa). [locne ycnewHoro pesepBupoBaHMs Homepa Cuctema oTobpaxaeT
npegsapuTenbHbIA perncTpaunoHHbIM HOMEpP U nocrne cornacua Peaucmpamopa ¢ HOMEpPOM
(Haxxatna kHonku [OK]) Cuctema aBTOMaTtMyecku pesepBupyeT HOMep ANA OOKYMEHTa,
KOTOPbIA BNOCHeACTBUM ByaeT NpUCBOEH eMy B Mpouecce perucrTpaumu, a kaptodka 3anpoca
Ha pes3epBMpOBaHME HOMepa nepexoauT B cTatyc 3apesepsuposaH. B camon kaptouyke
AOKyMeHTa oTobpaxaeTcs 3ape3epBMpPOBaHHbLI HOMEp WM Aata peructpauuun. B 3anpoce
yKkasaHa garta NnpuHATUSA peLleHns 1 Nonb3oBaTterb, 3ape3epBrMpoBaBLUNA HOMED;

— ecnn Peasucmpamop oTKasblBaeT B pe3epBMpOBaHMM HOMEpPaA, OH HaXMMaeT KHOIMKY
[MUameHnTb cTaTyc]:[OTka3aTb B pe3epBupoBaHuu]. B pesynbtate HOMep Ans AOKYMeHTa
He pesepBUpYyeTCH, a KapTo4vka 3anpoca Ha pesepBupoBaHMEe HOMepa rnepexoauT B ctatyc He
3ape3epsuposaH.
NOTHKA 44
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Monb3oBaTenb MMEET BO3MOXHOCTb YBMAETb OOKYMEHThI, ANs KOTOPbIX 3ape3epBUMpoOBaH HoMmep,
B pasgene cuctembl, oTobpaxawLwemM AOKYMEHTbl COOTBETCTBYHOLLEro WwabnoHa, B npeacTaBneHum
3ape3epBUPOBaAHHbIE.

11.4.5.7. Py4yHoW BBOA peructpaumMoHHOro Homepa

B Cucteme npegycMoTpeHa BO3MOXHOCTb pPYYHOro BBOAA pPEerMcTpaumMoHHOro Homepa
ONS JOKYMEHTOB, CO34aHHbIX No wabnoHy «HMA».

[nsa pernctpaumm gokymeHTta HIMNA B Cucteme BbINOMHAOTCA crieaylowmne OENCTBIS:

1. Peaucmpamop OTKpbiBaeT [OKYMEHT B cTaTyce, W3 KOTOPOro BO3MOXHO OCYLLUECTBUTb
permcTpaumio, B criydae HeobxogumocTu 3anonHseTt nons XKypHan peesucmpayuu n UHOekc
HOMEeHKJ1amypbl (3TU NOMst MOTyT ObITb 3aNOSTHEHbI UCMOMNHUTENEM Ha ©onee paHHUX aTanax)
N HaxxumaeT kHonky [M3ameHunTb ctaTtyc]:[3apeructpupoBartsb].

2. Cucrtema 0To6pa>|<aeT OKHO C npeagBaputeribHbiIM permctpaumMoHHbIM HOMEPOM. Mo yMOIn4aHuo
0T06pa)Ka|'OTCF| yCTaHOBJIIEHHbIE 3HA4YeHue nped)leca n I'IOCTCbI/IKca, a TaKke TeKyllee
3Ha4YeHME CcYETUYMKA OCHOBHOW YacTu HOMepa:

— nonb3oBaTenb BBOAMT BanOBLIN HOMEP (3HA4YeHne cyeTumka) u HaxkmmaeT kHonky [OK]. Ecrnn
noa ykasaHHbIM HOMEPOM YXXe 3apermcTpupoBaH paHee [OKyMeHT, Cuctema oTobpasut
cooTBeTCTBYyHOLEE coobLieHne 06 OWMBKe N He 3aperncTpmpyeT OKYMEHT.

3. Ecnu ykasaHHbI perncTpauuoHHbIN HOMEpP eLle He UCMNOoMb3yeTCs, TO NOCe HaXaTusi KHOMKN
[OK] Cuctema pernctpupyeT 4OKYMEHT Nog ykadaHHbIM HOMEPOM:

— B Cliydae OTKa3a OT npeanaraeMoro permctpaumMoHHOro HomMepa nonb3oBaTeslb HaXXMMaeT
KHOMKY [OTMeHa]. Cucrtema BO3BpallaeT Nnosib3oBaTesnia B KApTO4YKy AOKYMEHTA.

Mocne perncTpaumm OOKYMEHT NepexoanT B ctaTyc 3apeaucmpuposaH, Cuctema aBToMaTU4ECKU
3anonHseT nond PeaucmpauyuoHHbIU HOMep ykaszaHHbIM HoMepoMm, [Jama pesucmpauuu. B none
Peaucmpamop ykasbiBaeT Nonb3oBaTens, BbINOMHUBLLErO Onepaumo perucrpauum.

111.4.6. BbicTpoe nony4vyeHue perncTtpauMoHHOro Homepa

B Cucteme peanunsoBaHa BO3MOXHOCTb ObLICTPOro MOSyYEHUA PErnCTPaLNOHHOIO Homepa Anis
OOKYMEHTOB, co3aaHHble no wabnoHam «Bxoaswminy n « ObpalleHns rpaxgaHy.

[na BbICTPOro MonyyYeHnss permcTpaumMoHHOrO HOMepa He HY)XHO 3arofHsTb BCe HeobXxoauMble
ANs perMcTpauumM OokymeHTa nons. [locTaTouyHO 3amnofHUTb Te Mofisi, KOTopble BRUSIOT Ha dopmaT
pPerncTpaumMoHHOro Homepa.

Mocne 3anonHeHMs HeOOXOAWMbLIX MOnen nonb3oBaTernb HaxumaeT KHonky [MonyunTb
perucTpaumoHHbin Homep]. Cuctema BbIBOOUT cooblieHne ¢ npeaBapuTenbHbIM perncTpaLMoHHbIM
HOMEpPOM.

.4.7. DYHKUUA pacCCMOTPEHUA AOKYMEHTa

3aperncTpupoBaHHbIi JOKYMEHT MOXHO OTMNpPaBUTb Ha PacCMOTPEHWE pykoBoACTBY. [encteue
MOXEeT BbINOSIHUTb  COTPYAHWK, 3aperncTpupoBaBlIMA  OOKYMEHT, Cmapwuli peaucmpamop,
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OTBETCTBEHHbIN 3a AenonpomnsBoacTBo. DYHKUMA pacCMOTPEeHUs peanus3oBaHa A1 OOKYMEHTOB,
CO34aHHbIX Mo wabnoHam «Bxogawmny, «BHyTpeHHuIn gokymeHTy, «ObpalleHme rpaxxgaHnHa.

11.4.7.1.

W

®yYHKUMS pacCMOTPeHNs NpefocTaBnseT cneayroLme BO3MOXHOCTY:

oTnpaBka JOKyMeHTa Ha pacCMOTPEHUE;
OTnpaBka Ha PacCMOTPEHME HECKONbKUM MNOMNb30BaTeNsAM;
paccMOTpeHne JoKyMeHTa Pykosodumernem,

paccMoTpeHne AokymeHTa [TomMowHUKoM BMecTo Pykogodumerns,
CMeHa paccMaTpuBaloLLErO;

oTnpaBka [JOKyMeHTa B eJlo B pe3yfibTaTe paCCMOTPEHNS;
oTnpaBka JOKyMeHTa Ha UCMONIHEHME B pe3ynbTaTe pacCMOTPEHUS,

npeaBaputenbHasa obpaboTka gokymeHTa ToMowHUKOM pykogodumerisi, NONy4eHHOro nepen
paccmoTpeHneM Pykogodumernem,

o6pa60T|<a OOKyMeHTa lNomouwHUKOM Nocne paccMOTpPeEHNs PyKoeodumeneM.

Ecnn y Pykosodumerssi, ykasaHHOro paccMaTpuBalowmum, mmeeTtcs [TOMOWHUK, TO MapLipyT
AOKYMEHTa Ha 3Tane paccMoTpeHus byaeT cneayoLwmm:

npegeaputenbHas 06paboTka gokymeHTa [ToMOWHUKOM pyKkogoOumeris,
paccMoTpeHue NomouwHUKoOM pykogodumeris BMecTo Pykosodumerns,
paccMoTpeHne AokyMeHTa Pykosodumernem;,

obpaboTka gokymeHTa MomMowHUKOM pykogodumerisi Nocne paccMoTpennss Pykogodumernem.

Ecnn y Pykoeodumersis, yka3aHHOro paccmaTpuBalolLMmMm, OTCYTCTBYeT [ToMOWwHUK, TO 3Tan
paccMoTpeHnst OyaeT COCTOATb TONbKO N3 pacCMOTPEHUs OKyMeHTa Pykogodumerem.

OTnpaBka OOKyMeHTa Ha paccMOTpeHue

B cnyyae ecnu paccmaTpuBaoowmii No AOKYMEHTY OAWH, TO SIBHO yKasblBaTb paccMaTpuUBatoLLEero
Ha BKknagke PaccMompeHue He HyxHo. [JocTaTouyHO 3anofnHuTb none Adpecam. [locre oTnpasku
AOKYMEHTa Ha paccMmoTpeHue Cuctema aBTOMaTUYECKM CO34acT KapTOuKy PacCMOTPEHUs Ha OCHOBE
3HaYeHus1, ykasaHHoOro B none Adpecam n OTNpaBuT ee Nosb3oBaTento, ykasaHHOMY B JaHHOM nore.

[lna oTnpaBku OKYMeHTa Ha paccMoTpeHne B CUCTEME BhIMONHSOTCSA creayolme AencTBUS:

1.

NOTHKA

4

Monb3oBaTernb OTKPbIBAET OOKYMEHT B cTaTyce 3apeaucmpuposaH. Ecnu 3anonHeHbl He Bce
oba3aTenbHble MOMsi, TO MOMb30oBaTeNb MNEPEBOAMT KapTOYKy [AOKYMEHTA B PEXUM
penakTUpoBaHus Mo kHonke [PepakTupoBaTb KapTouky] 1 3anonHseT obs3aTenbHble Nons.

Monb3oBaTenb HaxumaeT kHonky [U3meHuTb ctatyc]:[Ha paccmoTpeHume] (ans 4OKyMEHTOB,
co3faHHbIX no wabnoHam «Bxogawmn» unu «ObpalleHve rpaxgaHuHa») nnbo KHOMKY
[MUameHnTb cTtaTtyc]:[OTnpaBuTb agpecaty] (AN AOKYMEHTOB, CO34aHHbIX Mo wabnoHy
«BHYTpPEHHUIN JOKYMEHT»).
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B pesynbTaTe BbINOMHEHHbLIX AeWCTBUI CucTema HanpaBUT KapTOYKy OOKYMEHTa COTPYAHUKY,
ykasaHHOMy B none Adpecam BKnafku Pekeu3umai (Unv ero MOMOLLHUKY). CTaTyc KapTOYKU M3MEHUTCS
co cTaTyca 3apeaucmpupoeaH Ha cTaTyc PaccmompeHue. B pasgene cuctembl JIMYHbIM KaGuHeT
coTpyaHuka (unv KabuHeT noMoLLHMKA) NOSIBUTCS KapToyka pacCMOTPEHMS.

[11.4.7.1.1. OTnpaBKa Ha pacCMOTPEHMNE HECKONbKUM NOSIb30BaTenNsAM

B Cucrteme npegycMoTpeHa BO3MOXHOCTb OTMPaBK/ OOKYMEHTa Ha pPacCMOTPEHME HECKONbKUM
agpecaTam.

Ecnn  paccmoTpeHve  OokymeHTa  OyaeT  BbINOMHATbCS — MapannienbHO  HECKOSbKMMM
nonb3oBaTensMu, To HeobxoauMMo Ha Bknagke Peksu3umsl B none Adpecam ykasaTb HECKOIbKUX
nons3oBaTenen. lMocne oTnpaBku AOKYMEHTA Ha paccMoTpeHne CrucTeMa CO34acT HECKOMbKO KapToyek
pacCcMOTPEeHUs 1 HanpaBuUT UX cpa3y BCEM NOJb30BaTENsIM, yka3aHHbIM B none Adpecam.

111.4.7.2. PaccMmoTpeHune nokymMeHTa

B Cucteme peanusoBaHa BO3MOXHOCTb paccMOTpeHuss AokymeHToB B APM PykoBoauTtens u
B OcHoOBHOM UHTepdence.

11.4.7.2.1. MpeaBaputenbHoOe paccMoTpeHne AoKymeHTa [ToMOLWHMKOM pyKkoBoaUTeEnNs B

OcHoBHOM MHTepdence

[OKyMEHT, NMOCTYMMBLUMIA HEMOCPEACTBEHHO Ha UMs Pykosodumerisi, Obln 3aperncTpupoBaH U
OTMpPaBfEH Ha PaCCMOTPEHNE Ansi ONPEeAEneHNst UCNOSTHUTENEN MO AOKYMEHTY Y BHECEHMS PE3OSTHOLNNA.
Mpn 3TOM OOKYMEHT npeaBapuTenbHO HanpaenseTcs ero [TomMowHUKy. [ToOMOWHUK TOTOBUT MPOEKT
pesontouMm 1 oTnpaBnsaeT Ha yTBepxaeHue Pykosodumerno, NnbO CaMOCTOATENbHO OTNpPaBnseT Ha
NCcnonHeHve (Mpu HanU4MM COOTBETCTBYIOLMX NPaB).

[na npegBapuTenbHOrO paccMOTPeHus AOokymeHTa [lomowHukom B CucTeme BbINOSHSAIOTCS
cnepywowime aencTens:

1. TloMOWHUK OTKPbIBAET KAapTOUKy pacCMOTPEHUS, LLESTKHYB NO CCbINKe yBEOOMMNEHNS B pasgene
cuctembl KabunHeT nomolwHuka npeactaBneHns Onsa pykoBogutens/ Ha paccmoTtpeHue.
Mo ccbinke U3 KApPTOYKM PACCMOTPEHUS MOXHO MOMacTb B JOKYMEHT-OCHOBaHME.

2. B 3aBMcMMOCTM OT CBOEN KOMNETEHUNN [TOMOWHUK MOXET BbINONHUTb cneaywuime nepexonbl:

— HanpaBuTb [JOKYMEHT Ha paccmoTpeHne Pykosodumesiro no kHonke [U3mMeHuTb
cratyc]:[PykoBoauTtento] B KapTouke paccMOTpeHus. Hanuuve npoekta pesoniouumu,
co3gaHHon [lomowHUKOM, HeobGsa3aTenbHO. B pesynbTate kapToyka nepengeTr B CTaTyc
Paccmompenue;

— HanpaeuTb AOKYMEHT B Aeno (Mpy HanMyMu cooTBETCTBYIOLWMX Mpas) no kHonke [U3ameHuTb
cratyc]:[B peno] B KkapTouke pacCMOTpPeHUsi, TeM CcaMbiM pPacCMOTPEB BMECTO
Pykosodumernisi. Nepexon BbINOMHAETCA B Criydae, ecnu AOKYMEHT He TpebyeT MCNOMNHEHUS.
B pesynbTaTe KapTo4yka paccMOTpeHusa nepengeTt B ctatyc B desnio. KapTodka gOKymeHTa-
OCHOBaHuWs nepenaeT B ctaTyc [omos K criucaHuro 8 0eso, eCnn JOKYMEHT HEKOHTPOSbHbIN,
nubo B cTaTyc McrnonHeHo, ecnv AOKYMEHT KOHTPOSbHbIN;
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HanpaBUTb OOKYMEHT Ha WCMOSHEHME (NPW HanMyYMM COOTBETCTBYHOLMX MpaB) MO KHOMKe
[U3meHunTb cTaTtyc]:[Ha ncnonHeHmne] B kKapTouke pacCMOTPEHNSA, TEM CaMblM PACCMOTPEB
BMeCTO pykoBoauTens. [pegsapuTtenbHO AofkHA ObiTb co3gaHa pesonoums (CM. pasgen
111.4.8.2 CosgaHve npoekTa pesonioumn). B pesynbTaTe kapToyka nepengetr B craTyc
UcnonHeHue. KapToyka JOKYMEHTa-OCHOBaHUS Takke nepengeT B cTaTyc McrosiHeHue.

3. Mpwu HeobxoanmocTn MOMOUWHUK MOXET NOCTaBUTb LOKYMEHT-OCHOBaHME Ha KOHTPOIb, yKka3as

Konmponepa no gokymeHTy. B aTOoM cniyyae nornb3oBaTefls NEPEBOAUT KAPTOUKYy OOKYMEHTa
B PEXUM peaakTUpoBaHWs, Ha Bknagke McrioniHeHuUe rnopyYyeHul ycTaHaBnueaeT raxok
Ha koHmpone B nonoxeHve [a w 3anonHsieT nons: KoHmposiep no dokymeHmy, Cpok
ucrnoJsiHeHuUs1 unu npedocmaesieHUss omeema B 6noke UH¢ghopmayusi 0 KOHMPOsILHOCMU

[OKyMeHTa. 3aTtemM HaxkvMaeT KHomMKy [3akpbITb] 1 noATBEpXAAeT coxpaHeHue MHopmauuu.
[lokymeHT OyaeT mnocTaBneH Ha KOHTpomnb. B npeacrtaBneHnsix y [oKymeHTa Oyaer

oTobpaxaTbCs 3Ha4oK KOHTpons (cMm. pasgen 111.1.3 OnncaHue ncnonb3yemMbiX 3HaYKOB).

11.4.7.2.2. PaccmoTpeHue gokymeHta PykoBoautenem B APM

[okymeHTbl, TpeOyowmne paccMoTpeHusi, Haxogsatca B APM PykoBoautena B nanke
PaccmMmoTtpeTs.

Ona paccmoTpeHns pokymeHta Pykosodumenem B APM  PykoBoauTens BbINOMHAKOTCA
cnepywowime AencTeng:

1.
2.

Pykosodumernb oTKpbIBaET nognanky PaccmoTperb nanku PaccMoTpeTsb.
BbibrpaeT 0OKYMEHT B OTKPbIBLLEMCS CMIUCKE:

Ecnn y Pykoeodumens wvmeetca [lomowHuk, TO Pykoeodumesis BUAUT BCE MNPOEKThI
pes3oniouMin, noaroToBneHHole [lomowHUKOM. Pykogodumesio  [OCTYMHbI  crieayloue
BapwaHTbl AENCTBUN:

YTBEPAUTb NPOEKT Pe30sioLMM U TEM CaMbiM OTNPaBUTL JOKYMEHT Ha UCMOMHEHWE NO KHOMKe
[YrBepauTb] (cm. pasgen 111.4.8.5 OtnpaBka [OKyMEHTa Ha MWCMOSIHEHWEe rocne
paccMoTpeHus);

A06aB1Tb HOBBIN NPOEKT pe3ontoumm no kHorke [MopyunTb] (cMm. pasagen 111.4.8.2 CosgaHve
npoekTa pes3ontouunn);

NM3MEHUTL MPOEKT pesontounn no kHorke [U3mMeHUTb npoekT pesonkouuu] (cm. pasgen
111.4.8.3 'ameHeHne npoekTa pesontounn);

yOanuTb MpoekT pesonounm no kHonke [[epemMecTUTb MPOEKT pe3osiiouumM B KOP3UHY]
(cm. pasgen 111.4.8.4 YpganeHue npoekTa pe3onoumm);

OTNpaBuTb JOKYMEHT B Aerio no kHonke [B aeno] (cm. pasgen 111.4.7.4 OtnpaBka AOKyMeHTa
B [1er10 Nocne pacCMOTPEHUS);

oTnpaBuTb OOKYMEHT Ha O3HaKomrieHve no KHOrMKe [O3HakoMuTB]
(cm. pasgen 111.4.9 ®dyHKUUA O3HAKOMNEHNS).

KHonkn [YTBepauTtb], [U3meHUTb npoekt pesoniounu], [[lepemectuts NpoekT pesonouuu
B KOP3UHY] oToOpakatoTcst Npy Hanuynum npoekTa pe3oniounmn, NoAroTOBNEHHOMO paHee.
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11.4.7.3. OTnpaBKa OKYMeHTa Ha UCMNOJSTHeHUe Nocrie pacCMOTPEHUA

B Cucteme peanu3oBaHa BO3MOXHOCTb OTMNPaBKM AOKYMEHTOB Ha WUCMOMHEHWe B pes3ynbraTte
paccmoTpeHus n3 APM PykooauTtensa n n3 OCHOBHOro uHtepdenca. ®yHKUMoHan ncnonb3yeTcs ans
AOKYMEHTOB, CO34aHHbIX Mno wabnoHam: «Bxogawmny, «Ob6paweHne rpaxgaHuHay, «BHyTpeHHun
OOKYMEHT».

[ns oTnpaBkM OOKYMEHTa Ha WCMOMHEHWEe MO AOKYMEHTY AOMKeH ObiTb co3aaH XoTs Obl oauH
MPOEKT PE30NHOLNN.

111.4.7.3.1. OTnpaBKa AOKYMeHTa Ha ucnonHeHue Pykosoautenem 8 APM

[na oTnpaBkM OJOKYMeHTa Ha ucnonHeHne Pykoeodumersiem B APM PykoBoauTens BbINOMHAIOTCS
cnepywowime aencTens:

1. Pykosodumerb OTKpbIBAET Nognanky PaccMmoTpeTb nanku PaccMoTpeTh.
2. BblGupaeT AOKYMEHT B OTKPbIBLUEMCS CMUCKE.
3. PykosoOumersb HaxxumaeT KHoMnKy [YTBepAUTb].

Ecnn y Pykosodumensi otcytctByeT [TOMOWHUK, TO B pe3ynbTaTe BbIMNOMHEHHbLIX AEWCTBUM
Cucrtema HanpaBuT NOPYyYeHNUs COTPYAHUKaM, yKa3aHHbIM B Ka4eCTBe MCMOMHUTENEW, COMCNONHUTEnemn
no pesonwouMaM (UM KX MOMOLLUHMKAM Mpyv  HannuMM nomMouwHukoB). CoTpyaHukam (unm  umx
NMOMOLLHMKaM), YyKkaszaHHbiM B none K ceedeHuro, OyaoyT HanpaBneHbl KapTO4YKM O3HAKOMIIEHUS
c nopyyeHvem. CTaTyC KapTO4YKM OCHOBHOIO [OOKYMeHTa W3MeHuTCa Ha McrnonHeHue. B paspgene
cucteMbl JINYHbIM KaOMHeET ucnonHutenen u covcnonHutenen (Mn KabuHet nomMoLHMKa) NosBuTCA
KapTo4yka oTyeTa 06 UCMONHEHNW NOpyYeHus B ctatyce OmrpasrieH.

Ecnn y Pykoeodumerns wumeetcsa [llomMowHUK, TO AOKyMeHT OyaeT HanpasneH [ToMOWHUKY
OIS OKOHYaTenbHOM NOArOTOBKN AOKYMEHTA K OTNpaBKe Ha UCMNONHEHNE.

111.4.7.3.2. OTNnpaBKa 4OKYMeHTa Ha ucnosiHeHne NoMoOLHUKOM Nnocrie BbIHECEHUA pPeLueHUA

PykoBoautenem

MNMocne paccMmoTpenus PykogodumeriemM OOKYMEHT HanpasnaeTcs [ToMOWHUKY (Mpy ero Hanu4mm).
[MoMOWHUK BBINOMHAET OKOHYaTEeNbHYI NMOArOTOBKY AOKYMEHTa K OTNpaBKke Ha UCNONHeHue (B cryyae,
ecnn PykogoOumersb NPUHAN peLleHne HanpaBuTb OOKYMEHT Ha mucnonHeHue). lNpu HeobxoommocTu
AOKYMEHT MOXeT OblTb noctaBfneH Ha KoHTponb (cMm. pasgen [11.4.8.1 locTtaHoBKa [OKyMeHTa Ha
KOHTPONb).

Ons OTnpaBKM Ha UCNOJTHEHNE OOKYMEHTa B CucTteme BbINOITHAKOTCS cneaywuine nencTeng:

1. TloMOWHUK OTKPbIBAET KApPTOUKy pacCMOTPEHUS, LLESTKHYB MO CCbINKe yBEOOMIMEHNS B pasgene
cuctembl KabuHeT nomowHuka npenctasneHns OT pykoBoauTens/ C paccMOTpeHUs.
Mo ccbinke U3 KapTOYKN MOXKHO NEPENTUN B LOKYMEHT-OCHOBAHWME.

2. llomMowHUK  HaxumaeT kHonky [WA3meHuTb ctatyc]:[Ha ucnonHeHme] B  KapTouke
pPacCMOTPEHNS.

B pesynbTaTe BbINOMHEHHbIX AeCTBUIN CucTeMa HanpaBuUT NOPyYeHUs COTPYAHMKaM, yKasaHHbIM
B KayecTBe WCMNOMHUTENen, coucnonHuTenen no pesonounam (UM MX MOMOLLUHMKAM MpU Hanmum4um
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nomoLiHukoB). CoTpygHukam (MM MX NOMOLLHMKaM), Yykas3aHHbIM B none K ceedeHuro, OGyayt
HanpaBneHbl KapTOYKM O3HaKOMMeHWUs C nopydyeHvem. CTaTyC KapTOYKM OCHOBHOIMO [OKYMeHTa
n3mMeHuTCs Ha McrnoniHeHue. B pasgene cnctembl JINYHbIN KADMHET UCMOMNHUTENEN U COUCTIONHUTENEN
(vrm KaGuHeT noMoOLLUHMKA) MNOSIBUTCA KapToyka oTvyeTa 06 MCNOMHEeHUW nopyyeHus B cTaTyce
OmnpasneH.

1.4.7.4. OTnpaBKa AOKyMeHTa B Aeslo nocrie paccMoTpeHus

B Cucteme peanusoBaHa BO3MOXHOCTb OTMNpPaBKM OOKYMEHTOB B Aerfio MOcfe pacCcMOTPeHus
n3 APM Pykosoantena n nsa OCHOBHOro nHTepdenca.

111.4.7.4.1. OTnpaBka aokymeHTa B aeno Pykosogutenem B APM

[okymeHT noctynun Pykogodumerito Ha paccMoTpeHue. Pykosodumersib NPUHSAN peLleHne O TOM,
4YTO JOKYMEHT He TpebyeT NCNONHEHUS U MOXET ObiTb Cpa3y HanpaBsrfeH B AeNO.

[Ona otnpaBkn pOokymeHTa B geno Pykosodumenem B APM PykoBoguTens BbINOMHAKTCS
cnepywowime aencTens:

1. Pykosodumersib OTKpbIBaET noananky PaccmoTpeTb nanky PaccmoTpeTs.

2. BblbupaeT JOKYMEHT B OTKPbIBLLEMCS CrUCKE.

3. Pykosodumerib HaxxMmaeT kHonky [B peno].

4. B 3anpoce o noaTBepXaeHny oTNpaBkn JOKYMEHTa B Aeno HaxunmaeT kHornky [OK].

Ecnn y Pykoeodumerns wumeetcsa [lomMowHUK, TO AOKyMeHT OyaeT HanpasneH [ToMOWHUKY
OI151 OKOHYaTENbHOW NOArOTOBKM AOKYMEHTA K OTrpaBKe B AENTO.

B cnyyae, ecnn y Pykosodumerss oTcyTcTByeT [TOMOWHUK, TO B pe3ynbTaTe BbINOSIHEHHbIX
OENCTBUN KapTodka paccMoTpeHus nepengetr B cratyc B deno. Kaptouka [oKyMeHTa-OCHOBaHUSA
nepenget B cTatyc omos K criucaHuro e deso.

111.4.7.4.2. OTnpaBKa gOKyMeHTa B Aeno NoMoLWHMKOM nocre BbIHECEeHUSA peLueHns
PykoBoautenem
Mocne paccmoTpennss PykogodumerieM OOKYMEHT HanpasnseTcs [ToMowHUKy (Mpy ero Hanmumm).
lMoMowHUK BbINOSTHAET OKOHYaTENbHYIO NOArOTOBKY AOKYMEHTA.
[lna oTnpaBkM B geno gokymeHTta B CuctemMe BhLINOMHAKTCA cneayowme encTBus:

1. [ToMOWHUK OTKPbIBAET KapTOYKy pacCMOTPEHMS, LLENKHYB MO CCbifke YBE4OMIEHWS B pasaene
cuctembl KabuHeT nomowHuMKa npeactaeneHns OT pykoBogutensi/ C paccMOTpeHUs.
Mo ccbinke U3 KAapTOYKN MOXKHO NEPENTU B OKYMEHT-OCHOBAHME.

2. [lMomowHuk HaxxnmaeT kHonky [MameHnuTb cTaTtyc]:[B peno].

B pesynbTaTte BbINONHEHHbIX AencTBUA CucTeMa nepeBOAMT KapTOYKy pacCMOTPEeHWUs B cTaTyc
B deno. KapToyka AOKyMeHTa-0CHOBaHUA nepenaeT B ctaTtyc [omos K criucaHuro 8 0erio.
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111.4.7.5. Nepepaya nokymeHTa Ha paccMoTpeHue apyromy PykoBoauTtentio

Ecnv HeobGXoguMMoO NpUHSITL peLleHne Mo CPOYHOMY BOMPOCY B OTCYTCTBUE Pykogodumers,
TO CyLLEeCTBYET BO3MOXXHOCTb HanpaBuTb AOKYMEHT Ha paccMoTpeHue apyromy Pykosodumernto. laHHas
BO3MOXXHOCTb AOCTYMHA TONbKO NONb30BaTENO C PONbi [TOMOWHUK pyKosooumerisi.

[na nepenaun JokymeHTa Ha paccMoTpeHue apyromy Pykoeodumerito B CUCTEME BbINOSTHAKTCS
cnegyrowme nencTeus:

1. [MomowHUK OTKpbIBAET KApPTOUYKY PaCCMOTPEHUS, LESTKHYB NO CCbISIKE YBEOOMIIEHUS B pa3gene
cucteMmbl KabuHeT nomowHuka npeacrtaenerns B APMe/ Ha paccMmoTpeHun.

2. TlepeBoauT KapTOYKy B pEXUM peakTupoBaHus no kHomnke [PepaktupoBatb].
3. YpanseT Tekylwero paccmaTpvBaioLLero n BolbmpaeT HOBOTO.
4. [NomowHUK HaxxnmaeT kHonky [MU3ameHuTb ctaTtyc]:[[epeaatb Apyromy pykoBoauTtenio].

B pesynbTaTte BbINOMHEHHbIX OENCTBUA AOKYMEHT OyaeT HanpaBneH Ha pacCMOTPEHWE HOBOMY
Pykosodumento, ykazaHHOMY [TOMOUWHUKOM.

[11.4.8. UcnonHuTenbcKkas gucumniuvHa

McnonHutenbckaa AucuMnivHa npegHasHadeHa And  CO34aHUA  MPOEKTOB  pe3onouuit
nonb3oBartensamn Cuctemel (MomowHUKOM pykosodumeris, Pykogodumernem), HanpaBneHusi Nopy4yeHun
Ha WCMNOMHEeHWe, OTMPaBKM OT4ETOB OO MCMONMHEHUW Ha YTBEPXOEHWE U KOHTPOMNS WCMOSNHEHWS
NOpyYeHUn N0 AOKYMEHTaM.

McnonHutenbckaa aucumnimMHa peanus3oBaHa [Ans AOKYMEHTOB, CO3[aHHbIX MO LwabnoHam
«Bxogawmny, «BHyTpeHHUn gokymeHT», « OPL», « HMA», «O6palueHne rpaxgaHuHay.

®YHKUMS UCMONHUTENBCKOW AUCUMMINHBI NPEAOCTaBNSeT creaytowmne BO3MOXHOCTY:

co3faHue npoekTa pesontoumn/ nopyvyeHns (KOHTPOSTbHOrO MM HEKOHTPOSBHOTO);

— ypaneHue/ nameHeHue nNpoekTa pes3osntoummn/ NopyvyeHus;

— OTnpaBKa JOKyMeHTa/ pe3ontoumn/ NopyvyeHUsa Ha UCNOSTHEHUE;

— MpuUHATUE pe3oniounn/ NOPYYEHNUs K UCNIONHEHMIO;

— WCNOMHeHWe pes3onioumnn/ nopyyeHns (MoOAroToBKa 1 oTnpaBka oTdeTa 06 NCNOSTHEHUN);
— 3aBepLUEeHne UCMONHEHMSA pe3onoumm/ NopyyeHus;

— ucnonHexue pesontounn/ nopydexus NMomowHMkom BMecTo PykoBoantens;

— OTMeHa pesoniounn/ NopyyYeHus;

— hopmmpoBaHme 4oYepPHEro NOPYYEHUS;

— hbopmumpoBaHme nopyveHun onsa ceegeHns (0O3HakomneHne ¢ pesontoumen/ nopyvyeHnem);
— popaboTtka otyeTa 06 UCMOMHEHWN;

— MOCTaHOBKa AOKYMEHTa Ha KOHTPO-b;

— CHATME OOKYMEHTa C KOHTPOns;

v ¢ah 51

locynpasnenue



Onucanue ghynkyuonana @yukyuonan Cucmemot

KOHTPOMb  WUCMOSIHEHNS  pe3orouun/ nopyvyeHus (yTBepXKaeHWe W OTKIIOHEHME oT4yeTa
06 MCNOMHEHWMN MO KOHTPONBbHOMY Y HEKOHTPONBLHOMY MOPYYEHUIO);

— ycTaHoBKa fimyHoro koHTponsa B APM PykoBoguTtens;
— MaccoBas pesornouus;
— rpynnoBas pesoniouus;

— TpynnoBoe UCMOoSHeHe.

111.4.8.1. NMocTaHOBKa AOKYMEHTa Ha KOHTPOSb

B Cucteme peanu3oBaHa BO3MOXHOCTb NMOCTAHOBKM KapTOYKM OOKYMEHTA Ha KOHTPOSb B cTaTyce
3apeaucmpuposaH (BO3MOXHOCTb AoCTynHa Peaucmpamopy w Cmapuwemy pesucmpamopy) W
B cTaTyce PaccmompeHue (BO3MOXHOCTb AocTynHa CmapwemMy peasucmpamopy, [TomMowHUKy
pykoesodumeris, Pykoeodumerto).

[lna nocTaHOBKM OOKYMEHTa Ha KOHTPOsb B CUCTEME BbINOMHATCS CcrieaytoLlme AencTBus:
1. lNonb3oBaTenb NEPEeBOANT KapTOUKY B PEXMM peaakTUpoBaHus.

2. Ha Bknagke WMcnonHeHne NOpyyeHWUn YycTaHaBNMBaEeT nepeknwodaTtens «Ha KoHmporsney
B nonoxeHue «a» v 3anonHseT nona: Konmposiep no dokymeHmy, CpOK UCMOJSIHeHUs unu
npedocmassieHUsi omeema B 6noke MH¢hopmayusi 0 KOHMPOsILHOCMU GOKYMeHma.

3. ABTOMaTMyeckoe hopmMMpoBaHUE CPOKa UCMONTHEHUS MPU CO3AaHNM KOHTPOMbHOIO MOPYYEHUSs
(oanH mecsu).

4. Takke €eCTb BO3MOXHOCTb YCTaHOBKM MpeaBapuUTENnbHOrO Ccpoka KOoHTpons. [ns aToro
HeobxoaMMOo 3anonHUTL none «MpeaBapUTenbHbIA CPOKY.

5. HaxumaeT kHOMNKy [3aKkpbITb], NOATBEPXAAET COXpaHeHne nHdopmMaumnu.

B pesynbtaTe BbINOMHEHHbIX OENCTBUA [OOKYMEHT OyAeT MocTaBfneH Ha  KOHTPOIb.
B npeacrtaBneHuax y [OoKymeHTa oTobpaxaetca 3Hayok KoHTpons (cMm. pasgen [11.1.3 OnucaHnue
ncnonb3yemblx 3Ha4koB). B kapTouke gokymeHTta (B OcHoBHOM mHTepderice n B APMe PykoBoauTens)
OygeT Takke oTobpakaTbCsa NPU3HAK KOHTPOIS.

111.4.8.2. Co3paHue npoekTa pe3onounum
(DyHKLl,VIOHaJ'I HacnegoBaHMA nNpuU3Haka KOHTPONA W3 AOKyMeHTa Mnpu Cco3aaHun no Hemy
nopy4eHus.

B Cucteme peanusoBaHa BO3MOXHOCTb CO34aHUSA MNPOEKTOB pPe3ofiouMn Mo AOKYMeHTaMm
B APM Pykosoautens n B OcHoBHOM WHTepdpence. [laHHass BO3MOXHOCTb AOCTynHa Pykogodumertto,
MNMomowHuUKy Pykosodumernisi.

[11.4.8.2.1. CozpaHue npoekTta pesontounm B OCHOBHOM UHTepdence

[na co3gaHna npoekta pesonoumm No AOKyMeHTY B CucTeme BbINOMHAKTCA cregyrowme
nencTBmA:
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1. lNonb3oBaTenb OTKPbIBAEeT KapTOYKY PacCMOTPEHUs, LENKHYB MO CChifke yBeOOMIeHUs
B pasgene cucTemsl KabuHeT MOMOLLHMKa npencTaBneHns
Ona pykoBoautens/ Ha paccmotpeHue. Mo ccbinke M3 KapTOYKM pacCMOTPEHUST NMeEpexoanT
B JOKYMEHT-OCHOBaHUe.

2. Ha Bknagke McnonHeHue nopy4yeHuli B 6noke Cocmae nopy4eHull HaxumaeT kHonky [HoBas
pesonouus].

3. B cosgaHHONM kapTouke 3anonHdAeT nonst McnonHumens v Pesonroyusi (onsi gaHHOro nons
MOMOLLHUKY AOCTyneH BblOOp W3 NepeyHss TUMOBbIX PEe30SIIOLUUA, HACTPOEHHbIX ANs
pykoBoauTens, no kHonke [[lo6aBuTb TUNOBYK pe3oniouuio]). Takke ANSA 3anofHEHUs
AOCTYMHbI NONA AN yKa3aHWsi HEOCHOBHbLIX ucnonHutenen: CoucnonHumenu, K ceedeHuro v
nons Ansi ykasaHus KOHTPONbHOCTU gokyMeHTa: Ha konmpoune, Cpok, KoHmpounep.

4. HaxumaeT kHonky [3akpbITb]. Ha 3anpoc 0 COXpaHEHUN BHECEHHbIX U3MEHEHUA HaXnmaeT
kHonky [Aa].

5. HaxwnmaeTt kHonky [Ha3zapa] onsa Bo3BpaTa B KAPTOUKY PaCCMOTPEHMS.

B pesynbraTte BbIMNOMHEHHbLIX 4ENCTBUI MO JOKYMEHTY GyaeT co3aaH NPOEKT pe3osiioLmm, KOTOPLIN
oTobpaxkaeTcss B KapTouyke [OOKyMEHTa Ha Bknagke McrnonHeHue rnopyydeHuld B ©Onoke Cocmae
nopy4eHul. Ecnv nopyyeHne KOHTPONbHOE, TO B KAPTOYKE NOPyYEeHUS NOABUTCS Npu3Hak KOHMporis.

111.4.8.2.2. Co3pgaHue npoekTa pesontounn PykoBogutenem B APM

[Ona cosgaHnst npoekTta pesontouun Pykosodumenem B APM PykoBoamnTens BbINOHSAKTCS
cnegyrowime gencTeus:

1. PyKoeodumenb OTKpbIBAET nognanky PaCCMOTQeTb nanku PaCCMOTEeTb.
2. BbI6VIpaeT OOKYMEHT B OTKPbIBLUEMCA CMNUCKE.

3. Pykosodumersnpb HaxumaeT kHornky [[Mopyuutb]. B oTKpbiBwenca dopmMe aAnd co3gaHus
npoeKkTa pes3oniiouun BBOAUT TeKCT pesonwouun (nMMbo BbiOMpaeT M3 CAMcKka TUNOBbIX
pesonioumin), BblbupaeT wucnonHUTens (BO3MOXEH BbIGOP COTPyAHMKA W3 CMUCKa BCex
coTpygHukoB nytem BBoga PUO cotpygHuka nubo BbIGOP OOHOMO U3  COTPYAHWKOB
OnvKanwero  OKPYXEHUA € MOMOLLbI0  Wenyka MbIWn N0 HYXHOW  hammnum).
Mpn HeoH6X0OUMOCTM MOXHO A06aBUTb COUCNONHUTENEN, COTPYAHMKOB AN1S CBEAEHWS, YKa3aTb
CPOK WCMNOJSTHEHUSI MNOPYyYeHUus, ykasaTb KoHmposiepa, NOCTaBUTb LOKYMEHT Ha KOHTPOIb,
a Takke ykasaTb gaTy Hadana NMYHOro KoHTpons. Ecnv no pesontounn HasHavyeH KoHmporsep,
TO nNocne OTNpaBkM [OKYMEHTa Ha WCMNofHeHMe nopyydeHne Oyaet oTobpaxaTtbes
y KoHmpornepa B npeactaBneHmn Y MeHS Ha KOHTpone pasaena cuctembl JIM4HbIN KabuHeT.

4. PykosoOumersb HaxnumaeT KHomnky [FoToBo].

B pesynbtate BbIMOMAHEHHbLIX ENCTBMI MO JOKYMEHTY OydeT co3daH npoekT pesontoumun. lNMocne
OTNpPaBKM MNOPYYEHUA Ha UCnonHeHue, pesonouma oTtobpasutcs B APM PykoBogutensa B nanke
MopyyYyeHO nNogyYMHEHHbIM, a Takke B OCHOBHOM MHTepderice B npeacrasneHnn BblgaHHble MHOMU
nopyJeHus pasgena cuctemol JINYHbIN KaOUHeT.
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111.4.8.3. M3meHeHMe npoeKkTa pe3onouuu

B Cucteme peanusoBaHa BO3MOXHOCTb W3MEHEHMSI CO34aHHbIX MPOEKTOB pe3onounm
no gokymeHtam B APM PykoBogutens n B8 OCHOBHOM UHTepdence.

[11.4.8.3.1. UameHeHune npoekTa pesontounn B OCHOBHOM MHTepdence

Ona nameHeHus npoekTa pes3oniouuMn no AOKYMEHTY B Cucteme BbINOMHATCA crnegyrolimne
JEeNCTBUSA:

1. lNMonb3oBaTenb OTKpbiBAET HEOOXOANMBIN JOKYMEHT.

2. Ha Bknagke MUcnonHeHue ropy4yeHuli B 6rnoke Cocmae nopyqYeHul OTKPbIBAET HYXKHbIN
NPOEKT Pe3onouuun.

3. B oTkpbiBWENCA KapTouke AOCTYNHbI NS M3MeHeHus nons: Pesonroyusi, UcnonHumerns.
Mpn HEOH6XOOUMOCTM MOXHO W3MEHUTb Unu [o6aBuUTb 3HayeHus nornen CoucrosiIHumMerns,
K ceedeHuro, Ha konmpone, Cpok, KoHmponep.

4. HaxumaeT kHonky [3akpbITb]. Ha 3anpoc 0 COXpaHEHUU BHECEHHLIX U3MEHEHU HaXnmaeT
kHonky [Aa].

B pesynbTaTte BbIMNOMHEHHbLIX AENCTBUN U3MEHEH CO34aHHbIN paHee NPOEKT PE30STHOLNN.

111.4.8.3.2. U3ameHeHne npoekTa pe3ontouun Pykosogutenem B APM

[Ona wnameHeHus npoekta pesonounn Pykosodumenem B APM PykoBoamTensa BbINOJHAKOTCS
cnepywowime aencTeng:

1. Pykoeodumerb OTKpbIBaeT noananky PaccMmoTpeTb nanku PaccmoTpeTs.
2. BblGupaeT OKYMEHT B OTKPbIBLLEMCS CrUCKeE.

3. PykosoOumersb HaxumaeT KHOMKy [U3MeHUTb npoekT pe3sontouum]. B oTkpbiBeica dopme
ANs co34aHns MpoeKkTa pesontoumm OO0CTYMHbl ANd U3MeHeHus nonsa: Tekem pesosiroyuu
(BO3MOXEH BbIOOP M3 cimMcka TUMOBLIX pesonounin), UcnosHumens (BO3MOXEH BbIOOP
COTpYyAHMKA M3 CMCKa BCex coTpyaHukoB nytem Beoga PO cotpyaHuka nnbo Bbibop 0agHOro
N3 COTPYOHUKOB BGnmxanmwero oKpyXeHuUsi C NOMOLLBIO LLenyKa MbIWKW MO HYXHOW hammnum).
Mpn HeobXoOMMOCTU MOXHO W3MEHUTb UNn obaBuTb 3HadeHus nonen CoucrnosiIHUMens,
ykaszatb CpPOK UuCrMosiHeHusi nopy4YeHusl, ykasatb KoHmposiepa, noCTaBuUTb [OOKYMEHT
Ha KOHTPOrb, a Takke ykasaTb AaTy Hayana NMYHoro KoHTpond. Ecnn no pesontoumm HazHayeH
KoHmponep, To nocne oTnpaBku OKYMEHTa Ha UCNONHeHne nopyyeHune byaet otobpaxaTbes
y Konmpornepa B npeactaeneHmn Y MeHA Ha KOHTporne pa3gena cuctembl JINYHbIN KabuHeT.

4. PykosoOumersb HaxnumaeT KHomnky [FoToBo].

B pesynbTaTte BbINOMHEHHbIX 4eNCTBUA ByaeT N3MeHeH CO3aHHbIA paHee NPOEKT Pe3onioLnn.

111.4.8.4. YpaaneHune npoekTta pe3onouum

B Cucteme peanusoBaHa BO3MOXHOCTb YAaneHUs CyLIEeCTBYIOLWUX MPOEKTOB pPe3osiouun
no aokymeHtam B APM Pykosogutensa n B8 OcCHoBHOM nHTepdence. MNMpoekT pesontoumm MoxeT yaanuTb
aBTOP pe3ontoummn, NOANNCAHT Pe3oniouny NMMG0 NOMOLLHMK NognucaHTa.
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[11.4.8.4.1. YpaneHune npoekTa pesontounm B OCHOBHOM uUHTepdence

[na ynaneHusa npoekta pesontounn B CUCTeME BbIMOMHAOTCA crieaylowmne 0eNCTBUS:
1. lNonb3oBaTenb OTKpbIBAET HEOOXOANMbBIN OOKYMEHT.

2. Ha Bknagke HYcrnonHeHUe ropyqyeHul OTKPbIBAET KapTO4Ky MpPOEKTa pe3oniioumm, KOTOPbIn
Heobxoanmo yoanuTb.

3. lNMonb3oBatenb HaxXMmaeT KHornky [U3meHuTb cTaTtyc]:[YAanuTb B KOP3UHY].
B pesynbTaTe BbINOMHEHHbLIX AENCTBUMA KapTOyka MnopyyvyeHus nepexoguTt B ctatyc Kop3uHa.

[anbHelilee n3meHeHe ctatyca AaHHOIo NOpPyYeHNsi HEBO3MOXHO.

111.4.8.4.2. YpaneHne npoekTa pesontouun B8 APM

[nsa ynaneHusa npoekta pesontounn B APM PykoBoauTens BbINONHAKTCA cnegylowme 4encTBnus:
1. Pykogodumersb BbIGUPaET HYXXHbIA LOKYMEHT.

2. HanpotuB npoekta pesoniouun, KOTOpbIN HeobxoauMo yaanuTb, HaXMMaeT KHOMKY
[MepemMecTUTb NPOEKT pe30sIILUN B KOP3UHY].

3. B 3anpoce o noateepxaeHUn yoaneHust npoekTa pes3onioumm HaxmmaeT kHonky [OK].

B pesynbTaTe BbIMNOMHEHHbIX OEWCTBUIA KapTo4yka MOpydYeHUs nepexoauT B cTtatyc Kop3uHa.
[anbHelilee n3ameHeHe ctaTtyca AaHHOIO NOpPy4YeHNsi HEBO3MOXKHO.

111.4.8.5. OTnpaBKa nopy4eHusi Ha UCNONHEHUe

B Cwucteme peanusoBaHa BO3MOXHOCTb OTMAPaBKM MOPYYEHMHA Ha wucnonHeHne wu3 APM
PykoBogutensa un na OCHOBHOro nHTepdenca.

Ons OTNpaBKM MNOpy4YeHUA Ha UCNOJIHEHME [OOJIKHblI BbINOJTHATLCA cCrneaywuine YycroBUA:
OOKYMEHT-OCHOBaHME HaxoAUTCA Ha WCNOJIHEHUM; NO AOOKYMEHTY CO034aHO nopy4yeHue, KOTopoe
Heobxoanmo oTnpaBuUTb Ha UCMOJIHEHNE.

OTnpaBuTb MOPYYEHME HA UCMONHEHME MOXEeT MoNb30oBaTesNb, YKa3aHHbIA MOANUCAHTOM
B NMOpYy4eHum, nMbo ero NOMOLLHMK.

[11.4.8.5.1. OTnpaBKa nopy4yeHust Ha ucnonHeHne B OCHOBHOM uHTepdence

[ns oTnpaBkM MOPYYEHUS Ha WCMOMHEHWEe Nonb3oBaTeNb OTKPbIBAET KapTO4Ky MNOPYYEHUS U
HaxnmaeT kHorky [U3meHuTb ctatyc]:[Ha ncnonHenue 1] B kapTouke nopyyeHus.

B pesynbTaTe BbINOMHEHHbIX AeUCTBUM CucTeMa HanpaBuUT NOpyYeHUs COTPYAHMKaM, yKasaHHbIM
B KayecTBe WCMNOMHUTENeW, COUCMNOMNHUTENen no pesontounam (UM MX MOMOLLHMKAM MpU Hanmum4um
nomMoLyHukoB). CoOTpyaHUKam (Mnn MX MNOMOLUHMKaM), ykasaHHbiM B none K ceedeHuro, Gynyt
HanpaBneHbl KapTOYkM O3HaKOMMeHus C nopyvyeHveM. B pasgene cuctembl JIM4HbIM KabuHeT
ucrnonHutenem wn coucnonHutenen (mnn KabuHeT NOMOLWHMKA) MNOSBATCA KapToyka oOT4yeTa
06 ncnonHeHun nopyveHus B ctatyce OmrpasrneH.

[11.4.8.5.2. OTnpaBKa nopy4eHus Ha ucnonHeHue Pykosoautenem B APM
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[na oTnpaBkn 4OKyMeHTa Ha ucnonHeHwe Pykosodumernem B APM PykoBoantens nonb3oBaTtenb
OTKPbIBAET HY>KHbIA JOKYMEHT U HaXXUMaeT KHOMNKy [YTBepAUTb] psaoM C nepevyHem nopyvyeHni.

B pesynbTraTe BbINOMHEHHbIX AerCcTBUA CucTema HanpaBuUT MOPYYEHUS COTPYAHUKAM, YKa3aHHbIM
B KayecTBe WCMOMHUTENen, CoOUCnonHuTenenm no pesontounam (UK MX MOMOLLUHMKAM NpU Hanmu4uu
nomoLiHukoB). CoTpygHukam (MM UX MOMOLLHMKaM), yka3aHHbiM B none K ceedenuro, OGyayt
HanpasrieHbl KapTOYKMW O3HaKoMMeHus C nopyyvyeHveM. B pasgene cuctembl JIM4HbIN KabGuHeT
ucrnonHutenem wn coucnonHutenen (Mnn KabGuHeT NOMOLIHMKA) MOSABMTCA KapToyka oTyeTta o0
NCNOMHEeHUM nopyyeHus B ctatyce OmrpasrieH.

111.4.8.6. OTnpaBKa OKYMeHTa Ha UCNOJTHeHUe Nocrie perucTpauum

B Cucteme peannsoBaHa BO3MOXHOCTb OTNPaBKM AOKYMEHTOB Ha UCMOSHEHME cpady nocne atana
pernctpaumm B OCHOBHOM uMHTepdence. PyHKUMOHAN UCNomnb3yeTcsa AN AOKYMEHTOB, CO3L4aHHbIX MO
wabnoHam: «Bxogawwmn», «ObpalweHue rpaxagaHuHay, «OPLO», «HIMA», «BHYTpeHHUIA [OKYMEHT».
[encteue MoOryT BbINOMHUTE COTPYOHUKM C ponbio Pesucmpamop, Cmapwul peaucmpamop, B
3aBMCMMOCTM OT HAaCTPOEK Npae A4oCTyna.

Mepen OTNpaBKOM Ha MCMONMHEHWE OOKYMEHTOB, CO3[aHHbIX Mo wabnoHam «Bxogswminy mnu
«OBpalleHune rpaxgaHuHa» no JOKYMEHTY AoMkHa ObiTb co3aaHa XoTs Obl 0aHa pe3oniouus.

[na oTnpaBku JOKYMEHTa Ha MCMNOSIHEHWE MOocre dTana perncrpauum nonb3oBaTenb OTKpbIBaeT
KapTOuKy [OOKYMEeHTa W HaxumaeT kHonky [WA3meHuTb ctaTtyc]:[Ha ucnonHeHme]. B pesynbTate
BbIMNOSIHEHHBIX AENCTBUA CTaTyC [OOKYMEHTa W3MeHUTCca Ha McrosHeHue. Ecnn no  OOKYMEHTY
CO3[aHHble pe3ontouun, nopydeHund, To Cuctema HanpasuT NOPYYEHUS UCMONHUTENSAM.

111.4.8.7. MpuHATME NOpPYy4YEeHUA K UCMOSTHEHUIO

B Cucteme peanusoBaHa BO3MOXHOCTb TMPUHATUMA MOPYYeHUss K wucnonHexmto B APM
Pykosogutensa n 8 OCHOBHOM MHTEpeNce.

[N BbINOMHEHMS AaHHON DYHKLMM OKYMEHT NpoLLEen crieayoLwme ctagum:
1. JloKyMeHT Gbin1 OTNpaBneH Ha UCMONHEHNE.

2. Mo co3gaHHbIM MpoeKkTaM pes3oniouMin Gbinu cOPMUPOBaHbLI MOPYYEHUS U OTNPaBEHb
COTPYAHUKAM, yKa3aHHbIM B KAYECTBE MUCMONMHUTENEN.

UTto6bl MCNONHUTBL BblAAHHOE MOPYYEHWE W OTNpaBUTb OTYET 06 ucnonHeHun Heobxoaumo
CHavyana npuHATb oT4yeT 06 mMcnonHeHun nopydvenus. Ecnn y Pykosodumerns nveetcsa NoMOWHUK, TO
nopyyeHune cHadvana noctynut lToMowHUKy pykogodumerisi.

[11.4.8.7.1. MpuHATHE NOpYYEHUA K ucnonHeHuto B OCHOBHOM uHTepdence

Ons NPUHATUA NOPYyYEHUA K NCMOJTHEHUIO B CucTteme BbINOITHAKTCS cneaywouime OencTBua:

1. lNonb3oBaTenb OTKPbIBAET KApTOUKy OoT4ETa 06 UCMOMHEHMM MOPYYEHUS, LLEMKHYB MO CCbIfke
yBedoMneHuss B pasgene cuctembl JIMYHbIM KabuHeT npeacTtaeneHnsa [ocTtynuBlume.
Mo ccbinke U3 KAPTOYKU MOXKHO NEPENTU B LOKYMEHT-OCHOBAHME N B KAPTOUYKY MOPYYEHMS.

2. TlMonb3oBaTerib HaxXUMaeT KHonky [U3ameHuTb ctaTtyc]:[[puHAaTh].
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Mocne NpuHATUS oT4eT 06 NCMONHEeHUM NopyYeHnst oTobpaxaeTcs B npeacTasneHun Mopy4veHus
Ha UCNoOJIHeHUM pasaena cuctembl JIMYHbIA KaBUHeT B cTaTyce [TpuHsam.

111.4.8.7.2. IpuHATME Nopy4vYeHUA K ucnosnHeHuro NomowHukom pykosogutensa B OCHOBHOM

MHTepcence

MopyyeHne Ha wums  Pykoeodumens  npepBapuTenbHo  Hanpaensietca  [ToMOWHUKY
Ha nepBoHavanbHyl0 06paboTKy. [ns NPUHATUA peleHns No nopyveHuto MomowHukom B Cucteme
BbIMOMHSATCA crieayowne 0encTBuS:

1. [lomowHuUK OTKpPbIBAET KApPTO4YKy OoT4eTa 06 MUCMNONMHEHMM, LLENKHYB MO CCbifke yBe4OMIEHMUs
B pasgene cucTemsl KabuHeT nomMmoLlLHUKa npegcTaBneHns Ona pykoBogurens/
Ha paccMoTpeHue. o ccbinke M3 KapTOYKM MOXHO MNepenTn B JOKYMEHT-OCHOBaHMEe U B
KapTO4Ky Nopy4eHus.

2. TlomowHUKY AOCTYNHbI creayowme BapnaHTbl 4ENCTBUN:

— co3gaTtb nNpPOeKT pgodvepHero nopydeHuss (cm. pasgen 111.4.8.9 CosgaHne povepHero
nopy4YeHns) n oTnpaBuTb JOKYMEHT Pykogodumerito ansa fanbHenwen paboTbl C HUM, HaXaB
kHonky [U3meHunTb cTatyc]:[B APM pykoBogutento]. B pesynbtate BbINOAHEHHOIO
OencTBus oT4yeT 00 MCMOMHEHUN MOpy4veHUs oToGpasuTcs B pasgene cuctembl KabuHer
nomouwHuka npeacrtaeneHns B APMe/Ha paccmotpeHum, a Ttakke otobpasntca B APM
PykoBogutens;

—  WCMNOMNHUTbL NopyyeHne 3a Pykosodumeris, HaxaB KHomnky [U3meHuTb ctatyc]:[Ucnonuuts]
(cm. pasgen 111.4.8.8 VicnonHeHne nopyyeHuns);

— MNPUHATL MOpPYYEHME K WUCMOMHEHU0 3a Pykogodumeris, HaxaB KHOMKY [U3MeHuTb
crartyc]:[B paboty]. KapTouka oT4yeTa 06 ucnonHeHum nepengeT B ctatyc lpuHsm v byget
oTobpaxaTtbcsa B npeactasneHun MopyyeHusi Ha UCNONHEHUU pa3gena cuctembl KabuHer
NOMOLLHUKA, a Takke Y Pykogeodumerns B8 APM PykoBoantens B nanke Ha ncnonHeHuum.

[11.4.8.7.3.TpuHATUE NOpYyYeHUA K ucnonHeHuto Pykosoautenem B APM

I'Iopyquvm, nocTtynueLllne Ha UCMNOJTHEHNE, HaxXoOATCA B nanke PaCCMOTEETb.

Ona npuHATUA nopyyeHus Ha ucnonHeHne B APM PykoBoauTenst BbINOSHAKTCA crieayoline
JEeNCTBUSA:

1. Pykosodumersb OTKpbIBaeT noananky AcnonHuTb nopyyeHue nankun PaccmoTpeTs.

2. BbibupaeT OKYMEHT B OTKPbIBLLEMCS CrUCKE.
3. TlpuHnmaeT nopyyeHue K UICNOMHEHMIO NO KHomke [MpuHATB].

Mocne npuHaTMA nopyyeHne otobpaxaetca B APM PykosoauTtens B nanke Ha ucnonHeHuwu.

111.4.8.8. UcnonHeHne nopyyeHus

Mocne npuHATUA oT4yeTa 06 WCMOMHEHWMM MOPYYEHMS MOXKHO 3anofiHUTh KapTOvKy OT4yeTa MU
ucnonHuTb nopydeHne. B Cucrteme peanuaoBaHa BO3MOXHOCTb WCMOSIHEHUS nopyveHuss B APM
Pykosogutensa n B8 OCHOBHOM MHTEpeNice.
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[11.4.8.8.1. UIcnonHeHue nopy4yeHusi B OCHOBHOM uHTepdence

,D,J'IFI MCNOJTIHEHNA NOPYYEeHUA B Cucteme BbINOMNHAKTCA cnepywuune neuncTens:

1. lMonb3oBaTernb OTKPbIBAET KAapPTOUKYy MPUHATOrO oT4eTa 06 MCNOMHEHUN MOPYYEHUS, LLENKHYB
No CChifike yBeooMIeHUsi B pasaene cuctemMbl JIMUHbIA KabuHeT npeacTtaeneHns Mopy4veHus
Ha ucnonHeHuu. [lo cCbilke M3 KAPTOYKM MOXHO NEPEenTU B [OOKYMEHT-OCHOBaHME WU
B KapTOYKY NOPYYEHMSI.

2. [MepeBogunT KApTOUKy AOKYMEHTA B PEXMM pPedakTMPOBaHWUs U 3anosHsieT nons 6noka Omyem
06 ucnosiHeHUU. [Ins 3anofnHeHWs 4OCTYNHbI cneaytoLune nons:

— Tekywuli omyem — TEKCTOBOE Mone Ansi BBoAa oTyeTa 06 ncnonHeHuu, obssatenbHo Ans
3anoSIHeHus;

— BnoxeHusi — none npegHasHa4yeHo Ans 3arpy3ku annoB ¢ paboyen cTaHuMM C MOMOLLbIO
kHonok [o6aBuTb] nnu [CkaHnpoBaTtb];

— [lModzomoesieHHbIe OOKyMeHmbI — Tone npefHa3Ha4yeHo [Ans  ykasaHusl  CCbINOK
Ha KapTOYkM OOKYMeHTOB, wumetowmxcd B Cucrteme. [lo kHonke [Co3paTb HOBbIN]
OTKPbIBAETCS OKHO AN Bblbopa wabnoHa, MO KOTOPOMY MOXHO €O034aTb KapTOYKY
AokymeHTa. CBA3b NOsIBNSieTCA TONbKO nocre yTBepXaeHus otyeta. B cnyyae oTknoHeHus
otyeTa 006 wWCNOMHEHUW nopydeHnss cBA3b He nosisutca. [lo  kHonke [[lo6aBuUTb
CYLLEeCTBYIOLMNIN] OTKPbIBAETCA OKHO A5si MOMCKA CYLLIECTBYOLLMX KapTOYEK.

3. [lMonb3oBaTenb HaXnumaeT kKHonky [MUsmMeHnTb ctatyc]:[MUcnonHeHo].

dakT ucnonHeHuss nopyyeHua 6yget oTmeveH B 6rnoke Cocmae nopy4YeHulli Ha BKNagke
HcrionHeHue nopy4yeHul KapTovkn JokyMeHTa. CTaTyc KapToOuku oTYeTa N3MEHUTCS Ha MCrosnHeH.

OTyeT coucnonHUTENs YyTBEPXAAeT OTBETCTBEHHbIN WCNONHUTENb (MOArOTOBMAEHHbLIA OTYET
oTobpaxkaeTcsl y OTBETCTBEHHOrO UCNonHUTeNsa B npeactasneHun OT4YeTbl Ha yTBepXAeHue pasgena
cuctembl JIMYHbIN KabuHeT). Ecnn ucnonHeHHoe NopyveHne KOHTPOrbHOe, TO KoHmporiepy nopyyeHns
OygeT aBTOMaTUYECKN HaMpaBfeHO yBeAoMIeHne O HeoBXoOMMOCTU YTBEPAMTb OTYET MUCMONHUTENS.
OTyeT NO MOPYYEHUIO (KOHTPOMBbHOMY WM HEKOHTPOSIbHOMY) MOXET Takke YTBEepAWUTb aBToOp
NopyYeHns, NoANNUCAHT NOPYYEHMS, MOMOLLHMK NOANMUCaHTa NOPYYEHUS.

[11.4.8.8.2. UIcnonHeHue nopy4eHus Pykosoautenem B APM PykoBoauTtens

MpuHATbIE NOpy4YeHUs, MOCTYNMBLUME HA WCMNOMNHeHue, pasmelwatotcas B APM Pykosogutens
B nanke Ha ucnonHeHuum.

Ona ucnonHeHus nopydennsa Ha ucrionHeHue B APM PykoBoamtens BbINONHAIOTCA crneaylolue
JEeNCTBUSA:

1. Pykosodumersb OTKpbiBaeT nognanky AcnonHUTbL nopy4veHue nankv PaccmortpeTsb.

2. BbibupaeT OOKYMEHT B OTKPbIBLLEMCS CrUCKE.
3. Pykosodumersio [OCTYNHbI Cneayowme BapnaHTbl 4ENCTBUN:

— OTNpaBuUTb AOKYMEHT Ha O3HaKomfieHne no kHornke [O3HakomuTb] (cm. pasgen 111.4.9.1
OTtnpaBka OKyMeHTa Ha 03HaKoOMJSIEHUE);
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— pobaBuTb godepHee nopydeHve no kHonke [MopyuuTtb] (cm. pasgen 111.4.8.9 CospaHve
O0YepHEro nopyyeHuns);

—  MCNOMHNTb Nopy4yeHue no kHonke [UcnonHuTe];

— WUCMOMHWTbL MNopyyeHune nosgHee. B cnyvae, ecnn OOKYMeHT OydeT MCMOMHEH MNO3Xe W
Pykogeodumernb He XO4YeT OCTaBnATb ero B nanke PaccmoTpeTb, MOXHO WCMOfb30BaTb
kHonky [B nmmnuHoe]. MNocne Haxatms kHonku [B nmuyHoe], ookyMeHT ByoeT oTobpaxaTtbes
B APM PykoBogutens B nankax Ha ucnonHeHuu u JIudyHoe ucnonHeHue. [1OKyMeHT
He BygeT oTobpaxaTbcs B nanke PaccMoTpeTh;

— PykoBoaunTtesnb aAna UCMONHEHUS MOPYYEHUs HaXnmMaeT KHoMKy [McnonHuTb].

4. Cuctema OTKpblBaeT KapTouKy co3gaHus otyeTa 06 ucnonHeHun nopyyeHus. Mmeetcsa
BO3MOXHOCTb 3arpy3uTb ann c paboyen crtaHumm (kHonku [BbibpaTtb] u [3arpy3uTtb
BblOpaHHOe BnoxeHue B otyeT]), 406aBUTb CCbINKy Ha KapTOYKy OOKYMEHTa, MMeLLytoCcs
B Jlornka C3M. CIO (kHonka [Co3maTb HOBYK CBA3b]), NMMOO co3gaTb HOBYIO KapTOUKYy
nokymeHTa (kHonka [Co3pmaTb HOBBLIM AOOKyMeHT]). Takke pans npocmoTpa AOoCTynHa
MHopMauma M3 OTYETOB MO CBA3AHHLIM MOPYYEHMSIM: TEKCT oTyeTa (none Omuem),
NpUKpenneHHble BIOXeHUs (none BJioxeHust), CCbIIKW Ha MNOArOTOBMEHHbIE OOKYMEHThI
(none ModzomoesnieHHbIe OOKyMeHmbl). [JaHHY0 NHAOPMALMIO, CCbINKK, BIIOXEHUS MOXHO
nobaBuTb B CBOW OTYET, BbIAENMB COOTBETCTBYIOLIEE BIIOXEHME W HaXaB KHOMKY
[KonupoBaTb].

5. PykosoOumesnb 3anofnHseT Heobxogumble MofAs M HaxumaeT KkHonky [OTnpaBuTb
Ha yTBepxaeHue]. B 3anpoce O noaTBepXAEeHWM OTNPaBKM Ha YTBEPXAEHME oT4yeTa
00 MCMNONHEHUN NOpyYeHNa HaxknmaeT KHonky [Aa].

[nsa konupoBaHWsi BNOXEHWI N3 OYEPHMX OTHYETOB B KapTouke CO3AaHus oTtyeTa 06 MCNONHEHUM
nopyyeHns B dopme «[laHHble rpynnoBoro oTt4yeta 00 WCNONMHEHWM» NONb3oBaTesNb BblAENAET
ranoykamu Heobxoanmble BIIOXEHUSA N HAXMMaET KHONKy [[lo6aBuTb B oT4yeT].

®akT umcnonHeHna nopydveHus GygeT oTmeyeH B 6Gnoke Cocmae mnopy4YyeHul Ha BKNagke
WcnonHeHue ropy4yeHUl KapTOYMKM AOKymeHTa. KapTouka nopydeHus nepenget B cTatyc MCronHeH.
Bce goyepHue nopyyeHus, cosgaHHble Mo OAHHOMY MOPYYEHUIO, U KApTOYKM OTYETOB 06 MCMONHEHMM
nepexoasT B ctatyc OmmeHeH.

111.4.8.8.3. 3aBepLueHue ucnonHeHuss B OCHoBHOM uHTepdence

B cnyyae ecnu ucnomHeHue nNOpyYEHWs 3aBEpLUEHO, a OT4yeTbl MWCNOMHUTEnNen ewle
He yTBepPXAEHbl MMM He NOoAroToBrfeHbl, B CuCTeMe MMeeTCAa BO3MOXHOCTb MepeBecTU MNopyyeHue
B CTaTyC McnonHeHo, He OOXWAasCb OTYETOB MCMonHuTenen. [aHHyio onepauuito MOryT npou3BecTy
NOAMNMCAaHT NOPYYEHWS, KOHTPONEP NOPYYEHUST U MOMOLLHMK NOANUCAHTA.

[ns ucnonHeHuns nopyyeHus 3a ucnonHutens B Cucteme BbINONHAOTCA cneayowmne AencTBUS:
1. Tlonb3oBaTenb OTKpbIBAET HEOOXOOUMbBIN JOKYMEHT B pasgene cuctemMsl JINYHbIN KaOUHeT.

2. Ha Bknagke UcnosiHeHue nopy4eHud B bnoke Cocmae nopy4eHul OTKPbIBAET NOPYYEHME.

3. [lMonb3oBaTenb NepeBoaUT KapTOUKy JAOKYMEHTA B PEXUM PEdaKTMPOBAHUA U 3aronHsAeT rnone
Kommenmapuii K ucrnonHeHuro.
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4. Haxumaet kHoriky [M3ameHuTb ctatyc]:[McnonHeHo].

B pesynbTaTe BbIMNOMHEHHbLIX OENCTBUIA KapToyka MOpyYeHus nepexoauT B ctaTtyc McronHeHo,
a kapTodka OTtyeTta 06 mucnonHeHnn B ctatyc OmmeHeHo. YBegoMMNeHne o Heob6XoaMMOCTM UCMONHUTD
nopyyenune 6ynet yaaneHo n3 Jinunoro KabuHerta ncnonHutens.

111.4.8.8.4. UcnonHeHue nopyyeHus NMomowHnkom sBmecto Pykosogurtens B OCHOBHOM

MHTepchence

CosgaHo nopyvyeHne Ha uma  Pykosodumerns. [okymeHT  HanpaBneH  [TOMOWHUKY
AN NepBOoHayanbHOro O3HaKoMMeHWs ¢ nopydeHveM. B cnyvae HeobxogumMocTn [TOMOWHUK MOXeT
He OTNpaBnsATb AOKYMEHT Pykogodumerito 1 UCMOSNHNTb NopyvyeHne BMecTo Pykogooumerisi.

Ona wvcnonHeHns nopyyveHus TomowHukoM BmecTo Pykogodumerisi B CUcTeMe BbINOSHAKOTCA
cnepywowime aencTens:

1. [lomMOwHUK OTKpbIBAeT KapTO4Ky NMOpPyYeHUs!, LLEeNKHYB MO CCbIfiKe yBeAOMIEHWUs B pasgene
cuctembl KabuHeT nomowHuka npencraesneHunss Ona pykoBogutens/ Ha paccmoTpeHue.
Mo cchbinike U3 KapTOYKN MOXHO NEPEnTM B LOKYMEHT-OCHOBAHMNE N B KAPTOYKY MOPYYEHMS.

2. [MepexoounT B pexum peaakTMpoBaHUs U 3anorfHseT nons 6rnoka Omyem 06 ucnosiHeHuu.
[lna 3anonHeHust 4OCTYNHbI cneayoLwme nons:

— TeKywutli om4yem — TEKCTOBOE MNosie Anda Beoga otdeta o6 mcnornHeHuu, obs3aTenbHO Ans
3anofiHeHns;

— BnoxeHuss — none npegHasHavyeHo Ang 3arpy3ku annoB ¢ paboyein cTaHUuMM C MOMOLLbIO
kHonok [Jo6aBuTb] nnn [CkaHnpoBaTb];

— [lModzomoesieHHble OOKyMeHmbI — Tone npefHa3Ha4yeHo [Ans  yka3aHust  CCbINOK
Ha KapTOYkM [OKYMEHTOB, umerowmuxcd B Cucteme. o «kHonke [Co3paTb HOBbIN]
OTKpbIBAeTCS OKHO Ans Bblbopa wabnoHa, NoO KOTOPOMY MOXHO C€O034aTb KapTOYKy
aokymeHTta. Mo kHonke [[lo6aBuTb cywecTBYHOWMUIN] OTKPLIBAETCA OKHO [AMs Moucka
CYLLIECTBYIOLLMX KapTOYeEK.

3. [Mlonb3oBatenb HaxumaeT KHonky [U3meHuTb ctatyc]:[UcnonHuts].

®akT umcnonHeHnsa nopydveHus GygeT oTmeyeH B 6Gnoke Cocmae mnopyyYyeHul Ha BKnagke
UcnonHeHue nopy4eHuUl KapToYkn AoKyMeHTa. CTaTyc KapToUku NOPYYEHNUSt UBMEHUTCS Ha MICrIOHEH.

111.4.8.9. Co3paHue aoyepHero nopy4vyeHus

B Cucteme peanusoBaHa BO3MOXHOCTb CO34aHUSA godepHero nopyvyeHus 8 APM Pykosogutens u
B OcHoBHOM wuHTepdence. [oyepHee nopyyeHuve co3gaeT WCMNOMHUTENb WMWM  €ro  NMOMOLLHUK
(npwn Hanuuun).

[11.4.8.9.1. CozpaHue goyepHero nopy4veHus ucnonHurenem B OcCHoBHOM uHTepdence

[nsa cosgaHns godepHero nopyyeHuns B Cucteme BbIMOMHAKTCA crneayloLlmne encTBums:

1. TlNonb3oBaTtenb OTKPbIBAET KapTO4Ky OT4EeTa 06 ucnonHeHun nopy4yeHnA nodbiM M3BECTHBLIM
cnoco6bom. lNo ccbinke 3 KapTO4KM NopyvyeHnA MOXHO nepe|7|TV| B JOKYMEHT-OCHOBaHMe.
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2. B 6noke UHghopmayusi o nopyyeHuUU nepexoanT B KapTouKy NOpyYeEHUsi Mo ccbinke. B Gnoke
CesizaHHble OKyMeHMbI KapTOYKV Nopy4eHns HaxxumaeT kHornky [HoBoe nopyuyeHue].

3. CucTtema OTKpOET KapTO4Ky HOBOrO NopyyeHus. B kapTouke CBSA3aHHOIO 40YEPHEro nopyyYeHus
B 6noke [JokymMeHmM-ocHoeaHue yKa3aHbl CCbINKM Ha JOKYMEHT-OCHOBaHME U POAMTENbCKOE
nopy4eHue.

4. T[lonb3oBaTenb 3anosfHAeT nosns KapTO4KN. YyKa3blBaeT pPe30J1ioUunto, UCMOJTHUTENA, CPOKU
MCNOJTHEeHUA.

5. Haxumaet kHornky [MU3ameHuTb cTtaTtyc]:[Ha ncnonHeHue 1] kapToykm JOYepHEro nopyyeHus
O515 OTNPaBKM AoYEePHEro NopyyYeHnsa Ha UCMOSTHEHKE.

B pesynbTraTe BbINOMHEHHbIX AercTBUA CucTema HanpaBuUT MNOPYYEHUS COTPYAHUKAM, YKa3aHHbIM
B KayecTBe WCMOMHUTENENn, COUCMNOMHUTENENW MO MOPYYEHUIO (MNU KUX MOMOLLHWKAM MpU Hanmmymu
nomoLiHukoB). CoTpygHukam (MnM MX MNOMOLLHWKaM), yka3aHHbiM B none K ceedeHuro, OGyayt
Hanpa.rieHbl KapTOYKM O3HaKOMMeHus C nopyyveHveM. B pasgene cuctembl JIM4HBLIN KabuHeT
ncnonHutTenen u coucrnonHutenen (unu KabBuHeT noOMOWHMKA) MOABUTCA KapTouka oTyeTa
00 ncnonHeHun nopy4verns B ctatyce OmrpasrsieH.

111.4.8.9.2. Co3paHue go4yepHero nopy4yeHus NomowHukom pykosoautenss B OCHOBHOM

uHTepcence

Ons onpegeneHna wucnonHUTenAa nno AOOKyMeHTy cpean NOOYUHEHHbIX PyKOGO@UITle.I'IFI,
Heob6xoanMo co3aaTh ao4vepHee nopyvyeHue cnegyrowmm 06pasoM:

1. TMonb3oBaTenb OTKPbIBAET KAPTOYKYy OTYETa POAUTENLCKOrO MOpyyYeHus (pasgen CUcTeMb
KabuHeT MOMOLLHUKA nonb3oBaTeNibckoe npeacTaBneHue Onsa pykoBoauTens/
Ha paccmoTpeHue).

2. B «kapTouke poaUTENbCKOrO MnopyyvyeHus packpbiBaeT 65ok Cesi3aHHbIe Mopy4YeHuUss w
HaxxumaeT kHonky [HoBoe nopyueHue].

3. CwucTtema OTKpOeT KapTO4Ky HOBOrO Nnopy4YeHus. B kapTouke CBS3aHHOIO JOYEPHEro NOpyYeHUst
B 6noke [JoKyMeHmM-ocHoeaHue yKa3aHbl CCbINKM Ha JOKYMEHT-OCHOBaHME U POAMTENbCKOe
nopy4eHue.

4. Tonb3oBaTtenb 3anosiHAET MO KAPTOYKN JOYEPHErO NOpyYeHus.

5. TlMonb3oBaTenb HaxumaeT kHOMKy [3akpbiTb]. B 3anpoce 0O CcOXpaHeHUM BHECEHHbIX
N3MeHeHU HaxxnumaeT kHonky [Aa].

B pesynbrate BbINOMHEHHLIX OEWUCTBUI MO OOKYMEHTY OydeT cO34aHO [oYepHee MnopyyeHue,
KOoTopoe oTobpaxaeTcs B KapTouyke AOKYMEHTa Ha BKnagke UcrnonHeHue nopy4yeHul B 6noke Cocmae
nopy4eHud.

111.4.8.9.3. CozpaHue gnoyepHero nopy4vyeHusa Pykosoautenem B APM
[na cos3ganna govepHero nopyyeHus B APM PykoBoguTens BbINONHAKTCA cregylowme AeNcTBns:
1. PykoeoOumersib OTKpbiBaeT Nanky PaccMmoTpeTh.
2. BbibvpaeT OKYMEHT B OTKPbIBLLEMCS CMIUCKE.
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3. Haxumaet kHonky [[opyuuTb]. B OTKpbIBLLENCA hOopMe ONS CO3OaHMSA MPOeKTa pesontouuu
BBOAUT TeKCT pesontoumn (nMnbo BblbMpaeT u3 crnvcka TUMNOBLIX pes3ontouun), Bblbnpaet
ncnonHuTens (BO3MOXeH BbIOOP COTPYAHMKA U3 CNUCKa BCEX COTPYAHMKOB nytem Beoga PO
coTpyaHuka nunbo BbIGOP OAHOMO M3 COTPYAHWMKOB OnuvdKamlero OKPYXEHWst C MOMOLLbIO
Wenyka MbllWK N0 HyxXHoW pamunun). [lpu  HeobxoaMMOCTM MOXHO A06aBuTb
COMCMONHUTENEN, COTPYAHWKOB [ANS CBeAeHWs, yKasaTb CPOK WCMOMHEHUA MOpYyYeHus,
NoCTaBUTb AOKYMEHT Ha KOHTPOINb C ykaszaHuem KoHmposiepa, a Takke ykasaTb AaTy Hayana
nu4yHOro koHTponsa. Ecnn no pesonioumn HasHadeH KoHmporiep, TO nopydveHue 6yapet
oTobpaxatbca y KoHmporiepa B npeActaBneHnn Y MeHsi Ha KOHTpone pasgena cucTembl
JNIn4HbIN KabuHerT.

4. Pykogsodumernb HaxnmaeT KHorky [FoToBO].
5. [ns oTnpaBky JoYepHEro NopyYyeHnst Ha UCMOMHEHE HaXnmaeT KHonky [YTBepauTb].

B pesynbTate BbINOSIHEHHbIX OEWACTBUMA MO MOPYYEHMIO CO30AHO U OTNPaBNEeHO Ha UCMOMHEHWe
JodepHee nopy4veHune, kotopoe 6ygoet otobpaxaTtbca B APM PykoBogmtens B nanke [lopy4yeHo
noAYuHEeHHbIM, a Takke B OCHOBHOM WHTepdence B npeactaBneHnn BblaaHHbIE MHOW NOPYyYeHUsA
pasgena cucteMbl JIMYHBIN KAOUHeT.

[11.4.8.10.  O3HaKoOMIMeHue C NopyYeHneM

[okymeHT Obin oTnpaBneH Ha wucnonHeHue. [lo co3gaHHbIM MpOeKTaM pesonounn  Gbinm
chopMUPOBaHbI KAPTOYKN O3HAKOMITEHUS C MOPYYEeHNeEM 1 Bbinv HanpaBneHbl COTPYAHUKaM, yKka3aHHbIM
B none K ceedeHuro (cm. pasgen 111.4.8.5). MNopyyeHne, oTnpaBneHHoOe Ha O3HaKoMreHue, He TpebyeT
NCMOSTHEHMS.

B Cucrteme peannsoBaHa BO3MOXHOCTb O3HaKOMMeHnsa ¢ nopydennem B APM PykoBoauTtens n B

OcHoBHOM UHTEpdeNce.

[11.4.8.10.1. O3HakomneHue ¢ nopy4yeHnem B OCHOBHOM uHTepdence

,D,J'IFI O3HaKoOMIeHnA C nopyy4yeHmem B Cucteme BbINOMNHAKTCA cnepywoune nencTeuns:

1. MMonb3oBaTenb OTKPbIBAET KAPTOYKY O3HAKOMIIEHMSI C MOPYYEHWEM, LWENKHYB MO CChINke
yBeoMreHuss B pasgene cuctembl JIMYHbIA KabuHeT npenctaeneHus [locTynuBLuue.
Mo ccbinke 13 KapTOUKN MOXKHO NeperT B AOKYMEHT-OCHOBAHUE U B KAPTOUYKY MOPYHEHUS.

2. [lNonb3oBaTenb O3HakaMnNMBaeTCs C MOPYYEHWEM W HaxumaeT KHonky [U3mMeHuTb
craryc]:[O3Hakomuncs].

B pesynbTtate BbIMNOMHEHHbLIX OENCTBUN KapTOYka O3HAKOMMEHWA C MOopyvyeHMeM nepenger
B ctaTyc O3HaKomursics.

[11.4.8.10.2. O3HakomneHue c nopy4yeHnem. O6padboTka NoMOLHMKOM

Ecnu B kapTouke nopyyeHus B none K ceedeHuro 6bin ykasaH Pykosodumersib, TO NOcre OTnpaBKu
AOKYMEHTa Ha WCMOSIHEHME KapTovka O3HAKOMSIEHUSA C MOPYYEeHWEeM MnoCTynuT cHadvana [ToMOWHUKY
(npw ero Hannumw).

Ona obpaboTtkn MoOMOWHUKOM KapTOYKM O3HAKOMIEHMSA C nopyveHneMm B CucTeme BbIMOSHSOTCA
cnegywoLwme nencTeuns:
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1.

loMoWwHUK OTKpPbIBAET KapTOYKy O3HAKOMMEHWA C MOpydYeHWeM, LLEenKHyB Mo CCblrike
yBeOMIeHus B pasgene  cuctembl KabvuHeT  nomoliHuKa npeacTaBneHus
Ona pykoBogutens/ Ha paccmoTtpeHue. o cchifike M3 KapTOUKM MOXHO MEPENTUN B KAPTOUKY
NMoOpyYeHNsa W [OOKYMEHTa-OCHOBaHMS W B Crydae HeobxoaMmoCTu co3gaTb MPOEKThI
pe30noLmn.

[ToMOWHUK B KapTOYKe O3HaKOMMEHUSI C TMOPYYEeHUEM HaxumaeT KHonky [A3meHuTb
ctatyc]:[B APM PykoBoauTtenio].

MopyyeHne ByaeT oTnpaBneHo Ha 03HaKkomneHne Pykogooumero.

[11.4.8.10.3. O3HakomneHue c nopy4yeHunem B APM

[Ona o3HakomneHna c¢ nopydeHnem Pykoeodumernem B APM PykoBoauTens BbINOMHAKTCA
cnegyrowme oencTeuns:

1.
2.
3.

5.
B

Pykoeodumernb oTKpbIBaeT noananky AcnonHuTb nopy4veHue nankm PaccmortpeTb.

BbibrpaeT JOKYMEHT B OTKPbIBLLEMCS CMUCKE.
Pykosodumersib 0O3HaKamnueaeTcs € nopydyeHueM. Pykogooumersito AOCTYMHbl PYHKLUMK:

yTBEPOUTb NPOEKTbI MOPYYEHUIA, CO34aHHble paHee [ToOMOWHUKOM, 1 TEM CaMblM OTMPaBUTb
NnopydeHns Ha WucnorHeHne no kHonke [YTBepamTb] (cm. pasgen 111.4.7.3 OTtnpaBka
OOKyMEHTa Ha UCMOMNHEHNe NOoCcrne PacCMOTPEHMS);

pobaBnTb HOBOE [JoyepHee nopyyeHve Mo kHonke [MopyuuTtb] (cm. pasgen 111.4.8.9
CospgaHve goyepHero nopyyeHuns);

NM3MEHUTL MPOEKT pes3ontounn no kHorke [U3mMeHUTb npoekT pesontouum] (cm. pasgen
111.4.8.3 N'3ameHeHne npoekTa pe3ontounn);

yaanuTb NMpoekT pesonounm no kHonke [[epemMecTUTb MPOEKT pe3osiiouumM B KOP3UHY]
(cm. pasgen 111.4.8.4 YganeHve npoekta pesonounn);

OTNpaBUTb JOKYMEHT B Aerio no kHonke [B aeno] (cm. pasgen 111.4.7.4 OtnpaBka AOKYMeHTa
B [1eI10 Mocre pacCMOTPeHUs);

OTNpaBUTb [LOKYMEHT Ha O3HakoMneHue no kHonke [O3HakomuTb] (cm. pasgen 111.4.9
®PyHKUNA O3HAKOMIEHMS).

KHonku [YTBepauTh], [M3ameHuTb npoekT pesontounu], [MepemecTuTb NPoeKkT pesontoumnm
B KOP3MHY] 0TOBpaxarTcsa Npu Hanm4mMm npoekTa pe3onioumm, NoAroTOBIEHHOIO paHee.

Pykosodumerb HaxxnmaeT KHornky [O3Hakomuncsa] onsa gpumkcaumm pakta 03HaKOMITEHUS.

pe3ynbTate BbINOMHEHHbIX AEWCTBUMA KapTOvka O3HAKOMIEHWs C MNOpydYeHueM nepenget

B ctatyc O3HaKoMursics.

111.4.8.11. APM PykoBoautens. JIN4HbIN KOHTPONb

,D,J'Iﬂ KOHTpONA HaA BaXHbIMW OOKYMEHTaMM PyKOSOOUITleﬂb MOXeT nNnoCTaBUTb [OOKYMEHT
Ha NUYHbBIN KOHTPOJ1b, YCTAHOBMB AAaTy Ha4alna KOHTPOnA.

NOTHKA
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[ns noctaHOBKM [OOKYMEHTa Ha NWYHbIM KOHTpOnb Pykosodumeris B pasgerne CucTeMmbl
APM PykoBoguTensi BbiOMpaeT HYXHbI OOKYMEHT B CNMCKE W HaxummaeT kHornky [MocTtaButb
Ha NUYHbIA KOHTponb]. B nosBuBweMcsa kaneHaape BblOupaeT AaTy Hadana JIMYHOro KOHTPOMS.
MNpw HacTynneHun ykasaHHOW AaTbl OOKYMEHT oTobpasutcs B nanke JIMYHbLIA _KOHTPONb pasgena
cuctembl APM PykoBoauTtens.

Ha nn4yHbIN KOHTPOSIb MOXHO TaKKe NOCTaBUTb JOKYMEHT M3 KapTOYKM CO34aBaeMOln pes3onoumm
(mopy4eHuns). [ins aToro B KapTovke NOpy4YyeHus HeobXoAMMO yKasaTb AaTy Hadana fIMYHOro KOHTpOns
B none JIuYyHbIlU KOHMPOJib C.

[OKYMEHT MOXHO CHATb C JIMYHOro KOHTpons. Ona atoro Pykogodumesis B pasgene CUcTeMbl
APM PykoBoguTensi BbIOMpPaeT HYXHbI OOKYMEHT B CMMUCKE U HaxmMmaeT kHornky [CHATb ¢ nu4Horo
KOHTponA]. B pesynbrarte BbIMOMHEHHbIX OENCTBUMM AOKYMEHT 6onblie He oTobpakaeTcsi B narke
JINYHBLIN KOHTPOJIb.

111.4.8.12. APM PykoBoautensi. U3bpaHHble JOKYMEHTbI

Ons copTtupoBkM pOokymeHToB B APM PykoBoautens peanu3oBaHa BO3MOXHOCTb OTMETUTb
AOKYMEHTbI B ka4yecTBe U3bpaHHbIX.

Ons pobaeneHus pgokymeHta B M3bpaHHoe Pykosodumersnb B nobon nanke APM pykoBoauTens
HaxxmmaeT KHonky [[lo6aBuTb B ndbpaHHoe]. B pe3ynbTate BbIMNOMHEHHbIX AENCTBUIN OOKYMEHT ByaeT
oTobpaxaTtbcsi B nanke U3bpaHHoe. [JokymeHT Takke OyneT oTobpaxaTbCs B TOW nanke, U3 KOTOpPOM
nobGaeneH B U3bpaHHoe.

Ona ypaneHns pokymeHta w3 nanku W3bpaHHoe PykosoOumersis B pas3ferne CUCTEMBI
APM PykoBoauTensi BblbMpaeT HYXHblM JOKYMEHT (B TOW nanke, rae OH HaxoauTtcs, Nubo B narke
N36paHHOe) 1 HaxmMmaeT kHoMKy [YaanuTb u3 nsbpaHHoro]. B pesynbTtate BbINOMHEHHbIX OENCTBUI
OOKYMeHT ByaeT yaaneH n3 nankv U3bpaHHoe, HO OCTaAHETCs B CBOEW TEKyLL el narnke.

111.4.8.13. ABTOMaTU4YeCKOe YyTBEpPXAEHNEe OTYETOB MO HEKOHTPOJSIbHBLIM MOPYYEHUAM

Ecnu nopyvyeHne HEeKOHTPOsibHOe, TO nocne OThnpaBkn OT4eTa 06 ucnonHeHun, oT4eT
aBToOMaTU4eCKM nepexognT B CTaTyC ymSG,O)K@GH.

Ecnn nopyyeHve 6bino HasHayeHO OAHOMY WCMOMHUTENO, TO OHO aBTOMAaTUYECKM nepexoauT
B cTaTyc McrosHeHo.

111.4.8.14. KoHTponb ncnonHeHus nopy4veHus

B Cucteme peanusoBaHa BO3MOXHOCTb KOHTPOMMPOBATb MOPYyYEHUd,  BbINOSHAEMbIE
ncnonnutensmm B APM PykosoguTtensa n B8 OCHOBHOM uUHTepdence.

OTueT coucnonHuTens yTBepXXaaeT OTBETCTBEHHbIN UCNONHUTENb. Ecnn ncnonHeHHoe nopy4veHune
KOHTponbHoe, To KoHmposniepy nopydeHuss OygeT aBTOMaTUYECKUM HanpaBlieHO YyBeOoMIIeHWe
0 HeobxoouMoCTN yTBepAWUTb OT4YeT ucnonHutens. OTYeT NO MOPYYEHUIO (KOHTPOSbHOMY UNU
HEKOHTPONIbHOMY) MOXEeT Takke YTBEpAWTb aBTOpP MOPYYEHUs, MOAMNWCAHT MOPYYEHUs, MOMOLLHUK
noanMcaHTa NopyyeHus.

MNMocne TOro, Kak no BXOASALWEMY OOKYMEHTY YTBEpPXOEHbl BCE OT4YEeTbl, BXOOAWMA [OOKYMEHT
aBToOMaTU4eCKM nepexoanT B CTaTyC UcrionHeH.
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111.4.8.14.1. KoHTponb ucnosnHeHus nopy4yeHun B OCHOBHOM uHTepdence

,D,J'IFI KOHTPOJ1A4 NCNOJTHEHUA I'IOpy‘-IeHI/IIZ B Cncteme BbINOSHSAOTCS cnepywume nencTens:

1.

2.

Monb3oBaTenb OTKPbIBAET KapTO4Ky oT4yeTa 06 WCMOMHEHUM, LWENKHYB MO CCbifke
yBeOgomneHuss B pasgene cuctembl  JIMUHbIM  KaOuHeT npefcTaBneHus  OTYeThbl
Ha yTBepxaeHue:KoHTponbHble wunn OTyeTbl Ha _yTBepXaeHue:HeKOHTpOonbHbIe.
Mo ccbinke M3 KapTOYKM OTYeTa MOXHO NEPeiTM B [OOKYMEHT-OCHOBAaHME U B KapTOYKy
rnopyyeHust.

Monb3oBaTento JOCTYMHbI Creayowme BapuaHTbl 4ENCTBUN:

yTBEPOUTb OTYET 06 MCnonHeHun nopyyveHns no kHonke [UamenHunTb ctatycl:[YTBepauTb].
dakT yTBEepxAeHua otyeTa 06 MCNonHeHMM nopyveHus Gynet oTmedeH B 6rnoke Cocmae
nopy4yeHuil Ha BKNagke McrionHeHue nopyyYeHUU KapTodku  gokymeHTta. OTtder
00 ncnonHeHun nepengeTr B craTyc YmeepxdeH. Ecnn no nopyyeHuto He Gbino gpyrmx
ncnonHuTenemn, nNMbo ocTtanbHble OTYETHI YXKe Oblnn YyTBEPXKAEHbI, TO KapToyka MOpyYeHUs
nepengeT B cTaTyc McrosnHeH,

BEPHYTb OTYeT Ha AopaboTky wucnonHuTento. [Ons OTKNOHeHWss oTyeTa 06 WCMNOMHEeHWUK
nopyYyeHnss nonb3oBaTterlb NepexoauT B PexXuM pedakTUpOoBaHWA, 3arnonHseT none
KommeHnmapui v, ykasaB npuuvHy, HaxumaeT kHornky [U3meHuTb cTtaTtyc]:[BepHyTb
Ha popaboTtky]. B pesynbtaTe nopyyeHve Bo3BpallaeTcs Ha OopaboTKy WCMOMHUTENO U
oToOpaxaeTcs y ucnonHnTens B npeacraeneHnn Ha gopaboTky pasgena cuctembl JINYHbIN
kabuHet. OTyeT 06 mcnonHeHun nepexoaut B ctatyc OmrpassieH, KapToyka nopydeHus
ocTaHeTcs B cTaTyce McrionHeHue.

111.4.8.14.2. KoHTposnb UCNOMHEeHUs nopy4YyeHun pykosoautenem B APM

W

OTyeTbl 06 MCNONHEHMM MOPYYEHUN, MOCTYMMBLUME Ha YTBEPXAeHue, oTobpaxaloTcsa B narnke
Y1tBepautb 8 APM Pykosoautens.

[na BbLINOSIHEHUA KOHTPOSA MCNONHeHUa nopydeHna B APM PykoBoauTens BbINOMHANOTCA
cnepywowime aencTeng:

1.
2.

Pykosodumerib OTKpbIBaET Nanky YTBepAuThb.

BbiGupaeT JOKYMEHT B OTKPbIBLUEMCS CMUCKE.

3. Pykosodumernto OOCTYMHbI cnegylowme BapMaHTbl 4ENCTBUNA:

NOTHKA

4

yTBEpaOUTb OoT4eT 06 MCMonHeHUn nopydeHus no kHorike [YTBepauTb]. PakT yTBEpXOEHMUS
oTyeTa 06 wucnonHeHun nopyyeHus Oyaet oTmeyeH B 6rnoke Cocmae mnopy4qeHul Ha
Bknagke McronHeHue rnopydeHul KapToudkn AokymeHTa. OTyeT 06 mcnonHeHun nepenget
B CTaTyC YmeepxdeH, kapToyka NopyvyeHns nepengeT B ctaTyc McrornHeH,

BEPHYTb OTYeT Ha AopaboTKky wucnonHuTento no kHonke [OTKNoHuTb]. [Ons ykasaHus
NMPUYUHBI OTKITOHEHMSI OT4YeTa 06 UCNOMHEHMM MOPYYEHMS MOMb30BaTENb 3anonHAeT none
dopmbl OmknoHeHue om4yema v HaxumaeT kHornky [OK]. B pesynbtate nopy4yeHue
BO3BpallaeTca Ha AopaboTky uWcnonHuTent U oTobpaxaeTcs Yy  ucnonHuTens
B npeactaBneHnn Ha popaGoTtky pasgena cuctembl  JIMyHbIN  KabuHeT. OTueTt
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06 ucnonHeHun nepexoaut B ctatyc OmrpassieH, KapTodka NOpyvYeHUs OCTAHETCA B cTaTyce
UcrnonHeHue.

111.4.8.15. KackagHoe 3aKkpbiTue nopyvyeHUn

B aepese nopyquMVl, €CIn NUCNOJNMHAETCA MopyyYeHne BEepXHEero ypoBHA, TO BCe [o4YepHue
nopy4vyeHuA (B TOM 4Hucne HeI/ICI'IOJ'IHeHHbIe) nepexogqaT B CTaTycC OmmeHeH.

B kapTtouke AOokymeHTa B Gnoke Cocmae nopy4YeHul W B nedaTtHbiX POpMax OTMEHEHHble
nopy4eHus 0TobpaxxarTCst 3a4epPKHYTbIM LLUPUATOM.

111.4.8.16. [JopaboTka oTyeTa 06 UCNOSTHEHUUN NOPYYHEHUA

B cnyyae ecnun otyeT 06 mcnonHeHUM nopydeHust Gbin OTKNOHEH, UCMOMHUTEND Heobxoaumo
popabotatb oT4eT 06 wucnonHeHun. OTKIIOHEHHbIE OT4YeTbl OTOOpaxakTcsa B NpeacTaBrieHun
Ha popab6oTky pasgena cuctembl JIMYHbIA KaOMHeT.

111.4.8.16.1. [OopaboTka oTyeTa 06 ucnosHeHnn B OCHOBHOM UHTepdelce

,D,J'IFI ,D,OpaGOTKVI oTyeTa 06 ucnonHeHnn B CucTeme BbINOMHSOTCA cnepywuwme OencTeus:

1. TlNonb3oBaTenb OTKPbIBAET KAPTOYKY OoTYeTa 06 MCMOMHEHMN NOPYYEHUS, LLESNKHYB MO CCbIfKe
yBedOMIIeHMs B pasgene cuctembl JINuHbIM KabuHeT npeacrtasnerns Ha gpopaboTky. B none
KommeHnmapul ykazaHa npuvyMHa OTKIOHEHMs oTtyeTa. [peaplaywuin OTYeT MCMONHUTENS
oTobpaxaetcss B none Omuyem. [0 CCbiNKe M3 KAPTOYKM MOXHO NEPenTM B OOKYMEHT-
OCHOBaHMWE 1 B KAPTOUKY NOpyYEeHUS.

2. Tlonb3oBaTenb HaxumaeT kHonky [UameHuTb ctaTtyc)]:[MpuHATB].

Mocne npuHATKUA OT4eT 06 MCNONHEHUN NopydeHuss oTobpaxaeTcs B npeacTtasneHnn MopyyeHus
Ha UCNONTHEHUU pasgdena cuctembl JINYHbIN KabuHeT B ctaTtyce [lpuHsm. [locne noaroToBKM HOBOTO
oT4yeTa UCNOSNTHUTEN0 HEOOXOAMMO 3aHOBO MCMOSTHUTL MOPYyYEHME U OTNPaBUTb OTYET 06 MCMNONMHEHUU
Ha yTBepxaeHue (cm. pasgen 111.4.8.8 MicnonHeHue nopyyeHns).

[11.4.8.16.2. [OopaboTka oTyeTa 06 ucnonHeHum Pykosoautenem B APM

OTKMNOHEHHbIM OT4eT 06 ucnonHeHun Pykosodumersis nNpeaBapuUTENbHO  HanpaBnseTcs
lMomowHUKYy Ha nepBoHa4vanbHyt0 0b6paboTky. [Ana npuHATUA pelueHus Mo NopyvyeHuto [TomowHUKOM
B CrcTeme BbINONHAOTCA crneayrowme GENCTBUS:

1. [ToMOWHUK OTKpbIBAET KapTO4Ky OT4YeTa OO MCMOSNIHEHUWN MOPYYEHWsI, LLESNKHYB MO CCbifke
yBEOOMSIEHMS B pas3gene  CUCTEMbI KabuHeT  nomMowHMKa  npeacTaBneHust
Onsa pykoBogutens/ Ha paccmorpeHue. [10 cCbiike M3  KapTOYKM  MOXHO  MEepenTn
B JOKYMEHT-OCHOBaHME WM B KapTo4ky nopy4vyeHusi. B kapTouke nopyyeHus B none flpuyuHa
omnpaeku Ha dopabomky oTobpaxkaeTcsi NpUYMHA OTKIIOHEHWUSI OTYeTa.

2. [lMomowHuk HaxumaeT kHonky [WA3meHnTtb cTaTtyc]:[B APM pykoBogutento]. OtueT
00 ncnonHeHun nopydenHns bynet HanpaeneH Pykogodumerno ona ganbHenwen padboThl.

3. PykosoOumersb oTkpbiBaeT B APM PykoBoauTtensa nognanky ACNONHWUTbL Nopy4vyeHue narku
PaccmoTtpeTh.
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4. PykosoOumesib BblOMpaeT [OKYMEHT B OTKPbIBLUEMCS CMUCKE M MNPUHMMAET nopyyvyeHue
K MUCMONHEHUIO MO KHomke [MpnHATL].

5. Pykosodumersib Ofst UCNONHEHUS NOPYYEHUST HAaXMMaeT KHomnky [McnonHuTb].

6. PykosoOumesib 3anonHseT Heobxooumble MOMAs WM HaxumaeT KHonky [OTnpaBuTb
Ha yTBepxaeHue]. B 3anpoce o0 noaTBepXOeHUMM OTMPaBKM Ha YyTBepXOeHue oTyeTa
00 MCNONHEHUN NOpyYeHNs HaxnmaeT KHonky [Aa].

OtyeT 06 McnonHeHnn nopy4veHnst dygeT 3aHOBO OTMNPAaBIEH Ha YTBEPXOEHME.

[11.4.8.17. OTMeHa nopy4YeHus

B Cucteme peanunsoBaHa BO3MOXHOCTb OTMEHUTb MOpPyYEeHME, Haxosleecs Ha UCMNOSTHEHUU.
[daHHy0 onepaumio MoXeT BbINONMHUTL KOHMposiep NOpyYeHns, NOANUCAHT NOpydYeHUs NMBO NOMOLLHMK
nognucaHta nopydenunsa. QPyHKUMOHAN OTMEHbI MopyveHus peanum3oBaH B APM PykoBogutens wu
B OcHoOBHOM UHTepdence.

111.4.8.17.1. OTtmeHa nopy4yeHus B OCHOBHOM uHTepcence

,D,J'IFI OTMEHbI NOpy4YeHnsA B Cucteme BbINONHAKTCA cnepywume DencTBua:

1. [lonb3oeamesib OTKPLIBAET KAPTOYKYy MnopyyeHust (pasgen cuctembl JIMYHBLIM KaOuHerT,
npeacTtaesneHns BblaaHHble MHOW nopy4YeHus: KoHTposnbHble vnv BblAaHHbIE MHOWM
nopy4yeHusi: HeKOHTPONbLHLIE).

2. [lonb3oeamernb NepexoauT B peXnM pefakTMpoBaHUsS KapTOYKM U 3anofHsaeT obasaTenbHoe
none Kommenmapuu k ucnonHeHuro 6noka UcnonHerue.

3. Haxumaert kHonky [M3ameHuTb cTtatyc]:[OTMeHUTB].
B pesynbtate BbIMNOMAHEHHbLIX OENCTBUMM nopy4vyeHMe byaeT oTMeHeHo. KapToyka nopydeHusa u

co3aaHHble NO NOPYYEHNIO OTHEThI 06 ncnonHeHumn nepel7|,1:|,yT B CTaTtyC OmmeHeH.

[11.4.8.17.2. OTmeHa nopyyeHus B APM

PykoBoguTenb MoXeT OTMEHUTb BblAaHHOE MOpyYeHWe A0 TexX Nop, Moka OT4YET MO MOPYYEHUIO
ele He YTBEPXXOEH.

[na oTmeHbl nopyyeHus B APM PykoBoguTens BbINONHANTCA criegylowme 4encTBns:

1. PykosoOumersb OTKpbIBaET narnky, B KOTOpon oTobpaxaeTtcss Heobxoaumoe nopyyeHune (nanka
YTBepautb, Ha ucnonHenmn, NMopyyeHo nogynmHeHHbIM, KOHTponb, JINYHLIA KOHTPOIb,
JInyHoe ncnonHenue, U3bpaHHoe).

2. BbibupaeT OOKYMEHT B OTKPbIBLLEMCS CrUCKE.
3. Pspgom c HeobxoauMbIM NOpyYEeHNEM HaXnmaeT KHOMKY [OTMeHUTb];
4. B OTKpbIBLLEMCS OKHE BBOAUT NPUYMHY OTKITOHEHUS JOKYMEHTa U HaxxmmaeT kHonky [OK].

B pesynbrate BbINOMHEHHbIX OENCTBUMMA MopydeHne OyaeT oTMeHeHo. KapTodka nopyveHust u
CO3[aHHbIV NO Her oT4yeT 06 ncnonHeHun nepengeT B ctatyc OmmeHeH.
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111.4.8.18. CHATME AOKYMEeHTa C KOHTpons

Mocne 3aBepLUEHMS UICMIONTHEHNS OKYMEHTa KOHMpPOosiep MOXET ykasaTb AaTy CHATUS JOKYMeEHTa
C KoHTponsi. [inst aToro B CucTeMe BbINONHAIOTCA cCneayowme 4encTBUs:

KoHmponep nepexoant B pexuMm peaakTMpoBaHMS M CHUMaeT AOKYMEHT C KOHTPOIs, 3amnofiHMB
none [Mama cHamusi 0OKymMeHma ¢ KOHmMporss B 6noke MUH¢opmauyuss o KOHmMposibHocmu
doKyMeHma Ha BKnaake McrosHeHue nopy4yeHul KapToYKn JOKYMEHTA.

111.4.9. PYHKLNA O3HAKOMJIEHUA C AOKYMEHTOM

B Cucreme peann3oBaHa BO3SMOXXHOCTb O3HAaKOMITEHUA C AOKYMEeHTaMN.
PeanunsoBaHo TP Bnga O3HAKOMINEHNA:

1. OObI4HOE 03HAKOMIIEHME C OOKYMEHTOM — NMPOM3BOAMTCS 6€3 N3MEeHeHUs ctaTyca QOKYMEHTA,
dukcmpyeTca  akT o3HakoMneHuda. [MpedycMOTpeHO [Ans  AOKYMEHTOB, CO34aHHbIX
no wabnoHam: «Bxogawwmn», «BHyTpeHHU [JokymeHT», «OP[L», «HMA», «Ob6palieHune
rpaxkgaHmHa» . PyHKUMOHAN onucaH B TEKyLLEM pa3sgene.

2. OsHakomnenue y Pykosodumersis — OTAeNbHbIA CTaTyC B XXU3HEHHOM Uukne gokymeHToB HITA
n OPL. lMNMpeaycMOTpeHO AN AOKYMEHTOB, CO3A4aHHbIX no wabnoHam «OPO» n «HMA»
(cm. pasgen 111.4.13.1 O3HakomneHue y PykoBoauTensi ¢ UaMeHeHueMm craTtyca).

3. OsHakoMmrneHve C nopyyYyeHveM — B MOPYYEHWW YyKa3blBaeTCs COTPYOHWK ANs CBefeHus,
KOTOPOMY HYXHO TOJIbKO O3HaKOMWUTbCA C MOPYYEHWEM W He WCMONHATbL ero (CM. pasgen
[11.4.8.10 O3HakoMneHne c Nopy4yeHnem).

(DyHKLl,I/IFI O3HaKoMJ1eHUA (06bl‘-|HO€ O3HaKOMJ'IeHI/Ie) npenocrtaBndeT crneayruimne BO3SMOXHOCTU!
— OTnpaBKa JOKYMeHTa Ha O3HaKOMIIEHUNE;

— O3HakomneHue c pgokymeHtoM. O6paboTtka [TomowHUKOM pykogoOumersis (BbINONHAETCH
[0 nepefayv okymeHTa Pykogodumernto B cnyvae Hanmumsa NoMowHuUKa);

— O3HaKOMIIEHWE C OOKYMEHTOM C (hukcaumen gatbl 1 pakta 03HaKOMMNEHWS.
111.4.9.1. OTnpaBKa AOKYMeHTa Ha O3HaKoMIeHue

B Cucteme peanusoBaHa BO3MOXHOCTb OTNpPaBKM [OKYMEHTa Ha oO3HakomneHne B APM
PykoBogutensa n 8 OcHoBHOM nHTepdelice.

[11.4.9.1.1. Co3paHme cnucka o3HakomneHmsa B OCHOBHOM MHTepdence

[lna co3gaHms cnucka o3HakoMneHust B CMcTeMe BbINOSHATCS crieaylowme 4encTBns:

1. lMonb3oBaTtenb OTKpbIBAaeT KapTOYKy AOKYMeHTa B pexume pepaktupoBaHus. [lepexognt
Ha Bknagky O3HakoMIieHue.

2. [Monb3oBaTenb HaxMMaeT KHonky [[lo6aBUTb CNINCOK BHYTPEHHUX MEepPCOH].

3. B oTkpbiBweics dopme ansa nobaBneHust cnvcka O3HaAKOMIIEHUSI MoNb3oBaTefls BBOAWT
napameTpbl:
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— YyKasblBaeT Ha3BaHue cruvcka B nore HaseaHue,

— BblbupaeT nepeyeHb 03HaKamnuBawLmxcs B norie Cocmae o3HakaM/1uearoujUuxcsi,
— yKasblBaeT nonb3oBaTensi-BnagernbLa cnucka B none Briadesey cnucka;

— nonb3oBaTeflb COXPaHAET CO34aHHbIN CANCOK No KHomnke [CoxpaHUTb].

B pesynbTaTte BbINOMHEHHbIX AeNcTBUN CUCTEMaA COXPaHUT HOBbIA CMMCOK BHYTPEHHUX MEPCOH.
[aHHbIN cnncok BnocneacTsum MoxHO byaeT AobaBnsaTb B Ka4ecTBe Cnncka O3HAKOMIEHWS.

[11.4.9.1.2. OTnpaBKa AOKyMeHTa Ha o3HakomneHne B OCHOBHOM uHTepdence

,D,J'IFI OTnpaBkM JOKYyMeHTa Ha O3HakoOMIeHne B Cucteme BbINOMNHAKTCSA cnepywumne nencTens:

1. Tlonb3oBaTenb OTKPbIBAET KapTOYKy AOKYMEHTa B pexume peaaktupoBaHus. [lepexogut
Ha BkNagky O3HaKoOMIIEHUE.

2. Monb3oBaTtens onpeaensieT napaMeTpbl 03HAKOMIEHUS:

- B none dopmMupoeaHue  cnucka  O3HaKOMJIeHUsI ~ ykasblBaeT  MepeyveHb
o3HakamnueatoLmxcsi. MoxHo Takke BblbpaTb COXPaHEHHBIN CMMCOK O3HAKOMIIEHUS, HaXaB
Ha 3HA4oK Nynbl PSAOM C Ha3BaHMEM Mofs U BbiOpaB COOTBETCTBYOLWMIA cnMcok. Cuctema
[06aBUT B KapTOYKY [JOKYMEHTA-OCHOBaHWUSI Nonb3oBaTenen Ans 03HAaKOMIEHUS], YKa3aHHbIX
B CMNUCKe;

— yKasblBaeT CpOK 03HaKoMNeHUs B nosie O3HakoMumacsi 90;
—  Npu HeobxoaMMOCTM BBOAUT KOMMeHTapuii B none KoMmmeHmapudi.

3. [Monb3oBaTtenb oTnNpaenseT [OOKYMEHT Ha O3HakoMreHue, HaxaB KHornky [OTnpaBuTtb
Ha Oo3HaKomreHue].

B pesynbTtate BbIMNOMHEHHbIX AenctBurd  Cuctema  HanpaBuUT  KapTOYKy  AOKYMeEHTa
Ha O3HaKOMISIEHWEe COTpYyAHMKAM, YKasaHHbIM B CNUCKE O3HaKOMMeHus. KapToukm O3HaKOMMeHus
nosiBATCA Ha Bknagke O3HakomsieHue B none Crnucok o3HakomsieHusi. B pasgene cuctembl JINUHbIN
KabuHeT coTpyaHuka (unv KabuHeT NOMOLLHMKA B Crydyae Hanuums NOMOLLHMKA) NOSIBUTCSA KapTouka
O3HaKOMITEHUA.

I'Iepep, OTﬂpaBKOVI Ha O3HaKoMIeHune nonb3oBaTellb MOXeT yaaluTb nobGaBneHHble KapTO4KKn
O3HaKOMIIEHUA, HaXXaB KPeCTUK pAAaoM C Nosib3oBaTesieM.

[11.4.9.1.3. OTnpaBKa AOKYyMeHTa Ha o3HakomneHue B APM

[Ona oTnpaBku [OKymMeHTa Ha o3HakomneHve Pykosogutenem B APM  PykoBogutens
BbIMOMHATCA criefyolmne 0encTBus:

1. Pykosodumersib OTKpbIBaeT Nanky PaccMoTpeTs.
2. BbibupaeT OOKYMEHT B OTKPbIBLLEMCS CrUCKE.

3. Haxumaet kHonky [O3HakomuTb]. B oTkpbiBwenca ¢opme BblbMpaeT COTPYAHMKOB AN
O3HaKOMMEeHMs (BO3MOXeEH BblIGOp COTpyAHMKA M3 CMMCKA BCEX COTPYOHUKOB MyTem BBOAA
®UO coTtpygHuka nnbo BbIGOP OOHOrO M3 COTPYAHMKOB OnMKanLero OKPY>KEHUS C NMOMOLLbIO
LLieSIYKa MbILKM MO HYXXHOW hamunmm).
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4. Pykosodumersib HaxMMaeT KHonky [FoToBo].

B pesynbTate  BbINOMHEHHbIX AenctBuiA  Cuctema  HanpaBWUT  KApTOYKy  [OKYMeHTa
Ha O3HaKOMJIEHME COTPYyAHMKaM, yKa3aHHbIM B CrMCke o3HakomneHusi. B pasgene cuctembl JIMYHbIN
KabuHeT coTpyaHuka (Mnv KaBMHeT NoMOLLHMKA B Crlydae Hanmumsi MOMOLLHMKA) MNOSIBUTCS KapToYka
O3HAKOMIEHUSI.

111.4.9.2. O3HakoMneHue ¢ AOKYMEHTOM

B Cucteme peanusoBaHa BO3MOXHOCTb O3HaKkoMsleHus ¢ gokymeHtom B APM PykoBogutensa u
B OcHoBHOM UHTepdence.
[nsa BbINONHEHMA AAaHHOW OYHKLMM AOKYMEHTOM AOSKHbI ObITh NPOMAEHbI Crieayowme cTagun:

1. [okymeHT Gbin HanpaBreH Nonb3oBaTento Assi 03HAKOMIIEHUS.

2. Monb3oBaTtento HEOGX0AMMO OTMETUTb PaKT O3HAKOMIIEHUSI C JOKYMEHTOM.

111.4.9.2.1. O3HaKoMneHue ¢ AoKymMmeHTOM B OCHOBHOM UHTepcence

[Ona o3HakoMneHuss ¢ [OKYMEeHTOM nonb3oBateneMm B Cucreme BbINOMHAKTCA crnefylowme
JencTBuS:

1. Tllonb3oBaTenb OTKPbIBAET KAPTOYKY O3HAKOMIEHWS, LUENKHYB MO CCblKe YBEeAOMIEHUS
B pasgene cuctembl JIMuHbIM KabuHeT npenctaeneHns [ocrtynuBuwiwue. [lo ccbinke
N3 KapTOYKN O3HAKOMITEHMSI MOXKHO NepenTn B AOKYMEHT-OCHOBAHME.

2. Tlonb3oBatenb oOTMe4YaeT (pakT O3HAKOMMNEHUA C [OOKYMEHTOM no KHomnke [UA3mMeHuTb
ctatyc]:[O3Hakomuncs] B KapToO4YKe 03HAKOMIIEHMS.

B pesynbTaTe BbINOMHEHHbIX OEWCTBUA KapTOYKa O3HaKOMIlEeHUs nepenger B cTaTyc
OsHakomuricsi. ®akT o3HakomrieHuss bygeT oTmedeH B 6Grioke CHUCOK O3HaKOMJIEHUSI Ha BKNajke
OsHakomeHUe KapTovku JOoKyMeHTa. B kapTouke o3HakomneHus GyaeT aBToMaTMYecku NpocTaBreHa
AaTa 03HaKOMSEHUS C JOKYMEHTOM.

111.4.9.2.2. O3HaKoMneHue ¢ AoKkymeHToM. O6paboTka MomMoLHUKOM

CospgaHHbIN NPOoeKT AoKyMeHTa 6bin oTnpasrieH Ha o3HakomrieHve. Ecnn B kavyecTBe COTpyAHMKA
ANsA o3HakomreHns 6uin ykasaH Pykogodumerib, uMetolnin [lloMowHUKa, To AOKYMEHT npeaBapuTensHO
HanpasnaeTcs ero [ToOMOWHUKY.

Ona npuHATUA pelleHns no AOKyMeHTy [TomowHukoMm pykosodumerisi B CucTeMe BbINOMHSAOTCA
cnegywowime AencTBuna:

1. [TomMOWHUK OTKPbIBAET KApPTOUYKY O3HAKOMIEHNS, LLLENKHYB MO CChIflke YBEAOMIIEHMS B pasgene
cuctembl KabuHeT nomouwHuka npencraesneHns Ona pykoBogutens /Ha paccmorpeHue.
Mo ccbinke U3 KapTOYKN O3HAKOMITEHUS MOXHO NEPENTU B JOKYMEHT-OCHOBAHME.

2. [lomowjHUK 03HaKaMrMBaeTCs C JOKYMEHTOM N HaxnmaeT KHornky [U3meHuTb ctaTtyc]:[B APM
PykoBoauTenio] B kKapToyke O3HaKOMIIEHUS.

[okymeHT ByaeT HanpaBneH Ans 03HakoMneHus Pykosodumernio.
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[11.4.9.2.3. O3HaKOMneHune ¢ JOKYMEHTOM pykoBoauTtenem B APM

[na o3HakoMneHna ¢ gokymeHToM Pykoeodumeris B APM PykoBoanTens BbINOMHAET crieytowme
JencTeus:

1. Pykosodumernb oTKkpbiBaeT nognanky O3HaKOMUTbLCA nankv PaccMoTpeTb.

2. Bb|6|/|paeT OOKYMEHT B OTKPbIBLUEMCA CIMUCKE.

3. Pykosodumersnb 0O3HakaMnuBaeTCca C JOKYMEHTOM M HaxnmaeT kHonky [O3Hakomunca] ons
dmkcaumm hakta 03HaKOMIEHUS.

B pesynbTate BbIMNOMHEHHbLIX AEWUCTBUA KapTouKa O3HAKOMMEHUs nepenger B cTaTyc
OsHakomuncs. ®akT o3HakomneHus Gynet oTmedeH B Groke CHUCOK O3HaKOMJIeHUSI Ha BKNagke
O3HakomieHUe KapTovkn OOKyMeHTa. B kapTouke o3HakomneHust bygeT aBTomMaTU4YeCcKn npocTaBreHa
AaTa 03HaKOMSEHUS C JOKYMEHTOM.

[11.4.10. OTnpaBKa AOKYMeHTa No MapLpyTy

Mocne co3gaHusa OOKYMEHTa, 3anofiHEHMS BCEX HeoOXoaMMbIX Monewn, onpeaeneHvs mapLupyrta
HeobxoanMO OTNPaBUTb JOKYMEHT NO yKa3aHHOMY MaplpyTy. OYHKLMA peanv3oBaHa AN JOKYMEHTOB,
CO34aHHbIX Mo wabnoHam: «Wcxogswmin», «BHyTpeHHUA aokymeHT», «OP[L», «HMA». Otnpasky
no MapLipyTy NPOU3BOAAT aBTOP WU UCMOMHUTEND AOKYMEHTA.

[na oTnpaBku JOKYMEHTa No MapLUpyTy Nonb3oBaTeslb OTKPbIBAET AOKYMEHT U HaXXUMaeT KHOMKY
[U3meHnTb cTaTyc]:[OTnpaBuTb NO MapLipyTy].

B pesynbTaTe BbINOMHEHHbIX AEWCTBUIN B CryYyae HanMyusa maplipyTa cornacoBaHus (CM. pasgen
111.4.11.1 dopmumpoBaHue MapLpyTa cornacoaHusd) Cuctema HanpaBuUT KapTO4uKy [OKYMeEHTa
COTPYAHMKaM, YyKa3aHHbIM B KayecTBe corfacylowmx [oKymeHTa (unu mx nomMowHukam). CraTyc
KapTodkn u3ameHuTca co crtatyca [loGzomoeka Ha CoenacosaHue. B pasgene cuctembl JIMYHbIN
KabuHeT coTpygHuka (MM KabuHeT noMoLwHMKa) MOsSBUTCA KapTOyka cornacoBaHus. Ecnu
B IOKYMEHTe OTCYTCTBYeT MapLlpyT corflacoBaHusi, TO [OKYMeHT 6OyaeT cpasdy HanpasneH
Ha noanucaHue (cMm. pasgen 1412 O®yHKuMA nognucaHust), ctaTyc [OKyMEeHTa W3MEeHWUTCH
Ha lNodnucaHue. B paspene cuctembl JIM4HbIN KabuHeT coTpyaHuka (M KabuHeT nomoLwHukKa)
NMOSABUTCA KapTo4Ka noanucaHuns.

1.4.11. PyHKUUA cornacoBaHUA AOKyMeHTa

®PyHKUMA corracoBaHvs MpeaHasHaveHa Ans MPUHATUS €OMHOro peLlleHust Mo coaepXXaHuio
AokymeHTa. Cuctema obecneymBaeT MexaHuU3M ObICTPOM HACTPOMKM MapLUPYTOB COrfiacoBaHUA
AOKYMEHTOB (BUOOB AOKYMEHTOB).

B Cucteme peanv3oBaHa BO3MOXHOCTb COrMacoBaHWs JOKYMEHTOB:
— MO TUNOBbLIM MapLUpyTaMm COrNacoBaHUS;
— MO NPOU3BOSIBHOMY MapLLUPYTy COrnacoBaHus.

Monb3oBaTenb UMeeT BO3MOXHOCTb onpenendaTe cneagywwme sunabl MapLUpyTOB CoOrfiacoBaHuUA
OOKyMeHTa:
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— napannernbHOe cornacoBaHve (HanpaBfeHne OOKYMEHTa OAHOBPEMEHHO BCEM Y4acCTHMKaM
CcornacoBaHus);

— nocnepoBaTenbHOE  COrfacoBaHvWe  (HanpaBfeHne  OOKYMEHTa  KaXZoMy  Yy4acCTHUKY
cornacoBaHusi noo4epeaHo, ApYr 3a Apyrom);

— nNapannenbHOo-nocnegoBaTtesibHoOe.

Monb3oBaTtenb MMeeT BO3MOXHOCTb CO3[aBaTb M COXPaHSTb COOCTBEHHbIA TWUMOBOW MapLupyT
corrnacoBaHus Anst MHOrOKPaTHOro UCMOSb30BaHUS.

®PyHKUNA cornacoBaHus peanu3oBaHa ANsi AOKYMEHTOB, CO34aHHbIX Mo wabnoHam «Mcexogawminy,
«BHyTpeHHuIn gokymeHT», «OPLy, «HIMTA».

dyHKLMA cornacoBaHus NpPeaoCcTaBnsaeT crieayoLme BO3MOXHOCTU:

BbIOOP MapLLpyTa CornacoBaHus;

— cOo3[aHve TUMOBOro MapLUpyTa CornacoBaHus;

— OTnpaBKa JOKYMEHTa Ha corfnacoBaHue;

— TNPUHATAE PELUEHNS MO COrMacoBaHMI0 AOKYMEHTA;
— BHECEHMWEe 3amMeYaHuii Mo cornacoBaHuio JOKYMEHTA;

— cornacoBaHve [OokymeHta  [loMOwHUKOM  BMecTo  Pykogodumesiss  (Mpy  HanmMymu
COOTBETCTBYHOLLMX NpaB Yy [TOMOWHUKA);

— BO3BpaT AOKyMeHTa Ha AopaboTKy C cornacoBaHug;

— OTKMOHEHWe AOKYMEHTa C COrnacoBaHus;

— OTKa3 OT cornacoBaHusi AOKYMEHTa;

— npocmoTp xoda cornacosaHus (B OCHOBHOM MHTeEpdence);
— npocmoTp nucta Buanposanus (B8 APM Pykosoautens);

— CMeHa cornacyouero;

— OopraHu3aumst AOMOSTHUTENBHOMO COrflacoBaHuUs;

— npegBapuTenbHasd — obpaboTka  OOKYMEHTa,  MOflydeHHOro  Meped  cornacoBaHWEM
PykoBogutenem, NMOMOLLUHNKOM pyKoBOAUTENS.

MepepacyeT nnaHoBOKM [AaTbl COrMAacOBaHWS MPOUCXOAMUT Kak B CryyYae 3afepxku B Cpokax
COrfacoBaHVs OOHUM U3 COrMacyloLymx, Tak U B Crlydae ecrnv corfiacoBaHue Obifio BbIMOMHEHO paHblue
CpoKa, nepepacyeT CPOKOB MPOUCXOAUT ANt BCEX NOCTeAyOLWMNX COrnacyoLmX.

Ecnu y PykosoOumerisi, yka3aHHOrO COrnacytoLmM, umeetcs [ToMOWHUK, TO MapLIpyT AOKYMeHTa
Ha aTane cornacoBaHus byaeT cneayowmm:

— npegBapuTenbHasa obpaboTka JokymeHTa [ToMOWHUKOM pyKogodumeris,
— NpuHATUE pelweHna Pykosodumernem.

Ecnn y Pykosodumersns, yKasaHHOrO cornacylowuMm, oTcyTcTByeT [JoMOwHUK, TO aTan
cornacosaHunst 6yaeT COCTOSATb TOMbKO U3 NPUHATUA pelleHns Pykogodumerem.
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.4.11.1. PopmupoBaHue mapLupyTa corriacoBaHus

B

Cucteme peanusoBaHa BO3MOXHOCTb [JoOaBneHuMst mMapupyta cornacosaHuss B APM

PykoBogutens n 8 OCHOBHOM nHTepdece.

1.4.11.1.1. dopmupoBaHue mappyTa cornacoBaHus B OCHOBHOM MHTepdence

W

,D,J'IFI ,D,O6aBJ'IeHMFI MapupyTta cornacoBaHunAa B Cco3aaHHbIN paHee OOKyMeHT B Cucrteme
BbINOJTHAKOTCA crneayuine nencTens:

1.

3.

NOTHKA

4

lMonb3oBaTenb OTKpbIBAeT OOKYMEHT B cTaTtyce [lodzomoeka. Ecnn 3anonHeHbl He Bce
obsa3aTenbHble MOMs, TO MoMnb3oBaTeNlb MEPEXOAUT B PEXMM pefakTMpoBaHMS MO KHOMKe
[PepakTnpoBaTtb KapTouKy] 1 3anonHseT obsizaTenbHble NOMs.

Monb3oBaTernb nepexoauT Ha Bknaaky CoenacosaHue KapTOukM OOKYMEHTa W onpegensiet
napameTpbl COrnacoBaHUs:

B Gnoke [Mapamempbl eu3upoeaHusi yCcTaHaBnvMBaeT, Npu HeobxogumocTn, napameTp
BosBpalyatb npy nepBom oTkase. Ecnu gaHHbI napaMeTp yCTaHOBMNEH B nonoxeHve «[ay,
TO Ha y4yacTke napannenbHOro cornacoBaHusi OOKYMeEHT OyaeT BO3BpalleH aBTopy nocre
NPUHATUS PELUEHNst BCEMM YYaCTHWKaAMKM [aHHOrO 3Tana napannenbHOro CcorfnacoBaHus,
B Cllydyae ecnu OoauH W3 HUX NpuUHAN peweHne «He cornmacoeatb». Ecnu napametp
YyCTaHOBIEH B MoroxeHune «HeT», TO B crnydyae NPUHSTUS pelLeHUs Bo3BpaTa AOKYMeHTa
Ha OopaboTKy OOHMM U3 corfacylowmux (ansa napannenbHoro M nocrnegoBaTenbHOro
cormnacoBaHusi), OOKyMeHT OyaeT BO3BpalleH aBTOpy TOMbKO MOCHe MNPUHSATUSE pelueHust
BCEMMU COrnacyLmmMm no JOKYMEHTY;

B 6noke BusupoeaHue B crniydae Heobxogumoctun pobaBndeTr KOMMEHTapuu B norne
HononHumenbHble KOMMeHmMapuu;

B Onoke Bu3upoeaHue npu HeoOXOAMMOCTM BbiOMpaeT TUMOBOW MapLUPYT COrfacoBaHus
no kHornke [BbiGpaTb] (cm. pasgen 111.4.11.2 TunoBon mMapLUpyT cornacoBaHus).

B 6noke Bu3upoeaHue Ans onpedeneHus maplupyta CorflacoBaHUsS BPYYHYO HaXumaeT
kHonKy [[lo6aBuTb cornacywowmx]. B OTKpbiBLIENCS KapTouke ANSA 3anofiHEHMS AOCTYMHbI
cnegyoLime nons:

Cnucok coanacoeaHusi — none ans solbopa cornacyruwlero;

Mopsidok coznacoeaHust — none npeaHasHa4YeHo Ans ykasaHus nopsiaka CornacoBaHunsa ans
Ka)KJoro W3 ykasaHHbIX cornacylolmx. Bug cornacoBaHus onpefensieTcsi ykasaHHbIM
3Ha4YeHWeM: A4ns naparnnenbHOro CornacoBaHns CornacyloLmMM NpucBanBaoTCsl OaNHaKOBbIE
YMCMOBbIE  3HAYeHWs; AnA  nocrneaoBaTeNnlbHOro —  3HavyeHuss B Tpebyemoii
nocrnefoBaTeribHOCTM COracoBaHus; Ansi napannefnbHo-nocneaoBaTenbHOro — KoMGMHaums
OOMHAKOBbIX M NOCneAoBaTeNbHbIX YNCTOBbIX 3HAYEHI;

Cpok coznacoeaHusi — None npegHasHa4yeHo AN KONM4YecTBa AHEeN Ons CornacoBaHus.
Mocne oTnpaBku Ha cornacoeaHne Cucrtema BbiCYMTbIBAET AaTy, OO KOTOPON HeoGXoaMMo
cornacoBaTb JOKYMEHT AJ1si KaXO0ro CorfacyoLero, Ha OCHOBe JaHHOro norsi.

B 6noke Bu3upoeaHue Takke WMeeTCA CKpbITbin aTpubyt «OTnpaBnaTb Ha MNOBTOpPHOE
cornacoBaHue nocne gopaboTkn AokyMeHTax». [pu ycTaHoBKe B AaHHOM nose 3HayeHus [a
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B Cry4yae BO3BpaTa OOKyMEHTa Ha OopaboTKy nocre oTnpaBku NO MapLlpyTy BCE KapTOYKM
BusmpoBaHua (KkpoMe yOaneHHblX B KOP3WHY) OyayT HanpaeneHbl Ha MOBTOPHOE
cornacoBaHue. [pu ycTaHOBKe 3Ha4eHuUs Hem npu oTnpaBKe Ha MOBTOPHOE COrfacoBaHue
yXKe cornacoBaHHasi KapTouka BusmpoBaHus ocTaHeTcsa B CBOEM (MHaNbHOM cTaTyce
(CoenacosaH nnn CoenacoeaH ¢ 3amedaHusiMu). 1o ymonyaHuio AaHHbIN aTpUByYT CKPbIT U
ANsi HEro YCTaHOBIEHO 3HayeHve /[a.

4. Tllonb3oBaTenb HaxmmaeT KHorky [FoToBO] ANs coxpaHeHWa YyKasaHHbIX MapamMeTpoB
cornacoBaHus.

5. Tlonb3oBaTtenb HaxumaeT KHOMKY [3akpbiTb] M NOATBEpPXOaeT COXpPaHEeHUE BHECEHHbIX
U3MEHEHUN.

B pesynbTaTe BbINOMHEHHbLIX AEACTBUI B AOKyMeHTe ByaeT co3aaH MapLUpyT COrnacoBaHus.

1.4.11.1.2. dPopmupoBaHue maplupyTa cornacosaHuss 8 APM

Ona pob6aBneHns maplupyTta cornacoBaHusi B AokymeHT B APM PykoBoguTens BbINOMHAKTCA
cnepywowime AencTeng:

1. Pykoeodumernr B APM PykoBoguTtensi co3gan AOKYMEHT, 3anofiH1IT BCe Heobxoaumblie nonsi.
2. Pykosodumernb onpenensieT napaMmeTpbl COrnacoBaHus:

— B Onoke [Mapamempbl eu3upoeaHusi YCTaHaBNMBaeT, MpuU HeobXoaMMOCTM, MapameTp
BosBpalyatb npy NepBomM oTkase;

— B 6noke Bu3uposaHue npn He06XoauMOCTN BbIGMpaeT TUMOBOW MapLLPYT COrflacoBaHMs Nno
kHonke [Bbi6paTtb] (cM. pasgen 111.4.11.2 TunoBon MapLUpyT COrnacoBaHus).

3. B 6noke Bu3upoeaHue pns pobasreHns COrnacylowmx BPYYHYIO HaXMMaeT KHOMKY
[do6aBuTb cornacyrowmx]. B oOTKpbIBLIENCA KapTouke ANS  3anofHEeHWs AOCTYMHbI
criegyoLme norns:

— Cnucok coanacoeaHus — none Ansi Bbibopa cornacylLwero;

- ﬂopndox coeJsiacoeaHusi — nore npegHa3Ha4dyeHo And yKa3aHuA nopdnka cornacosaHuAa ons
KaXXgoro wum3 YyKa3aHHbIX corfnacyrowmnx. Bug cornacosaHus onpegendaeTca YyKa3aHHbIM
3Ha4YeHneMm: ana napannenbHOro cornacoBaHmnAa cornacyruwmm npmnceamBardTCcAa oaAnHaKOBbIE
4yuycnosble 3Ha4YeHNnA; ana nocnepnoBaTesribHOro - 3Ha4YeHunA B Tpe6ye|v|0|7|
nocnenoBaTesibHOCTU cornacoBaHUA,; Onda napannernbHOo-nocnenoBaTesibHOro — KoMOuHauus
OAMHaKOBbIX M NocrnegoBaTerbHbIX YACMOBbLIX 3HAYEHWI;

- 3aeu3upoeamb do — none npegHasHa4eHo AnA yKa3aHuA CpoKa corracoBaHUA.

4. PykosoOumesis HaxumaeT KHornky [[oToBO] And coxpaHeHus YyKasaHHbIX MnapameTpoB
cornacoBaHus.

5. PykosoOumesnib HaxumaeT KHOMKY [3akpbiTb] U NOATBEPXOAET COXPaHEHWE BHECEHHbIX
U3MEHEHUN.

B pesynbTaTte BbINONMHEHHbLIX JENCTBUA B JOKYMeHTe ByaeT co3gaH MapLupyT COrfacoBaHus.
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[11.4.11.2. TwvnoBOW MapLIpPyT COrfiacoBaHuA

B Cucteme ncnonbayetcs ABa BMAa TUMOBLIX MapLUPYTOB cornacoBanus: «JIndHbin» n «Obwmny.

TunoBble MapLUPYThI COrfacoBaHusl NPeaoCTaBnAAOT crieayoLlmne BO3MOXHOCTU:

co3aaHne NMMYHbIX TUMOBbIX MAaPLIPYTOB COrfiacoBaHUA;

co3aaHue obLKUX TUMOBbIX MapLUPpyTOB COornacoBaHuA;

NCNoNb30BaHNE NUYHBIX N OBLLMX TUNOBbLIX MapLUpyTOB COrnacoBaHnA,

nepeso TUMOBbLIX MapLUIPyTOB CorfacoBaHnA B yCTapeBLUUE.

CosgaTe U ucnonb3oBaTb TWUMNOBOW MapLUPyT COrfacoBaHUA MoxeT nobon nonb3oBaTterb.
LLlabnoHbl, co3agaHHble nonb3oBaTtenem, ABMAATCS MUYHBIMA U AOCTYMHbLI A5 UCMOMb30BaHUSA TOMbKO
nonb3oBaTento, KOTopbln WX co3dan. [lonb3oBaTenb MOXET BbIBECTU M3 WUCMOMb30BAHUSA NNYHbLIN
wabnoH n nepesectn ero B yctapeswwne (kHonka [M3meHuTb ctaTyc]:[[lepecTtaTb uMcnonb3oBaTb]
AocTynHa B ctaTyce JIuyHbI).

Monb3oBaTenb, KOTOPOMY AOCTYrMHa ponb Pedakmop CripagoyHUKO8, MOXeT caenaTb JNYHbIN
wabnoH obwwum (kHonka [UsmeHuTb ctaTtyc]:[Caenatb nybnunyHbIM] gocTtynHa B ctatyce JIUuyHbIl).
B atoMm cnyyae TMNOBOM MapLUpyT COrfacoBaHWs CTaHeT [OCTyneH BCEM MONb30BaTENsIM.
Monb3oBaTenb C AaHHOM POnbl MOXET nepeBecTy obLmin WwabnoH o6paTHO B NIMYHLIA NGO BLIBECTU
ero u3 wucnomnb3oBaHus obwum (kHomku [U3meHuTb ctatyc]l:[CaenaTtb nMyHbIM] 1 [U3mMeHUTb
crartyc]:[[epecTtaTtb ncnonb3oBaTb] AOCTYMHLI B cTaTyce Obwul).

11.4.11.2.1. Co3pgaHue TUNOBOro MapLipyTa cornacoBaHus

Ona cosgaHua TUNOBOrO MapLupyta cornacoBaHus B CucTeme BbINOMHATCS criegylowme
JencTBuS:

1. Tlonb3oBaTtenb B pasgene CnpaBOYHUKM HaXMMaeT KHOMNKy [Co3paTb HOBYHO KapTOU4KY].

2. B okHe Bbibopa wabnoHOB BbIOMpaeT TUMOBOW MapLIPyT COrfacoBaHMs W Haxumaet
kHonky [OK].

3. 3anonnsieT KapTO4KY. [na 3anonHeHns OOCTYNHbI crnenyrowme nona:
— Ha3seaHue — TeKkCTOBOE Mnone ans BBoAa Ha3BaHWa TUNOBOIo MapLupyTa cornacoBaHud;

— Kamezopusi cpoyHocmu — none anst Bbibopa KaTeropum cpovHOCTU. YkasaHHasi KaTeropusi
CpoyYHOCTM BydeT ckonvpoBaHa B KapTOYKy AOKYMeHTa nocne Bblbopa TMMNOBOro mMaplipyta
COrnacoBaHusi;

— Bud dokymeHma — none pans Bblbopa Buaa pokymeHTa. lpu gobasBneHun TUNOBOrO
MapLupyTa CcorfiacoBaHusi B KapTOuky AOKYMeHTa, K nokady OyayT oTompaTtbCsl TOJbKO
Te MapLUpyTbl, B KOTOPbIX 3HayeHue nons Bud OoKyMeHma COOTBETCTBYET 3HAYEHUIO
[aHHOro Nnons B kapTouke AOKYMeHTa (Ha Bknagke Peksusumel);

— BnoxeHus — none ons gobaBneHnst BNOXeHUA. YKka3aHHOe BroxeHne 6ygeT ckonmpoBaHo B
KapTouky OokymMeHTa B 6rok Cocmae 3/1eKmpoOHHbLIX 8J10XeHull nocrne [obasneHus

MapuipyTa;
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— Omanbl — none gns gobaeneHnsa aTanoB cornacoBaHus. imeeTcs BO3MOXHOCTb 406aBUTb
Heckonbko 3aTanoB. [lpu pobaeneHun aTana no kHonke [[lo6aButb] B hopme ans
3anofiHeHWs OCTYMHbI NONS:

e HaseaHue — TeKCTOBOE None Ans ykasaHus Ha3BaHuA aTana;
e Homep amana — norne Ans yKkasaHua o4epeaHoCTV 3Tarnos;
e Tun amana — none Ans Bbibopa Tvna aTana cornacoBaHus. [JOCTyMHble 3HaYeHUs:

— BeepHoe. lNocne gobaBneHns MapLupyTa cornacoBaHust Ans AaHHOro aTana nonb3oBaTesb
cMoxeT BblbpaTb cornacywowmx, ykaszaB mx O®UO. CornacosaHue OyaeT MNpoUCxXoanTb
napannenbHo;

— ModpasdeneHue. DopmnpyeTcs KapTodKa COrfacoBaHMs Ha Nonb3oBaTensl, OTBETCTBEHHOIO
3a corracoeaHue B nogpasnernieHny, U ykasaHHOro B KapTOuke noapasfeneHust B none
OTBETCTBEHHbIN 3a cornacoBaHue B noapasaeneHum;

—  Kypamop. ®opmupyeTcss KapTouyka COrfacoBaHWs Ha Mofib30BaTens, yKkasaHHOro B norne
KypaTtop nogpasaeneHus nonb3osaTens (MMO0 BbILLECTOSALLEro noapasaeneHus);

- ,Clon)KHocmb. CDOpMVIpyI'OTCFI KapTO4YKM COrflacoBaHNA Ha BCeEX nonb3oBaTtenen c yKa3aHHOI7I
OOJDKHOCTbIO,

— 3HadeHumss aTanoB «[logpasgenenuney, «OpraHusaumsay», «Kypatop», «[omKHOCTbY
onpegensalTca npyu gobaeneHuM Maplupyta COrfacoBaHUs B KapTOYKy AokKyMeHTa. [ns
AaHHbIX 3TanoB He cneayroT BIbupath nons3oBaTeneu:

o YyacmHuk amana — riosne 05 ebibopa ydyacmHuka amarna,
o Cpok coanacoeaHusi — none aons YKa3aHUA CpoKa corfiacoBaHunAa B OHAX.

4. CoxpaHsieT kapTouky no kHorke [Co3maTb] M nepeBoguT Maplpyt B JIUYHbie NO KHOMKe
[U3meHnTb cTaTyc]:[CaenaTb NUYHbIM].

B pesynbTtate BbINOMHEHHbIX AEWCTBUMW OydeT co3gaH TUNOBOWM MapLlpyT COrflacoBaHus,
OOCTYMHbINA TONBKO NONb30BaTEMN0, CO34aBLUEMY €rO.

11.4.11.2.2. Wcnonb3oBaHWe TUMNOBOro MapLipyTa cornacoBaHus

Ona pobaBneHns TMNOBOrO MapllpyTa cornacoBaHua B Cucteme BbIMOMHAKTCA cnegylowme
nencTBmA:

1. lMonb3oBaTenb B OOKyMeHTe nepexoauT Ha Bknagaky CoeracogaHue W HaXMMaeT KHOMKY
[BbiGpaTb] psagom ¢ nonem Tunoeoll mapwipym coanacoeaHusi. [lepedeHb oTobpaxkaeMblx
TMNOBLIX MapPLLPYTOB 3aBUCUT OT BUAMMOCTU KOHKPETHOrO MapLupyTa nosfib30BaTesto, a Takke
OT 3Ha4eHusi nons Bud dokymeHma Ha Bknagke Pexksu3umsbi.

2. MMonb3oBaTenb BblbMpaeT HeOO6XOANMbIV TUNOBOW MapLUPYT COrnacoBaHus.

3. B okHe BbiGopa wWwabnoHoB BblIGUMpaeT TUMOBOWM MAapPLUPYT COrMacoBaHWA W HaxumaeT
kHonky [OK].

B pesyrnbTate BbIMOJIHEHHbIX AencTeni Cuctema aBTOMAaTUYECKM chopMleyeT KapTO4KKN
corfacoBaHuda and y4aCTHUKOB KaxXKadoro atana.
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MmeeTcsa BO3MOXHOCTb yAanuTb KapTOYKM COrfacoBaHWd, CO3faHHble MO TUNOBOMY MapLUpyTy
cornacoBaHusl, HaXxaB KHomnky [O4uncTuTb].

[11.4.11.3. JdononHutenbHoOe cornacoBaHne

B Cucreme peann3oBaHa BO3MOXHOCTb OpraHun3auum OOonoJIHUTESIbHOro corfacoBaHUA
cornacywowmm Ha atane corinacoBaHund, nepen BblIHeCeHUEM peLlleHUa No JOKYMEHTY. [ononHutensHoe
corinnacoBaHune MOXeT  ObITb nocnepnoBaTtesibHbIM, napannernbHbIM nnn nocnepnoBaTtesibHO-
napannesfibHbIM.

PyHKUNA OOMONMHUTENBHOIO CornacoBaHua 0o06aBNsSeT K BO3MOXHOCTAM OObIMHOrO cornacoBaHust
cnepywowme OyHKUNN:

— OTnpaBKa OOKYMeHTa Ha AONOJIHUTESNIbHOE CorfiacoBaHue;

— 3aBepLueHune OONOJIHUTEeJ1IbHOIo corfnacoBaHun4a bes peweHnA OONONTHUTENIbHOIo
cornacyrulero.

|/|HVILI,I/IaTOp AOONMONMHNTENbHOIO CornacoBaHMA HayYuMHaeT W 3aBepwaeTt AononHuTerbHoe
corfacoBaHue. Pe3yanaTb| no AononHuTeslibHOMY  corfacoBaHMO  MOCTynakwT  UHUUMATOPY
OONOJIHNTeNIbHOIro corfiacoBaHUA. |_|pl/| 3aBepueHnn OonosiIHNTeNnbHOro cornacoBaHna OOKYMEHT
oTnpaBndaAeTcAaA parnee no Mapuwpyty OCHOBHOrNo corfiacoBaHuUA. OpFaHVI3OBaTb AononHnTernbHoe
cornacosaHue MoxeT [ToMOWHUK ,OyKOGOOUITIeJ'IFI nepen nepep,aqelh AOOKyMeHTa PyKOGOOUITleJ'II'O nnéo
cam cornacyrou.wu?l Ha 3Tane coriacoBaHuA.

Cucrtema npoeepdaeTr CpOKWH, Ha3Ha4yeHHble nNpun  OONOJIHWNTESIbHOM  COrfacoBaHUN, n
npu HeobXxoAMMOCTN BblOaeT npenynpexageHune, B Criydae eciu cymmaprM CPOK AOOMONHUTENbHOro
cornacoBaHu4d rnpesblLLaeT CPOK, Ha3Ha4YeHHbIN MHULUMATOPY cornacoBaHnA.

Mopsimok cormacoBaHMst M daTa corfacoBaHua [AOfisi BHOBb [J0GaBMEHHbIX COrNacyroLmx
COOTBETCTBYKOT MNOPSAKY M AaTte cornacoBaHus cornacywouwlero. lopsaok cornacylowmx ¢ yyeTom
OOMNOSTHUTENBHOMO cornacoBaHus oTobpaxaeTca Ha Bknagke CoaracogaHUue B OCHOBHOM AOKYMEHTE.
[obGaBneHHble cornacyrwme Takke ykasaHbl B KapTO4ke cornacoBaHusi B 6rnoke JonosiHumensHoe
coaniacoeaHue. Pe3ynbTaTbl AOMNOMHUTENBHOIO COMNacoBaHUA (OUKCUPYIOTCA TakkKe Kak 1 pesynbTaTbl
OCHOBHOrO COrflacoBaHUs — B UICTOPMM BU3NPOBAHNA B KapTodke AOKYMeHTa Ha Bknagke CoanacogaHue
B OcHOBHOM MHTEpdence n B nucte snsnposaHms B8 APM Pykosoautens.

[lononHuTenbHble CoOrnacoBaHus MOryT ObITb CKOMb yrogHo FJ'Iy60KOIZ BJTOXKEHHOCTU, TO €CTb
OONOJTHUTENbHbIE cornacylne Takke MMerT BO3SMOXXHOCTb OTNpPpaBKM AOKYMEeHTa Ha AOMNOJIHUTENIbHOE
corfiacoBaHue.

MpuHATME pelieHns  OONOMHUTENbHBLIM  COMMAacyoWMM  aHanorMYHbl  MPUHATUIO  peLleHus
Nno OCHOBHOMY cornacosaHuto (cM. pasgen 111.4.11.4 NpuHaTue peLlleHns no corriacoBaHuio AOKYMEHTA).

[11.4.11.3.1. OTnpaBKa JOKYMEHTa Ha AONOoJsIHUTeNbHoe cornacoBaHme B OCHOBHOM

MHTepchence

COSD,aHHbIVI NPOEKT AOKYMeHTa Obin HanpasJieH NMofib3oBaTesto Ha corfiacoBaHue. Nonb3oBaTenb
NPUHSN PeLUEHNe NHULMMPOBATbL AOMNOMHUTENBHOE CornacoBaHue, NMnbo MNMoMowHUK pyKkogodumersi Npu
npeaBaputensHon obpaboTke LOKyMeHTa, OTNpaBfiEHHOrO Ha cornacoBaHue Pykosodumersio, NPUHSAN
peweHne otnpaBnTb AOKYMEHT Ha AONOJIHUTESIbHOE CcornacoBaHne.
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[Ona oTnpaBkM [OOKYMEHTa Ha [JOMnonHuUTenbHoe cornacoBaHne B Cucteme BbINOMHAKTCA
cnegyrowme nencTeus:

1. TMonb3oBaTtenb OTKPbIBAET KapTOYKy COrMacoBaHWs, LWENKHYB MO CCbIIKe YBEAOMIIEHUS
B pa3gene cuctembl JIMdHbIN KabuHeT npeacTtaBneHms Ha cornacoBanuu.(ecnu NoMowHUK
X04YeT oOpraHu3oBaTb [AOMOMHUTENbHOE COrfacoBaHMe Ana [[OKyMeHTa, HanpaBfieHHOro
PykosoOumero, TO OTKpbIBaeT npeacTtaeneHve [Ona pykoBoautens/ Ha cornacoBaHue
pasgena cuctembl KabuHet nomouwHuka). Mo cchinke n3 KapTO4YKM COrfacoBaHWUsl MOXHO
nepenTn B AOKYMEHT-OCHOBaHMe.

2. Tonb3oBaTtenb MepexoauT B pPeXuMM pefakTUpoBaHWs W BBOAUT KOMMEHTapuih B none
Tekywiee peweHue, B 6noke JononHumenbHoe coanacoeaHue no kHonke [[lo6baBuTb
cornacyrouwmx] gobaBnser  cornacylowmx — And  OOMNOSMHUTENbHOrO  COrflacoBaHuWS
(oTKpbIBaeTCA 0ObIYHAA KapTOYKa COrriacoBaHms).

3. Tlonb3oBatenb HanpaenseT [OKYMEHT Ha AOMOMHUTENbHOE CorflacoBaHMe Mo KHOrMKe
[U3meHunTb cTaTyc]:[Ha aononHuTenbHoe cornacoBaHue] B KapTOYKe cornacoBaHus.

B pesynbTaTe BbIMNOMHEHHbIX [OEWCTBUA [OOKYMEHT HanpaBnsieTCsi yKa3aHHOMY COTPYAHMKY
Ha cornacoBaHvWe Wnn ero MoMOLLUHWUKY (B criydae Hanuuusi). Mocne 3aBeplleHUsi OONOSHUTENbHOro
cormnacoBaHusi JOKYMEHT BHOBb MOCTYMNaeT OCHOBHOMY COrfacylowemy.

111.4.11.3.2. OTnpaBKa AOKYMeHTa Ha AONOJIHUTeNbHOe cornacoBaHme MomoLHNKOM

pykoBoauTens

Co3faHHbIN NpoekT AoKyMeHTa Obln HanpaBreH Ha cornacoBaHue Pykogodumersito U NocTynun
Ha 06paboTKy [MToMOWHUKY. [TOMOWHUK NPUHAN peLleHne HanpaBUTb OOKYMEHT Ha AOMNOSHUTENbHoe
cornacoBaHue.

[na opraHu3auun OONONMHUTENBHOrO cornacoBaHus [ToMowHukoM pykogodumensi B Cucteme
BbINOMHAOTCSA crieayloLLme OeiCTBUS:

1. [lMomowHuk pykogoOumesii OTKPbIBAET KapTOYKy COrMacoBaHUSA, LIENKHYB MO CCbIfke
yBE4OMMEHM B  pasgene  CUCTEMbI KabuHeT noOMOLWHMKA  NpeacTaBneHus
Onsa pykoBogutens/ Ha cornacoBaHue. 10 CCbhifike M3 KapTOYKM COrMacoBaHUs MOXHO
nepenTn B AOKYMEHT-OCHOBAHME.

2. [MomowHUK pykosoOumesisi NEPEXOAUT B PEXUM pPenaKTMpPOBaHWS U BBOAUT KOMMEHTapumn
B none Tekywee peweHue, B 6noke JJonmoslHumesnbHoOe co2/acoeaHue To0 KHOMKe
[Ao6aBuTb cornacyrowmx] gobasnseT cornacyrwmnx ons AOMONHUTENBHOrO CorfacoBaHns
(oTKpbIBaeTCA 0OblYHAA KapTOYKa COrfiacoBaHus).

3. [lomMowHuK HanpaenseT [OOKYMEHT Ha [OMOMHUTENbHOE CorfacoBaHWe Mo  KHOMKe
[MameHuTb cTaTyc]:[Ha gononHuTensHoe cornacosaHue (MOMOLUHMK)] B KapTouke
cornacoBaHus.

B pesynbTaTte BbINOMHEHHbIX AEWCTBUIA [OKYMEHT HanpaBnsieTCs YKa3aHHOMY COTPYAHUKY
Ha cornacoBaHuWe WM ero MOMOLUHUKY (B crnyyae Hanuuusi). Mocne 3aBeplleHWsi AOMOSTHUTENBHO
COrnacoBaHus JOKYMEHT BHOBb MOCTYNaeT OCHOBHOMY COrflacytoLLeMy U NOMOLLHUKY, MPU HamnMuum.

111.4.11.3.3. OTnpaBKa AOKYMeHTa Ha AONOosIHUTeNbLHOe cornacoBaHue ns APM
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Co3gaHHbI  NPOEKT  AOoKyMeHTa Obln HanpaBneH Ha cornacoBaHve  Pykogsodumerio.
Pykosodumerib NPUHAN peLLeHne opraHn3oBaTb AONONHUTENBHOE CornacoBaHue.

[ns opraHmnsaumm gononHUTeNbHOro cornacosaHnss B APM  PykoBoguTena BbINOMAHAKOTCA
cnegywowime AencTeung:

1. PyKOGOOUI’neﬂb OTKpbIBaeT nognanky Ha cornacoBaHue narnku I'IognucaTb.

2. BbibupaeT JOKYMEHT B OTKPbIBLLUEMCS CMUCKE.

3. Pykosodumersnb HaxummaeT kHonky [[don.cornac] and opraHMsaumm LOMNOSTHUTENbHOMO
cornacoBaHus.

4. B otkpbiBwenca cdopme BbibnpaeT cornacyrowero (BO3MOXeH BblIOOp COTpyaHWMKa M3 Cnmucka
Bcex coTpygHukoB nytem BBoga PO cotpygHuka nubo BbIOOp OOQHOMO M3 COTPYOHWUKOB
OnuXanLero OKPY>XEeHUS C MOMOLLbIO LUeNYyka MbIlWK MO HYXHOW ddamunuun), ykasbiBaeT
nopsaoK CornacoBaHus.

5. Pykoeodumesb OTNpaBnseT [OKYMEHT Ha [JOMNOSfIHUTENbHOE COorfacoBaHMe Mo  KHOMKe
[FoToBO].

B pesynbTaTe BbIMNOMHEHHbIX [OEWCTBUA [OOKYMEHT HanpaBnsieTCsi yKa3aHHOMY COTPYAHMKY
Ha cornacoBaHWe WM ero MNOMOLLUHUKY (B crnydae Hanuuusi). [Nocne 3aBeplueHMst AOMONHUTENBHO
cormnacoBaHusi JOKYMEHT BHOBb MOCTYNaeT OCHOBHOMY COrfiacytowemy U NOMOLLHMKY, NPU HanU4uun.

111.4.11.3.4. 3aBeplieHue [ONONHUTENbHOro cornacoBaHnsa B OCHOBHOM UHTepcpence

o T1ex nop noka AOOKYMEeHT Haxogutcda Ha AONOoJyIHWTEeNIbHOM cornacoBaHUnW, WHULMATOP
corfmacoBaHnda He MOXeT BblHECTU pelleHne Mo OOKYMEHTY. B cny4ae HeobXxoaANMOoCTH MHUUmMaTop
cornacosaHus (J'II/I60 ero I'IOMOU.I,HI/IK) MOXEeT 3aBepwnTb AOonoriHuTeNlibHoe  cornacoBsaHue,
HEe O00XMNOasAaCb pelleHuna cornacyroLlero.

[Ona 3aBepweHns [ONOMHUTENbHOIO COrMacoBaHWSA MONb30BaTENb OTKPbIBAET KapPTO4KY
OCHOBHOrO COrfiacoBaHust U HaxunmaeTt kHorky [M3meHuTb cTtaTtyc)]:[3aBepwuTb AONONHUTENbHOE
cornacoBaHue]. B pesynbTaTe nonb3oBaTtento BHOBb OyaeT AOCTyNHa BO3MOXHOCTb BbIHECTU peLLeHne
Nno JOKYMEHTY.

111.4.11.3.5. 3aBepLieHUe JONONHUTEeNbHOro cornacosaHus B APM

[o Tex nop noka [OKYMEHT HaxOAMTCA Ha [AOMOSIHUTENbHOM COrfacoBaHWM, WHULMATOP
COrnacoBaHNsl He MOXET BbIHECTU pelleHuMe No AOKyMeHTYy. B cnyyae Heob6xoaMmocTu uHuumaTop
cornacoBaHus (NM6o ero MOMOLLUHMK) MOXeT 3aBeplnTb AOMOMHUTENBHOE  CcornacoBaHue,
He J0XMOAasCh PeLleHNs CornacytLLero.

[ns 3aBepLueHns OOMONHUTENBHOMO cornacoBaHns Pykogodumeris B APM OTKpblBaeT AOKYMEHT,
HaxXoOsAWMINCA Ha COrnacoBaHWW, U HaXuMMaeT KHOMNKy [3aBepwuTtb]. B pesynbtate Pykogodumerito
BHOBb OyaeT AOCTYMNHa BO3MOXHOCTb BbIHECTU peLleHne No AOKYMEHTY.

111.4.11.4. MpuHATHMe pelleHns No cornacoBaHUIO AOKYMEHTa

B Cuncteme peanusoBaHa BO3MOXHOCTb cornacoBaHus gokymeHtoB B APM PykosoauTtens u
B OcHOBHOM MHTepdelce.
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[11.4.11.4.1. lNpuHATME pelueHus No cornacoBaHuo AoKyMmeHTa B OCHOBHOM UHTepdence

Co3gaHHbIN NPOEKT AOKYMEHTa Obin oTnpaBJieH Ha corjlacoBaHKe.

[na npuHATUA pelueHns No OOKYMEHTY nonb3oBaTtenem B Cucteme BbINOMHAKTCS crieayoLlmne
JencTeus:

1. TlNonb3oBaTtensb OTKPbIBA€T KapTO4Ky COrnacoBaHuaA, LWEeJNIKHyB MO CCblJlIke YyBeOOMIIEHUA
B pa3gene CcCuctemsbl JInyHbIN KaOuHeT npeacrtaBneHnd Ha cornacoBaHuu. [1o ccbinke
M3 KapTO4KM cornacoBaHnA MOXXHO ﬂepeVITM B AOKYMEHT-OCHOBaHME.

2. Monb3oBaTenb nepexoouT B pPexXuMM pedakTUpOBaHWS WM BBOAWUT KOMMEHTapui B nose
Tekywee peweHue.

3. [lonb3oBaTtento OOCTYynNHbI crneayune nepexoabl:

— HanpasWTb JOKYMEHT Ha OOMOMNHUTENBHOE corfnacoBaHne no kHonke [MameHunTb ctatyc)]:[Ha
OOMoNHUTeNnbLHoOe cornacoBaHue] B KkapTouke cornacoBaHuss (cm. pasgen 111.4.11.3
[ononHuTtenbHoe cornacoBaHue);

— BEpHYTb [OOKyMeHT Ha pJopabotky no kHonke [U3meHuTb cTtartyc]:[Ha popaboTtky]
B KapTOuKe cornacoBaHusi. KapTtoyka gokyMmeHTa nepenget B ctatyc [lod2omoeka;

— HanpasBuTb JOKYMEHT fanee no mappyTty 6e3 BblHECEHUSI pelueHus no kHornke [U3ameHnTb
ctatyc]:[HanpaBneH owm604HO] B kapTouke cornacoBaHus. B pesynbtate JOKyMeHT bygeT
HanpaBfeH Ha cornacoBaHve Ccrneagyllwemy Ccorfacyllwemy unM Ha nognucaHue, B
3aBMCUMOCTM OT MapLlipyTa fokymeHTa. KapTouyka cornacoBaHusa nepengeT B cTaTyc
HanpaeneH owub0o4yHo;

— OTKIMOHUTL no kHonke [U3MeHuTb cTaTyc]:[OTKNOHUTL] B KapTOuyke COrnacoBaHUS.
B pesynbTtate OOKyMeHT GyaeT OTKMOHEH W HedoCTyneH And pefaktupoBaHus. KapToudka
AOoKyMeHTa nepenget B ctatyc OmKIIOHeH,;

— cornacoBaTtb JOKYMEHT M HanpaBuUTb JOKYMEHT Aanee no mMaplpyTy no kHonke [U3ameHuTb
craryc]:[CornaceH] B kapTouke cornacosaHus. B pesynbtate gokymeHT 6yaoeTt HanpasneH
Ha cornacoBaHWe criegyloLwemMy CornacyllemMy Unn Ha nognucaHue, B 3aBUCMMOCTM OT
MapLupyTa AOKYMEHTA;

— cornacoBaTb [AOKYMEHT C 3amMevyaHudamu no kHomnke [U3meHuTb cTtaTtyc]:[CornacoBaH
C 3amMeyvyaHMAMM] B KapTouke cornacoBaHus. B pesynbrate OoKymMeHT OyaeT HanpasneH
Ha cornacoBaHue criefylolemMy cornacylowemMy unm Ha noanvcaHne, B 3aBUCMMOCTU
OT MapLupyTa AOKyMEHTa.

lMocne BbIHECEHUSA peLleHUss MO OOKYMEHTY B KapTOyke [AOKYMEHTa-OCHOBaHUSA Ha BKNagke
CoenacosaHue oTobpaxaeTcs AaTa pakTM4ecKoro Hayana cornacoBaHus, UCTOPUS BU3MPOBaHUS, BU3bI
y4aCTHUKOB cornacosaHus. [ns Kaxgow Bu3bl yKasaH MoOpAOOK COrnacoBaHus, faTta MocTyrnneHus
AOKYMEHTa Ha corfacoBaHue, cTaTyc, CPOK COrfnacoBaHua W paTta (akTU4ecKoro CorfiacoBaHus.
NcTopusa BuaupoBaHus oTobpaxaeT BCe uTepauum cornacoBaHus. [na kaxgon utepaumm ykasaH
nepeyveHb cornacyrwmx n akTM4ecknx CornacyrLlmx (B cryyae ecnv pelueHne MNpuHSn, HanpuMep,
lMomowHUK 3a Pykogodumerisi), yCneBWWUX BbIHECTU pelleHne No [AOKYMEHTY, [aTa pelueHus,
BbIMNOSTHEHHOE [encTBMe M KOMMeHTapuu cornacylowmx. Ha Bknagke Pekeu3umbl ykasaHa Tekyluas
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nTepauusi cornacoBaHusi, annbl, NPUNOXEHHbIE HA NPeablayLLMX MTepaumsix, 1 3aMevaHuns Nno Kaxaon
ntTepaumn.

11.4.11.4.2. TpepBapuTenbHasa obpaboTka 4OKYMeHTa, NONy4eHHOro nepeg cornacoBaHuem

PykoBoauTtens, loMOLWHNKOM pyKoBOAUTENA

Co3gaHHbI  MPOeKT OOoKyMeHTa Obin HanpaBneH Ha cornacoBaHue. Ecnu B kayecTBe
cornacytoulero 6bin ykasaH Pykosodumersb, UMeoLWmnin [ToMowHuKa, TO OOKYMEHT NpeaBapuUTenbHO
HanpaBnseTcs ero [TOMOWHUKY.

[na nNpuHATUS pelueHnst No AOKYMeHTY [TomouwHukom pykogsodumersis B CUCTEME BbINOSTHAKTCS
cnegyrowme nencTeus:

1. [lMomowHUK pykogodumers OTKPbIBAET KapTOYKYy COrfacoBaHud, LWeNKHyB MO CCbifke
yBe4OMMEeHS B  pasgene  CUCTEMBbI KabuHeT noMOLWHMKA  NpeacTaBneHns
Ona pykoBogutens/ Ha cornacoBaHue. 1o CCbike M3 KapTOYKM COrMacoBaHUs MOXHO
nepenTn B AOKYMEHT-OCHOBaHMe.

2. [MomowHUK pykosoOumersisi NepeBOAUT KapTOYKy AOKYMEHTa B PEeXuMM peaakTMpoBaHus U
BBOAMT KOMMeHTapwuii B none Tekyuwee peweHue.

3. B 3aBMCMMOCTU OT CBO€EI KoMneTeHuun [ToMOoWHUK MOXET BbINOMHUTL CneayloLine nepexonbl:

— HanpaBuUTb OOKYMEHT Ha cornacoBaHue Pykosodumersto no kHonke [MameHuTb ctaTtycl:[B
APM pykoBoguTeniw] B KapToyke cornacosaHusi. [okymeHT ©OygeT HanpasneH
Pykosodumento B APM PykoBoauTens gns cornacoBaHus;

— HarnpasuTb OOKYMEHT Ha AOMOorHuTEeNbHOE corrnacoBaHue no KHOMKe
[MUameHuTb cTaTyc]:[Ha nononHutensHoe cornacosaHue (MOMOLUHMK)] B KapTouke
cornacoBaHua (cMm. pasgen 111.4.11.3 [lononHuTenbHoOe cornacoBaHue);

— cornacoBaTtb AOKYMEHT BMeCTO Pykogodumerisi U HanpaBuTb JOKYMEHT Aarnee no MapLupyTy
no kHonke [U3meHuTb cTtatyc]:[CornaceH] B kapTouke cornacoBaHus. B pesynbTaTe
OOKYMeHT OyaeT oTnpaBrneH Ha corflacoBaHve cregyllemMy cornacylowemMy unu Ha
nognucaHve, B 3aBUCMMOCTU OT MapLupyTa AOKYMEHTA;

— cornacoBatb AOKYMEHT C 3amMedaHusiMu BMecTo Pykogsodumerns. [ns aToro nonb3oBaTenb
nepeBoauT KapTOYKy COrfacoBaHUSA B PEXUM pedaKkTMpPOBaHWS, BHOCUT 3aMeyaHusi B none
Tekywiee peweHue, npu Heobxognmoctn pobasnseT dann BIOXKEHWS MO  KHOMKe
[[Ao6aBuTb] B 6n10ke Cocmae 3/IeKMPOHHbLIX 8JIOXKEHUU N HaXXMMaeT KHonky [MU3smeHuTb
ctatyc]:[CornacoBatb ¢ 3ame4daHusmu]. B pesynbtate [okymeHT OygeT HanpaBneH
Ha cornacoBaHue crnegylowemMy CcornacylowemMy uWnM Ha nognvcaHve, B 3aBMCUMOCTU
OT MapLUpyTa JOKyMeHTa.

B cnyyae ecnu [lomowHuk NpuHan peweHne 3a Pykosodumerns (cornacoBan LOKYMEHT),
TO Ha Bknagke CoenacogaHue B none @akmu4veckul coanacyrouwuti otobpaxaetrca ®PUO MomowHuKa
pyKkosodumeris.
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111.4.11.4.3. TlpuHATUe peLLUeHUA NO cornacoBaHUIO AOKYMeHTa pykoBoauTternem B APM

HokymeHTbl, Tpebytowwme cornacoBaHus, pasmMelyaloTca B nognanke Ha cornacoBaHuMM nanku
Moanucatb.

[na cornacosaHus gokymeHTa B APM PykoBogutenss HeobxoguMmo BbIMNOMHUTL CrieayoLlne
JEeNCTBUSA:

1. PyKOGOOUI’neﬂb OTKpbIBaeT nognanky Ha cornacoBaHue nanku I'IognucaTb.

2. BblbupaeT JOKYMEHT B OTKPbIBLLEMCS CMUCKE.

3. PykosoOumento [pocTyneH pAns npocMoTpa JUCT BU3MPOBaAHMS, B KOTOPOM YyKa3saHbl
cornacywowe, peweHus npegpiaylimx — cornacylwmx, Aata  BblHECEHWMS  peLleHust.
Pykoeodumento [oCTynHbl cnegyowime BapMaHTbl JENCTBUINA:

— cornacoBaTb AOKYMEHT U HanpaBWUTb AOKYMEHT fanee no MapLipyTy no kHonke [CornaceH].
B pesynbTate OOKyMEHT OyAeT HanpaBfieH Ha cornacoBaHue crieayolwemMy cornacyoLemMy
UNM Ha NoanuncaHve, B 3aBUCMMOCTM OT MapLUpyTa AOKYMEHTa;

— cornacoBaTb JOKYMEHT C 3aMeYaHuaMM Mo KHonke [3ameyvaHusi]. Cuctema oTKpoeT hopmy
3aMeyaHuii Mo NPOEKTY, B KOTOPYD MOXHO BHECTU TEKCT peLUeHUs 1 3arpy3nTb BrOXEHUS.
Mocne Haxatma kHonku [FoTtoBO] AokymeHT OygeT HanpaBneH Ha cornacoBaHve
cnefyoLiemy cornacyowemy Unm Ha nognucaHue, B 3aBUCUMOCTU OT MapLUpyTa JOKYMEHTA;

— OTKINIOHUTb [OKYMEHT Mo kHomke [OTknoHuTb]. Cuctema OTKpPOeT (QOpPMY OTKITOHEHUS
npoekTa [OOKyMeHTa, B KOTOPYHD MOXHO BHECTU TeKCT pelleHusi. locrne HaxaTusi KHOMKU
[FoToBO] B (hopMe [AOKYMEHT OyaeT OTKMNOHEH M HedoCTyneH AN peaakTMpOBaHUS.
KapTouka nokymeHTa nepengeT B ctaTyc OmKIIOHEH;

— BEpHYTb OOKyMEHT aBTopy Ha gopabotky no kHonke [Ha popaboTky]. Cuctema oTkpoet
dopmy OTMNpaBKM MNpoeKkTa AOKYMeHTa Ha [opaboTKy, B KOTOPOMW MOXHO BHECTUM TEeKCT
peweHns (NMbo BbIGpaTe M3 MMEKLIMXCS BapwaHTOB) WM 3arpy3ntb BRnoxeHus. [locne
HaxaTtumsa kHonku [FoToBO] AOKYMEHT nepenaeT B ctaTyc [loO2omosKa;

— HanpaeBuTb JOKYMEHT Ha OOMOSIHUTENbHOE cornacoBaHune no kHonke [[on. cormacoBaHue]
(cm. pasgen 11.4.11.3[JononHnUTENBLHOE COrnacoBaHue);

— MPOCMOTPETb CBOAKY MO AOKYMEHTY no kHonke [CBoAaka] (4ocTynHa TONbKO AN JOKYMEHTOB,
cosfaHHbIX no wabnoHam «HMA» n «OP[»).

Bnoxenusa, nobasneHHble Pykogodumernem, ByaoyT oTobpaxaTbCd B KapTOYKe COrnacoBaHUSA

B 6rioke [JaHHbIe coaracoeaHus.

111.4.11.5. CmeHa cornacyrwuwero B OCHoBHOM nHtepdemnce

B Cwucreme peanusoBaHa BO3MOXHOCTb CMEHbl COrfacylowero BO BpPeEMS COrnacoBaHus.
N3meHnTb cornacyowero MoXXeT aBTop COOTBETCTBYIOLLEN KapTOYKM CornacoBaHns nMbo UCNonHUTENb
AOKYMeHTa-oCHoBaHus. [JaHHasi BO3MOXHOCTb [OCTYMHa M3 KapTOYKM COrnacoBaHWUs, Haxoasuencs
B cTaTtycax CoeanacosaHue nnb6o Obpabomka rnoMoUHUKOM.

[lna cmeHbl cornacytolero nosb3oBaTtenemM B Cucteme BbINOMHSAOTCS criegytolimne efcTBus:
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1. TlNonb3oBaTtenb OTKpbIBaeT Heo6x0/:|,wmy+o KapTO4KYy CcorflacoBaHuA.

2. [llonb3oBaTenb NepexoauT B PEXUM pedakTUpOBaHWUS, yaansieT cornacyrowero B none
Coeanacyrowuti v BbIGUpaeT HOBOrO COrnacytoLLero.

3. [Monb3oBaTtenb HanpaenseT JOKYMEHT Ha corfnacoBaHMe BHOBb BbiGpaHHOMY cornacyowemy
no kHorike [U3ameHnTb cTtaTtyc]:[3ameHnTb cornacymrolero] B kKapToyke CornacoBaHus.

B pesynbTaTe BbINOMHEHHbIX AENCTBUA [OOKYMEHT OyaeT HanpaBneH BHOBb BblGpaHHOMY
cornacyoLiemMy Ha corfiacoBaHue.

11.4.12. PyYyHKUMA noanucaHns AOKYMEeHTa

B Cucteme peanusoBaHa BO3MOXHOCTb SMEKTPOHHOMO MNOANUCAHUS [OOKYMEHTOB. JTan
noanucaHusa NpeaycMoTpeH AN AOKYMEHTOB, CO3[aHHbIX No wabnoHam: «Mcxoaawminy, «BHyTpeHHWI
OokymeHT», «OPO», «HIMA».

OYHKUMA noANMCaHnA NpeaocTaBnsaeT crneayrowme BO3MOXHOCTH:
— OTnpaBKa JOKyMEeHTa Ha nognucaHue;
— NPUHATUE PELLEHMS NO NOANUCAHUIO AOKYMEHTA;
— BO3BpaT A4OKYMeHTa Ha AopaboTKy C NoanucaHus;
— OTKIOHEHWe AOKYMeHTa C NoanucaHus;
— npocmoTp xoha noanucaHns (B8 OcHOBHOM nHTepdence);
— npocmoTp nucta nognucanus (8 APM Pykosoautens);
— nepepgada AoKymMeHTa gpyromy Pykogodumernto (CMeHa nognmcaHTa);

— npenBapuTenbHaas o00OpaboTka  AOKYMeHTa, MOJflyYeHHOro  nepeg  noanvcaHvem
Pykoeodumens, NomouwHUKOM pykogodumerns,

— obpaboTka gokymeHTa lNomowHUKOM Nocne aTana nognucanns Pykogeodumernem.

Ecnn y Pykosodumerisi, ykazaHHOro NoanvMcaHToM, umeeTcs [TOMOWHUK, TO MapLlpyT AOKYMEHTa
Ha aTane noanucaHusa GyaeT cneayowmnm:

— npeaBapuTensHaa o6paboTka gokymeHTa [ToMOwHUKOM pykogodumerns,

— NpuHATME pelleHusa Pykosodumernem,

— o6paboTka gokymeHTa lNomowHUKOM pykosodumersis nocne nognucaxdus Pykogodumernem.
Ecnn y Pykosodumeris, ykazaHHOro nognnucaHToM, oTCyTCcTBYeT [TOMOWHUK, TO aTan nognucaHus

OyneT cocToATb TONMbKO U3 NPUHATUSI peLleHnst Pykogodumerem.

111.4.12.1. OTnpaBKa AOKYMeHTa Ha noanucaHue

,D,J'Iﬂ OTnpaBkKM AOKyMeHTa Ha noanncaHune B CucTteme BbINOMHAITCS cnepywume ,D,GIZCTBI/IHZ

1. TlNonb3oBaTenb OTKpbIBaeT OOKYMEHT B cTatyce [loOzomoeka. Ecnn 3anonHeHbl He Bce
obs3aTenbHble NOMs, TO MNOMb3oBaTeNb MNEPexoauT B PEXUM pedakTUPOBaHMSA MO KHOMKe
[PepaakTupoBaTb KapTOuKy] 1 3anonHaeT obs3aTernbHble Nons.
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2. [Monb3oBaTenb HaxxmMaeT kKHonky [MU3ameHuTb ctatyc]:[OTnpaBuTb NO MappyTy].

B pesynbTaTe BbINOMHEHHbLIX AeACTBUA CuUcTeMa HanpaBWUT KapTOYKy OOKYMEHTa Mo MapLupyTy:
Ha corracoBaHue, B Clyvae Hanuuus aTana CorfacoBaHusi, U ,MOCe 3aBepLUEHNst 3Tana CcorfacoBaHns
— Ha nognucaHue, nNMbo cpaldy Ha nognucanue. MNMpu nepexoae Ha atan nognucaHna Cuctema HanpasuT
KapTouKy [OOKyMEHTa COTPYAHMKY, YKa3aHHOMY B KayecTBe MoOAnuMcaHTa [AOKYMeHTa B rnone
®UO nodnucauma Bknagkn Peksusumbl (NMMO60 ero noMowHKUKY). CTaTyCc KapTOYKM W3MEHUTCS
Ha [ModnucaHue. B pasgene cuctembl JIMuHbIN KabuHeT coTpydHuka (Mnn KabuHeT nomoLliHuKa)
NOsIBUTCA KapTo4ka NOANUCAHUSA.

1.4.12.2. lMpuHATHE peweHns No NOANUCaHUIO OKYMEeHTa

B Cucreme peanu3oBaHa BO3MOXHOCTb nognucaHust gokymeHtoB B APM PykoBoautensa wu
B OCHOBHOM WHTepdpence. Ho Bce [OOKyMeHTbl MNOAMNMUCHLIBAOT TOJNbKO PYKOBOOAMTENW, MNO3TOMY
B TEKyLLeM pasferne npMBedeHO onvcaHne nocrneaoBaTenbHOCTM AENCTBUN NpW NOANMCaHMM AOKYMEHTa
Tonbko B APM Pykosogutens.

11.4.12.2.1. TlpepnBapuTenbHaa obpaboTka AOKyMeHTa, MONy4YeHHOro nepea nognmcaHuem

PykoBoauTtens, IloMOLWHUKOM pyKkoBoaAUTenNA

Co3fgaHHbIN NpoeKT AoKyMeHTa Obln HanmpaeneH Ha nognucaHue. Ecnn B kavecTBe noanucaHTa
6bin ykaszaH Pykosodumerb, umetowmii [ToMowjHUKa, TO AOKYMEHT NpeABapuTenbHO HanpaBnseTcs ero
[ToMOWHUKY.

[Ona npuHATUS pelueHnst No AOKYMeHTY [TomouwHukom pykogodumersis B CucTeme BbINOSTHAKTCS
cnegyrowme oencTeus:

1. [lomowHUK OTKpPbIBAET KApTOUKy NOAMNUCAHWS, LLENKHYB MO CCbINIKe YBEeAOMIIEHUS B pasgene
cuctembl KabuHeT nomowHuka npencrasneHvs [Ons pykoBoautensi/ Ha noanucaHue.
Mo cchinike U3 KapTOYKU NOANUCAHUS MOXHO NEPENTUN B AOKYMEHT-OCHOBaHUE.

2. [MomowHUK pykosoOumeris NEpPexoavuT B PEeXnM pefakTMpOBaHWS W BBOAUT KOMMEHTapuwn
B none Tekyuwee peweHue.

3. B 3aBucumocTun oT cBoen koMmneTeHumMn NToMOWHUK MOXET BbIMONHUTb cnepywwme nepexonbl:

— HanpasuTb OOKYMeHT PykogodOumersito Ha nognuck. [Ansa atoro [lToMowHUK 3anosiHaeT none
Tekywee peweHue 6noka [JaHHble mnodnMucu W HaxXumaeT KHOMNKY [U3MeHUTb
ctatyc]:[B APM PykoBoauTtensi)] B kapTouyke nognucanus. [JokymeHT OygeT HanpaBneH
Pykosodumento B APM PykoBogutensa gns nognvcaHus;

— BEpHYTb [AOKYMEHT aBTOpy Ha pJopaboTky. Ona atoro [loMOWHUK 3anonHseT none
Tekywee peweHue 6noka [aHHble nodnucu, nNpyu HeobxogumocTu gobasnseT dann
BNOXeHns no kHonke [[lo6aBuTb] B 6noke Cocmae 3/1eKMPOHHbLIX 6JI0KEeHUl W
HaxumaeT kHonky [UA3meHuTb cTtatyc]:[Ha popabotky] B KapTouyke nognucaHus. B
pe3ynbTate AOKyMEHT OyaeT oTnpaBneH Ha gopaboTky aBTopy. KapTouyka AokymeHTa
nepenget B ctatyc [Todecomoska.
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11.4.12.2.2.

MpuHATHe pelieHUs No noanucaHuo AokymeHTa Pykosoautenem B APM

Ona npyHaTua pewweHus no JokyMeHTy Pykosodumersiem B APM PykoBoguTens BbINOMHAKTCA
cnegyrowme nencTeus:

1.
2.

Pykosodumens oTkpbiBaeT nognanky Ha nognuck nanku Mognucarb.

Bb|6|/|paeT OOKYMEHT B OTKPbIBLUEMCA CMUCKE.

Pykosodumento OOCTYNHbI ANA NPOCMOTPa SIUCT BU3NPOBaHUSA, NUCT MOAMUCAHUSA, YKasaHbl
peLlleHnsi, BblIHECEHHbIE COrMnacyloWmMMn No 4aHHOMY AOOKYMEHTY. PykoeoOumesito AOCTYMHbI
crnegyrowme BapnaHTbl 4ENCTBUN:

nognucatb JOKYMEHT M HanpasuTb AOKYMEHT Ha pernctpauuto no kHorike [MoanucaTts].
Ecnn y Pykosodumeris oTcyTtcTByeT [TOMOWHUK, TO B pe3yrbTaTe BbINOSIHEHHbIX AENCTBUI
Cuctema HanpaBuT OOKYMEHT Ha peructpaumio. CTtaTyCc KapTOYKM OCHOBHOrO OOKYMEHTa
nameHuTcs Ha Peaucmpauusi. Ecnn y Pykosodumerns wmeeTtca [ToMOWHUK, TO OOKYMEHT
OyneTt HanpaBneH MOMOWHUKY ONs OKOHYaTENbHOM MOArOTOBKM LOKYMEHTa K OTrnpaBke
Ha perucTpauuio;

OTKIMOHWUTb OOKYMEHT Mo kHonke [OTkNoHUTb]. Cuctema OTKpoeT YOpMYy OTKIOHEHUS
npoekTa [OKyMeHTa, B KOTOPYID MOXHO BHECTU TEeKCT pelleHus. [ocne HaxkaTusi KHOMKU
[FoToBO] HOKYMEHT OyaeT OTKMOHEH W HEedOCTyneH Ans pedaktupoBaHusi. KapTouka
AOKyMeHTa nepenget B ctatyc OMKITOHEH;

BEPHYTb OOKYMEHT aBTOpy Ha gopaboTky no kHonke [Ha popaboTtky]. Cuctema oTkpoeT
dopMy OTMpaBKkM MNpoeKkTa OOKyMeHTa Ha AopaboTKy, B KOTOPYKD MOXHO BHECTU TEKCT
peweHns (NMbo BbIOpaTb M3 UMEIOLLMXCA BapuaHTOB) W 3arpy3ntb BrnoxeHus. [locne
HaxxaTus KHonku [FoToBO] B hopMe AOKYMEHT nepengeT B ctaTyc [Tod2omoska;

NpoCMOTPEeTb CBOAKY MO [AOKYMeHTYy no kHonke [CBopaka] (mocTynHa TOMbKO
OnNs JOKYMEHTOB, CO34aHHbIX No wabnoHam «HIMA» n «OPLOy»).

BrnoxeHuns, pobaeneHHble Pykosodumesiem, ©GyoyT oTobOpaxaTbCs B KapTO4yke nognucaHus
B 6noke JaHHble nodnucu.

111.4.12.2.3.

O6paboTka nokymeHTa lMomowHUKOM nocre 3tana nognucaHus Pykosogutenem

HokymeHT 6bin noanucaH Pykosodumenem. Ecnn B KayectBe noanucaHta Obin ykasaH
Pykoeodumenb, umetowimii lNomMowHUKa, TO JOKYMEHT HanpaensieTcst ero [NoMOWwHUKY.

Ona npuHATUA pelleHns No AOKYMeHTYy [TomowHukoMm pykogodumersisi B CucTeMe BbINOMHSATCS
cnegywowime AencTBuns:

1. [loMOWHUK OTKpbIBAET KApTOUKy MOAMNUCaHUSA, LLENKHYB MO CCbhIfke yBeAOMMNEHUA B pasgene
cuctembl KabuHet nomowHuKa npegcrasneHms Ot pykoBogutens/ C nognucu. Mo ccoinke
N3 KapTOYKN NOANNCAHMS MOXHO NEpPenTn B AOKYMEHT-OCHOBaAHME.

lMomowHUK pykosoOumersnsi NoaTBeEpPXAaeT peleHne Pykosodumersisi HaXaTueM  KHOMKM
[UameHuTb cTaTyc]:[[Moanucatb).

B pesynbTate BbINOSIHEHHbIX OEWUCTBUA  OOKYyMeHT OyaeT aBTOMaTMyeckum HanpasrieH
Ha pernctpaumio. CTaTyc KapTOYKM OCHOBHOTO [JOKYMEHTa U3MEHNTCS Ha Peaucmpayusi.
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11.4.12.3. MNepepaya pokymeHTa apyromy PykoBoauTtesntio (CMeHa noanucaHTa)

B Cucrteme peann3oBaHa BO3MOXHOCTb CMeHbl noanncaHta BO BpeMA noanncaHuA. N3meHnTb
nognucaHta MoXeT MOMOLHUK nognucaHta nmbo MCMNONHUTENb OOKYMEHTa-OCHOBaHUA. [aHHas
BO3MOXHOCTb AOCTYMHa U3 KapTO4YKM noanmcaHuA, Haxoasuwencs B craTtyce lodnucaHue.

[lna cmeHbl noanucaHTa nonb3oBaTenem B CUCTEME BbINOMNHAOTCS crieayolime AeNCcTBUS:
1. TMonb3oBaTenb OTKPbIBAET HEOOXOAUMYIO KapTOUKy NOANUCaHUS.

2. Monb3oBatenb nepeBOAMT KapTOYKy [AOKYMEHTa B PEXUM pedakTMpOoBaHus, yaansiet
nognucaxTa B none lModnucaHm v BbIGMPaeT HOBOrO NOAMNMCaHTAa.

3. [Monb3oBaTtenb HanpaeBnsieT AOKYMEHT Ha noanvcaHve BHOBb BblOpaHHOMY NOAMUCAHTY
no kHornke [U3meHnTts cTatyc]:[[lepepaTte Apyromy pykoBoauTento] B  KapTouke
noanvcaHus.

B pe3ynbTate BbIMNOJIHEHHbIX OencTeunn OOKYMEHT 6yp,eT HanpaeneH BHOBb Bbl6paHHOMy
noanmMcaHTy Ha Nnoanuchb.

11.4.13. O6pab6oTka HIMA n OP[
[oKymeHTbl, co3gaHHble no wabnoHam «HMA» unu «OPL», npoxogaT cnegylowme aTtanbl
00paboTku:
— cO34aHue NMpoekTa OOKYMEHTa;

— O3HakomneHnuwe y Pykogodumersis C W3MeHeHuem cTtaTyca (nepexod Heoba3aTenbHbIN,
nonb3oBaTerib Nocrne NoAroTOBKM MOXET cpa3y HanpaBuTb Ha COrnacoBaHue);

— cornacoaHue (cMm. pasgen I11.4.11 dyHkuna cornacoBaHus);

— noanucanue (cm. pasgen l11.4.12 ®dyHKums nognucaHms);

— peructpauus (cm. pasgen l11.4.5 OyHKkuna pernctpaumm);

— wncnonHeHue (cm. pasgen l11.4.8 VicnonHutenbckas AMCUMNAnHA);
— MOAroTOBKA K CMMCAHWIO B A4ENO;

— apxmBupoBaHueE.

111.4.13.1. O3HakomneHue y PykoBoauTtens ¢ UsMeHeHMeM ctaTyca

B Cucteme peanu3oBaHa BO3MOXHOCTb O3HakoMmneHus Pykogodumersnsi C OOKYMEHTOM OO ero
OoTNpaBky no MapwpyTty. locrne NOAroToBKM NpoekTa AOKYMEHTa Mofb3oBaTeslb MOXET OTNpaBuTb
AOKYMEHT Ha O3HakomneHue Pykogodumerito, KOTOPbIN NPUMET peLleHne Nno AarbHenwemMy MapLpyTy
AOKyMeHTa. Pykosodumerls MOXeT OTNpaBWUTb [AOKYMEHT MO MapLupyTy, YyKa3aHHOMY aBTOPOM,
OTKMOHWUTb AOKYMEHT nMbo BepHyTb Ha AopaboTky aBTopy. Pykogodumesb, KOTOPOMY HanpaBnsieTcs
AOKYMeHT, Bbluucnaetcsd CuctemMon aBToMaTUYeCKM — UM sBnseTcs Pykosodumersis BTOPOro CBepxy
YypOBHSA nepapxuun OpraHusaummn, UMerLLMiA B NOAYMHEHNN aBTopa AOKYMEHTa.

®yHKUMS  O3HakoMNneHus y Pykogodumersnsi Npou3BOAMTCSA C W3MEHEHMEM cTaTyca U
npefocTaBnsieT cneayoLime BO3MOXHOCTY:
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— OTnpaBka AOKyMEeHTa Ha O3HaKoMmsieHue Pykogodumerntio;

— npuHATME peleHus PykogodumesneM NO  [arnbHeMWweMy MapLlipyTy [OOKyMeHTa
no pesynbTaTtam 03HaKOMIEHUS:

® OTKNOHUTb AOKYMEHT;
e BEpHYTb Ha JopaboTKy;

e OTNPaBUTb NO MapPLLPYTY, yka3aHHOMY aBTOPOM JOKYMEHTA.

111.4.13.1.1. OTtnpaBKa AOKYMeHTa Ha 03HaKkoMIreHue PykoBoauTesnto ¢ U3BMEHeHUeM cratyca

[na oTnpaBKkM [OOKyMEHTa Ha O3HakomreHue Pykosodumesiem nonb3oBatenem B Cucrteme
BbINOMHAOTCSA crieayloLLme OeiCTBUS:

1. lMonb3oBaTenb OTKpbIBAET OOKYMEHT B cTtaTtyce [lodzomoseka. Ecnn 3anonHeHbl He Bce
obs3aTenbHble MNONSA, TO MNONb3oBaTeflb MNEPEeBOAUT KapTOUKy [OOKYMEHTa B  PeXum
pedakTMpoBaHus No kHonke [PegakTtnpoBaTtb KapTouKy] 1 3anonHseT obsisaTenbHble Nons.

2. Monb3oBaTtento 4OCTYMHbI BapUaHTbI:

— OTnpaBuUTb [OOKYMEHT Pykogodumesito Ha o03HakomneHue no kHorke [U3meHuTb
craryc]:[PykoBoauTtento] B KapTouke JOKYMEHTA;

— OTNpaBuUTb OOKYMEHT MO MapLlpyTy, MUHYs O3HakomneHue PykosodumesieM, N0 KHOMKe
[U3meHunTb cTaTyc]:[OTnpaBuTb NO MapLpyTy] B KApTOUYKE OOKYMEHTA.

Mocne HanpaBneHuss OOKyMeHTa PykogoOumesio Ha O3HAKOMIIEHME KapTouyka [AOKyMeHTa
nepengeT B ctatyc Ha osHakomneHuu y Pykoeodumerns. [JOKyMeHT OyaeT HanpasneH Pykogodumerito
BTOPOro CBEPXY YpOoBHSA nepapxmm OpraHnsaumm, MMeoLWero B Nog4YMHEHNN aBTopa AOKYMEHTA.

[11.4.13.1.2. O3HakomneHue ¢ AOKyMeHTOM pykoBoauTtenem B APM c nameHeHuem crartyca

[na o3HakoOMMeHMst C [OOKYMEHTOM W MPUHATUS pPeLleHust Mo OOKyMeHTy Pykosodumerb
B APM PykoBoauTens BbINONHAET crieaylowmne 0eACTBUSA:

1. PyKoeoOumenb OTKpbIBaeT noananky PaCCMOTEeTb nanku PaCCMOTQeTb.
2. Bb|6|/1paeT OOKYMEHT B OTKPbIBLUEMCA CMUCKE.

3. PykosoOumesib O3HakaMnuBaeTCs C LOKYMEHTOM. Pykogodumesto LOOCTYMHbI criegywoume
BapuaHTbl AEVUCTBUIA:

— HanpaBuTb OOKYMEHT ganee no mapwpyty no kHonke [CormacoBatb]. B pesynbTate
OOKYMeHT ByaeT HanpaBneH Ha corflacoBaHe NepBOMY COrflacyloLemy;

— OTKMOHUTb AOKYMEHT Mo kHorke [OTknoHuTb]. Cuctema OTKpoeT (PopMy OTKIOHEHMUS
NpoeKkTa AOKYMEHTa, B KOTOPYHDO MOXHO BHECTU TEKCT pelueHus. [locne Haxatus KHOMKu
[FoToBO] AOKyMeHT OydeT OTKMOHEH W HedoCTyneH ANnd pedaktupoBaHus. KapTouka
AOKymMeHTa nepewpgetr B cratyc OmkroHeH. B kapTouke [OKymMeHTa Ha BKragke
CoenacosaHue B none KommeHmapuli pykoeodumensi OyneT ykasaHa npuyvHa
OTKMOHEHMWS AOKYMEHTA;
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— BEpHYTb OOKYMEHT aBTopy Ha gopaboTky no kHonke [Ha popaboTky]. Cuctema oTkpoet
dopMy OTNpaBkM MpoekTa AOKYMEHTa Ha [0paboTKy, B KOTOPYHD MOXHO BHECTU TEKCT
peweHnss (NMbo BbIOpaTb M3 UMEIOLLMXCS BapMaHTOB) W 3arpy3antb BnoxeHus. [locne
HaxkaTus KHornku [FoToBOo] B hopMe AOKYMEHT nepenget B ctaTyc [Todzomoska;

— pob6aBuTb HOBbIM NPOEKT pesontoumm no kHonke [MopyuuTtb] (cm. pasgen 111.4.8.2

CospgaHune npoekTa pe3onoumm).

111.4.13.2. O6paboTka HIMA v OP1 nocne perucrpauuu

[okymeHTy, co3gaHHomy no wabnoHy «HMA» unn «OP[», NpucBOEH perncTpaumoHHbIN HOMEP.
[anee Peaucmpamop MOXeT BbINOMNHUTL CriefyoLme JenCTBUS:

— HanpaBuUTb [OOKYMEHT Ha oO3HakoMmreHuwe (Bkrnagka O3HakomreHue, kHonka [OTnpaBuTb],
cm. pasgen 111.4.9.1 OTnpaBka AOKYMEHTa Ha O3HaKOMIeHue);

— cosgaTb npoekT pesontoumm (cm. pasgen 111.4.8.2 CosgaHue npoekTa pe3onioummn);

— HanpaBuTb OOKYMEHT Ha UCMOMHEeHWe (gake ecnv no AOKYMEHTY HEeT HWU OLHOro MopyyYeHus),
HaxaB KHonky [W3meHuTb cTtaTtyc]l:[Ha wucnonHeHne]. B cnyyae, ecnn OOKYMEHT
HEKOHTPOMbHLIN, TO NOCMEe BbIMNOAHEHNS OAHOrO U3 YCNOBUA OH aBTOMaTUYecku nepengeT B
cTatyc McrnonHeHo:

e BCE MopYyYeHUsi NeEPBOro YPOBHSI B KOHEYHbIX cTaTycax (MCMOSHEHbI);

® [0 OOKYMEHTY HET MOpPYyYEeHUA N HEeT KapToyek o3HakomseHun — cnycts 30 gHen
nocne OTNpaBky Ha NCNOSTHEHUE;

e [0 JOKYMEHTY HEeT MopyyYyeHUr U eCTb KapTO4uku O3HakomneHun — cnycta 30 gHen
nocne nocnegHero 03HAKOMSEHUS C JOKYMEHTOM.

— MNOArOTOBUTb AOKYMEHT K CrMcaHuio B Aeso (ecnv no AOKYMEHTY He TpebyeTcs ucnomnHeHue),
HaxkaB kHorky [M3ameHuTb cTaTtyc]:[FoToB K cnucaHuio B Aeno).

[11.4.14. Paccbinka ncxogawmx AOKYMeHTOB

B Cucteme peanusoBaHa BO3MOXHOCTb OTMNPaBKM 3aperncTpMpoBaHHbIX UCXOOALLMNX JOKYMEHTOB
nocpeacteom MOOO (cm. pasgen I11.11.1 M3[OO), 9SnNeKkTpoHHOW MNOYTbl, OTNpaBka B APYryo
NHopMaLmMoHHy0 cuctemy (cMm. pasgen II1.11.5 Baanmogencrane ¢ MHOPMALMOHHBIMU CUCTEMAMM),
a Takke ukcauns akToB OTNPaBKM UHBbIMK crocobamu.

Mocne perucTpaumm UCXoasLWEro AOKYMEHTa Ha Bknaake Pacchliika aBToOMaTM4ecku Co3faeTcs
KapTo4Yka arieMeHTa Crucka paccblfikn B ctatyce omoe k omnpaske nnbo YepHosuk (B 3aBUCMMOCTM OT
cnocoba oTnpaBku) ANs nornyyartens, ykasaHHoro B none [lonyyamesnb ucxodsiuje20 KapTOYKU
ncxogsauero. Ecnu B kapTouyke opraHusauuu nonydvaTenss OokymeHTa B none Cnoco6 Aocmaeku
rno ymosniyaHuro GbiNo yKkasaHo Hekoe 3HauveHue, To CucTtema aBTOMATMYECKM YCTaHaBnvMBaeT 3TO
3HayeHWe B KapTO4Ke 3MeMeHTa Crucka pacchbinku B norne Crmocob omnpaeku. Paccbinka OKyMeHTa
OCYLLECTBIISIETCS C NOMOLLbIO BKNaAKK Paccbisika.

[na aBTomaTuyeckon otnpaskm JokymeHTa nocpeactsoM MO0 ucnonb3yoTcs yCnoBus:
— KapTo4Ka 3nemeHTa Crnucka paccCblnkv HaxoauTcs B ctaTyce [omos K omrpaske;
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— B KapTO4YKe anemeHTa Crnucka paccbifiku B none Crnocob omnpaeku ykaszaHO 3HayeHue
M3O (Bpy4Hyto nonb3oBaTeneM nnbo astomaTndeckn Cnctemon);

— B KapTou4ke opraHmsauun-agpecata B none Knuenm M3/[O ykasaHo 3HadeHue [a;

,D,J'IFI aBTOMaTMUYeCcKom OTnpaBkKM OOKyMeHTa no e-mail MCNOJb3YyTCA YCIOBUA:

— KapTo4Ka 3fieMeHTa CNnCKa paccCbiJyikKn HaXoAUTCA B CTaTyce 'omoe k omripaske,

— B KapTO4Ke dneMeHTa Crnucka pacchinku B none Crnocob omnpasku yka3aHO 3HavYeHue e-
mail (Bpy4Hyto nonb3oBaTenieM nnbo astomaTndeckn Cnctemon);

— B KapTO4Ke opraHmsauumn-agpecara 3anosiHeHo none E-mail.

[lna aBTOMaTMYECKOW OTNPaBKM AOKYMEHTa B APYryl0 MHPOPMALMOHHYIO CUCTEMY MCMOSb3YHTCS
yCnoBusi:

— KapTouka afieMeHTa Crucka paccbifiki HaxoauTcs B ctaTyce YepHoBUK;

— K KapTO4Ke 3remMeHTa crnucka paccbinkv B none Crocob6 omnpaeku ykasaHO 3HayeHue
HAEJIO (Bpy4Hyto nonb3oBartenem nnbo asTomaTtnyeckn Cncremon);

— B KapTO4Ke opraHusauun-agpecara 3anosiHeHo none E-mail.

Mpy BbINONHEHWMM 3TUX YCIOBUA LOKYMEHT OyaeT HanpaBneH ykasdaHHbIM CnocobGoM [OCTaBKU
agpecary.

Peeucmpamopy AOOCTYMHbI cnefyumne BO3MOXHOCTU ONA paCCbiNikKn nCXogAalwmx JOKYMEHTOB!

1. [Jo6GasneHwue HOBbIX agpecaToB No kHomnke [[Ao6aBuTtb nony4yartenen]. Cuctema otobpasmTt HOBYHO
KapTO4Ky, B KOTOPOW MOXHO:

BbI6paTb agpecaTa 13 cnpaBoyHuka (none Cnucok nonydamesned);

— pobaBuTb OpraHMsaumio, OTCYTCTBYIOLLYIO B CIPaBOYHMKE opraHu3auun. Nocne HaxaTua KHOMKM
[Ao6aBnTb opraHusauuio] OTKPOeTCA AN 3anoSyIHEHUS1 KapTodka opraHusauun. [locne
COXPaHeHUsa KapTOYKM 3HaYEHME NOABUTCA B none Crnucok nonydyamened,

— pob6aBuTb BHELWHEro COTPyAHMKA, OTCYTCTBYIOLLEro B CMNPaBOYHUMKE BHELUHUX COTPYLAHMKOB.
Mocne HaxaTtusa KHomnku [[lo6aBUTb BHELLHIOK MEPCOHY] OTKPOETCA AN 3anoSfIHEHUSA KapToyka
BHELIHEN NepcoHbl. locne CcoxpaHeHus KapTOYkM 3HayeHue nosiBuTca B none Cnucok
nonyvyamenedu,

— ykasaTb gaty oTnpasku (none [fama omnpaeku), ecnn gns JOKYMEHTa He npegycMoTpeHa
OTnpaBskKa No KaHanam CBA3N (Hanpumep, ykasaH cnocob JoCTaBkM «noyTay, «pake» n npoyee);

— BblbpaTb cnocob otnpasku (none Crocob omnpaeku);

— nocne 3anofiHeHUs KapToYkn HaxaTb KHOMKY [FOoTOBO] M NOAroTOBMTL KapTOUYKY K OTApaBKke Mo
kHonke [MUameHnTb ctatyc]: [foTOB K oTnpaBke] nnv oTMETUTb (hakT OTNpaBKM JOKyMeHTa 6e3
NCNONb30BaHMA KaHanoB CBA3M (nNo4vta, Kypbep, dakc W T.[4.), HaxaB KHONKy [A3MeHuTb
crartyc]: [OTnpaBuTthb).

2. [obGaeneHne cnucka pacchbiikin no kHonke [[Jo6aBuTb cnUcoK paccbinku]. Cuctema otobpasut
AOCTyMNHble CNMCKM pacchinkn. [locne Bbibopa cnucka Bce agpecatbl U3 cnucka 6yayT
oTobpaxaTbCcsa Ha BKnagke Paccbisika.
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3.

Paccbinka gokymeHTa no BbIGOpY KapTodkm u Haxatuio kHomku [Havyatb paccbinky]. Kaptouku
3MIEMEHTOB CMNUCKa PacCbifikn, B KOTOPLIX YKadaHbl cnocobbl goctaekn JESIO wunn e-mail, 6yayT
nepeBedeHbl 13 cratyca YepHosuk B ctatyc OmnpaesneH. OcTanbHble BblAeNeHHble KapTOYKu
OyayT nepeBeaeHbl U3 ctatyca YepHosuk B ctatyc omos Kk omrpaske.

[na oTmeTkn hpakTa OTnpaBkM LOKYMEHTa MHOXeCTBY agpecatoB 6e3 MCnofb30BaHUSA KaHanos
cBs3M (nNo4Tta, Kypbep, dakc 1M npoyee) B KapTOUKE MCXOOSALLEro Ha Bknagke Pacchiika MOXHO
BblOENUTb HeobOxoguMbiX agpecaTtoB B cratyce [omoe K omrpaske W HaxaTb KHOMKY
[OTnpaBuTb]. CTaTyC BblAEMNEHHbIX KapToYeK n3MeHnTCa Ha OmrpassieH.

MoanucaHne BNOXEHUSI KApTO4kM, HaxaB kHornky [MoganucaTb Bnoxenus]. Cuctema otobpasut
OKHO, B KOTOPOM MOXHO 6yaeT BblbpaTb BNOXEHUs AN NOANUCH.

YaaneHne KapToYKn pacchblifikv, BblAENMB COOTBETCTBYIOLLYIO KAPTOUKY M HaXkaB KHONKY [YaanuTb].

Mo HaxaTuio KHOMKWM [BbIrpy3uTb KapTouky B hann] npouMcxoauTt oTyyKaeHue MoAnuCaHHOro
BNOXEHUs ¢ onncaHueM. M3 Cuctembl Bbirpyxaetca cann BrnioxeHns u dopmupyetca XML
AOKYMEHT B KayeCTBe OnucaHus, Ans naeHTudrkauum noanmcu.

Ecnv B kapTouyke ucxogsulero OOKymMeHTa Obinu ykasaHbl agpecatbl C OOHUMM K3 crnocoboB
poctaekn: M3LO, e-mail, JEJIO, To nocne perucrpauum OOKYMeHTa OH OygoeT aBTOMaTU4ecKu

HanpaBneH agpecaTam cnocoboM JOCTaBKM, YKasaHHbIM MO YMOSTHaHUIO.

1.4.14.1. Co3paHue cnucka paccbinku

B Cucreme peanunsoBaHa BO3MOXHOCTb CO3daBaTb CMUCOK pPacCCbINKKM, B KOTOPOM YKa3aHO

HEeCKOIbKO aapecaToB U B AanbHellemM UCrnonb3oBaTb CNUCOK ANS pacchinku, He obaBnas agpecatoB
ANna Kaxgoro aokymeHTa. CosgaBaTb CMMCOK PacChbifikM MOXET MNonb3oBaTenb C ponbio Pedakmop
CrpasoYHUKOS.

W

[nsa cosgaHms cnucka paccbinkm B Cucteme BbINOMHAKTCA criegyowme 0encTBus:
Monb3oBaTenb B pasgene cuctembl CnpaBoOYHUKKN HaxXnmaeT kHonky [Co3aaTb AOKYMEHT].
B oTkpbiBLIEMCSA cnncke BbiOMpaeT wabnoH « CMCoK BHELUHNX NEPCOHY.

Monb3oBaTternb B OTKPbLIBLLENCA KapTOYke BBOAMT Ha3BaHWe crnvcka B none HaseaHue, 3anonHseT
none Bnadeney cnucka.

Monb3oBaTtene gobaBnseT agpecaTtoB M3 cnucka, no kHomke [PepakTtupoBartb] B none Cocmas
nosyyamersneu.

Monb3oBaTenb B OTKpbIBLIEWCS hOpMe BBOOAUT B CTPOKE MOUCKA HaMMeHOBaHWe HeobXxoamMmbixX
agpecaToB, ycTaHasnueaeT donar B none 1o xapakmepucmukamM v HaxxumaeT KHonky [Mowuck].

B cnuncke HangeHHbIX AOKYMEHTOB BblAenseT HYyXXHbIX aapecaToB, HaXumaeT KHorky [[lo6aBuTs].

Monb3oBaTenb MWET aHanormyHbiM 006pa3oM WHbIX agpecaToB Ans cnucka, fobasnaetr wux
B CMMCOK N HaXunmaeT nocrnegoBaTenbHO KHonkn [CoxpaHuTtb] v [3akpbITb].

lMonb3oBaTenb B KapTOYKe CAMCKa BHELWHUMX MEepCoH HaxumaeT KHonky [CoxpaHuTb]
ANA CoOXpaHeHus cnucka.
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B pesynbTate BbINONHEHHbIX AeicTBUiA B Cucteme OyaeT co3gaH CMCOK BHELUHWX MEepCOoH,
KOTOpPbIN MOXHO MCMOMb30BaTh Ars 4oOaBneHns B Ka4eCTBE CMCKa PacChifkn B UCXOOSALLMNIA AOKYMEHT.

111.4.15. HopaboTka AOKyMeHTOB

B Cucrteme peanusoBaHa BO3MOXHOCTb ANl WcnonHuTenen popaboTatb [AOKYMEHThI
no 3aMeyvaHusIM cornacyowmx/ NOANNCaHTOB M OTNPaBUTb UX 3aHOBO MO MapLUPYTY.

B cnyyae Bo3BpaTa AoKymeHTa aBTOpy Ha A0paboTKy Ha Bknagke Pekgu3umbl yKa3aHa Tekylias
ntepaums OOKyMEHTa, annbl, MPUNOXEHHble Ha npeabliaywmx utepaumax. [JoKyMeHT HaxoauTes
B cTatyce [loO2omoska.

B cnyyae Bo3BpaTa C cornacoBaHus Ha Bknagke CoenacosaHue oTobpaxkaeTcsl gata Havana
COrfnacoBaHnsi, MUCTOpPUSI BU3MPOBaHMS, TEKyLMA HOMep uTepauumu cornacoBaHusi. B uctopum
BM3MPOBAHWS AONs KaXOoW MTepauuu COorfnacoBaHus ykasaH MnepeyeHb cornacylowmx u akTUYeckux
COrnacyloLmx, MPUHSBLLUMX pelleHMe Mo [AOKYMEHTY, OaTa peLUeHusl, BbINONIHEHHOe AelcTBue W
KOMMEHTapUKN COrnacyoLLuXx.

B cnyuyae Bo3Bpata ¢ noanucaHus Ha Bknagke [TlodnucaHue oTobGpaxaeTcs UCTOPUS NoAnucaHus,
TEKyLUMIA HOMEpP UTepauuu noanucaHns. B uctopum nognvcaHvst Ans KaXOon uTepaumu noanucaHus
yKasaH nepeyeHb MOAMUCAHTOB U (haKTUYECKMX NOAMUCAHTOB, MPUHSIBLUMX PELUEHUE MO [AOKYMEHTY,
AaTa peLleHus], BbINoNIHEeHHOEe AeNCTBNE U KOMMEHTapUX NOANNCAHTOB.

111.4.15.1. [JopaboTka AokymeHTOB B OCHOBHOM MHTepdence

Ona popaboTkM BO3BpalLEHHOr0 AOKYMeHTa nonib3oBateniem B CucTeMe  BbINOSHAKTCS
cnepywowime aencTens:

1. Monb3oBaTtenb OTKPbIBAET KapTOYKy YBEOOMIIEHUS!, LUENKHYB MO CCbIfike YBEAOMIIEHUS
B pa3gene cuctemMbl JIMuHbIM KabuHeT B npeacTaeneHny Ha aopaboTky. Mo ccbinke 13 kapToyku
nepexoauT B IOKYMEHT-OCHOBaHWe.

2. 3HAKOMUTCA C 3amMeYaHnsMU MO AOKYMEHTY Ha COOTBETCTBYHLUMX BKNagkax KapTO4Ku
(B cnyyae BO3BpaTa C COrMacoBaHWSA 3ameuvaHusi Cornacylolmx oTobpaxaltTCa Ha BKNagke
CoeanacogaHueg), NepexoauT B PEXUM PeaakTUPOBaHUS U BHOCUT Heobxoaumbie uaMmeHeHus. Bee
Gannbl BAOXKEHUA HEoBXoAUMMO 3aHOBO [00aBUTL ANsi HOBOW uTepauuu OokymeHta. B APM
PykoBoguTtensa npu nNpocMOTpEe BROXEHUN OyayT AOCTYNHblI TOSMbKO BRAOXEHWA C nocrnegHemn
nTepaumm JOKyMeHTa. OneKTpoHHasi Nognnck Takke ByaeT HaknaabiBaTbCs Ha dannbl NocneaHen
nTepauuu.

3. OtnpasnseT OOKYMEHT 3aHOBO no MapLUpyTy no KHOMKe
[MU3ameHuTb cTaTyc]:[OTNpaBuTb NO MapLpyTy].

B pesynbTate gokymeHT ByaeT 3aHOBO OTMpaBneH No MapLupyTy (Ha cornacoBaHue/ nognucaHue).

1.4.15.2. Hopa6oTka aokymeHToB B APM

Ona pgopaboTkn BO3BpalleHHOro AokymeHTa Pykosodumenem B APM  PykoBoauTtens
BbINONHSAOTCA crneayowme 4eNCTBUSA:

1. Pykosodumersb OTKpbIBaeT nanky Ha nopaboTky.
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9. Bb|6|/|paeT OOKYMEHT B OTKPbIBLUEMCA CIMUCKE.

2. PykoeoOumesib 3HaKOMUTCHA C 3aMeYaHusMM Mo AOKYMeHTY. [1ns npocMoTpa OOCTYMHbI SIMCT
BU3NPOBaHUS M NUCT nognucaHus. Ona Kaxgoro ydacTHuKa nognucaHus/ cornacoBaHus
yKasaHO BbIHECEHHOE pelleHue, JaTa peLleHns U KOMMeHTapuin. Pykoeodumerb nepeBoguT
KapTO4YKy OOKYMEHTA B PEXUM peaakTUpoBaHUs U BHOCUT Heobxoaumble nameHeHus. B 6noke
Cocmae asieKmpoHHbIX 8J10)KeHUU yKkasaHa TeKyllas utepaunsa cornacoBaHus/ nognucaHung,
dannbl, NPUMOXEHHbIE Ha NpeablayLLINX nTepauusax, U 3amMmedaHus No Kaxaon utepauuu. Bee
dannbl BNOXEHUN HeobxogMmo 3aHOBO 06aBUTb A1 HOBOW uMTepaumm gokymeHTa. B APM
PykoBoguTtens npu npocMoTpe BOXEHUN OyAyT AOCTYMHblI TONbKO BIIOXEHUS C nocrnegHen
nTepaumMm LOKyMeHTa. JneKkTpOHHas MOANUCbL Takke OyaeT HaknagbiBaTbCs Ha hannbl
nocneaHen ntepaunun.

3. PykoeoOumenb  oTnpaBnser  AOKYMEHT  3aHOBO MO MapwpyTy N0 KHOMKe
[U3meHnTb cTaTyc]:[OTnpaBuTb NO MapLipyTy].

B pe3ynbtate JOKYMEHT 6y,1:|,eT 3aHOBO OTMNpaBJieH N0 MapLipyTy (Ha cornacosaHue/ I'IO,EI,I'II/ICGHVIG).

[1.4.16. PdopmMmnpoBaHue CBA3OK AOKYMEHTOB

Cuctema nogaepxuBaeT CBSI3HOCTb OOKYMEHTOB Mexay cobon u obecneumBaeT BO3MOXHOCTb
yKasaHusi Tuna cBs3u. 1o ccbinike B JOKYMEHTE MOXHO NEPENTU B KAPTOUKYy CBA3AHHOIO AOKyMeHTa. [Ang
TMMNOB CBSI3M peanv3oBaH OTAENbHbIA cnpaBoyHMK. B Cucteme ucnonb3yloTcs ABa Buaa CBA3AHHOCTU
AOKYMEHTOB:

— [OOKYMEHT CCbINaeTcs Ha ApYron JOKYMEHT (OoKyMeHTbl) Cuctems;

— Ha OOKYMEHTbI CCbINNakTCA Apyrne JOKYMEHTDI Cuctembl.

111.4.16.1. CBA3biBaHMe CYLECTBYHOLWUX JOKYMEHTOB

B Cucrteme peanusoBaHa BO3MOXHOCTb CBSA3bIBaHUS OOKYMEHTa C OpyruM gokymeHtom C3[
B APM PykosBoantenss 1 B8 OcCHOBHOM uHTepderice. [aHHbIn BUA CBA3AHHOCTM MOXHO MCMONb30BaTb
C OOKyMEHTaMu, CO3faHHbIMM MO wabnoHam: «Bxogawmun gokymeHT», «ObpalieHue rpaxkgaHuHa,
«Mexopawmn gokymeHT», «HIMAy, «OPy, «BHyTpeHHUN JOKYMEHT».

[11.4.16.1.1. CBfi3biBaHMe CYyLLIECTBYHOLWMNX AOKYMeHTOB B OCHOBHOM uHTepdence

(DOpMVIpOBaHI/Ie CBA3N KapTO4KN OOKYMEHTa C ApYyrMM OOKYMEHTOM B Cucteme, Ha OCHOBaHUM
KOTOpPOro co3aaH TeKyIJ.l,I/II7I OOKYMEHT, MOXXHO BbINOJTHUTb ABYMA cnocobamm.

MepBbIt cnocob hopMUpoOBaHUSA CBA3MN:

1. lMonb3oBaTtenb OTKPbIBAET KAapPTOYKy AOKYMEHTa, B KOTOPOW Heobxoaumo ykasaTb CBS3U
(HaumHasn co ctatyca YepHo8UK).

MepexoQuT B pexumM pefakTupoBaHus, Haxas KHorky [PeaaktupoBaTth].
Ha Bknagke Cesf3u B Gnoke Cesi3aHHble OOKyMeHmbl B none Cesi3aHHble OOKYMeHMbI
HaxxnmaeT KHonky [[lo6aBuTb cyLiecTBYOLWNNI]

4. Cuctema oToOpaxkaeT OKHO, B KOTOPOM [JOCTYMHbI credylolue napameTpbl ONs noucka
AOKYMEHTa AN CBA3N:
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W

— roAa cosganus (BbI6op 13 cnucka);
— Tun gOKyMeHTa (BblI6Op 13 Cnucka 3Ha4YeHuni);

— OOKYMEHT (D,J'IFI BBOAA TEKCTOBOro 3Ha4eHusA ﬂ,OKyMeHTa). I'Ip|/| HaBeOeHUn Kypcopa B rnorle
BCnsibiBaeT noackaska rno (bopmaTy BBOJA 3HAYEHUN;

— KOO KapTOu4KM — NpW HAaBEOEHUU Kypcopa B nose BChibiBaeT nogckaska no opmarty BBoa
3HaYeHUn;

—  peructpauMoHHbIA HOMEp — NpW HaBedeHWM Kypcopa B Norie BCnSbiBaeT noackaska no
dopmaTy BBOAA 3HAYEHUI;

— Homep npoekta (Homep npoekta gokymeHtoB OP[L, HIA). [JocTynHa BO3MOXHOCTb
CTPOroro 1 HeCTPOroro NouckKa;

— aBTop obpalleHus - Npy HaBedeHUM Kypcopa B nore BCnibiBaeT noAckaska no cdopmaTty
BBOZAA 3HaYeHuWI. [locTynHa BO3MOXHOCTb CTPOroro M HECTPOroro Noucka;

— HOMep ucxoasuero. [JocTyrnHa BO3MOXHOCTb CTPOroro M HECTPOroro nomcka.

Monb3oBaTenb ykasbiBaeT HeobXxoAWMble nNapamMeTpbl ANA MNOMCKA W HaXMMaeT KHOMKY
[Mowuck].

B HanpeHHOM CuctemMon nepeyHe AOKYMEHTOB MOMb30BaTeNb BbIOMPAET HyXXHble AOKYMEHTbI
N HaxxmmaeT kHomnky [CBA3aTb], (ecrnv HEO6XOAMMBIN OKYMEHT HE HAaNOEH, TO MOXHO CO34aTb
HOBbIN CBSI3aHHbLIN JOKYMEHT no kHornke [Co3aaTb HOBBLIN]),

CucTtema no6aBnsieT CCbINKN Ha BbiGpaHHbIE AOKYMEHTbI B KAPTOYKy TEKyLLero AokymeHTa. o
yMonuyaHuio ans kaxporo nob6aBneHHOro AOKyMeHTa ykasaH Tun cBasu B oteeT Ha. [Mpwu
HeobX0AMMOCTM NoNnb3oBaTeNb MOXET BblbpaTh Apyroe 3HayYeHue Tuna cBsiau;

Monb3oBaTenb HaxumaeT KHOMKY [3akpbITb]. Ha 3anpoc o0 coOxpaHeHUW BHECEHHbIX
N3MeHeHW HaxxnmaeT kHonky [Aal.

BTopon cnoco6 hopMrMpoBaHUS CBA3N:

1.

NOTHKA

4

MNMonb3oBaTenb OTKPbIBAET KapTOYKy AOKYMEHTa, B KOTOPOM HeobxoaMMo ykasaTb CBsi3b
(HaunHas co ctaTtyca YepHosuk). NepeBoanT KapTOUKy B PEXMM peaaKTUPOBaHNS

Ha Bknagke Ces3u B Gnoke Cesi3aHHble OOKymMeHmMbI B none CesizaHHble GQOKYMeHMbI
Ha)xmmaeT kHonky [Co3pgaTb HOBbIN].

BbibnpaeT wabnoH gokyMeHTa 1 HaxmmaeT KHorky [OK].

Cuctema co3gacT HOBYH KapTOYKy OOKYMEHTa, CBSI3aHHYH C Tekyluel. [locrne coxpaHeHus
CO3[1aHHOWN KApTOYKM B TEKYLLIEM JOKYMEHTE NMOSIBUTCS CCbINIKa CO3[4aHHbI JOKYMEHT.

Monb3oBaTens HaxumaeT kHOMKy [3akpbiTe]. Ha 3anpoc O COXpaHeHUU BHECEHHbIX
N3MEHEHMI HaxxnmaeT kHonky [Aal.

B pesynbTaTe BbINOMHEHHbIX OENCTBUN B KapTOuke AOKYMeHTa Ha Bknagke Cessu, B 6roke
CesizaHHble OKyMeHmbI B norne Cesi3aHHble OKYMeHMbI NOSIBATCA CChIfika Ha CBA3aHHbIN
AOKYMeHT. Mo yka3aHHOW CCbIfIKe MOXHO MEepenTn B KapTO4Ky CBSI3aHHOro AokymeHTa. [1o
YMOMYaHUIO A48 CO30aHHOro AOKYMEHTa ykasaH Tun cBa3n B omeem Ha. [Npu HeobxogmmocTu
nonb3oBaTterib MOXeT BblbpaTb APYroe 3HaYeHue Tuna CBasu;
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Cchbinika Ha TeKyUJ,I/IIZ OOKYMEHT TaKke NnosABUTCA U B CBA3aHHOM JOKYMEHTE B Nnore Ha OOKyMeHm
CCbl/1laromcsH.

111.4.16.1.2. CBA3biBaHMe CyLeCTBYIOLWMNX AOKYMEHTOB B APM

[Ona dopmnpoBaHMsi CBSA3M KapTOYKM LOKYMEHTA C yXKe 3aperMcTpMpoBaHHbIMUA OOKYMEHTaMu
B APM PykoBoauTens BbINOMHAET creaylowmue 4eNCTBUS:

1. PykosoOumerb OTKpbIBaeT nanky PaccmoTtpeTtb (nMrMbo nobyo Apyryto narky, B KOTOPOW
oTobpaxaeTtcsa TpebyeMbli JOKYMEHT).

2. BbIGrpaeT JOKYMEHT B OTKPbIBLLEMCS CMUCKE.

3. Pykosodumernb HaxumaeT kHonky [CBaA3u], BbiOuMpaeT Tun pgenctBus [CBA3aTb
C cyLlecTBYHOLWMNM].

4. B okHe noucka OOKYMEHTOB AN CO3OaHMs CBSA3M BbIOMpaeT rofd perucrpauuu, Tun
JOKYMEHTa W YyKasblBaeT XapaKTEPUCTUKM CBSI3AHHOIO AOKYMEHTa (PerucTpaumoHHbIA HOMeEp,
KpaTkoe coaepxaHue).

5. Haxunmaet kHonky [Mowuck].
6. BbibupaeT HyXHbI OOKYMEHT B NnepeyHe HavAeHHbIX OOKYMEHTOB M HaXWMaeT KHOMKY
[CBAzaTk].

B pe3ynbTtate BbIMNOJIHEHHbIX nencTeun B VIH(bOpMaLI,I/II/I O [OOKyMeHTEe nNOoABUTCA CCblJlKa
Ha CBA3aHHbIN AOOKYMEHT B none CesizaHHbIe aOKyMeHMbI.

111.4.16.2. Co3paHue HOBOro CBsI3aHHOro AOKYMeHTa

B Cucteme peanunsoBaHa BO3MOXHOCTb CBA3bIBAHUSA AOKYMEHTa C TeKywuM AokymeHTom B APM
PykoBogutena un B OCHOBHOM WHTepdence (T.e. CO3OaHME CBA3AHHOMO [AOKYMEHTa Ha OCHOBe
Tekywero). [JaHHbIn BN CBA3AHHOCTU MOXHO BbIMOMHUTL U3 AOKYMEHTOB, CO3[aHHbIX MO LwabnoHam:
«Bxogawwmn pokymeHT», «O6paweHne rpaxgaHuHay, «Wcxogawmn pokymeHT», «HIMA», «OP[y,
«BHYTpeHHWIN JOKYMEHT».

111.4.16.2.1. Co3aaHune HOBOIro cBA3aHHOIro AokyMmeHTa B OCHOBHOM uHTepence

[na cos3gaHms HOBOro CBA3aHHOIO JOKYMEHTa Ha OCHOBE TEKyLLEero BbIMOSTHAKTCA creayloume
JencTBuS:

1. Monb3oBaTenb OTKPbIBAET KapTO4Ky OOKYMEHTa, C KOTOPOW Heobxoaumo YCTaHOBUTb
CBA3b (Ha4YMHasA co ctaTyca 3apeaucmpuposaH).

2. HaxunmaeT kHonky [Co3paaTh CBA3aHHbIN...].

3. YkasbiBaeT wabnoH AOKyMeHTa U Tun cBA3n B okHe Co3aaHne CBA3aHHOro AOKYMEHTA.
4, Haxumaet kHonky [Co3paTb].

5. Cuctema co30acT HOBYHO KapTOYKY [OOKYMEHTa, CBs3aHHyt0 C Tekywewn. [locne

COXpaHeHusa CO3,EI,aHHOI7I KapTO4KM B TEKYLLEM OOKYMEHTE NOABUTCA CCblJiKa CO3,EI,6HHbII7I OOKYMEHT.

6. Monb3oBaTenb HaxumaeT KHOMKY [3akpbITb]. Ha 3anpoc o0 coxpaHeHWM BHECEHHbIX
n3aMeHeHun HaxxnmaeT kHorky [Aal].
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B pesynbrate BbINOMHEHHbIX AenctBui Cuctema co3gacT KapTOuKy AOKYMEHTa, CBA3aHHYH
C TeKyLLen.

B Tekyllen kapToyke OOKyMeHTa Ha Bknagke Ces3u, B 6rnoke Cesi3aaHHble OOKyMeHMmbI B rorne
Ha dokymeHm ccbinaromcesi NOSIBUTCS CCbINka Ha CO34aHHbIN JOKYMEHT.

B cospaHHOM kapToyke OOKYMEHTa Ha Bknaake Ces3u, B 6noke CesizaHHble QOKyMeHmbI B None

CesizaHHble GOKyMeHmMbI NOSIBUTCS CCbINka Ha TEKYLLMIA JOKYMEHT.

111.4.16.2.2. Co3gaHune HOBOro CBA3aHHOro AokymeHta B APM

[na dopmnpoBaHMsi CBSI3M KapTOYKM OOKYMEHTA C YK€ 3aperMcTpupoBaHHbIMW LOKYMEHTaMM
B APM PykoBoauTens BbINONHANOTCA cnegyowme AeNcTBUs:

1. Pykosodumersnb OTKpbiBaeT nanky Paccmortpetrb (nnbo nobyio gpyryto nanky, B KOTOpPOW
oTobpaxaeTtcsa TpebyeMbli JOKYMEHT).

2. BblGupaeT OKYMEHT B OTKPbIBLLEMCS CrUCKeE.

3. Pykosodumesnb HaxmmaeT kHonky [CBs3u], BbiOvpaeT Tun pgencteusa [Co3paTb HOBLIN
AOKYMEHT].

4. Pykosodumerb BbliOMpaeT WabnoH, MO0 KOTOPOMY HeobGXoAMMO COo34aTb HOBbI JOKYMEHT WU
HaxxnmaeT kHornky [Aanee].

5. Cuctema oTkpoeT copMy Ona cos3gaHua AokymeHTta. B Gnoke CesisaHHbIe OOKyMeHmbI
MOXHO BbIOpaTb TUM CBA3MN.

B pesynbrate BbINOMHEHHbIX AenctBui Cuctema co3gacT KapTOYKy OOKYMEHTa, CBA3aHHYHO
C Tekywen. B Tekywem OOKYMEHTe B WH@OpMaLMM O OOKYMEHTE MNOSABUTCA CCbIflkKa Ha CO30aHHbIN
CBS3aHHbIN JOKYMEHT B none Ha 0okymeHm ccbinaromcs.

l11.4.17. PaboTta ¢c 6ymMaxHbIM OpUrMHaNom

B Cwucteme peanusoBaHa BO3MOXHOCTb uKCaumMm JAencTBun npu pabote € OBymMaxHbIM
OpUrMHaNOoOM.

[Ona pobGaBneHus HOBOro [encTBuMs C BymMaxHbiM opurnmHanom B Cucteme BbINOMHAKTCA
cnegywowme oencTeus:

1. Peaucmpamop nepeBoauT B peXMM pedakTMpOBaHUSA KapTOYKy AOKyMeHTa. Ha Bknagke
bymaxHbil _opuzuHara B 6noke BymMa)KHbIU oOpu2uHasl MOXHO yKasaTb MECTO XpaHeHus U
no6aBnTb HOBOE AenCTBUE C ByMaxKHbIM OpUrMHanoMm, HaxxaB KHoMnky [[lo6aBuTb].

2. B oTkpbiBwenca ¢opme [dencrBue € OyMaXHbIM _OpPUTMHANOM AN 3anoSfiHeHNs
AOCTynHbl cregyowme nonsa: [Jelicmeue (OOCTYNHblE BapuwaHTbl:  MAPUHAMb, rnepedams,
nomecmums 8 xpaHunuuie); Kyda/ Komy, Kmo ebinonHun; Kommenmapuu.

3. MNocne 3anonHeHus KapTodkn Peaucmpamop HaxumaeT KHornky [CoxpaHuTb].

B pesynbTaTe BbINOMHEHHbLIX JEACTBUA B JOKYMEHTE Ha BKNnagke bymaxHbili opuauHasa NosBUTCA
KapTodka AencTBus ¢ OymakHbIM opuriHanom. Ons kaxgoro gobaBnsemoro OencTBust co3gaeTtcs
KapTouka, yka3biBaeTcs Bpems gobasneHus encTBus.
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111.4.18. NMoaroTroBKka AOKYMEHTOB K CMCaHUIO B Aeno

Mocne Toro, kak pabota No AOKyMEHTaM 3aBepLUaeTCd, MX HeobXxoAMMO NOAroTOBUTL K Nepegade
B apxuB. lNogrotoBka OOKYMEHTOB K CMMCAHUIO B [en0 MUCMOoMb3yeTcs ANs AOKYMEHTOB, CO3OaHHbIX
no wabnoHam: «Bxogawmny, «BHyTpeHHU gokymeHT», «Obpawenne rpaxgaHunHa», «HIMAy», «OPO».
[OKyMeHTbI, co3fgaHHble No wabnoHy «Mcxoaawminy, cnucbiBaloTCs B 4eno cpasy nocne perucrpaumm
0e3 NnpoMeXyTo4HOro atana.

[11.4.18.1. MoparotoBka K cnucaHMiwo B pgeno Bxopawmx, OOpaweHMn rpaxaat,

BHYTpeHHUX fOKYMEHTOB

Ecnun pokymeHT He TpebyeT UCNOMHEHUs!, TO ero MOXHO MOATOTOBUTbL K CMIUCAHMIO B AENo cpasy
nocne paccmoTpeHusi (cm. pasgen 111.4.7.4 OTnpaBka OOKyMEHTa B [en0O Mnocrie pacCMOTpeHus) —
ncnonb3yeTcs ANsi JOKYMEHTOB, CO3[4aHHbIX Mo wabnoHam: «Bxoaswuny, «ObpalieHne rpaxkgaHuHay,
«BHYTpEHHMI JOKYMEHTY.

Ecnv no OoKyMeEHTY MCMOMHEHbl BCe MOPYYEHUst U BCe OTYeTbl MO pe3onounsaM yTBepXaeHbl,
TO AanbHeliwas 06paboTka AOKYMeHTa 3aBUCUT OT KOHTPOSIbHOCTU JOKYMEeHTa:

1. ,D,OKyMeHT HeKOHTpOJ'IbeIIZ. MNocne yTBEPXOAEHNA OTYETOB MO TMNOpPYyYeHUAM [OOKYMEHT
aBTOMaTU4eCKM nepexognT B CTaTyC 'omoe Kk cniucaHuro B geno.

2. [oKyMeHT KOHTpoOsbHbIW. Mocne yTBepXXaeHns oT4eTOB NO MOPYYEHUSM AOKYMEHT nepexoauT
B cTatyc McronHeH. KapToyka OokymeHTa oTobpaxaetca y KoHTponepa B npeacTaBneHun
Y MeHs Ha KOHTpoJe pa3agena cuctembl JINUHbIM KabuHeT. KOHTponep MOXeT:

— TMOAroTOBUTb [AOKYMEHT K CcnucaHuio B fgeno. KoHmposiep nepexoaut B PEeXuMm
penakTupoBaHWss M CHMMaeT LOKYMEHT C KOHTpons, 3anonHuB none [flama cHsmus
doKyMeHma ¢ KoHmposisi B 6noke MHgpopmauyuss o KOHMPOsILHOCMU GOKyMeHma Ha
BKnagke VcrnonHeHue rnopyyYeHul KapTodkm JOoKymeHTa. KoHmposiep nepeBoavT OOKYMEHT
B ctatyc [omoe K cnucaHuro B p[eno, HaxaB kHOMKy [WU3meHuTb ctatyc]:[[oTtoB
K CUCaHu1Io B Aenoj;

— BEpHYTb [OKYMEHT Ha WCnonHeHve no kHonke [UA3meHuTb cTaTtyc]:[BepHyTb
Ha ucnonHeHue]. [lokyMeHT nepenaeT B ctaTyc McronHeHue. KoHmporiep MOXeT co3faTtb
HOBOE NOpYyYeHWEe N OTNPaBUTb €ro Ha UCNOSTHEHUE.

111.4.18.2. MoaroTtoBkKka k cnucaHuto B geno HMA v OP[1

[okymeHT ©Obin HanpasneH Pesucmpamopom Ha wucnonHeHue. epeBecTn JOKYMEHT B CTaTyC
UcnonHeH moxeT KoHmporiep no OOKYMEHTY (npu ero Hanuumm) nubéo Cuctema npu BbINOSHEHWM
OOHOro 13 CneaylLnX YCroBUN:

— BCE MOPYYEeHUsi NEPBOroO YPOBHSA HAX0OOATCS B KOHEYHbIX CTaTycax (UCNOMHEHbI).

— NO OOKYMEHTY HEeT MOPYYEHUM N HET KapTo4yeKk o3HakomrieHun — cnycts 30 gHen nocne
OTMpPaBKN Ha UCMONHEHNE.

— MO OOKYMEHTY HeT MopyyYeHUn 1 ecTb KapTo4ku o3HakomneHun — crnycta 30 aHen nocne
nocrnefHero 03HaKoOMIeHUs C JOKYMEHTOM.
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Mocne ToOro, Kak OOKYMEHT nepexoauTt B CTaTyC UcnonHeH, ero ganbHenwas o6pa60TKa 3aBUCUT
OT KOHTPOJIbHOCTU OOKYMEHTA:

1. J[JOKyMeHT HEKOHTPOSbHbIN. [JOKYMEHT aBTOMaTUYECKN NepexoauT B cTaTyc [0mos K criucaHuro
8 derio.

2. [lokyMeHT KOHTpOnbHbIA. KapTodka pokymeHTa oTobpaxaeTrca y Kowmposiepa B crtaTtyce
UcrnionHeH B npegctaBrieHnn Y MeHS Ha KOHTpone pasgena cuctembl JINYHbIN KaOuHeT.
KoHmponep moxer:

— TMOAroTOBUTbL [OKYMEHT K cnucaHuio B pferno. KoHmporep nepexoaut B Pexum
pefakTUpoBaHUS M CHUMAaeT [OKYMEHT C KOHTPOns, 3anonHusB none [fama cHsmusi
dokymeHma c¢ koHmposs B 6noke UHghopmayuss o KOHMpornbHOocmMu OOKyMeHma
Ha BKnagke MHcrosHeHue ropyYyeHUd KapToukM [JoKymeHTa. KoHmposiep nepeBoouT
OOKYMeHT B cTaTyc 'omos K criucaHuto 8 dersio, Haxas KHOmMky [UsmeHnTb ctatyc]:[loToB
K CIMCaHu1Io B Aenoj;

— BEpPHYTb OOKYMEHT Ha ncnonHeHne no KHOMKe [U3meHUTb cTaTycC]:
[BepHyTb Ha ucnonHenue]. [okymeHT nepengeT B crtatyc McronHeHue. KoHmpornep
MOXeT co3aaTb HOBOE NOpyyYeHue 1 OTNPaBUTb Ero Ha UCNOSTHEHUE.

111.4.19. OnepaTuBHbLIN apxuB

Pasgen cuctem ApxuB npegHasHadeHbl AN NPOCMOTPa  AOKYMEHTOB, HaXoOsLMXCA B
onepaTuBHOM apxmBe (B cTaTtyce B deso).

Mog nepeHocOM [OKyMeHTa B OMepaTUBHbIN apXuB NOApas3yMeBaeTCs, YTO [AOKYMEHT
nepesoauTca B ctatyc B deso, y Hero ygansawTtcsa cnyxebHole PKK (paccmoTpeHus, o3HakoMneHuve,
NMOpy4YeHns, CornacoBaHua W T.4.), NO OOKYMEHTYy copmMupyeTcsi apxumBHasi nedatHas dopma. Ho
dun3nyeckn OOKYMEHT OcTaeTcs B Tekywlen pabouven Gase B «obneryEHHOM» BuAae — (PU3NYECKOrO
nepeHoca B Apyryto 6a3y npu atom He ocyuwectBnaetcsd. OnepaTuBHbIN apXuB CO3[aeTCA C Lenblo
pa3srpy3kn paboyen 6asbl OT CAYyKEOHbIX KApPTOYEeK PacCMOTPEHUIN, NOPYYEHUIN, COrNacoBaHUn 1 1.4. Y
oTpaboTaHHbIX JOKYMEHTOB.

B pasgene cuctembl K cnucaHuio peanusoBaHbl 6 npeactaBneHui: Bxoaswme, Ucxogsuwime,
BHytpeHHue, OI, HMA, OPLl. Pasgen npegHasHavyeH Angd nepesoga AOKYMEHTOB B ctaTyc B deso n
COAEPXMUT LOKYMEHTbI, KOTOPbIE ABMAKTCA «KaHAMAaTaMM» Ha cnucaHue B Aero.

B paspene cuctembl ApxuB peanu3oBaHbl 7 npeactaeneHui: Bece, Bxogsawme, Ucxopsuwme,
BHyTpeHHue, O, HMA, OPL.

1.4.19.1. YcnoBuss otbopa AOKYMEHTOB AN OToOpaxeHuss B pasfgerne CUCTeMbI

K cnucaHuro

Ycnosus otbopa OOKYMEHTOB sl oTobpaxeHus B pasgene cuctembl K cnucaHuio npueeneHsl
HUXeE.

Ycnosua otbopa Ons OOKYMEHTOB, CO3AdaHHbiX No wabnoHam «Bxogawwmin», «BHyTpeHHWIA
OOKYMEHT»:

1. CraTyc fokymeHTa McronHeHue.
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[lOKYyMEHT HEKOHTPOSbHbIN.

3. KapToukn paccMoTpeHusi HaxogaTtca B ctaTyce McronHeHue wnv B deno wnu OmnpaesneH
pyKkosodumernem g 0esio.

4. Kaxgoe nopy4eHune NepBoro YpoBHS HAXOAMUTCH B OAHOM U3 CTaTyCOB:
— MHcnornHeHo;

— Ha ucnonHeHuu v kapToyka OTY4ETOB 06 MCMONHEHUN OTBETCTBEHHOMO UCMOSHUTENSA HaxoauTcs
B cTaTyce VcrosHeH nnu YmeepxoeH,

—  OmmeHeHo;

— B Kop3uHe,;

—  YepHosuk.

5. C MoMmeHTa gaTbl OTNpaBkn AOKYMeHTa Ha ucnonHeHve npowwso 30 kaneHaapHbIX OHEN.

6. Ycnosusi oTOopa Anst AOKYMEHTOB, co3daHHbIX no wabnoHam «HIMA», «OPx»:

— cTaTyc AOKyMeHTa McrionHeHue,

—  OOKYMEHT HEKOHTPOSbHbIN;

— € MOMeHTa gatbl pernctpauumn npowwno 30 kaneHgapHbIX OHEN;

[OKyMeHTbl, co3gaHHble no wabnoHy «Wcxogawmny, oTtobpaxaloTcs B pasgene CUcTembl

K cnucaHuro, ecnv ¢ MoMeHTa aaTthl perncrtpaunn npoLuso 30 KaneHgapHbIX OHEeNn.

111.4.19.2. CnucaHue AOKYMEHTOB B Aeno

B Cucrteme peanusoBaHa BO3MOXHOCTb CMUCaHUSI B A€o OTAENbHOW KapTOYKM [OKyMeHTa
HenocpeacTBEHHO U3 KapTOYKM JOKYMEHTA U3 Noboro cratyca cornacHo peannsoBaHHbIM Nepexoaam B
XU,

lMepexon HasbiBaeTcsa «B geno» n goctyneH nonb3oBaTensaMm ¢ ponsamu Peaucmpamop, Cmapuwul
peaucmpamop.

Ha Bcex peann3oBaHHbIX nepexoaax «B peno» peann3oBaHa aBTOMaATU3aUUA CNUCaAHUA
aHanormn4Ho pasgeny K cnucanuo.

B Cucteme peann3oBaHO ABa BapuaHTa rpynnoBoro cnncaHna JOKYMEeHTOB B AENO:

- nonb3oBaTtenb BbiOMpaeT HyXHOe npeacTaBneHne B pasgene cuctembl K cnucaHuro
(Bxogsiwme, Ucxopdawme, BHytpenume, O, HIMA, OPL) n HaxumaeT kHonky [CnucaTtb
cTpaHuuy B aeno]. [JokyMeHThbl, HaXoasLWMeca Ha TeKyLen cTpanuue npeacrasnexHms oyoyr
MacCOBO nepeBefeHbl B cTaTtyc B deso;

- nonb3oBaTtenb BbiOMpaeT HyXHOe npeacTaBneHne B pasgene cuctembl K cnucaHuro
(Bxogsiwme, Ucxogawme, BHytpeHHune, OF, HIMA, OPL) n HaxumaeT kHonky [CnucaTtb 100
kapToyek B pgeno]. [Nepeole 100 kapToyek B cnucke npeacrasneHvs ©OyayT MaccoBoO
nepeseeHbl B cTaTyc B derio.

Onepaumu cnucaHusi NPoBoOAATCS B POHOBOM pexume.
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[11.4.19.3. OnpepeneHve xpaHeHUs JOKYMeHTa

B Cucteme peanusoBaHa BO3MOXHOCTb yka3aTb MECTO XpaHeHWsi AokymeHTa. lNocne cnvcaHus
AOKYMeHTa B [Jerio KapTodka XpaHeHusl OOKyMeHTa Ha Bknagke bymaxHbil opuzsuHan B 6noke
XpaHeHue GoKyMeHma co3[aeTcsi aBTOMaTUYecku (MpU CNMCaHUM B OEeno rpynnbl JOKYMEHTOB).
B kapTouke Cuctema 3anonHsiet none MHAEKC HOMeHKNaTypbl.

Ons YKa3aHnUA MecCTta XpaHeHnda JOKYMeHTa B CucTteme BbINOMHAKTCS cnepywouine nencreus:

1. Pesucmpamop nepeBOOUT B PEXMM penakTUpoBaHMS KapTOYKy OOKymeHTa. Ha Bknagke
bymaxHbil _opueuHan B ©Onoke XpaHeHue OOKyMeHmMa BblOMpaeT KapTOYKy XpaHeHus
OOKYMeHTa.

10. Pecucmpamop nepexoaut B PexuvM pefakTUpOBaHUA KapTOYKUM XpaHeHUs [OOKyMeHTa.
[ns 3anonHeHna OOCTYNHbl criegyowme nonsa: Tum (QOCTYMHblE BapuaHTbl: OpUrMHan wnm
konus); Homep moma; Komnama/ Cmennax/ lNonka; Kommenmapuu.

11. MNocne 3anonHeHus KapToukn Peaucmpamop HaxumaeT KHoMKy [3akpbITb], noateBepxaaet
COXpaHeHne UHgopMaLmm.

111.4.19.4. MeyaTHas chopma (apxuB)

OT14eT hopmupyeTcs aBTOMaTUYECKN NpY NepeBoe AOKYMeHTa B ctaTtyc B derio.

OT4eT coaepxuT B cebGe BCO OCHOBHYIO MH(OPMALIMIO MO AOKYMEHTY Ha MOMEHT CrucaHusl B Aeno,
Tak Kak 6onbluas YacTb CBSI3aHHbIX KAPTOYEK, CoAepXKalLMX BaXHYH MHpopmaLmio, yaanseTcs.

Ecnn pgokymeHT u3 crtatyca B deno GyoeT nepeBedeH Hasag B cTaTyc 3apeaucmpuposaH, W
Aanblue no 4okymeHTy ByaeT BecTuChb Kakaa-nmbo pabota, n ganee AOKyMeHT onaTb 6yaeT nepeseneH
B ctatyc B Jdesio, TO BCe HOBble M3MEHEHHble AaHHble (HoBble PKK nopydeHuin, o3HakoMneHun,
cornacoBaHui U T.4.) nonagatT B OT4eT. HoBble JaHHble AOMMCHIBAOTCA K CTapbiM AaHHbIM (B KOHEL,
oT4eTa), BCA MH(popMaumsa XpaHUTCA B €4MHOM OT4eTe.

OtyeT HasbiBaeTcsa «[levatHas dopma (apxus).pdf» n pgoctyneH m3 PKK gokymeHTa no KHonke
[MevaTb]:[MeyaTHasn ¢opma (apxuB)].

OTyeT gocTyneH ansa 4OKYMEHTOB B cTaTyce B 0esio unu B Apyrux crtaTycax, ecrnvm OKYMeHT Obin B
ctatyce B desno (ero BepHynu 13 onepaTtuBHOro apxuea).

Otuet «lNevyaTHasn dopma (apxmB)» coxpaHsieTcs B none Mcmopusi pabombl ¢ OOKyMeHMoM
(Bknagka KMcmopusi, 6nok [lMpedcmaeneHue Habopa cob6bimul). MNMone Ucmopussi pabombi ¢
OOKyMeHmMOoM [OCTYNHO BCEM MOMb30BaTENAM TONbKO HA YTEHMeE.

111.4.19.5. Bo3BpaT 4OKYMEHTOB M3 apxuBa

B Cwucteme peanu3oBaHa BO3MOXHOCTb BO3BpaTa [AOKYMEHTOB M3 cTaTyca B Oeso ana
npogonmkeHua paboTtbl ¢ AokymeHTOM. BoaBpaT n3 ctatyca B Oesio B cTtatyc 3apeaucmpupogaH MOXeT
BbINOMHUTL NONb30BaTeNb C ponbio Cmapwuli peaucmpamop.

[lna Bo3BpaTa AoOKymeHTa 13 gena B Cucteme BbIMOMHAKTCA Criegyolme gencTBus:
1. Cmapwul peeucmpamop OTKpblBaeT B pasaerne cucTemMbl APXMUB HYXXHbIN JOKYMEHT.

2. Cmapwul pesucmpamop BblOupaeT nepexon [BepHyTb u3 apxuBa] vwnv [BepHyTb Ha
ucnorsHeHue].
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3. Cmapwul pesucmpamop HaxumaeT kHornky [U3meHuTb ctatyc]:[BepHyTb M3 apxuBal.
[lokymeHT Bo3BpaLlaeTcs B ctaTyc 3apeaucmpuposaH.

111.4.19.6. Co3paHue cBsizen Mexay AOKYMeHTaMu

MmeeTcsi BO3MOXHOCTb CO30aHWS HOBbIX CBSI3eM Mexay AOKyMeHTamu u3 paboyen 6asbl u
AOKyMeHTamu B ctaTtyce B deso. Bce yxxe ycTaHOBMNEHHbIE CTapble CBA3W MeXAy AOKYMeHTaMu paboyen
6a3bl Nnpu nepesode ux B ctatyc B derso, octaoTcst paboToCnOCOOHbIMM.

111.4.20. YaaneHue oOKyMeHTa

B Cucteme peanusoBaHa BO3MOXHOCTb YAaneHUd KapTovek [JOKYMEHTOB B cTaTycax
YepHosukl Nodzomoeka. KapTouky OOKyMEHTa MOXeT yOoannTb aBTOp W HEKOTOPble  WHble
nonb3oBaTenu, B 3aBUCMMOCTM OT HACTPOEK.

,D,J'IFI yoaneHua KapToyYkn AOKyMeHTa B Cucteme BbINOMHAIOTCS cnepywume nencTens:
1. lMonb3oBaTernb OTKpbIBaeT HeO6XOﬂMMbIVI OOKYMEHT.

2. lMonb3oBaTtenb HaxumaeT kHonky [UA3meHuTb cTartycl:[Yaanutb B Kop3uHy] (nmbo
[YpanuTtb] B 3aBMCMMOCTM OT WIabnoHa JOKyMeHTa).

B pesynbTaTe BbINOMHEHHbIX AENCTBMIA KapTodyka MopydeHus nepexoaut B crtatyc Kop3uHa.
lanbHelllee wW3MeHeHMe cTaTyca YyOaneHHOro [OOKyMeHTa HeBO3MOXHO. ®DU3NYecKn [OOKYMEHT
He yaansieTcs ¢ cepsepa.

111.4.21. Co3paHune KapTOUYKM AOKYMEHTa Ha OCHOBE TeKyLen KapToO4Ku

[na cokpalleHnss BpemMeHM Ha co3gaHue OAHOTUMHBbIX KapTodek [okymeHTa B Cucteme
peanusoBaHa YHKUMS CO3[aHMS KaApTOYKM [OKYMEHTA Ha OCHOBE TeKylleh KapToudku. [aHHas

BO3MOXXHOCTb JOCTYMHa Mo HaxaTuto kHorku [Co3aaTh HOBYHO KapTOUYKY Ha OCHOBe AaHHOM]
M3 OCHOBHbIX LWAa6MnoHoB. M0 HaxaTui KHOMKU OTKPLIBAETCS aHanorMyHblii LWabnoH [OOKYMeHTa,
B KOTOPOM YacTb Mosel 3anofHeHa 3Ha4eHsIMM U3 KapTOYKU IOKYMEHTA.

[ns wabnoHa «Bxoasawmny 13 KapToukM JOKYMEHTA KONMPYKTCSA 3HAYEeHWUsI CreayoLnX Nonen:
— Omnpasumens;
—  HomxHocmb, ®UO nuya, nodnucaswe20 GOKYMEeHM,;
— Adpecam;
— Kamezopusi cpoyHocmu;
— XypHan peaucmpauyuu.

Ona wabnoHa «Ob6palleHne rpaxgaHvHa» U3 KapTOYKM [OOKYMEHTa KOMUPYKOTCA 3HaYeHus
cnenywoLwmx nonen:

— Homep ucxodswezo;
— [Oama dokymeHma;
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—  MWcmoyHuk nocmynneHus,

— @®opmam obpaweHus,

—  WUupopmauyus o 3asssumene (hamunus, umMsi, omyecmeo);
— [dononHumenbHbie ceedeHus,

— Tun ucmoyYyHuka;

— Kpamkoe codepxxaHue (HaumMeHoeaHue mekKcma).

Ona wabnoHoB «BHyTpeHHUN gokymeHT», «cxoasawmny, «OPLOy», «HIMA» 13 kKapTodkM 4OKyMeHTa
KOMMPYIOTCSA 3HAYEHNS CrieayoLmnx Nonen:

— Kamezopusi cpoyHocmu;
— Kpamkoe codepxxaHue (HaumeHoeaHue mekKcma).

O6paboTka KapTOYKW, CO34aHHOM C MNOMOLWbI OaHHOW YHKUMM, aHanormvyHa obpaboTke
CTaHOAPTHbIX KAPTOYEK.

111.4.22. JKcnopT KapToykn B Excel

B Cucteme peanusoBaHa (pyHKUMA SKCMOPTUPOBAHUSA MOMIEN KapTOYKM OOKYMEHTa B Tabnuuy
Excel.

,D,J'Iﬂ SKCNOPTUPOBaAHUA KapTO4YKN B Excel B Cncreme BbINOMHAKTCS cnepywume [_'l,eI7ICTBI/IFIZ

1. lNMonb3oBaTenb HaxumaeT KHOMKY [3KCI10pTVIpOBaTb coAepXxXnmMmoe KapTo4vyku B Ta6nuu,y

HLS
Excel] B KApTOYKe OOKyMeHTa.

2. Cunctema chopmupyeT TabnnyHbln JOKYMEHT dopmMaTta *.xIs, Kyda BbIrpy)KaeT Ha3BaHue nonen
KapToukm u ux cogepxmmoe. [IOKyMeHT [OCTyneH pAns npocMOoTpa, penakTMpoBaHus,
COXpaHeHus.

11.4.23. KonnpoBaHune BnoxeHun

B Cucteme peanusoBaHa yHKUNSA KONMMPOBAHWS BIOXEHUI U3 KApTOYKM LOKYMEHTa Ha pabouyto
cTaHumio. PyHKUMA OOCTynHa AN OOKYMEHTOB, CO3AaHHbIX No wabnoHam «Ucxogawmny, «OPO» un
«HIMA» HaumHasa co ctaTtyca Peaucmpayus.

[na konnpoBaHus BrioxeHuin B Cucteme BbINOSHAKOTCS Criegyowme eNCTBUS:
1. TlMonb3oBaTtenb HaxnmaeT KHOMKy [CkonupoBaTb BrOXeHUs] © B KApTOYKe JOKYMEHTa.
2. Cunctema otobpaxaeT nepeyeHb BOXEHUN KapTO4KH.

3. lNonb3oBaTenb OoTMEYaeT BROXEHUS, HEOOXOAMMblE ONA KOMMPOBAHUS U HaXMMaeT KHOMKY
[Bbirpy3utb]. B nosiBuBlwEMCA OKHe BbliOMpaeT OupeKTopuio Ha paboyen cTaHuum Ons
CoxpaHeHus canna.
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B pesynbTate BbINOMHEHHbLIX AencTBMA CucTeMa coxpaHaeT ykasaHHble daninbl B BblOpaHHOM
ONPEKTOpUN.

111.4.24. UcTopua paboTbl C ALOKYMEHTOM

B Cucteme peanusoBaHa (QyHKUMA 3anuMcu BcexX OeUCTBUK, MNPOU3BOAUMBIX C KapTOYKOW
AokymeHTta. [lenctBusi Bcex nonb3oBaTtenien, a Takke Cuctembl, NPOU3BOANMBIE C KapTO4KOW
OOKyMeHTa, OMKCMpPYIOTCA B KapTo4ke Ha Bknagke Mcmopus. Cnctema uKCcMpyeT Tpy Buga COObITUN:
co3daHne KapTO4kW, MU3BMEHEHME KapTOYKM, MPOCMOTP KapTOudkW. [ns Kaaoro BbINONMHEHHOro coObITUS
yKasblBaeTCcs AaTa U BpeMs BbINOMHEHNS onepauun, a Takke norb3oBaTterb, BbINOMHMBLUNA onepauuio.
B otgenbHom 651oke Takke mkcnpytoTcs 4encTeums, npomssogumble ¢ 3l

[11.4.25. PyYHKLMA neyvaTm

B Cucteme peanvsoBaHa BO3MOXHOCTb NeyaTu KapTouek OOKYMEHTOB MO 3apaHee 3adaHHbIM
wabnoHam. MNevyaTb BO3MOXHA M3 GOnbLUMHCTBA MUCMONb3yeMblX LWabnoHoB. epeyveHb AOCTYMHbIX
dopm Ans neyaTy 3aBUCUT OT LLIABIOHA JOKYMEHTA.

[na neyaTn nonb3oBaTenem B CUCTEME BbINOSHAOTCSA CrieayroLme AenNcTBUs:
1. lNonb3oBaTenb OTKPbIBAET KAPTOUKY JOKYMEHTa B OAHOM U3 yA0OHbIX NpeacTaBneHuiA.

2. [Monb3oBaTento OOCTYMNHbI OAHO WM HECKOSIbKO OEWCTBUMMA B 3aBUMCMMOCTM OT LwabnoHa
AOKyMeHTa:

— [Mevatb]:[MeyaTb KapTO4kM] — ucnonb3yeTcs A8 nedatn Tekywen Bknagku. [ocne
HaxaTusi KHOMKW B HOBOM OKHe Opaysepa oOTKpbiBaeTcs popma, B KOTOPOW YKasaHbl
3Ha4YeHWs nonemn BKNafKW, OTKPbITOM Monb3oBaTeneM B MOMEHT HaxaTusi kHonku. dopma
AOCTYMNHa Ang nevatu;

— [Mevartb]:[[MeyaTb perncTtpauMoHHOro wTamMnal — WcCNonb3yeTca Ans  neyatu
permctpaumoHHoro wrtamna. [locne Haxatus kHonku Cuctema oTobpaxaeT OKHO,
B KOTOPOM MOXHO BblOpaTh NOMOXeHWe perucTpauvoHHOro WwramMna u ganee pacnevyatatb
ero;

— [Mevartb]:[MeyaTHasn ¢opma Bxopswero] ([MevaTHasn c¢opma
Ucxopsawero]/ [MeuvatHas ¢opma BHyTpeHHero]/ [lleyaTtHaa dopma OO6paweHus
rpaxaaH]/ [MevyatHaa cdopma HIA]/ [MeyatHasa cdopma OPL]) — wcnonb3yetca ans
ne4yatM KapToOYKM B COOTBETCTBMM C 3apaHee onpegenieHHonW nedaTtHom opmon
OokymeHTa. [locne HaxkaTus KHOMKW oTKpbiBaeTcst dopma B opmare *.pdf;

— [Mevartb]:[MeyaTb pe3onouun] — wucnonb3lyeTcda ONS NeyaTM Cnucka pesonounin
Nno AOKYMeHTY. [locne HaxaTusi KHOMKU OTKpbIBaeTCcs JOKYMEHT B popmaTe *.pdf;

— [Mevatb]:[[eyaTb cBA3aHHbIX AOKYMEHTOB] — MCMOMb3yeTca ANs neyatu nepeyHs
AOKYMEHTOB, CBSi3aHHbIX C KapTO4YKOM TeKywero AokymeHTa. [locne HaxaTus KHOMKM
OTKpbIBaeTCs OKYMEHT B popmaTe *.pdf;

— [Nevatb]:[Pe3ontoumnn] — neyatHasa hopma TekyLlen pesontoumm. MNocne HaxaTusa KHOMKM
OTKpbIBaeTCHA AOKYMEHT B popmaTte *.pdf;
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[MeyaTtb]:[MeyaTb HOMepa U AaTbl perucTpaunmn] — UCNONb3yeTCa ANd nevyaTtv Homepa u
Aatbl perncTpaumMm gokymeHTa. [locne HaxaTusi KHOMKM OTKpbIBAaeTCA AOKYMEHT
B hopmaTe *.pdf;

[MeyaTHasa cdopma]:[OnepaTuBHana] — Mcnonb3yeTca Ans nedaTtn onepaTtMBHON POPMbI
KapTo4Ku;

[MevaTb]:[JlIuct cornacoBaHus] — ucnonb3yeTcsa Ans nedatm nmucta cornacoBaHud
AokymeHTta. [locne Haxatus kHorknm Cuctema oTobpaxkaeT OKHO, B KOTOPOM MOXXHO
BblOpaTb COPTMPOBKY BHYTPU §MCTa COrflacoBaHUA: MO AaTe CornacoBaHus wnu
no cornacyrLwmm n ganee HanevataTb NMUCT COrMacoBaHNUs;

[Meyatb]:[CBOAKa nNo npoeKTy] — mcnomnb3yeTcsa Afs nevatM CBOOKWM MO LOKYMEHTY.
lMocne HaxaTusa KHOMKM OTKpblBaeTCst 4OKYyMeHT B oopmaTe *.pdf. B CBoake oTobpaxaeTcs
WHOpMaLMS O COrnacyrLWmx MHCTaAHUMAX (B TOM Yuche MOoAnuMcaHTax), O MPUHATLIX
PELLEHNSAX, KOMMEHTapusix, cpokax W pJaTtax npuvHATUA peweHui. [octynHa Aans
OOKYMEHTOB, co3aaHHbix no wabnoHam «HIMA» n «OPL». KHonka [CBogka] gocTynHa
Tavke B APM PykoBoautens npu  NOCTynneHWn  OoKymeHTa  Pykosodumernto
Ha cornacoBaHue Unu Ha Noanuch;

[MevaTb]:[Me4yaTb HOMepa 1 AaTbl peructTpaumm] — ncnorb3yeTcs Anga nedaTn Homepa n
AaTtbl perncTpaumm ucxogdwiero [okymeHta. [locne HaxaTuss KHOMKWM OTKpblBaeTcs
OOKyMeHT B chopmare *.pdf.

[11.5.PaboTta co CNMCKOM KapTo4ek

B npeacraBneHnax CuUcTeMbl OTOGPaXXalOTCA CMUCKA KAapTOYeK B 3aBUCMMOCTM OT nMpaB AocTyna
nonb3oBaTens Kk gokymeHTam. B Cucteme peanvsoBaHbl CrieaytoLimMe BO3MOXHOCTU paboTbl CO CUCKOM
KapTo4ek:

.5.1.

W

BO3MOXXHOCTb 3KCMopTa crnmcka kapTtodek B Excel;
BO3MOXXHOCTb BbIBOAA Ha NeYyaTb CNUCKa KapTOYeEK;

BO3MOXXHOCTb OOHOBIEHMS crMcKa yBeaomMneHn (no cebinke OGHOBUTL CNUCOK).

AKCNopT cnucka Kkaptoyvek B Excel

OKcnopT cnucka kapTodek B Excel gocTtyneH ua noboro npeacrasneHus.

[na akcnopTMpoBaHusa cnucka kapToyek B Excel B Cucteme BbINONHAOTCS creayolime AeNCTBUS:

1. lMNonb3oBaTenb HaxuMmaeT KHOMKy [dkcnopTupoBaTb CNUCOK Kapto4vek B Excel]
B BblIOpaHHOM NpeAcTaBneHun.

2. Cuctema dopmupyeT TabnuuHbIi OOKYMEHT dopmata *.csv, Kyaa BbIrpy)KaeT OCHOBHblE
napameTpbl KAPTOYEK JOKYMEHTOB BblIOpaHHOWM CTpaHuLbl NpeacTaBneHus. JJokyMeHT JoCTyneH
[Ns IPOCMOTPA, PeAAKTUPOBAHNS, COXPaHEHWSI.

NOTHKA
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111.5.2. MeyaTb cnUcKa KapTo4ek

MeyaTb cnncka kapTovek 4OCTYNHa M3 Ntoboro NpeacTaBneHus.

,D,J'IFI SKCNOpPTUPOBaHUA CNCKa KapTO4EK B Excel B Cucteme BbINOMHSAOTCSA cnepywune nencTens:

1. MNonb3oBaTenb HaxuMmaeT KHOMKY [Hane4yaTtaTb cnMCOK KapToudek] B BblOpaHHOM
npeacTaBreHun.

2. Cuncrtema OTKpbIBaeT B HOBOM OKHe Gpay3epa opmy, B KOTOPOM yKasaHbl 3HaYEHUS OCHOBHbIX
napameTpoB KapTo4eK LOKYMEHTOB BbiOpaHHOM CTpaHuubl npeactaBneHnsa. dopma gocTynHa
ansa nevatu.

[11.6. DYyHKUMA aenerMpoBaHUsA NOJTHOMOYUMN

B Cucteme peanusoBaHa BO3MOXHOCTb AenernpoBatb nonHomouuns B APM Pykoeogutens v B
OcHoBHOM mHTepdpence. PyHKLMA OenernpoBaHns nNpegHasHadeHa Ana nepegady npas Ha paboTy ¢
pokymeHTamm B CO3L oT oaHOro nomnb3oBaTens ApyromMy Ha onpegeneHHoe Bpemsi. DyHKUms
gernervpoBaHuss obecneunBaeT BO3MOXHOCTb 3aMELLEHNA OAHOroO COTPyAHMKA APYrMM Ha BpeMms
OTNycKa, B cny4yae yBOSIbHEHUS.

,D,enerMpOBaHme NONHOMOYMI ocywlecTBndaeTcd no crneayowmnm npasunam:

— rnomnb3oBaTeflb CaMOCTOSATENbHO MOXEeT [enerposatb CBOW MOMHOMOYMSA COTPYOHMKaM
CBOEro rnoapasaeneHus;

—  Pykosodumenb noapasneneHns MoXXeT Ha3HauuTb AenernpoBaHme NosIHOMOYNUIA OT CBOEro
MMEHWN, OT MMEHW COTPYAHMKOB CBOEro noapasferieHns Apyrum CoTpyAHWKam CBOEro
noapasaeneHus;

— nonb3oBaTesb C Ponbio AOMUHUCMPAMOopP MOXET Ha3Ha4yaTb AenernpoBaHme NMosTHOMOYMIA
no6omy nonb3oBatento Cuctemsl.

Monb3oBatens CuUCTEMbl MOXET CaMOCTOSITENIbHO OCYLLEeCTBUTL AenernpoBaHme CoBCTBEHHbIX
nofnHomMo4Yun apyromy nonb3osaTtento Cuctembl. B pesynbrate COTPyAHMK, KOTOPOMY AenernpoBanu
nonHomouus, 6ygeT nonyvatb YBEAOMSIEHWS COTPYAHWKA, YbW 0OA3aHHOCTUM OH WCMNOMHSET
3a ykasaHHblin nepuod. Cam CcOTpygoHUK, AenernposaBLUMiA  MOMHOMOYMUA, MpoAOIDKaeT nony4vaTb
yBegomneHus B JInunbin Kabunet n B APM PykoBoautens n moxet paboTtatb C JOKYMEHTaMu, Kak u
npexage.

[enernpoBaHne NosTHOMOYMIA 3aBepLUaeTCsa MO OKOHYaHWUM nepuoga nepegadn yHKLMOHANbHbIX
06sa3aHHOCTEN NMMBO Npy NpekpaLleHn camnum nosib3oBaTenem, HasHaunBLLMM OeNnerMpoBaHue.

Cuctema npegocTtaBnseT BO3MOXHOCTb [AenerMpoBaHus MOSIHOMOYUA OOHOMY W TOMY Xe
nonb3oBatento Cuctembl OT pasHblX Monb3oBaTternen (To eCTb O4HO NULUO BbICTyrnaeT AOBEpPEHHbIM
Y HECKOIbKUX NnnL).

Cuctema obecneunBaetT oTOOpaxeHne WHpoOpmaLMM B KapToykax OOKYMEHTOB O TOM, KTO
Ha camoM fene ucnonHan onepauun B Cucteme (Hanpumep, B Criydae COrflacoBaHMs Ha BKNagke
CoenacosaHue 3anonHsieTcsa none ®akmuyeckulii coenacyrowul).
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[1.6.1. HdenernpoBaHue NOMIHOMOYUIN APYroMy Nosib3oBaTento

[ns genernpoBaHus nonHoMmounii B CUCTEME BbINOSHAKTCH creayolimne AeNcTBus:

1. MNonb3oBaTens B pasgene cuctembl JIMYHBIN KabOuMHeT BLIOMpaeT npeacTaBneHne
OdenermpoBaHne NOHOMOUYUN.

2. [Monb3oBaTenb HaXXUMaeT KHoMNKy [[lo6aBuTb].

3. Cuctema oTkpbiBaeT opmy HasHayeHme generara, rae 4518 3anosiHeHus JOCTYMHbI NOSs:
— Komy — none ans Boibopa PNO genermpyeMoro coTpyaHuKa 13 BbinagatoLlero Crnmcka;
— HayvuHas ¢ — none gns ykasaHus gathl Ha4ana generMpoBaHus NONTHOMOYNNA,
— 3akaH4ueasi — none Onsl ykasaHus gaTtbl OKOHYaHWS OefernpoBaHns NOMHOMOYMINA.

4. Monb3oBaTenb HaxxMMaeT KHonky [CoxpaHuUTb].

B pesynbtarte BbIMNOJTHEHHbIX OencTBnmn B npeacraBneHnn OenernposaHune
nonHomouuw/ flenermpoBaHHble _MHOM MOSIBUTCSA HOBasi 3anucb C AdaHHbIMK  00OaBrEHHOro
AenernpoBaHnsi. 3annucb CoOAepXMT MHAOPMaLMIO O TOM, KTO AenernpoBarn, KoMy Aenernposar, CPok
aenernposaHusi. B cnyvyae HeobxooMMOCTM AenerMpoBaHMe MOXHO OTPeAakTUPOBaTb, HaXaB KHOMKY
[PepakTnpoBaTb] nnv yaanutb, HaXxaB COOTBETCTBYHOLLME KHOMKMW.

Monb3oBaTento, kKoTopoMy Obinv AenerMpoBaHbl NONIHOMOYMS, B npeacTaeneHne MoctynuBluive
pasgena cuctembl JIMYHbIN KAaBUHET NoCTyNUT yBeAOMIIEHME O AeNernpoBaHn NOSTHOMOYUIA.

[na genernposanus nonHomoumii B APM PykoBoanTens BbINOMHAKTCA creayowmne oencTBus:

1. Pykoesodumesis OTKpblBaeT nognanky MHdenernpoBaHHble MHOW nanku HdenernpoBaHue
(pa3gen_ JIM4HbIN KOHTPONb).

2. Pykosodumerib HOXUMAaET KHOMKY [[lo6aBnUTb generupoBaHue].

3. Cucrema OTKpbIBaeT (bopMy HasHauyeHue generaTta, roe ans 3anosiHeHus OOCTYNHbI NoNA:

— Komy — none ana seibopa PO genermpyemoro COTpyaHUKa U3 BbinagatoLwero Crnmcka;
— HayuHasi ¢ — none ang ykasaHua Aatbl HaYana genermpoBaHus NOMHOMOYNIA;
— 3akaH4yueasi — none ns ykasaHusa gaTtbl OKOHYaHMA genernpoBaHns NosTHOMOYMN.

4. Monb3oBaTenb HaxxMMaeT kKHonky [CoxpaHuTb].

B pesynbTaTe BbIMNOSTHEHHbIX AencTeni B npeacTaBneHnn DenernpoBaHune
nonHomouun/ flenerMpoBaHHble MHOM MOSIBATCA HOBas 3anMCb C AaHHbIMM - Ao6aBneHHoro
AenernpoBaHus. 3annucb COAepXUT MHOPMaLMIO O TOM, KTO Aernernposari, KoMy Aenernposarsn, CpoK
aenermpoBaHud. B cnydae HeoGxoaMMOCTV OenerMpoBaHue MOXHO OTPedaKTMPOBaTb, HaXKaB KHOMKY
[PepakTupoBaTtb] v yaanuTb, HaXXaB COOTBETCTBYIOLLME KHOMKW.

MNMonb3oBaTento, koTopoMy 6binn AenerMpoBaHbl NONHOMOYMSA, B nNpeacTasneHne MocTtynueluve
pasgena cuctemsl JIMYHbIA KABUHET NOCTYNUT yBEAOMIEHNE O AererMpoBaHUn NOMHOMOYUNA.
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[11.6.2. YBenomneHue o genermpoBaHuUu NOJIHOMO4YMHU

MNMocne cos3gaHus HoBoro JdenervpoBaHus B Cucteme  copmupyeTcs  yBedoOMIeHue
0 AenerMpoBaHuK Npae Ans nonb3oBaTtens, KOTOpoMy AenernpoBany npasa.

[na oTmeTkM hakTa O3HAKOMMEHUS C yBeOOMIeHWeM O penermposaHuvM npae B Cucteme
BbINOMHAOTCSA crieayloLme OefCcTBUS:

1. MNonb3oBaTens B pasgene cuctembl JIMYHBIN KaOuMHeT BbIOMpaeT npeacTaBneHune
MocTynuBLiune.

2. MNonb3oBaTenb OTKPbIBAET YBEAOMIIEHME O [AenervpoBaHun npae. B yBegomneHum
yKasblBaeTCsl OT KOro AenervpytoTcs npaea, KoMy AenermpyoTcsl U CPOK AenerMpoBaHus.

3. [na osHakoMneHust ¢ yBedoMIeHMe nosb3oBaTtenb HaXxumaeT KHOMky [U3meHuTb crtaTyc):
[O3Hakomuncs].

11.6.3. Pa6ota B Cucteme oT UMeHU apyroro nonb3oBartens

3anMcb O [JenervpoBaHMM MOMb30BaTENO MOMHOMOYMIA OTOGpaxaeTcsa B NpeacTaBneHum
OenerupoBanue nonHomouun/ flenermpoBaHHble MHe. [lonb3oBaTento, KOTOPOMY AenerMpoBanu
NONHOMOYMS, NOCTynaeT yBeaomreHne B npeactasneHve MNoctynuBliuve pasgena JIMUHbIA KabUHeT.
B yBegomneHun o genervpoBaHUM ykasaHo, KTO AenervpoBasn MOSIHOMOYMSI, KOMY W Ha KakoW CPOK.
[na o3HaKoMneHnss ¢ YyBeOOMIIEHMEM MOMb3oBaTeNb HaxumaeT kHonKy [M3meHuTb cTaTtyc]:

[O3Hakomuncs].

Ona Toro 4ytobbl B CucteMe HavaTb paboTy 3a cOTpyaHWKa, OenervpoBaBLUEro MofHOMOYMS,
nonb3oBaTtento Heobxoaumon 3anTn B Cuctemy nog CBOMM FIOMTMHOM U NapofieM U B NMpaBoOM BEepXHEM
yrny rNaBHOrO OKHa BbIOpaTb Monb3oBaTens, OT UMEHU KOTOPOro HeoOXOAMMO BbIMOMHUTL PaboTy.
Cuctema oT06pasut B JIMMHOM KabuHeTe Bce YBEAOMIIEHUS, [OCTYMHblE MOMb30BaTENto,
AenernposasLLeMy MOSTHOMOYUS.

11.6.4. 3aBepLueHue generupoBaHus NOJTHOMOYUN

B Cucreme peann3oBaHbl JBE BO3MOXHOCTU 3aBEPLLUNTb AenernposaHne NOSTHOMOYUIA:

1. Hactynun cpok 3aBeplleHuWs AenervMpoBaHus, ykasaHHbli B none 3akaH4yueasi (HOpMbl
HasHa4yeHue generara.

2. lNonb3oBaTtenb, [OenerMpoBaBLUMA  MOSMIHOMOYMS, MOXET CaMOCTOSATENbHO 3aBEepLUUTb
AenerMpoBaHve OO0 WCTeYeHMsi Cpoka, YyAanvB [AdaHHble [enermpoBaHusi, HaXaB KHOMKY
[YaanuTb] B COOTBETCTBYIOLLEN CTpOKe npeacTaBneHns OenernpoBaHue
nonHomouun/ flenernpoBaHHble MHOM pa3aena cuctembl JINUHbIN KaOUHeT.

B pesynbTaTe nonb3oBaTtenb, KOTOPOMY ObiNM AenerMpoBaHbl NOMHOMOYUA GOmblue HE CMOXET
BbINOMHATL 3a4a4v Nosfib3oBaTensi, AeNerMpoBaBLLErO eMy MOSTHOMOYUS.

[11.7.Monb3oBaTeIbCKMEe HaCTPOMKHU
B Cucteme nonb3oBaTtesib MMEET BO3MOXHOCTb MPOCMOTPETL AaHHbIE CBOEro npoduns a Takke
BHECTUN HEKOTOPble N3SMEHEHUA.
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MpocmoTp npocuna nonb3oBaTtens AOCTYNeH B npeacTaBneHun HacTpowku pasgena cuctembl
NnyHbIN KabuHeT. B npodmne Ha Bknagke [Ipocmomp rpoghusisi 0TobpaXKaloTCs: Nonb30oBaTENbCKOE
NUMS, ONEKTPOHHLIN agpec, nMs, bamunmns.

lMonb3oBaTenlb WMMEET BO3MOXHOCTb BHECTU W3MEHEeHUss B CBOWM I'IpO(bVIJ'Ib Ha BKnaake
PedakmuposaHue npoghusis. Bo nsdexaHne seoaa HEKOPPEKTHbLIX AaHHbIX HE peKoOMeHOyeTCA BHOCUTb
NM3MEHEHMs B Nonga Ha JaHHOW BKNaake.

.7.1. HacTpounka yBegomneHnmn, npuxoaawmx Ha noyuTty
,D,J'IH HaCTp0I7IKVI yBe/_'l,OMJ'IeHI/IVI, nocTtynarowmx Ha ONEKTPOHHYHO Nno4YTy nNoJib3oBaTend
Npwn HaACTYNfEHNN onpeaeneHHOro codbiTUs!, BbIMOMHSATCA crneaylouwmne OENCTBUS:

1. B pasgene cuctembl JIM4HbIA KabuHeT nonb3oBaTenb nepexoant B MpeAcTaBreHune
Hactpounku.YBefOMEHUA.

2. [llonb3oBaTtenb HaxxumaeT KHoMNKy [PeaakTupoBaThb].

3. OTmeyaeT hnaxkoM HeobXxoaMMble cOBbITUS, NPU HACTYNIEeHUU KOTOPbIX OOIMKHbI NPUXOAUTb
yBEOMIEHUS.

4, 3agaeT u4ucno AHenm Ans  Hadvana npenynpexgeHna O Cpoke WCMNOJTHEHNA MNopydYeHusa
B COOTBETCTBYHOLLEM NONe.

5. HaxumaeT kHomKy [3akpbITb] 1 NoaTBEPXKOAET COXPAHEHNE N3MEHEHUA.

.7.2. CmeHa napons

B Cucteme peanusoBaHa BO3MOXXHOCTb CMEHbI MOMNb3oBaTenemM CBoero nuyHoro napons. Mepen
Hayanom paboTbl ¢ CUCTEMON agMMHUCTPATOP BblAAeT Nonb3oBaTento NOMMH U CTaHOapPTHLIN Naporb.
Monb3oBaTernb MOXeT caMm, 6e3 y4acTvs agMUHUCTPaTopa, U3MEHUTb NUYHBIVA Naporb.

[ns cmeHbl naponga nonb3oBaTenem B Cucteme BbINOMHAKTCA criegyolime oencTaus:
Monb3oBaTenb OTKpbIBaEeT NpeactasneHne HacTpomnku pasgena cucremol JINYHbIN KaOUHeT.
1. Cwucrtema oTobGpaxkaeT napaMeTpbl TEKyLLEro Npodunsa nonb3oBaTens.

2. [lNonb3oBaTenb nepexoouT Ha BkNagky PedakmuposaHue npourisi N HaXMMaeT CCbISKy
CMeHUTb naponb.

3. lNonb3oBatenb B dopme AN CMeHbl Napons BBOAWUT TEKYLUA Napofib M HOBbIM Napofb.
Maponb MOXeT cofepXaTb CTPOYHble NaTUHCKMe BykBbl, UMMPLI, TOYKK. [laponb He AormKeH
6bITb KOPOYE LIECTM CUMBOMOB.

4. Tlonb3oBaTenb HaxxumMaeT KHonKy [[a] Ans coXxpaHeHUs BHECEHHbIX U3BMEHEHWUNA.

B pesynbTate BbIMNOMHEHHbIX AEWCTBUMMA Yy MOMb30BaTeNs W3MEHUTCS Naponb Ans BxoAa
B Cuctewmy.

1.7.3. M3meHeHMe 3neKTPOHHOro agpeca
B Cucrteme peann3oBaHa BO3MOXHOCTb W3MEHUTb SJ'IeKTp0HHbIl7I agpec nosnb3oBaTesd,
Ha KOTOprI7I NnocTynaroT yBeadOMJIEHNA.
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[Ona cMmeHbl 3NeKTPOHHOro agpeca nonb3oBaTenem B CucTeMe BbINOMHAKTCA criegylowue
JencTeus:

Monb3oBaTenb OTKpbIBAET NpeacTaBneHe HacTpouku pasaena cuctemsl JIMYHbIA KaGUHeT.
1. Cuctema oTobpaxaeT napameTpbl TeKyLEero npodunsi nonb3oBaTensi.

2. [lNonb3oBaTenb nepexoguT Ha BKNagky PedakmuposaHue npogursi N HaXMMaeT CCbIKy
[MoMeHATb 3NEeKTPOHHbLIN agpec.

3. [lNonb3oBatens B hopme ANd U3MEHEHUSI ANEKTPOHHOro agpeca BBOAWUT TEKyLLMA Naposb w
HOBbI 3NEKTPOHHbLIN agpec.

4. Tllonb3oBaTtesflb HAXNUMaeT KHOMKY [ﬂa] AnAa COXpaHeHUA BHECEHHbIX N3MEHEHWN.

B pesynbTaTte BbIMNOMHEHHLIX AEACTBUIA Y NONb30BaTeENs] U3BMEHUTCS ANEKTPOHHBIA agpec.

[11.8. PyHKUMA dopMUpPOBaHUA OTYETOB

B Cucrteme peanusoBaHa BO3MOXHOCTb (bopMuMpoBaTb HEOOXOAMMbIE YyrpaBfeHYeckne OTYETHI,
aHanUTUYeckylo  MHopmaumMio 0  OOKyMeHToobopoTe  opraHuMsauuu, a Takke  OT4yeThbl
no ucnonHutensckon aucuunnuHe B OcHOBHOM MHTepdence. B APM PykoBoautens dopmupytotcs
OTYETbI MO KOHTPOSIHO UCMONHEHUSA JOKYMEHTOB U NOPYYEHUNA.

[1.8.1. dopmupoBaHue otyetoB B OCHOBHOM UHTepdence

dopmupoBaHune otyeToB B OCHOBHOM MHTepdbeiice Npon3sBoanTcs B pasgene cucteMbl OT4yeTsbl.
OT4eTbl chOPMMPOBaHbI MO CrieayLWUM rpynnam:

— Otyetbl no OPA. B npeacraBsneHun hopmumpytoTcs cneayowme Buabl OTY4ETOB:

e [lepeyeHb 3aperncTpupoBaHHbIX JOKYMEHTOB;
e OTyeT NO NPUHATLIM NPUKa3aMm;
e CnpaBka 0 BbIMycke pacnopsanTesibHbIX JOKYMEHTOB;
e WHdopmauma o xoge cornacoBaHns NpPoOeKToB.
— Ortyetbl OI'. B npeactaBneHnn hopmMmpyoTca creayrowme Buabl OTYETOB:
¢ OrTyeT N0 TMNOBOMY KnaccudumkaTopy obpalleHnn rpaxaaH;

e OT4yeT NO pfaHHbLIM O BOMpOcax, coaepXawuxcs B obpalleHusx W pesynbTaTax
NX PaCCMOTPEHUS;

e KBapTanbHbIin OTYET Mo obpalleHnaM rpaxaaH;

e CBogaka no obpaweHnsam (exxeHeaenbHas);

e OTyeT 0 KONMYecTBE NOCTYNUBLUNX OBpaLLeHnN;

e Ortyet B AamunHuctpaumio MNMpesmaeHTta PO (gencteyet ¢ 2014r.);
e OTtyeT No obpalleHnsM rpaxkgaH 3a Mecsil;

o OtyeT B AgmuHucTpaumio MNMpesngenta PO (gencteyet o 2014r.);
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e PeecTtp noctynueLLnX obpaLleHnn rpaxaaH;
e OT4YeT N0 KOHTPOSO CPOKOB MCNONHEHNA OBpalleHnn rpaxkaaH;
e OrtyeT 0 cnncke obpalleHnin, OTBET Ha KOTOpble AaH C HapyLUEHNEM CPOKOB;
e OrtyeT no obpaLleHnam rpaxxagaH 3a rog;
¢ CnpaBka 0 NOCTYNMBLUNX OOpaLLEHUAX rpaXkaaH.
— Peectpbl. B npeacraBneHmn hopmmpytoTca cnegyroLimne Buabl OTHETOB:
e PeecTp BXOOALWNX OOKYMEHTOB;
e PeecTp McxogsaLmx JOKYMEHTOB;
e PeecTp BHYTPEHHMX LOKYMEHTOB;
e Paccbinka no AOKYMEHTY;
e (CBeaeHusi 0 JOKyMEHTOOBOopOTE;
e OTt4yeT N0 JOKYMEHTOOBOPOTY;
e PeecTp no ncxogawmm nucbmam no cnocody oTnpasku.

— OTYeTbl N0 MCNONHUTENbLCKOW AucuunnuvHe. B npeagctaBneHnn opmmpytoTcs cneayrowime
BUAbl OTYETOB:

e AHanus paboTbl N0 KOPPECNOHAEHTaM;

e AHanus paboTbl No NogpasAeneHNsiM-UCNONTHUTENAM;

e OT4YeT NO KOHTPOK CPOKOB MCMOJTHEHUS KOHTPOSIbHbIX JOKYMEHTOB;
e (CBoaka 06 NCNONMHEHUN JOKYMEHTOB;

e HanomuHaHue o NPUBNMKEHUN CPOKOB MCMOSTHEHUSI MOPYYEHWIA;

e CrnipaBka Nno UCMOSTHEHWIO KOHTPOJTbHBLIX JOKYMEHTOB;

e HeuncnonHeHHble KOHTPOSbHbLIE MOPYYEHUS;

e AHanus paboTbl No BUAAM AOKYMEHTOB;

¢ CnpaBka-HanomuHaHue o6 UCNONHEHWUM NOPYYEHUN;

e  OTYeT N0 KOHTPOSO UCMOSTHEHUS MOPYYEHWIA.

— [Opyrue otyeThl: [okaszatenu geaTenbHOCTU noapasneneHus.

Kaxxgas rpynna otyeToB pacnonaraeTcs B 04HOMMEHHOM NpeacTaBreHuu.
[na nogrotoBkn otyeToB B CMCTEME BbIMOMHSAKTCA Crieayolmne JeNCTBUS:

1. MNonb3oBaTens B pasgene cucteMbl OT4YeTbl BbiOMpaeT HeoOXOAMMYK Tpynny OT4YEeTOB
(Hanpumep, OTYETbI MO UCNOMHUTENBCKOW AUCLUNINHE).

2. lMonb3oBaTenb BbIOMpaeT BUA OTYETa B UMEIOLLEMCS CMUCKE.
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3. Monb3oBaTtenb 3anonHseT HeobXxoaMMble MapaMeTpbl AN NOCTPoeHust oTyeTa (BblGop
3Ha4YeHun U3 CNpaBOYHUKOB, BbIGOP AaTbl U3 KaneHaaps, ycTaHoBKa (ONaXKKoB).

4. [ns dopmMmnpoBaHus oTYeTa NoNnb3oBaTeNb HaxkuMaeT kHonky [CcopmupoBaTtb oT4eT].

B pesynbTaTe BbINOMHEHHbIX AenctBun Cuctema cdopmupyeT oOT4eT No  3apaHee
yCTaHOBIEHHOMY wWabnoHy B copmaTte *.pdf. OTyeT AoCTyneH Ansi NPpocMoTpa, neyaTu, COXpaHeHUs
Ha pabo4yto CTaHUMIO.

111.8.2. PopmupoBaHue otyetoB B APM

[na nogrotoBkn otyeToB B APM PykoBoguTens BbINONHANTCA cnegylowme AencTBng:
1. Pykoeodumenb oTkpbIBaeT nanky OT4eThbl.
2. BriGupaeT HeoGxoanmbIn Bug otdeTa. JoCTynHblI OTYEThI:

— OTYET MO KOHTPOSIHO CPOKOB UCMONHEHNS KOHTPOMBbHbIX JOKYMEHTOB;

— OTYET MO KOHTPOJTK UCMONHEHNSA MOPYYEHWIA.

3. Pykogeodumernb 3anonHseT HeobxoanMmble nNapameTpbl Afisi NOCTPOeHMst oTdeTa (BblIGop
3Ha4YeHUN N3 CNPaBOYHMKOB, BbIOOP AaTbl M3 KaneHaaps, ycTaHoBKa hnaxKoB).

4. [na dopmupoBaHusa otyeTa Pykogodumesib HaxnmaeT KHoMKy [CdopmMupoBaTh oTyeT].

B pesynbTate BbINOMHEHHbIX genctBun Cuctema cdopmMupyeT OT4eT Mo 3apaHee
yCTaHOBMNEHHOMY LWabnoHy B dopmate *.pdf. OT4yeT gocTyneH And nNpocMoTpa, neyaTn, COXpaHEeHWs
Ha pabo4yto cTaHUuIo.

[11.9. PyHKUMA noucka
B Cucteme peanusoBaHa ¢yHKUMA MoucKa, NpPegocTaBnslowas BO3MOXHOCTA  MOucKa
Nno AOKyMeHTaM, 3aaHnA HECKOJTbKUX KPUTEPUEB NMOUCKA, COXpaHEeHUA 3anpoCoB.

lMonb3oBaTernb, Haxo4sCcb B OO4HOM U3 pa3denoB, MMEeT BO3MOXHOCTL NMPOn3BOAMTbL NMOUCK cpeaun
OOCTYMHbIX eMy OOKYMEHTOB 3TOro pasgenia (Kak CTaHOapTHbIM, Tak U paclumpeHHbi). B pasgenax
cuctembl KabuHeT nomMmowHuKa 1 JIMYHbIN KABMHET C NMOMOLLbIO PaCLUMPEHHOTO NMOMCKa Nosib3oBaTenb
MOXeT MPOU3BOANTb MOUCK MO HECKONbKMM Tunam AOKymeHToB. B pasgene cuctembl CnpaBOYHUKM
BO3MOXEH MOWCK Cpefu KapToyek, COo3haHHbIX MO onpegerneHHomy wabnoHy. lMouck peanv3oBaH
ana APM Pykosogutensa n ans OCHOBHOro nHtepdetrica.

B Cucteme peanv3oBaHbl cnegytowne BUabl NoMckKa:
— CTaHZapTHbIA NOUCK — NPOCTOM NMOUCK NO BBEAEHHOMY 3HAYEHWIO;

— pacLUMpeHHbIN NOUCK — NOUCK MO HAabopy PEKBU3NTOB.

[1.9.1. CtaHpapTHbIM nonck B OCHOBHOM UHTepdence

Ona crangaptHoro noucka B OCHOBHOM MHTepdence MCrorib3yeTcs CTpoka noucka B BepXHeWn
YacTu npeacTaBreHNN.
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[na BbINOMHEHUA CcTaHOAapTHOrO MoUCKa MOMb3oBaTesio Nofb3oBaTernlb BBOAUT B CTPOKY ANS
rMoncka 3HavyeHue TEKCTOBOro Moris U3 KapTOYKW, pacrofioXeHHOW B TeKyweM pasgernie, U Haxumaet
KHonky [Mowuck].

B pesynbTaTe BbINOMHEHHbIX AencTBun Cuctema oTo6pasvMT CNMCOK AOKYMEHTOB pasgena,
B KOTOpPbIX MMeeTCa yKasaHHoe 3HayeHuwe. [lonb3oBaTento [[OCTyNHa ccblika BepHyTbes
K NepBOHaYanbLHOMY BUAy pasgena Ans nepexoda B nepBoHavanbHoe npeacTaBrneHne.

111.9.2. PacwupeHHbIn nouck B OCHOBHOM UHTepcence

[lna nepexona B pexuM paclmpeHHoro noncka B OCHOBHOM MHTepdeince UCronb3yeTcsl cebika
PacLuMpeHHbIN NOUCK, pacnosioXXeHHasi o CTPOKOM 06bIYHOMO Noucka B NPeAcTaBneHun.

[ns 3apaHus KpuTepueB rnoucka npeaycMoTpeHbl 6a3oBble (OCHOBHbIE) MapameTpbl Ans BCeX
pas3genoB M yHUKanbHble ANns kaxagoro pasgena. OCHOBHble napaMeTpbl Noucka npeacTaBnsaT cobon
Habop cnegyroLmnx Nonemn:

— [arta co3faHus;

—  perucTpauuoHHbIN HOMEp;
— [arta perucrpauuu;

— KaTeropus Cpo4HOCTH;

— BWO AOKYMEHTa,

- cTartyc.

MpeoycmoTpeHa BO3MOXHOCTb YKa3aHUs HECKOMbKUX KputepmeB oTbopa, BCe OHWM CyMMUPYIOTCH
Kak nornyeckoe «W».

,D,J'IFI BbIMNOJTHEHNA paCLLUNPEeHHOro Noncka B Cucteme BbINOMHAITCS cnepywumne nencTens:

1. Monb3oBaTenb B Tpebyemom pasgene B nOOM npeactaBneHUM HaXKMMaeT CCbISKy
PaclumpeHHbIN NOUCK.

2. Cuctema oTkpbiBaeT dopMy Ansd Bblibopa pPekBU3MTOB noucka. B 3aronoBke dopmbl
pacLUMpeHHOoro noucka otobpaxaerca TMn AOKYMeEHTa, N0 KOTopoMy ByaeT nponsBOANTBCS NOUCK
(cooTBETCTBYET HAMMEHOBAHUIO TEKYLLEro hyHKLMOHanbHOro pasgena). Nonb3oBaTtento OCTYMNHbI
crneayoLme BO3MOXHOCTH:

NPoBeCTN NOUCK, HaxaB KHorKy [Mouck];

BEPHYTbCS B NPeACTaBrieHne, HaxaB CCbINIKy BbIMTU U3 pexxunma noucka;

O4YNCTUTbL BCE 3HaY€HWUA, YyKa3aHHble B MNOJNIAX, HaXaB CCbIJIKY OuuCTUTL _KpuUTepumn

MOMUCKA;
3. Nonb3oBaTenb BBOAUT 3HA4YeHMe B Heobxoanmble Nosnis.
4. Monb3oBaTenb HaxxmmaeT kHonky [Mouck].

B pesynbtaTte BbINOMHEHHbIX AeWcTBMI Cuctema oTobOpasvMT CNMCOK [OKYMEHTOB pasaena,
COOTBETCTBYHOLLMIA 3a4aHHbIM KPUTEPUSIM, B TOM Xe OKHe nop obnacTblo 3agaHus kputepues oTbopa.
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CnnCcoK HangeHHbIX B COOTBETCTBMM C 3arnpoCOM AOKYMEHTOB MOXET ObITb pacnevataH Unmn cCoxpaHeH
B hopmaTe *.xls.

B pasgene cuctembl CnpaBOYHMKM Mpu nepexode Mo ccbiike PacliMpeHHbIW NouckK
oTobpaxaeTcss nepeveHb wWabnoHoB CwucTtembl. [na OCywWwecTBNEHWss noucka cpeau KapTouek,
CO3[aHHbIX NO KOHKPETHbIM WwabnoHam, nonb3oBaTento ycTaHaBnNMBaeT dnar psgoM ¢ Heobxoanmbiv
WwabnoHoM, BBOAMT KpUTEpU nomcka B CTPOKY MOMCKa (Hanpumep, Ha3BaHME KapTO4vku) U HaxumaeT
kHonky [Mouck]. B pesynbtate Cuctema oToOpaxaeT mnepeyeHb KapTo4yek, COOTBETCTBYHOLLMX
KpUTepmnsam noucka.

11.9.2.1. NMouck no Bcen 6ase/cpean AOKYMEHTOB npeacTaBreHus

Bo Bcex npegcraBneHnsix pasgena cucteMbl CnpaBoOYHUKK MOCHe CTPOKU CTaHOAPTHOrO noucka
oTobpakaeTcs Yekbokc «lMounck no Bcer 6azey.

I'IpM BBOAE 3HA4YeHNA B CTPOKY NOUCKA N yCTaHOBKE yekbokca noumck npon3BognUTCA MO BCEM PKK,
OOCTYNMHbIM NOJ1b30BATESIO. Mo ymMon4aHuio YekboKc He YCTaAHOBJIIEH.

B pasgenax cuctembl JIMuHbIN kKabuHeT 1 KaGuHeT nomolHMKa oToOpaxaeTcs 4ekOOoKe
«lMounck no Bcem aokymeHTam». [epeyeHb wabnoHoB, Mo KOTOPbIM NPONU3BOAMTCS MOUCK:

— «[lopy4yeHuer;

—  «OT14eT 006 UCNONHEHUNY;

— «PaccmoTpeHuer;

—  «OtyeT 06 MCMONMHEHNN BHELLHUM UCMONMHUTENEMY;
—  «O3HakomMmneHuey;

— «BusuposaHuey;

—  «[lognucby;

— «3anpoc Ha pe3epBMpoBaHME HOMepay;
— «YBegomneHue o AenerMpoBaHumy;

—  «Bxogsawwuny;

—  «BHyTpeHHuny;

— «O6palleHne rpaxgaHuHay;

—  «Wcxopawmny;

- «OP[0y;

- «HMA»;

— «HesaBucrmoe nopy4veHuey;

— «O3sHakomreHne ¢ Nopy4yeHnemy;

— «CornacoBaHve nNpoekTa Nopy4eHus».
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[11.9.2.2. PaboTa ¢ nouckoBbiMu 3anpocamu

Mocne BLIGOpa kpuTepueB oTOOpa Ans paclmpeHHoro noucka B OCHOBHOM WHTepdence
nonb3oBaTteflb UMeeT BO3MOXHOCTb COXPaHUTb YKa3aHHble KpUTepuu noucka, copmMuMpoBaB CBOW
NINYHBIN NOUCKOBbLIN 3anpoc.

[na coxpaHeHWs NOMCKOBOro 3anpoca norb3oBaTeflb BBOAUT Ha3BaHWe 3anpoca B norne Hoebil
3anpoc 0Onoka [lapamempbl nNepcoHasIbHO20 MOuUcCKa W HaxumaeT kHonky [CoxpaHuTb].
B pesynbTarte BbINOMHEHHbIX AeNCTBUIN CnCTEMa COXpaHSeT MOUCKOBBINA 3anpoc C KPUTEPUSIMU NOUCKA,
3aaHHbIMW NONb30oBaTENEM.

Ona wncnonb3oBaHWs paHee COXPaHEeHHOro MOMCKOBOro 3anpoca nofb3oBaTefls B none
CoxpaHeHHble 3anpochkl 6noka lMapamempbl NepCcoOHaNLHOO Noucka BblIGMpaeT 3anpoc U HaxumaeT
kHonky [3arpy3uTtb]. B peaynbTaTe BbINOMHEHHLIX OEWCTBUA CucTema 3arpyxaeT KpuTepuMM mnoucka
13 BbIOpaHHOro 3anpoca B POpMy pacLUMPEHHOro noucka.

[na yoaneHus paHee COXpaHeHHOro MOMCKOBOro 3anpoca nosnb3oBaTesib B norne CoxpaHeHHbIe
3anpocbkl 6noka [lMapamempbl nepcoHasibHO20 roucka BbiOMpaeT 3anpoC U HaXUMaeT KHOMKY
[Ypanutb], noaTtBepxgaeT yganeHue 3anpoca. B pesynbrate BbINOMHEHHbIX Aencteum Cuctema
yaanseT ykasaHHbIN NOUCKOBbIV 3anpoc.

111.9.3. Mouck B APM

B APM PykoBogutens peannsoBaHbl CTaHOAPTHbBIA N PacLUMPEHHbIN NOUCK.

[nsa BbINONHEHMA CTaHAApPTHOrO Moucka nonb3oBaTenb BBOAUT B none lMouck no dokymeHmam
3Ha4YeHne TEKCTOBOro MOSisi M3 KapTOYKW, PacronioXEeHHOW B TeKyllen nanke, U HaXMMaeT KHOMKY,
pacrnofioXeHHyl0 B MpaBoOW CTOPOHe OT nons. B pesynbTaTe BbINOMHEHHbIX AenctBurn Cucrtema
oTobpaxkaeT CNMCOK JOKYMEHTOB Nanku, B KOTOPbIX MMEETCS YKa3aHHOE 3HaYeHue.

PacLumpeHHbIn nouck npegHasHadeH ans noucka OOKYMEHTOB, Haxo4sLLMxca
B APM PykoBoauTtens, no onpeaeneHHbIM KpUTepusim.

[na BbiNnonHeHua pacwupeHHoro noucka B APM PykoBoauTensa BLINOMHAKTCA criegyolune
JEeNCTBUA:

1. Pykogodumerb HaxvMaeT CCbiNKy PacluMpeHHbIN NOUCK, PacronoXeHHY noa nonem
noucka.
2. CucTtema oTkpbiBaeT hopMy Anst BolGopa pekBn3nToB noucka. Monb3oBaTtento OOCTYMHbI

cneayoLme BO3MOXHOCTH:

— MpPOBECTU MOMUCK, HaXxaB KHorky [HanTu];

— OYUCTUTb BCE 3HAYEHWUs!, yKa3aHHble B NOMSX, HaXaB KHOMKY [O4ncTuTs];
3. MNMonb3oBaTenb BBOAUT 3HAYEHME B HEOBXOAMMbIE NONS.
4. Monb3oBaTernb HaxumaeT KHonky [[Mounck].

B pesynbTate BbINOMHEHHbIX AenctBuin  Cuctema oTOOpasUT  CAMCOK  JOKYMEHTOB,
COOTBETCTBYHOLUUA 3afaHHbIM KpUTepusaMm, Hag obnacTblo 3agaHusa kputepueB oTbopa. lMpu Bbibope
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AOKyMeHTa u3 cnmucka Cuctema otobpasnT OOKYMEHT B HOBOM OKHe Opay3epa B pexume npocMoTpa
BINOXXEHUMN.

[11.10.DYHKUMNA 3INEKTPOHHOMN Noannucu

®yHKUMA anekTpoHHOW noanucu (panee — 3l1) B Cucteme obecneumBaeT 3aWwmUTy AOKYMEHTOB
OT U3MeHeHus nocne npouecca noanucanua 3, a Takke ucnonbdyeTcs AnA noaTeepXaeHusa dakra
BbINOMTHEHWA OeCTBUS nonb3osaTternem B Cucteme.

Cuctema obecneumBaeT BO3MOXHOCTb co3daHus u nposepkn 3l gns gokymeHTtoB. Cuctema
npeaocTaBnseT MOAAEPXKKY  KpunTorpaduyeckmx  yHKUMiA, obecneuvvBalowmx  BO3MOXHOCTb
NPUMEHEHUST U KOPPEKTHOrO0 MpPOrpamMmMHOro B3aMMOAEWUCTBUA C Kpuntorpadmyeckumn cpeacreBamm
3awmnTtbl MHpopmaumm (CK3W), ceptndmumpoBaHHbiMM ONS MNPUMEHEHUa Ha Tepputopun PO.
MpumeHeHnne 3l cooTBeTCTBYET TPEOOBAHUAM CYLLECTBYIOLMX HOPMATMBHbBIX JOKYMEHTOB Poccuickon
depepaunn n BegomcTea. 3l peannsosaHo no NOCT P34.11-94.

[na paboTbl nonb3oBatenen ¢ CUCTEMON UCMONbL3YKTCA KITHOUK, BbldaBaeMble YOOCTOBEPSOLLMM
ueHTpoM. Cuctemon npegycmaTpuBaeTCcsl BO3MOXHOCTb WCMOSIb30BaHUS  KITHOMEBLIX HOCUTENEWN
ONS XpaHeHWs 3aKpbITbIX Ktoven nonb3oBaTenen (cMapTt-kapTta, USB-ycTponcTBa, ANCKeTbI, peecTp).

B Cucteme nmetotcss MexaHuambl npumeHeHus Ol ons opraHnsaumm PUANYECKON 3HAYMMOCTU
AOKYMEHTOB MpW COrnacoBaHuM W noanucaHum [okyMeHToB. Kaxpgasi onepauusi, BbINONHsiemas
nonb3oBaTenemM B [OKYMEHTe, HamnpaeBfsieMOM Ha pacCMOTpPEeHWe, corfacoBaHue unu nognucadue,
MoxeT ObITb noanucaHa Al aToro nonb3oBaTens, NOATBEPXKAAIOLIEr0 TeM CaMblM CBOM OEWCTBUS U
COOTBETCTBYWOLLUMA CTaTyC MNPOEKTa Ha [OaHHOM 3Tane >XM3HEeHHOro uukna npoekrta. lMonb3oBaTtenb
BNpaBe BblbpaTb Mcnonb3oBath n Il Ans dmKcaumm peLleHmns, unm Her.

Cuctema npeocTaBrnsieT BO3MOXHOCTb MoAMnMcaHus Heckonbkumu 3T ogHOro [OKyMeHTa U
0OTOOPaxeHMs! BCEX MMEILLMXCS Y AOKYMEHTA NoAnuceit Npy NpoCcMOTPE M BbIBOAE Ha NevaTtb.

B Cucteme npegycmoTpeHa BO3MOXHOCTb MonyyYeHusa nHdgpopmauumn ob 3l1, koTopon nognucaH
hann 3aNEeKTPOHHOIO JOKYMEHTA M BO3MOXXHOCTb MPOBEPKN NoASIMHHOCTM Jl1.

Ona wncnonb3oBaHnss B Cucteme dyHkumm Ol 3akasumk npuobpeTaeT NUUEH3UMM Ha cpeacTBa
KpmnTorpaduyeckon 3almTbl CAMOCTOATESBHO.

Jlornka C3[. CIO nopgaepxmBaeT paboTy Cco cnegyowmmmn KpuntonpoBangepamu:
— KpunTtollpo;
- JINCCWU-KpunTo.

B Cucteme onpepgeneHbl cnegywwme AENCTBUSA MOMb30BaTENs, KOTOPblE MOXHO BbIMNOSHUTD
c HanoxeHunem 3Il:

— pobaBneHne BrOXeHUS;

— oTnpaBKa AOKYMEHTa Mo MapLupyTy;

— oTnpaeka pesonouumn (Mopy4YeHnin) Ha UCMNOSHEHNE;

— HanpaBneHune oT4éta 06 UCNOSNHEHMM Ha YTBEPXKOEHME;
— BbIDOP peLLeHns nNpu cornacoBaHuu;
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- Bbl60p peweHna npun nognmncaHunn,

— O3HaKoMIeHne C JOKYMEHTOM.

KapTa 30 (cnucok nepexonos, B KOTOPbIX HaknaabiBaetcs A, nognucbiBaeMble KapTouku U T.4.)

npeacTasrneHa B npunoxeHun (Mpunoxexuve I).

[11.10.1. Mcnonb3oBaHUe 3NeKTPOHHOM noanucu

Mpn HanoxeHun 3l noanuceiBaeTcs BCA kKapTodka. [Nognucatbe AOKYMEHT ¢ nomoLsio 3l MoxeT

nobor COTPYAHMK, UMELMIA cepTudmkarT.

[ns HanoXxeHusi aNeKTPoHHON noanuck B CuctemMe BbINOMHATCSA crieaylolime eNCcTBUS:

1. Monb3oBaTeNnb OTKPbIBAET KAPTOYKYy AOKYMEHTA, BbIMOSHAET HeoOXoAauMble OEeNCTBUS.
BbinonHaeT Heobxoammbiv nepexo (Mo gobaBnsaeT BrnoxeHue).

2. Ecnn gna gencrteus npegycMoTpeHo ucnonb3oBaHve 3l, To Cuctema BblgacT 3anpoc
0 npumeHeHumn M. MNMonb3oBaTenb MOXET BLINONIHUTL OOHO U3 CreayrLWmMX AeNCTBUN:

— oTKasaTbcs OT ucnonb3oBaHus Al1, HaxaB kHonky [HeT];

— wucnonb3oBaTb Il ana paHHoro aTtana (BRNoxeHusl), Haxas kHonky [HAa]. Hanee
HeobxoanmMo GyadeT ykasaTb Ha3BaHME KOHTEMHepa M naposb. [locne ycnewHom npoBepku
cepTudumkaTa Kroda nognucu OOoKyMeHT bygeT nognucaH. [Ansa BbINOSIHEHHOrO OEWCTBUSA
B KAPTO4YKe COOTBETCTBYOLEro AoKymeHTa B none [llodnucb Gynet oTobpaxaTtbes
3Ha4yeHue [elicmeumersibHa, a Takke 3arnosiHeH 6nok 3f1.

Ecnn 3l HaknagbiBaeTcs Ha BMOXEHUA, TO noanuMcaHbl OyayT TONbkKo hannbl nocrnegHewn

nTepaunmn JOKymMeHTa.

[11.10.2. lNMpoBepKa 3aNeKTPOHHOM NognNucu

Ons npoBEPKN 0EenCcTBUTENBHOCTH ONEKTPOHHbIX noanucemn OOKYyMEeHTa Ha MOMEHT WUuXx

ncrnonb3oBaHna B Cucteme BbIMOMHSOTCA cnepywoumne nencTeng:

1. Monb3oBaTenb OTKPbIBAET KaPTOYKY [AOKYMEHTA-OCHOBAHUS W HaXUMaeT KHOrMKY
[MpoBepuTtb JA].

2. Cuctema OTKpblBaeT OKHO C pesynbTatamu npoBepkn no Bcem 3l1, npuMeHeHHbIM
K AOKyMeHTY. B okHe oToBpaxaeTcs nHdopmaunsa o gate nognucaHus, Bnagenble ceptudukara,
HaUMEHOBaHUN YOOCTOBEPSAIOLWEro LeHTpa, CPOoK OeUcTBus cepTudurkaTta, CepunHbIA HOMED,
COCTOsIHME Kntova u ctaTyc 3l (gencteutenbHa NMBO HeaencTBUTENbHA).

[11.11.KOMMyHMUKaLMOHHbIE MOAYNU

B Cwucreme peanuM3oBaHO HECKONbKO MoOAynen, MWChofnb3yembiX Ans NogaepXkm paboThbl

C pa3nnyHbiMn BHELWWHUMUN CUCTEMaMMN.

W
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M.11.1. M3a0

Mogyne M3OO npegHasHaveH ans opraHmsauum B3ammogencteus C3OJLl yywactHukos MO0
no coopmaty M3OO. M3OO obecneunBaeT B3ammogenctene mexagy C3[, obMeH AOKymMeHTamu,
dhopmMupoBaHne yBeAOMNEHNI O NPOXOXAEHUN 3TanoB 06paboTkn AOKyMeHTa B CTOpoHHen CI/.

M3[O npegocTaBndeT crieaytoLmne BO3MOXKHOCTMU:

— OTnpaBKka WUCXOAsLEro AOKymeHTa Mo cnocoby otnpaskm MOLOO agpecaty (akcnopT
OOKyMeHTa);

— 3arpyska goKyMeHToB, noctynmsunx no M30O (MmnopT);
— o0bpaboTtka Pecucmpamopom OOKYMEHTOB, nocTynueLimx no M340;

— opmupoBaHMe yBeOOMMEHWMA O pesynbTaTax nepBuMYHOM 006paboTkM [OKYMEHTOB
Pezucmpamopom (HoTudpunkaumin);

— hopmMMpoBaHNE TUKETOB.

Ona koppektHon paboTbl mogyns M3OO Heobxoammo, 4TOOLI B cnucke 3agad (nMpeacraBreHune
3agauum B pasgene AGMUHUCTpUpoOBaHue) obinn 3anylensl 3agaun M3JO, M3/JOGate.

[11.11.1.1. OTnpaBKa ncxopsuwero gokymeHta no M0

JKCNopT UCXoAsALLEro AOKYMEHTa NpoM3BOAUTCS B crieaytoLLei nocneaoBaTenibHOCTU:

1. 3apgava MO0 ¢ ykaszaHHOW NePUOANYHOCTBIO MPOBEPSIET HanM4Me AOKYMEHTOB, rOTOBbIX
K otnpaske no M30 no cnenyroLwmm yCroBusiMm:

—  KapTo4ka MCXOOALLEro HaXoAMTCs B cTaTyce 3apeaucmpuposan;

— CBfI3aHHas C MCXOOSALWMM KapTodka 3fieMeHTa ChnMcKka pacCbiflkM HaxoguTcsa B craTyce
omoe k omnpaske;

— none Cnocob docmaeku KapTOYKM 3fIEMEHTA Crncka paccbinikn nmeeT 3HavyeHne M3O0;

— none Knuewm M3MO kapTouku opraHu3aunm, SIBRSIIOWENCS nonydatenem OOKYMEHTa,
nmeeT 3HaveHue [a;

— none UUID kapTo4kn opraHusaumu, SABNAOLLENCcA nony4vyartenem OOKyMeHTa, 3anOoJIHEHO.
Ecnn xoTsa 6bl 0gHO U3 yCJ'IOBVII?I He BbIMOJTHAETCA, OTnpaBKa AaHHbIX HE NMPONU3BOOUTCA.

2. B cnyyae BbINONMHEHWs BCeX YyCrnoBwun, hopMupyeTcsi nakeT Ansg OTnpaBku agpecaTy
nocpeacTsom wnt3sa M30:

— XML dhann, chopMupoBaHHbI Ha OCHOBE NCXOASLLEr0 AOKYMEHTA;
— KOHBepT NucbMa (faHHble 06 oTnpasBuTene, nony4vaTene v np.);
— dhannbl BOXEHWI U3 KAPTOYKN MCXOOALLEro JOKYMEHTA.

3. Mocne ycneLuHon OTNpaBKkX NakeTa B KAPTOUKE SrieMeHTa CrncKa pPacChbifiki ykasbiBaeTcs
NOEeHTUMKATOP COOBLLEHMS, KONMUYECTBO MWTepauuidi OTMpPaBKM [AaHHbIX, BPeMs MnocrneaHen
nTepauun, kapTodka nepeBoauTcst B ctatyc OmnpaeneH. Ecnv nponsoLunu owmbku, To co3gaeTcs
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kaptodka «CrtaTtyc otnpaskm B MOLOO», B KOTOpOM YyKkasbiBaeTca MHgopmaumss o6 owwmnbke, u
NPUKPENNAETCA K KAPTOUKE 3fieMeHTa CnMcka pacChbifikv ¢ HEOOXOAMMbIM aapecaToM.

4, Mocne nony4eHus OT LWO3a AaHHbIX O hakTe AOCTaBkv nakeTa agpecaty B Cucteme
oTnpaBuTenst copMmmpyeTcsl kapToyka TWKeTa Ha OCHOBaHUM gaTbl Moaudukaumm daina,
HasBaHusa arna (UUID coobueHusi). Co3aaHHas kapTodka TUKeTa NpUBSA3bIBAETCA K KapTouke
HalOEeHHOro 3fieMeHTa Crmcka pPacChifiki U K KapTO4Yke JOKYMEHTa-OCHOBaHWS.

5. MNMocne nonyyeHUss OT LWMO3a [aHHbIX O pe3ynbTaTax nepBuYHON 06paboTku
OTNPaBnEHHbIX [A0KyMEHTOB B Cucteme opMUpyeTcs KapTodka YBEAOMIIEHUSI, KoTopas
NpUBA3bLIBAETCS K KAPTOYKE 31€MEHTA CMNCKa PacChINKU.

6. Mocne nonyyeHust oT W3a faHHbIX 06 aTanax 06paboTku OTNPaBNEHHbIX JOKYMEHTOB B
Cucteme Takke opMUpyeTCs KapTouka yBEAOMIEHMs, KoTopasi MpuBS3biIBAeTCs K KapTouke
3MeMeHTa CrmncKa pacchbiriku.

OTnpaBka mncxogsLlero JOKyMeHTa Npou3BOAMTCA Monb3oBaTenemM C ponbko Peaucmpamop vnn
Cmapuwul peaucmpamop. ns otnpaBkn mcxogawero gokymeHta no MO B Cucteme BbINOMNHAKTCA
cnegyrowme oencTeuns:

7. Peaucmpamop perncTpupyeT UCXOOALWNA OKYMEHT.

8. Cuctema opmMupyeT KapTOYKy 3femMeHTa Chucka paccbinku B ctatyce [omos K
omnpaske Onsi opraHm3aumn, ykazaHHow B none fMosiydamens KapTOYKN UCXOOSLLENO AOKYMEHTa:

— €eCcnM B KapTOdke oOpraHusaumu-agpecata [JAokymeHTa B none Cnoco6 docmaeku
no ymondaHuro ©Obino ykaszaHo 3HadeHne M3O, 10 Cuctema aBTOMaTUYECKM
yCTaHaBnMBaeT B KapTOYKe 3feMeHTa Chucka paccbinku B none Cnocob omnpaeku
3HayeHne M3/JO0;

— €eCcnM B KapTOdke oOpraHusauuv-agpecata [AokKymMeHTa B none Cnoco6 docmaeku
no ymon4yaHuro He ObINo ykasaHo 3HadeHne MOILO, 10 Peaucmpamop MOXeT cam
YCTaHOBUTb B KAPTOYKE aNleMEHTa CnMcka pacchinku B none Crnocob6 omnpaeku 3HadeHne
M3OO. Pesucmpamop MOXeET Takke co034aTb HOBYH KapTO4YKy 3feMeHTa Crucka
paccbinku, noGaBmB HOBOro agpecata co cnocobom otnpaBkm M3JO no KHomke
[Ao6aBuTb nonyyateneun].

9. 3apaya MBOO npoBepdeT HanuMune [OKYMEHTOB, roToBbiX K oTnpaske no M3OO u
npousBoanT oTnpasky. PopmMupyeTca nakeT Ana oTnpaBky agpecaty nocpeactsom wiosa M3O0.

10. Mocne ycnewHon OTNpaBKmn KapTodka afieMeHTa Cnmncka paccbifikv NepeBoanTCs B CTaTyc
OmnpaersneH.

11. Mocne nonyyeHuss OT LWO3a AaHHbIX O dhakTe OOCTaBKM nakeTa agpecaty B Cucteme
oTnpaBuUTENS:

— opmupyeTcs kapTouka TukeTa, KoTopas oTobpaxaetcsa B none MUHghopmayusi o
docmaeke B KapTo4Ke afieMeHTa Cnucka paccbifky;

— B KapTOYKe 3fieMeHTa chnucka pacchiikn B none Cmamyc obpabomku y appecaTa
ykasblBaeTcs 3HaveHue [MpuHam M3LO onsa docmasku adpecamy.
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12. MNMocne nonyyYeHUss OT LWMO3a [aHHbIX O pesynbTaTax nepBuYHON 06paboTku
OTNpaBneHHbIX JOKYMEHTOB B CucTteme:

— hopmumpyeTcs kapToyka yBedOMIeHusi, koTopasi oTobpaxaeTcss B none UHgopmayusi o
docmaeke B KapTOYKe 3MeMeHTa Cnncka pacCbIsiku;

— B KapToyke 3rieMeHTa Crnucka pacchifiku B none Cmamyc obpabomku y agpecaTa
yKasblBaeTCs O4HO M3 CreayoLmMX 3HaYeHNI:

o JlokymeHm 3apeaucmpuposaH — B Criyqae Mnony4eHus OT Luo3a JaHHbIX O doakTe
peructpaumMm OoKyMeHTa ajpecatoMm (MOCTynuro yBeaomneHne «JOKyMeHT
3aperucTpmpoBaH»);

e OmkasaHO 8 pesucmpayuu — B Criy4ae MoSlyYeHWs OT LUM3a AaHHbIX O hakTe
oTkasa B perncrtpauuMum [OOKYMEHT agpecaToM (nocTtynuno ysegomneHue «B
perncTpaumm AoKymeHTa OTKa3aHo»).

13. Mocne nonyyeHnst OT Wo3a AaHHbIX 06 aTanax 06paboTkn oTnpaBneHHbIX JOKYMEHTOB B
Cuctewme:

— hopmumpyeTcs KapTodka yBeAOMMeHus, koTopas oTobpaxkaeTcs B none UHgopmayus
06 omnpaeke B KapTo4Kke anemMeHTa Crmcka pacchIfku;

— B KapTOuKe 3feMeHTa Chucka paccbinku B rnone Cmamyc o6pabomku y agpecata
yKasblBaeTCs OOHO M3 CreayoLLMX 3HaYeHNI:

e HasHauyeH ucrionHUMesnb — B cny4dyae noctynneHuna yBeaoMIieHud «I'Iopyqul/le
NPUHATO K UCMNOJTHEHUIO»;

e [loknad nodeomoenieH — B chny4ae MNOCTynneHuss yeegomnenus «[oknag no
NOPYYEHMIO HaNpaBeH».

[11.11.1.2.  3arpy3ka goKymeHTOB, noctynuBwux no M30. O6paboTka pernctpatopom

OtnpaBneHHbii no MO0 nakeT goctaeneH agpecaty. Ha ocHoBaHum noctynueero XML canna
y apgpecata dopmupyeTca KapTodka no wabnoHy «MMNopTMpoBaHHbLIM OOKYMEHT». Cucrtema
npukpennsaeT K kaptoyke noctynuBwui XML dhann, 3anonHseT nons kaptodku. [anee Cuctema
dhopMUupyeT KapTouKy BXOASALLEr0 AOKYMEHTa Mnv oOpalleHus rpaxpgaHuHa, B 3aBUCUMMOCTM OT Tuna
noctynuewero AokyMmeHTa. K cosgaHHom kapToyke npukpennsetca PK MMNopTMpPOBaHHOIO AOKYMEHTA.
CdopmmpoBaHHaa kapToyka AOKyMeHTa oTobpaxaeTcs B npeactasneHun Ha npegBaputenbHom
obpaboTke pasgena cuctemol Bxogsawme nnu OIN, B 3aBUCMMOCTM OT TUNa JOKYMEHTA.

B cnyvyae owwnbkn npu HOpMUPOBaAHUM MOCTYNUBLUETO [OOKYMEHTa KapTOYkM OLIMBOYHBIX
NMMNOPTUPOBAHHbLIX JOKYMEHTOB OTOBpaxatoTcs B npeacTasneH HeobpaboTaHHble.

Pabota c pokymeHTamu, noctynuBwumyn no MOB[JO, pocTtynHa nonb3oBaTenio C  Posbio
Peaucmpamop wnn Cmapuwuli pecucmpamop.

Monb3oBaTenb, oTKpbiB noctynuBwuin no MOOO pokymeHT B ctatyce [locmynuswul u3 BC,
O3HakamMnuBaeTcs C JOKYMeHTOM. EMy oOCTYNHO 0AHO 13 ABYX AENCTBUN:

— 3apeructpupoBaTb AOKYMEHT, HaxaB KHOMKy [A3meHuTb cTaTtyc]:[3aperucrpupoBaTtb
n3 M30];
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— oTKasaTb B perucTpauun, 3anonHue none [llpuyuHa omkasa 8 peaucmpauyuu M3JO
Ha Bknagke M3/0O v HaxaB kHoMky [U3ameHuTb cTtatyc]:[OTKa3aTb B perucrpauuu].

B pesynbTaTe BbIMNOMHEHHbIX AENCTBUA OTNpPaBUTENO [OOKYMEHTa MOCTYNUT yBeAOMIeHue

06 ycnewHon pernctpaumm nnbo o6 oTkase B permcrpaumu.

11.11.1.3. YBegomneHus

B Cucteme ncnonb3yoTcs cneayowme yseaoMneHms:

1. [oKyMeHT 3aperMctpupoBaH — dOpMUpyeTCs NPy CMEHe cTaTyca BXOASALWEero AOKyMeHTa Wnn
obpalleHma rpaxgaHuHa w3 [locmynuswuli u3 BC B 3apesucmpuposaH. KapTtouka
yBeooMneHus oTobpaxaeTca B none YeedomsieHusi Ha BKnagke YeedomseHusi  BC.
B yBegomneHun ykasaHa gata permctpauumn, permcTpaumoHHbId HoMep.

2. B peructpaumm gokymeHTa O0TkasaHo — OpPMUPYETCS NPU CMEHe CTaTyca BXOAALWEro AOKYMeEHTa
unn obpaweHua rpaxgaHuHa us lNocmynuswuti us3 BC B Omka3aHo 6 peaucmpauyuu. [Mpu
BbINOSIHEHMM [OaHHOW onepauuMmM HeobxoguMmo 3anonHeHne nonst [llpuvyuHa omkasa e
peaucmpauyuu. Kaptoyka yBegomneHusi otobpaxkaetcs B none YeedoMsieHUsi Ha BKNagke
YeedomneHus BC. B yBegomneHmmn ykasblBaeTcs NpuyMHa oTkasa B perncrpauun.

3. Tllopy4yeHne MPUHATO K UCMOMHEHUIO — co3daeTcd Mo HaxaTuto KHomku [[pUHATL nopyyeHue
K MICNOJTHEHUIO] Ha BKNagke McrnonHeHue rnopyyeHul. Kaptodka yBeaoMneHns otobpaxaeTcs B
none YeedomsieHusi Ha Bknagke YeedowmneHus BC. B yBegomneHun ykasbiBaeTcs
nonb3oBaTerb, SABMASIOWMIACA OTBETCTBEHHbBIM MO UCMNOSTHEHMIO AOKYMEHTA.

4. [oknag no NopyyveHUr HamnpasfeH — Co3haeTcs nocre perucTpaumm CBA3aHHOro MCXoOsALero
OOKyMEHTa, CO30aHHOro B OTBET Ha BxogAwmn. Kaptodka yBegomneHns otobpaxaeTcsa B none
YeedomneHusi Ha Bknaake YeedomneHusi BC B kapTouke BXOASLWEro JOKYMEHTA.

5. YBeOomreHue 3asiBUTENIO — CO34aeTcsl MO HaxaTuio KHOMKM [YBeaomMuTb 3asaBuTtensi] Ha
Bknagke MHcnonHeHue nopydeHul. KapTouka yBegoMneHms oToOpaxaetrcda B none
YeedomneHus Ha Bknagke YeedomseHus BC. B yBegomneHun ykasbiBaeTcst MHpopmMaumsa ans
3aaBuTens.

[ns kaxpgoro Buaa yBedOMIEHUs peann3oBaHO ABa wabnoHa: ans obpaboTkM MCXOOSLEro U
BXOOSLLErO yBEAOMIIEHUS.

Mpwn 3arpy3ske NOCTYNUBLUUX yBEAOMIIEHUA Ha ocHOoBaHuM noctynuewero XML davna y agpecaTta
dopmupyeTca kapTouka no wabnoHy «MmnopTupoBaHHbIM AOKyMeHT». Cuctema npukpennseT K
kapTodke noctynuwnin XML chann, 3anonHsaeTt nonsa kaptouvkn. fJanee Cucrema cbopmMumpyeT KapTouKy
yBEeOMIEHNA N MPUKPENNSeT ee K COOTBETCTBYHLLEMY 3fIeMEeHTy cnucka paccbinku. K cosgaHHoum
KapTouke npukpennsetcsa PK uMNnopTMpoBaHHOrO JOKYMeHTa.

OKCnopT yBeoOMMEHMI NPOWM3BOAMTCA B Criedyloller nocnegoBaTtenbHocTu: 3agada M3OO c
yKa3aHHOW NepunoanyHoCTbLIO MPOBEPSET HanNu4Me ysegoMMAeHUN, rotoBbIX K otrnpaske no M30O (ctaTyc
yBegomMmnexnua [omoe K omnpaske), ¢opmupyeT nakeT Aans oTtnpaeBku agpecaty (XML dann
yBeOMSIEHMS, KOHBEPT NMCbMa — AdaHHble 06 oTnpaBuTene, nonydarene v np.). Nocne ycnewHown
OTNpPaBKM NakeTa B KapTouke yBEAOMIIEHWUS YyKa3blBaeTCs WOEHTU(UKATOP COOOLLEHMS, KONMMYECTBO
uTepaumii OTNPaBKW [AaHHbIX, Bpems MnocrnegHen uTepauun, KapTodka MepeBoaAUTCs B CTaTyc
OmnpasneH. Ecnu npousownn owubkn, To cosgaeTtcs kaptodka «Ctatyc otnpaskun B M3OO», B
KOTOPOW yKasblBaeTcs UHpopmaums ob owmnbke, U NPUKpennseTcsa K KapTodke ysedomreHusd. Nocne
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TOro, Kak yBeAOMIIEHME MOMELLEHO B Heobxoaumblid kaTamor Ha cepBepe, Cuctema dopmupyet
kapTouky TukeTa.

.11.2. Moaynb Converter

B Cucteme peanumsoBaHa BO3MOXHOCTb KOHBEPTALWUW 3SMNEKTPOHHbIX BIOXEHUA U3 (hansos,
cosfaHHbix B nporpammax Open Office, Microsoft Office B dopmat *.pdf. KoHBepTaumsa ncnonbayetcs
ana otobpaxeHus dannoe B pasgene cuctembl APM  PykoBoautens. bnarogapsi KoHBepTepy
Pykosodumersnb MOXeT npocMaTpuMBaTb COAEPXKMMOE BIOXEHUA K AOKYMEHTaM HenocpeacTBEHHO
B nHTepderice APM PykosoanTtens, B popmate *.pdf 6€3 coxpaHeHusa canna Ha pabouyto CTaHUuto.

.11.3. Moaynb Solr

MOD,yJ'Ib Solr npeaHasHa4dyeH pana onpegeneHna Mecta XpaHEeHUA JNEKTPOHHbIX BIIOXXEHWIM
OOKYMEHTOB, a TakKXKe AJ14 NOUCKa cpean MMerLNXCA BITOXXEHUN.

1.11.4. Beb-cepBuchI

Beb-cepBucbl NO3BONAKT B3anMogencTBOBaTb C yAanéHHbiIMM cuctemammu nocpegcteam HTTP
3anpocoB. B Cucreme peanusoBaHa BO3MOXHOCTb OOMeHa coobuweHusamu nocpeactsom SOAP.
B Cucteme dopmmpytoTcsi nakeTbl Ons oTnpaBku, cogepxawme XML OoKyMeHT, dpann BnoXeHus,
koTopbii nocne obpabotkm SOAP nepepmaetca ¢ nomowpto HTTP agpecaty. B Cucteme Ttakke
peanuM3oBaHa BO3MOXXHOCTb NpuemMa cooblLlieHnn OT aapecaTos.

.11.5. B3saumopgencrteue ¢ MHPOPMaLMOHHBLIMM CUCTEMAMU

Mogynb npegHasHayeH ANs opraHu3auuMu B3auMOAEWCTBUSA C APYrMMW  MHAOPMAaUMOHHbLIMU
cuctemamu (ganee — NC) yepes TpaHCNOPTHbIN y3er, OTNPaBNSOWNA JOKYMEHTbI Ha NOYTOBLIN CEpBEP.
OTnpaBneHHbI 13 Cuctembl ncxogawmm gokymeHT noctynut B IC B Buge nucema.

Bsaumogencteue ¢ C npenocTtaBnseT cnegyowme BO3MOXHOCTH:
— OTnpaBKa UCXOOALLEro JOKYMEHTa agpecary;
— 3arpyska JOKyMeHTOB, nocTtynusLnx ns NGC;
— obpaboTtka Peaucmpamopom OKYMEHTOB, nocTynusLumx n3 UC;

— dopmMMpoBaHue yBe4OMIIEHUI O pe3yrbTaTax nepBuyHon obpaboTkm gokymeHToB B MC.

[11.12.CnpaBOYHUKM
B Cucteme peann3oBaHbl CrpaBOYHUKU, NpeaHa3Ha4YeHHble ONA XpaHeHuA 06LLI,I/IX CcnpaBO4HbIX
OaHHbIX Ona noacnucTem, NCnosfib3dyemMblX nNosib3oBaTesiaMun.

CnpaBoyHMKkM pasmellatoTcs B pasgernie cuctembl CnpaBouvHuMKM. [lonb3oBaTento AOCTYMHbI
crieaytowe Buabl CNPaBOYHMKOB:

— [epcoHbl (BHYTPEHHUE) — COTPYOHUKM OpraHn3aumu,;
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— [epcoHbl (BHeEWHME) — npeactaBUTENM OpraHM3auun, B3aMMOAEWUCTBYIOLMX C TEKyLlen
opraHusauuen;

— ABTOpbI 06paLeHnsa — NnepeyeHb aBTOPOB NOCTYNMBLUNX OOpaLLeHnI rpaxaaH (3assutenen);

— Bonpocbl __obpaweHusas — nepeyeHb BONpPoOcOB obpalleHun rpaxgaH  CornacHo
knaccudpukatopy. Kaxgbii BOnNpoc npuBa3aH K Teme, TemMa — K TemMaTuke, TemaTuka — K
pasaeny;

— Bwugbl BOKYMEHTOB — nepeyvyeHb MMeLLUNXCA BUOAOB JOKYMEHTOB;

— OpraHuMsaumMm — nepeyeHb OpraHuMs3auuii, C KOTOPbIMU OCYLLECTBMSIeT B3aMMOOENCTBME
Tekylas opraHvM3auus;

— NoagpasgeneHus — nepedeHb NoapasgeneHunin opraHmsaumm;

— QOO6pasubl BXOOALMX;

— O6pa3subl UICXOOSALUUX;

— AOMWHUCTpPATUBHbIE _eAWHUUbI — MepeyYeHb aAMUWHUCTPATMBHbLIX eOWHUL:  CTpaH,
dhenepanbHbIX OKPYros, PErMoHOB, paioHOB, rOPOAOB;

— TunoBble MapLIpyTbl COrNacoBaHUA — fMepeyeHb TUMOBbIX MapLUPYTOB COrflacoBaHus
opraHv3aumu (3aBUCKT OT NpaB MNorib3oBaTernen Ha KOHKPETHbIA KapToukK);

gOﬂ)KHOCTVI — nepeyeHb OOIMKHOCTEN opraHmnsauunin.

Kaxgbli cnpaBoOYHUK pacnonaraetcs B OAHOMMEHHOM npeacTaBrneHnn. 3HadyeHusl CrpaBoOYHMKOB
AOCTYMHbI TONbKO ANs YTeHus. McknoveHne — cnpaBoyHMK TUNoOBbI€ MapLIpyThbl COrNacoBaHUS.
B naHHOM cnpaBoYHMKe Nosb30BaTeNo AOCTYMHbI ANs peAaKTMPOBaHUS KAapTOYKM TUMOBbLIX MapLUPYTOB
cornacoBaHua B ctatyce JIuyHbil. Monb3oBaTenb Takke MOXeT co3faBaTbh KaPTOYKM BHELLHUX
COTPYAHWUKOB, OpraHn3auuii.

[ns nonb3oBaTtens ¢ ponbtd AOMUHUCMpPamop AOCTYNHbI ANst YTEHUS U pedakTUPOBaHUS Bce
cnpaBoYHNKM CUCTEMBI.

1.12.1. Co3gaHue cnpaBOYHbIX 3HA4Y€HUN
B Cucteme nonb3oBaTenam npepgocrtaBfieHa BO3MOXHOCTb CO3[4aBaTb HOBble ChNpaBO4HbIE
3Ha4YeHnA B pa3genie CUCTeMbl CnpaBO‘-IHI/IKI/I, B 3aBMCMMOCTHU OT UX npas.

Monb3oBaTenu ¢ ponbto Peaucmpamop wnn Cmapwul pesucmpamop MoryT AobasnsaTb HOBbIE
3HaYeHMs1 B CnpaBOYHMKN «[lepcoHbl (BHewHue)» un «OpraHu3aummy». [Ons co3gaHus HOBOTO
CNpaBOYHOro 3Ha4yeHus B Cucteme BbINOMHAOTCS Cneayowme 4eNCTBUA:

1. llonb3osamesi B pasgene cuctembl CnpaBOYHUKU HaxmMmaeT kHonky [Co3gaTb HOBYHO
KapTouKy].

2. Cucrtema OTKpbIBaeT OKHO CO CMMCKOM AOCTYMHbIX ANS CO34aHUA WabnoHoB.
3. lonb3oBatenb BbibMpaeT HeobxoanMbIN WABONOH, Hanpumep, OpraHmM3aums.
4. Cuctema co3gaeT KapTouKy JOKYMEHTa B COOTBETCTBMM C BbIOpaHHbLIM LLAGNOHOM.

5. lMonb3oBaTenb 3anofiHAeT HeobxoaMmble NONSA N HaXXMMaeT KHomKy [FoToBo].
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B pe3yrnibTate BbIMOJIHEHHbIX gencteun Cuctema cosgaeT HOBOE crnpaBo4yHOE 3Ha4eHune,
OOCTynHOEe AnA NpoCMOTpa OoCTallbHbIM NOJib30OBaTENIAM.

[1.13.AAMUHUCTpPUpPOBaHNE CUCTEMBI

B Cucteme peanvsoBaHa BO3MOXHOCTb aAMUHUCTPUPOBAHUS CUCTEMBbI C MOMOLLIBIO UHTepdenca,
6e3 ncnonb3oBaHWs NPOrpaMMmnpoBaHnsa. AOMUHUCTPUPOBAHME OCYLLIECTBIISIETCA C NMOMOLLLIO pasaena
cucteMbl  AAMUMHUCTPUpPOBAHME CUCTEMbl, [JOCTYNHOrO TOSMbKO MOMb30BaTeNildo C  POMbio
AdOmMuHucmpamop. AOMWHUCTPUPOBAHME CUCTEMbI NpeaHasHadeHo obecneynTb HaCTPOMKy npaBs
Joctyna K gaHHbiM CuUcTeMbl pasHbiX Fpynn norb3oBaTenen B COOTBETCTBUN C UX PYHKLMOHAMNBHLIMU 1
OOJDKHOCTHBIMWN 0653aHHOCTAMM, a Takke hopMUPOBaHUE CpaBOYHON MHOpMaLU.

AOMUHMCTPUPOBaAHME CUCTEMbLI C MNOMOLLBD MHTEpdenca npegoctaBndeT cnegylowme
BO3MOXHOCTU:

1. PaboTa ¢ kapTodykamu nonb3oBaTtenei B pasgene cuctemsl Monb3oBaTenu:

— HacTpoyika nonb3oBaTenio poren ans Kaxgoro wabnoHa (npeacraesneHve MNonb3oBarenu
1 ponu);

— [JenernpoBaHve MOMIHOMOYMI: MPOCMOTP BCEX JAenernpoBaHuii, [obaBneHne HOBOro
(npeacTtaBneHne HasHavyeHHbIe genermpoBaHus).

2. Pasgen CnpaBOYHUKM...
3. HacTtponka wabnoHoB 4OKyMeHTOB B pasgene cuctembl LLIabnoHbI:

— HacTpoMKa >XM3HEHHbIX LWMKNOB Ana WabrnoHOB [AOKYMEHTOB: HACTpoOMKa BWUOUMOCTM
nepexogoB Mexay cTaTtycaMu, HacTpoMKa MpaB Ha YTEeHME U peaaKkTUpOBaHWE OOKYMEHTa
B ONpederneHHoM cTaTyce, HacTpovka BuAUMOCTM aTpubytoB (MpeacTaBneHve
YnpaBneHue wabnoHamum);

— HacTporika 6rokoB 1 aTpubyTOB: U3MeHeHMe BrOKOB, N3MeHeHne aTpmbyTtos, AobaBneHune
3HaA4YeHUN B NNHENHbIE CMINCKK, UCMONb3yeMble B aTpubyTax (npeacrtaBsneHne YnpaBiaeHue
OroKkaMu U XxapakTepucTukamm).

4. lMpocmoTp XypHana AevcTBUM nonb3oBatens. [na Kaxgoro nonb3oBaTens MOXHO
BblOpaTb WHTEpBan [OHeW, 3a KOoTopble HeobxogumMa WHgoOpMauus, M 3anpocuTb MNepeyeHb
3ahnKCMpoBaHHbIX AENCTBUI NONb30BaTENA B pa3pese MaeHTUPUKaLUMOHHBIX HOMEPOB KapTo4veK
AOKYMeHTOB (pa3gen cuctembl XKypHan).

5. [MpocmoTp cTaTUCTUKM B pasaene cuctembl CTaTucTmka:

— CcTaTUCTUKa [OEencTBurM C  TPYNNUPOBKOA MO WwabnoHam: KOMMYECTBO CKauvMBaHWUM,
ony6nMKoBaHUn, NPOCMOTPOB LWAGMOHOB [JOKYMEHTOB 3a OMpedeneHHbli WHTepBan
BpemeHu (npeactasneHuve Mo wabnoHam);

— CcTaTUCTUKa [OEeWCTBMA C  TPYNNnMPOBKOM MO KapTOYKam: KOMWYECTBO CKauvMBaHWUM,
N3MEHEHWI, NPOCMOTPOB KapTOYEK AOKYMEHTOB 3a ONpedesieHHbIn MHTepBasn BpeMEHU
(npenctasnexve Mo maTepuanam);
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— cTatucTMka AeNcTBWUIiA Monb3oBaTenein C rpyrnnyMpoBKON MO MONb30BaTENo: KONMYecTBO
BxogoB B CuCTeMy, KONMMYECTBO CKauvMBaHWWA, MPOCMOTPOB KapToYeK [AOKYMEHTOB
3a onpepeneHHbIi MHTepBan BpeMeHu (npeactasnexHne Mo nonb3oBarensm);

— CcTaTUCTUKa OeWCTBUMA nornb3oBaTenen c rpynnupoBKOM MO OEeUCTBUKO (MpeacTaBneHue
Mo gencrBuam);

6. PaboTta c 3agayamu: 3anyck, OCTaHOBKa, BblOOp MHTepBana paboTbl NPOM3BOAMTCHA B
pasgene cuctembl 3agaum;

7. HacTpoika npoueccoB 06paboTku B pasaene cuctemsl Mpouecchbi:

— nepeyeHb MMEKLLMXCSl CTaTyCOB C BO3MOXHOCTbIO M3MEHWUTb Ha3BaHWE cTaTyca, KHOMKU
Ons nepexoga B ctatyc (npegctasneHne CTaTyCcbl KAPTOYEK);

— nepedvyeHb CcoObITMIA, KOoTOpble Cuctema UKCUPYeT B XypHane (npeacraBneHve
XypHanupyembie coObITUA);

— MepeyeHb NpoLEeccoB 06paboTkM C MepeyHeM MepexofoB, OJIS KOTOPOro MCMonb3yeTtcs
[AaHHbIN MPOLECC U BO3MOXHOCTBbIO M3MeHWTb HaGop nepexodoB (NpeacTaBreHue

Mpouecchl).

AOMUHUCMpPamop VMeeT BO3MOXHOCTb [00aBWTb, yaanuTb, pedaktupoBaTb Noboe 3HayeHue
B CNpaBOYHUKAX, PACMONOXEHHbIX B pasaerne cucteMbl CnpaBoYHUKM.

Bonee nogpo6GHO BO3MOXHOCTU aAMWHUCTPUPOBAHMSA CUCTEMbI  ONWCaHbl B OOKYMEHTE
«PykoBoacteo agmuHuctpatopa Jlornka C3[. Cl1Oy.

[11.14. MOHUTOPUHI AEeUCTBUN, BbINONMHAKOLWMXCA B OHOBOM pexume B
npeacrtaBneHnn «Mosi akTMBHOCTb» pasferia cMcteMbl «JINYHbIN

KaOuHeT»

npe,EI,CTaBJ'IeHI/Ie «Mosi akTMBHOCTbY» cooepxnT 5 I'Ipe[J,CTaBJ'IeHVIIZ BTOPOro ypoBHA:

— 3acerogHs;

— TekyLwas Hegens;

— 3aBce Bpewms;

— YpauHble;
— HeypauHble.

3anncn B npeactaBneHMU ynopsaodeHbl (MO YMOMYaHWKO MpU  OTKPbITUM MNpeacTaBneHus)
no cronbuy «[aTa co3gaHua» no ybbiBaHMIO.

— [Hata n Bpewms;
— [Hewnctsue;

—  [oKymeHT;

— LWabnoH;
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— CocTosiHME;
— CoobLeHue.

Mpwn HaXaTuMm Ha  HasBaHWe npeacTaBlieHUs («Mosi  aKTMBHOCTb»)  OTKpblBaeTcs
noanpeacTaBrieHne BTOPOro ypoBHS 3a_cerogHsA, B KOTOPOM OToOpaxalTcsi 3anncu O OeNCTBUSIX
Tekywiero nons3opartend B Cucreme:

— aCWMHXPOHHble [OEeWCTBMSA: pe3ynbTaTbl BCEX ACUHXPOHHbIX AEUCTBUA (yoauyHble W
HeyaayHble), BbINOMNHSAOLMECS aCUHXPOHHbIE OECTBUS;

—  CUHXPOHHble OEUCTBUS: pe3ynbTaTbl OLMOOYHBLIX CUHXPOHHbLIX OENCTBUM, ANS yAaYHbIX
CUHXPOHHbIX AEeNCTBUIA TONbKO 3anmMcu 06 namMeHeHun ctaTtyca.

BpemeHHoM onnbTp 0TOOpaXXeHUs1 3anncen: TEKYLLMA OEHb.

B noanpeacrtasneHnn Tekywana Hegens 0To6pa>|<a+0Tc;| 3anMcu o  OencTBUAX TeKywlero
none3osatens B Cucreme:

— aCWMHXPOHHble [OeWcTBMSA: pe3ynbTaTbl BCEX ACUHXPOHHbIX AEUCTBUA (yoauyHble W
HeyaayHble), BbINOSHSAOLMECS aCUHXPOHHbIE OENCTBUS;

—  CUHXPOHHble OEWCTBUS: pe3ynbTaTbl OLMOOYHBLIX CUHXPOHHbLIX OENCTBUM, ANA yAayHbIX
CUHXPOHHbIX AEeNCTBUIA TONbKO 3anMcu 06 namMeHeHun ctaTtyca.

BpemeHHoM hmnbTp 0TOOpaXXeHUs1 3anucen: Tekywas Hegens.

B nognpeanctasneHnn 3a__Bce Bpewms 0To6pa>|<a+0Tc;| 3anMcM O OeNcTBUSX TeKywlero
nonb3osatens B Cucreme:

— aCWMHXPOHHble [OeWcTBMSA: pe3ynbTaTbl BCEX ACUHXPOHHbIX AEUCTBUA (yAauHble WU
HeyaayHble), BbINOMHSAOLMECS aCUHXPOHHbIE AEUCTBUS;

— CUHXPOHHbIE NencTBuA: pe3ynbTaTbl OLLIMBOYHBbIX CUHXPOHHbIX noencTeun, Ans yOoa4HbIX
CUHXPOHHbIX [EeNCTBUIA TONbKO 3anncm 06 N3aMeHeHumn crtaTtyca.

BpemeHHOM mnbTp oToOpaxxeHust 3anucen: Bce Bpems paboTbl nonb3oBaTens B Cucreme.

B noanpeactaBneHun YpgaudHble oTobpaxatoTcs 3anucu 06 yaauHbIX OeNCTBUAX TeKyLlero
nonb3osartensa B Cucrteme:

— pesynbTaTbl aCUHXPOHHbLIX ENCTBUN;
— 3anucu 06 n3aMeHeHun ctatyca Anst CUHXPOHHbIX AENCTBUMN.
BpemeHHOM ounbTp oTobpaxeHus 3anucen: Bce BpeMsi paboTbl nonb3oBaTens B Cucteme.

B noanpenctaeneHnn HeyaauHble oTobOpaxaloTcsi 3anucu O HeyaaudHbiX OEeNCTBUSIX TeKyLlero
none3osaTtend B Cucreme:

— pesynbTaTbl aCUHXPOHHbLIX AENCTBUN;
— 3anucu 06 n3ameHeHnn ctaTtyca Ansi CUHXPOHHbIX 4ENCTBUN.

BpemeHHOM unbTp oTobpaxkeHus 3anvcen: Bce Bpemsa paboTbl nonb3oBaTtensa B Cucteme.
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[Mpunoxenue A.

KapTa yBegomneHun ans dyHKUMoOHanbHbIX pasgenos CO/

HaumeHoBaHune

YcnoBue OTOGpa)KeHVIﬂ AOKYMEHTOB

Bxopsiwmne

OTo6paxatoTcs AOKYMEHTbI, CO3[laHHbIe Mo WabnoHy «Bxoaawmiiy, ¢ yyueTom
npaB JOCTyna nonb3oBaTtens K 0KYMeHTY

Mo pnaTe perucTpauun

Mone PezucmpayuoHHbIli HOMep He MycTo.
CopTupoBka: no nono PeaucmpayuoHHbIl HOMep B Nopsiake yobiBaHus,
yYMTbIBasi COPTUPOBKY MO andaenty

Mo pnaTe perucTpauun
NCXOAALLEro

Mone PezucmpayuoHHbIli HOMep He NycTo.

CopTupoeka: no nonto Homep ucxodsiuje2o B nopsiake Bo3pacTaHus,
Y4UTbIBasi COPTUPOBKY MO andaBuTy.

Ecnu none Homep ucxodsiuje20 He 3anofHeHo, B cTonbue NnpeacTaBneHms B
KOHLe crvcka oTobpaxatTcsa 3Ha4YeHus1 (3HadeHue He 3adaHo)

Mo Tnny koHTponNs

MNone PeaucmpauyuoHHbIU HOMEP He NyCTO

n

B none Ha koHmposne ycTtaHOBNEHO 3HadeHune [a.

Coptuposka: no nonto Tun koHmMpoJis (no andasnTy) BKNagku McrnonHeHue
rnopyyeHul

Mo oTnpasuTenio

Mone PeaucmpayuoHHbIl HOMep He NycTo.
CoptupoBka: no nonto Omnpasumens (No andasuTy).

Mo agpecaty

Mone PeaucmpayuoHHbIl HOMep He NycTo.

Coptuposka: no nonto Adpecam (nNo andgasuTy).

Ecnn none Adpecam coaepXuT HECKONbKO 3HAYEHMWI, TO COPTUPOBKa
NPOV3BOAUTCS MO NEPBOMY 3HAYEHWUIO B CNWCKE

Mo craTycy

Bce OOKYMEHTDI.
Coptuposka: no nonto Cmamyc kapmodyku (No andasuTy).

YepHoBMKK

Crartyc PK YepHosuk.
CopTtupoBska: no nonto Jama co3daHus (B Nnopsiake Bo3pacTaHus)

Ha npepgsaputensHown
obpabotke (MB0)

Crartyc PK lNocmynuewui us BC.
CopTtupoBska: no nonto Jama co3daHus (B Nnopsiake Bo3pacTaHus)

OTkasaHo B peructpaumu
(M300)

Cratyc PK Omka3aHo 6 peaucmpayuu.
CopTtuposka: no nonto Jama dokymeHma (B nopsigke Bo3pacTaHus)

3apeructpupoBaHHbie (M30)

Mone UcxoOdHbIl pecypc He NycTo.
CopTtupoBka: no nonto fJama peaucmpayuu (B nopsgke Bo3pacTaHus)

HeobpaboTaHHble (M30)

CraTyc KapTOYK1 MMMOPTUPOBAHHOIO AOKYMeHTa [IposasieHo
CopTtupoBska: no nonto fJama co3daHus (B nopsiake yobiBaHWs)

Mo pnaTe perucTpauum 3a rog

Mone PeaucmpayuoHHbIli HOMep He NyCTo.
CopTtupoBska: no nonto fJama pesucmpayuu B nopsgke Bo3pactaHus

Ucxopsawme

OToGpaxatloTcs JOKYMEHTbI, CO3flaHHble No WabnoHy «Mcxoaawminy, ¢ yueTom
npaB AoCTyna nonb3oBaTens K JOKYMEHTY

Mo paTe perucTpauun

MNone PeaucmpayuoHHbIU HOMeEpP He NyCTo.
CopTupoBka: no nonto PezucmpayuoHHbIl HoMep B nNopsigke yobiBaHus,
Y4UTbIBas COPTUPOBKY NO andaBuTy

Mo cratycy

Bce oOKyMeHTbI.
CopTtupoBska: no nonto Cmamyc kapmodyku (no andasunTy)

Mo ucnonuuteno

MNone PeaucmpayuoHHbIU HOMEpP He NyCTo.

Coptuposka: no nonto UcrnosHumens (No andasuty).

Ecnu none UcnonHumens cogepXXnT HECKOSBKO 3Ha4YEHUIN, TO COPTUPOBKA
NpOU3BOAUTCH MO NEPBOMY 3HAYEHMIO B CMUCKE

Mo noanucaHTy

Mone PeeaucmpayuoHHbIll HOMEp He NyCTOo.
CoptupoBska: no nono ®HM0 nodnucaHma (no andgasuTy)

Mo koppecnoHaeHTy

MNone PeaucmpauyuoHHbIU HOMEP He NyCTO.

CopTtupoBska: no nonto Monyyamens ucxodswezo (No andasuty).

Ecnu none Monyyamens ucxodsiuje20 cooepXUT HECKONbKO 3HAYEHUA, TO
COPTMPOBKA NPON3BOAMTCS NO NEPBOMY 3HAYEHMIO B CMIUCKE
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MNone PecucmpauyuoHHbIU HOMEP He NyCTO.

Mo xypHany CopTuposka: no nonto JKypHan pezucmpayuu (no andgasuTy)

Crartyc PK Peaucmpayus.

Ha pervictpauuy Coptupoeka: no nonto ®H0 Nodnucanma (no andasnty)

Mone Cmamyc Bknapkn Pe3epguposaHue paBHO 3apesepsuposaH
W ctatyc PK He paBeH 3apeaucmpuposaH, [omos k crniucaHuto 8 deso, B derno

3apesepBrpoBaHHbIe

Mone PeeucmpauUOHHblﬁ HOMep He 3anoJiHeHO.

MpoeKThbl )
CopTtumpoeka: no nonto [aTta cosganus (B nopsigke Bo3pacTaHns)

Cratyc PK OmkioHeH v TekyLwmin Nornb30oBaTernb SABNAETCA UCNOMHUTENEM no
OOKYMEHTY (ans nonb3oBartens ¢ ponbio Cmapwuli peaucmpamop OOCTYNHbI

OTKMNOHEHHbIEe BCE OTKMOHEHHbIE JOKYMEHThI).

Coptupoeka: no nonto JJama co3daHust (B nopsigke Bo3pacTaHus) 1 ganee no
nonto AcnonHumens (No andasnTy)

MNone PeaucmpayuoHHbIU HOMEP He NyCTo.

Mo paTte perucTpauymm 3a ro
A P paul A CopTtupoeka: no nonto Jama peaucmpayuu B Nopsifke Bo3pacTaHuUs

OTobpaxatoTca AOKYMEHTbI, CO34aHHbIe Mo WabnoHy «BHyTpeHHWI», C y4eToM

BHyTpeHHuUe
npaB 4OCTyNa Nosib30BaTenNs K AOKYMEHTY

MNone PeaucmpauyuoHHbIU HOMEP He NyCTO.
Mo pate peructpauum CopTtupoBka: no nonto PeecucmpayuoHHbIl HOMep B nopsiake yobiBaHus,
Y4YUTbIBas COPTUPOBKY NO andasBuTy

Bce OOKYMEHTDI.

Mo crarycy Coptuposka: Mo nonto Cmamyc kapmo4ku (No andasuTty)

Mone PezucmpayuoHHbIl HOMep He MycTo.

Mo noanucarTy CoptupoBska: no nonto U0 nodnucarma (no andgasnTy)

Mone PezucmpayuoHHbIl HOMep He MycTo.

Mo xypHany CopTupoBka: no nontwo JKypHan peaucmpayuu (no andasuTy)

MNone PeaucmpauUOHHbu“l HOMep He 3anoJiHEeHO.

MpoeKThbl )
CopTtupoeka: no nonto [aTta co3ganns (B nopsiake Bo3pacTaHns)

Craryc PK Peaucmpayus.

Ha pervctpauuy Coptupoeka: no nonto MU0 Modnucanma (no andasuTy)

Ctatyc PK OmkroHeH v TekyLLMi nonb3oBaTenb SBNAETCA UCNONHUTENEM MO
OOKYMEHTY (Ans nonb3oBaTens ¢ ponbio Cmapwul peaucmpamop JOCTYNHbI

OTKMNOHEHHbIE BCE OTKIMOHEHHbIE JOKYMEHThI).

CopTtuposka: no nonto Jama co3daHus (B Nnopsiake Bo3pacTaHusl) u ganee no
nonto AcnonHumens (no andasnty)

Mone PeaucmpayuoHHbIli HOMep He NyCTo.

Mo paTte pernctpauum 3a ro
A P paul A CopTtuposka: no nonto fJama peaucmpauyuu B Nopsgke BO3pacTaHus

HMA OTobpaxatoTca AOKYMEHTbI, co3aaHHble no wabnoHy «HIMA», ¢ ydeTom npas
J0CTyna nonb3oBaTens K JOKYMEHTY

MNone PeaucmpayuoHHbIU HOMepP He NyCTo.
Mo paTe perncrpauun CopTupoBka: no nonto PezucmpayuoHHbIl HoOMep B Nopsiake yobiBaHus,
Y4YUTbIBasi COPTUPOBKY NO andasuTy

Craryc PK Peaucmpayus.

Ha peructpaunn .
CoptupoBka: no nonto Jama co3daHusi B Nopsiike BO3pacTaHus

Mone Cmamyc sknagkvn PesepguposaHue paBeH 3apesepsuposaH
3apesepBupoBaHHbIe n
Cratyc PK He paBeH 3apeaucmpuposaH, [omos k criucaHuro e 0ero, B deno

MNone PeaucmpayuoHHbIU HOMEP He 3arosTHEHO.

MpoekTbl
P Coptuposka: no nonto Jama co3daHus (B nopsiake yobiBaHus)

Cratyc PK OmkroHeH u TekyLluMi nonb3oBaTenNb SBNSeTCs UCNONHUTENeM no
OOKYMEHTY (Ans nonb3oBaTtens ¢ poneto Cmapwuli peaucmpamop AOCTYNHbI
OTKMNOHEHHbIE BCE OTKIMOHEHHbIE JOKYMEHThI).

Coptupoeka: no nonto Jama co3daHus (B nopsiake Bo3pacTaHus) 1 ganee no
nonto UcnonHumens (N0 andaBuTty)

Bce fOKyMeHThI.

Mo cratycy CopTvpoBka: Mo nonto Cmamyc kapmoyku (No andasuTy)

MNone PeaucmpayuoHHbIlU HOMep He 3arofIHEHO.

Mo nHuumaTopy cornacoBaHus
i Py CopTtupoBka: no nonto Pa3zpabom4uk (no andasuTy)
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Mo pnaTe pernctpauum 3a rog

MNone PecucmpauyuoHHbIU HOMEP He NyCTO.
Coptuposka: no nonto Jama peesucmpayuu B nopsgke Bo3pactaHus

orP[

OToGpaxatoTcs 4OKYMEHTbI, co3daHHble no wabnoHy «OPL», ¢ yueTom npas
JoCTyna nonb3oBaTenst K JOKYMEHTY

Mo pnaTe perucTpauun

Mone PezucmpayuoHHbIl HOMep He MycTo.
CopTupoBka: no nonto PeaucmpayuoHHbIlU HoOMep B Nopsiake yobiBaHus,
yYMTbIBasi COPTUPOBKY MO andaenty

Mo nognucaHTy

Mone PeaucmpayuoHHbIlU HOMep He NycTo.
Coptuposka: no nono ®M0 nodnucanma (no andasuTy)

Mo xypHany

Mone PeaucmpauyuoHHbIl HOMeP He NycTo.
CopTtuposka: no nonto XKypHan pecucmpayuu (No andasnty)

Mo pate peructpauum

Mone PeaucmpauyuoHHbIU HOMEP He MycTo.
CopTtupoeka: no nonto Jama pezucmpauyuu

Ha peructpauuu

Crartyc PK Peaucmpayus.
CopTtuposka: no nonto Jama co3daHusi B Nopsiike Bo3pacTaHus

Mone Cmamyc Bknaaku PesepeupoeaHue paBeH 3ape3epsuposaH

3ape3epBipOBaHHLIe W ctatyc PK He paBeH 3apeaucmpuposaH, fomos Kk criucaHuto 8 derso, B deno
MpoekTi MNone PeaucmpayuoHHbIlU HOMep He 3arofIHEHO.

CopTtupoBska: no nonto Jama co3daHus (B nopsigke yobiBaHus).

Cratyc PK OmkioHeH v TeKyLL M Nornb30oBaTerb SIBNSETCA UCMOMHUTENEM MO

OOKYMEHTY (ans nonb3oBaTtens ¢ poneto Cmapwuli peaucmpamop OCTYNHbI
OTKINOHEHHbIE BCE OTKIMOHEHHbIE JOKYMEHThI).

Coptuposka: no nonto fJama co3daHusi (B Nopsiake Bo3pacTaHus) u ganee no
nonto UcnonHumens (No andasnTy)

Mo paTe perucTpauum 3a rog

Mone PezucmpayuoHHbIl HOMep He MycTo.
CopTupoBka: no nonto Jama pezucmpayuu B Nopsiake Bo3pacTaHus

O6paweHus rpaxaaH (OIN)

OTobpaxatoTcs [OKYMEHTbI, co3AaHHble No WwabnoHy « ObpalleHust rpaxaaH»,
C Y4EeTOM NpaB AocTyna nonb3oBaTens K AOKYMEHTY

Mo pnate perncrtpauun

[Mone PeeaucmpayuoHHbIlU HOMEP He NycTo.
Coptuposka: no nonto PecucmpayuoHHbIl HOMep B Nopsake yobiBaHus,
Y4UTbiBas COPTUPOBKY NO andasuTy

Mo 3aasutento

Bce OOKYMEHTHI.
CopTtupoBka: no nonwo UHghopmayus o 3asseumene. Pamunusi (no andasuTy)

Mo Tnny aBTOpa

Bce OOKYMEHTHI.
CopTtupoBka: no nonto Tun aemopa (no andasnTy)

Mo NCTOYHMKY NOCTYNNEHNs

Bce OOKYMEHTHI.
CopTtupoBska: no nonto MCToYHUK nocTynneHus (rno andasunTy)

Mo craTycy

Bce OOKYMEHTHI.
Coptuposka: no nonto Cmamyc kapmoyku (no andasuTy)

YepHosuku O

Mone PeaucmpayuoHHbIU HOMEP He 3aroSiHEHO.
Coptuposka: no nonto fJama co3daHust (B nopsigke yobiBaHus)

Ha npegsaputensHon
obpabotke (M3O0)

Crartyc PK locmynuswud us BC.
Coptuposka: no nonto Jama co3daHusi (B Nopsifke BO3pacTaHus)

OTkasaHo B perucTpaumm
(M300)

Crartyc PK Omka3saHo 6 peaucmpayuu.
Coptuposka: no nonto JJama dokymeHma (B nopsifke BO3pacTaHusi)

3apeructpupoBaHHble (M30)

Mone UcxoOdHbIl pecypc He MycTo.
CopTtuposka: no nono fJama peaucmpayuu (B nopsake Bo3pacTaHus)

Mo paTe perucTpauum 3a rog

MNone PeaucmpayuoHHbIU HOMepP He NyCTo.
CoptupoBka: no nonto Jama peecucmpayuu B nopsake Bo3pacTaHus
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[Mpunoxenne b. Kapta yBegomneHun ona pasgenos JIdHbIM kKabuHeT n KabnHeT nomMoLLHMKa

CTtonoubl Tabnuubl:

LLlabnoH — HaumeHOBaHWe UCMOSb3yeMOro wabnoHa.

Cratyc — cocTosiHne wabnoHa, B KOTOPOM OH OTODOpakaeTcsa B npeacTaBneHum (nanke).

Ponb (13 cooTBeTCcTBYtOLLErO WabnoHa) — oTobpaxkeHune wabnoHa B npeacTaBneHMm Ansi NoNb3oBaTensi B yKazaHHOW posw.
Nn4yHbIN KABWMHET — NpeAcTaBNeHUs B JIMYHOM KabuHeTe, B KOTOPbIX OTOOpaXaeTcs yBe4OMITEHNME.

KabvHeT nomoLHuKa — npeacTaBneHnsi B kabnHeTe NOMOLLHUKA, B KOTOPbIX OTOOpaXkaeTcst yBeAOMIEHUE.

YBegomneHue B npencrasneHnn — cogepxxaHme yseaomMneHmsa B npeacrtaBieHnn.

N o g > w DRk

+P, +C, +, +[, +O — +P - nanka PaccmortpeHune, +C - nanka CornacoBaHue, +[1- nanka [NognucaHue B poguTenbCkux nankax Ons
pykoBoautensi, B APMe, OT pykoBoauTensi.

8. O6GosHauyeHue «/()» B cTonbue «YBegomneHve B NpeacTaBrneHun» — AOMNONHUTENbHbIE KOMMEHTapPUK Mo OTOBPaXXEeHUIO YBEAOMITEHUS.

Ponb (U3
( YBegomneHue (3aronoBoK NUCbMa B NOYTOBOM siLLUKe
Ne La6noH Crartyc COOTBEeTCTBYHOLLEro YBeaomneHne B npeacTtaBrieHUmn
wabnoHa) nonb3oBaTensi)
JINYHBbIN KaOnHeT KabunHeT nomolHUKa
)
= = = = g
£ =
S| E| 2] =le 2|E |8 = gE| & Sl 2|8 =
| | 5| 2= |2 S|z EIE 8 g| E| 2| =E E|zE
2| 2| 8| 5|x 8le Z|EEIE S| 2| 2 =k 2|E &
= SAR] @ |2 £ 3 = 2R HER =4 E SR = 2
:3“0H§45‘0==Q‘=Q 21 A m-§o=
2 Sko ES S EIS E = gl <« sp F 5
e 2| 2| RESIEEEEEE T E £ - 2F £2. ¢
8| S| =| FIOE|EE|&EH 2| & = ap £18 ¢
= | = -3 |z 5 8 = =l
3 g = =
= R 2 o
=
Mopy4deHne no gokymeHTy Ne
<PeructpaunoHHbIn Homep> oT
OT1yéT 00 + <[ata pernctpaunn> <Kpatkoe
NCMOJTHEHUN cogepxaHue> /(OT4yeT nocTynun
1. |(ncnonHutenb) OTtnpaeneH VMcnonHutenb WCMNOMHMTENIO BNEPBbIE)
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Ponb (13
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
nonb3oBaTens)
wabnoHa)
JIn4HbIN KaObMHeT KabuHeT nomowHMKa
=
= s = = g
= =
g 2| 7| =ls 2| «|E =ls E| & sl 2|E =
2| Z| 5| 2|=E|= 5|z EIE & S =Y ) SEFE g S
gl ol 8| Z|z &le E|5 3|z S|w B S| = HE 9|8 5
=| S| 8| E|EQ|z 2|5 EEaES 2| | SEHIES
Bl E| & 2R &|E&|F SIREHNE| 2| < SR alr 3
Bl 2| 2| &[E 9| 2| E(% 3 « = ZF o>
o © Sl als ol2EL 2| 2 & O~ NSRS
S| S| Bl TP glEElS P 2 2p E|18 2
=Y - -2 = 3| = = >=
T = = o
Mopy4yeHune no gokymeHTy Ne
<PernctpauunoHHbIi HOMepP> OT
OT1yéT 00 + <[ata peructpaunn> <Kpatkoe
NCMNOMHEHNN copepxaHue> /(OTyeT HanpaBneH
2. |(ncnonHutens) OTnpaeneH Vcnonnuutenb MCMNOMHUTENO Ha JopaboTKy)
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbI HOMep> OT
OT1yéT 00 + <[ata peructpaunn> <Kpatkoe
NCMNOMHEHNN cogepxaHve> /(npn HanM4mm
3. |(ncnonHuTens) PaccmoTpeHune WcnonHutens HacTpoek APM)
MopyyeHne no gokymeHTy Ne
OT4éT 06 + <PerncrpaumoHHbIi HOMep> OT
UCMOMHEHNN <fata perunctpaunn> <Kpatkoe
4.  |(vcnonHuTenb) MpuHAT VicnonHutenb cojepxaHue>
MopyyeHne no gokymeHTy Ne
OT1yéT 06 +P <PernctpauunoHHbii HOMep> OT
NCMNOSTHEHUU O6paboTka MNomoLHmK <[ata peructpaunn> <Kpatkoe
5. |(ucnomHutensb) NMOMOLLHWNKOM ncnonHuTens cofepxaHue>
MopyyeHne no gokymeHTy Ne
OT4éT 06 +P <PerncrpaumoHHbIi HOMep> OT
WCMOMHEHNN IMomoLLHMK <fata perunctpaunn> <Kpatkoe
6. |(ncnonHutens) PaccmoTtpeHnue ncnonHuTens cojepxaHue>
OT4éT 06 Mopy4yeHune no gokymeHTy Ne
NCMNONHEHNN MoMoLLHKMK + |<PermctpaunoHHbIn HOMep> OT
7. |(ucnonHutens) MpuHar ncnonHuTens <[ata pernctpaunn> <Kpatkoe
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Ponb (13
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
nonb3oBaTens)
wabnoHa)
JIn4HbIN KaObMHeT KabuHeT nomowHMKa
=
= s = = g
= =
25?556225'2:@0 E| & sl og|g =
2| 8| 5| £I=E|=E|g EI8 & g &8 &| =FE|g =
a2l 8| 8| == 2|lo E|E s a s| = bk 9|5 5
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o @ S5 2|8 |85, 2 g z &~ =R 2l 5
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copepxaHue>
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbI HOMepP> OT
OT1yéT 00 + <[ata peructpaunn> <Kpatkoe
NCNOSTHEHUN cogepxaHue> /(HesaBnucumo ot
8. |(ncnomHutenb) WcnonHeH MognucaHt Npu3HaKka KOHTPOMs NopyyYeHus)
Mopy4yeHune no gokymeHTy Ne
<PernctpauunoHHbii HOMepP> OT
OT1yéT 06 + <[ata pernctpaunn> <Kpatkoe
NCNOSTHEHUN MomoLLHMK cogepxaHue> /(HesaBucumo ot
9. |(ncnomHutensb) WcnonHeH nognucaHTta Nnpu3HaKka KOHTPOs NopyyYeHust)
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbI HOMep> OT
OT1yéT 00 + <[ata peructpaunn> <Kpatkoe
NUCnonHeHnn copgepxaHue> /(HesaBncumo ot
10. |(ucnonHuTtenb) WcnonHeH YTBepxgatoLmm npusHakKa KOHTPOIs NopyvyeHus)
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbI HOMep> OT
OT1yéT 06 + <[ata pernctpaunn> <Kpatkoe
NCNOJTHEHNN MomoLHMK cogepxaHue> /(HesaBucumo ot
11. |(ncnonHutenb) McnonHeH yTBEpPXAaLWwero npu3HaKka KOHTPOMS NopyyYeHus)
OT4éT 06 Mopy4yeHune no gokymeHTy Ne
WCMOMHEHNN + <PeructpaunoHHbI HomMep> oT
12. |(ncnonHutenb) McnonHeH KoHTponep <farta pernctpaunn> <Kpatkoe
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Ponb (13
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
wabnoHa) nonb3oBaTens)
JIn4HbIN KaObMHeT KabuHeT nomowHMKa
=
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cogepxaHue> /(Tonbko Ans
KOHTPOMbHbIX NOPYYEHWI)
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbIi Homep> OT
OT1yéT 06 + <[ata pernctpaunn> <Kpatkoe
NCMOMNHEHUN cogepxaHue> /(OT4yeT HanpaBneH
13. |(coucnonHutenu) |OTnpaeneH VicnonHutenob WCNOSTHUTENIO BrepBbIE)
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbI HOMEP> OT
OT1yéT 06 + <[ata pernctpaunn> <Kpatkoe
NUCnonHeHnn copepxaHue> /(OT4yeT HanpaBneH
14. |(coucnonHutenu) |OTnpasneH VicnonHutenb NCMNOMHUTENIO Ha JopaboTKy)
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbI HOMep> OT
OTyéT 00 + <[ata peructpaunn> <Kpatkoe
NCMNOSTHEHUU copgepxaHue> /(Mpu Hannyum
15. |(coucnonHutenu) |PaccmoTtpeHue VMcnonHutenb HacTpoek APM)
Mopy4yeHune no gokymeHTy Ne
OT4éT 06 + <PerncrpaumoHHbIi HOMep> OT
VCMNOJTHEHUM <[ata peructpaunn> <Kpatkoe
16. |(coucnonuutenu) [[MNpuHAT VMcnonHutenb cofepxaHve>
MopyyeHune no gokymeHTy Ne
OT1yéT 00 +P <PernctpauunoHHbii HoMep> OT
NCMONHEHUN O6paboTka NomoLHMK <[ata peructpaunn> <Kpatkoe
17. |(coucnonHuTtenu) |NOMOLLHWKOM ncnonHuTens cofepxaHue>
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Ponb (13
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
nonb3oBaTens)
wabnoHa)
JIn4HbIN KaObMHeT KabuHeT nomowHMKa
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Mopy4yeHune no gokymeHTy Ne
OT1yéT 06 +P <PernctpauunoHHbIi HOMepP> OT
NCMNOSTHEHUU NMomoLHmK <[ata peructpaunn> <Kpatkoe
18. |(coucnonHutenun) |PaccmoTpexuve ncnonHuTens cofepxaHue>
Mopy4yeHune no aokymeHTy Ne
OT1yéT 00 + <PernctpauunoHHbIi HomMep> oT
NCMNOSTHEHUU NMomoLHmK <[ata peructpaunn> <Kpatkoe
19. |(coucnonuutenu) [MNpuHAT ncnonHuTens cofepxaHue>
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbI HOMep> OT
OT1yéT 06 + <[ata pernctpaunn> <Kpatkoe
NCNOSTHEHUN cogepxaHue> /(HesaBucumo ot
20. |(coucnonnHutenu) |[AcnonHex YTBepxgaroLumm npu3HaKka KOHTPOMs NopyyYeHus)
MopyyeHne no gokymeHTy Ne
<PerncrpaumoHHbI HOMepP> OT
OT1yéT 06 + <[ata pernctpaunn> <Kpatkoe
NUCnonHeHnn MomoLLHMK copgepxaHue> /(HesaBnucumo ot
21. |(coucnonuutenu) |[AcnonHeH yTBEpXAatoLlero Nnpu3HaKka KOHTPOsA NopyyYeHust)
Mopy4yeHune no gokymeHTy Ne
<PerncrpaumoHHbI HOMep> OT
OTy4éT 00 + <[ata peructpaunn> <Kpatkoe
MCMONMHEHUN coaepxaHue> /(Tonbko ans
22. |(ucnonHutens) WcnonHeH KoHTponep KOHTPOIIbHbIX MOPYYEHUi1)
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@yuxkyuonan Cucmemot

Ponb (13
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
wabnoHa) nonb3oBaTens)
JIn4HbIN KaObMHeT KabuHeT nomowHMKa
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O3HakoMUTBLCA C NOpyYEHUEM O
<®UNO lMognucaHTa>:
+ <"Pesontouns"> no gokymeHTty Ne
O3HakomreHne ¢ <PerncrpaumnoHHbIi Homep>
23. |nopy4eHuem OsHakomnenve  |Komy 03HaKoMuUTbCS <Kpatkoe cogepxxaHvue>
O3HaKoMUTBCA C MOPYYEHMEM O
<®NO MognucaHTa>:
[MomoLLHMK +P <"Pesontoumna"> no gokymeHTy Ne
O3HakomIreHue ¢ O3HaKamIIMBaOLLErO <PerncrpaumnoHHbIi Homep>
24. |nopyyeHuem OsHakomneHve |cs <Kpatkoe cogepxxaHvue>
O3HaKoOMUTBCA C MOPYYEHMEM O
<®UNO MopgnucaHTa>:
MomoLHMK +P <"Pesontouunsa"> no gokyMmeHTy Ne
OsHakomnieHue ¢ |O6paboTka O3HaKamnMBarLLero <PernctpauunoHHbIi Homep>
25. |mopyyYeHuem NMOMOLLIHMKOM cs <KpaTkoe cogepxaHvne>
MopyyeHne no gokymeHTy Ne
+ <PeructpaunoHHbIn Homep> oT
MognucaHT <[ata peructpaunn> <Kpatkoe
26. |lMopy4eHune WcnonHenune pesonuum cogepxaHue>: <Pesontouusa>
Mopy4yeHune no gokymeHTy Ne
+ <PerncrpaumoHHbI HOMepP> OT
<[ata peructpaunn> <Kpatkoe
27. |Nopy4veHne VcnonHeHune KoHTponep cogepxaHune>: <Pe3onwoums>
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Ponb (U3
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne LWa6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
wabnoHa) nonb3oBaTensi)
JINYHbIN KabuHeT KabuHeT nomoLwHuKa
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PaccmoTtpeTb gokymeHT <Tun
+ nokymeHTa> Ne <PernctpaumoHHbIz
Homep> oT <[laTa perucrpaumm>
28. |PaccmoTtpeHune PaccmoTpeHune PaccmatpuBatowmi <KpaTtkoe cogepxaHune>
PaccmoTpeTb 4OKYMEeHT <Twun
+P nokyMmeHTa> Ne <PerncrpaumoHHbIN
O6paboTka MomoLHMK Homep> oT <[JaTa perucrpaumm>
29. |PaccMoTpeHune NOMOLLIHUKOM paccMmaTpuBaloLLEero <KpaTkoe cogepxaHune>
PaccmoTpeTb 4OKYMeHT <Twun
nokymeHTa> Ne <PernctpaLuuoHHbIN
+P Homep> oT <[aTa perucrpaumm>
MoMoLHMK <Kpatkoe cogepxaHue> /(He 6bino
30. |PaccmoTpeHue PaccmoTpeHne paccmatpusatloLwero nepegayv pyroMmy pykoBOAMTENHO)
PaccmoTtpeTb AOKYMEHT <Tun
JokymeHTa> Ne <PeructpaumoHHbIN
OTnpaBneH Ha +P Homep> oT <[aTa perucrpaumm>
MCMOJIHEHME NomoLLHMK <Kpatkoe cogepxxaHue> /(He 6bino
31. |PaccmoTtpeHnue pyKoBOOMUTENEM |paccmaTtpuBatoLLiero nepegayv pyromy pykoBoguTento)
PaccmoTtpeTb AOKYMeEHT <Tun
nokymeHTa> Ne <PernctpaLunOoHHbIN
OtnpaBneH +P HomMmep> oT <[lata peructpaunmn>
pykosoautenem  [[TOMOLLHUK <Kpatkoe coagepxxaHue> /(He 6bino
32. |PaccmoTtpeHue B 1eno paccMmaTpuBaloLLLEero nepegayv gpyromy pykoBoguUTeEnNo)
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Ponb (U3
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
wabnoHa) nonb3oBaTens)
JINYHbIN KabuHeT KabuHeT nomoLwHuKa
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PaccmoTtpeTb gokymeHT <Tun
nokymeHTa> Ne <PernctpaumoHHbIz
+P Homep> oT <[lata peructpaunmn>
[NomoLLHMK <Kpatkoe cogepxxaHune> /(Bbeina
33. |PaccmoTtpeHnue PaccmoTtpeHue paccMmaTpuBaloLLEero nepegava gpyromy pykoBoguTento)
PaccmoTpeTb 4OKYMeHT <Twun
nokymeHTa> Ne <PerncrpaumoHHbIN
OTnpaBneH Ha +P Homep> oT <[laTa perucrpaumm>
NCMNOSIHEHNE NMomoLHmK <KpaTkoe cogepxaHune> /(bbina
34. |PaccmoTtpeHnue pyKOBOAUTENEM |paccMaTpuBaoLLero nepegava gpyromy pykoBoguTesnto)
PaccmoTtpeTb AOKYMEHT <Tun
JokymeHTa> Ne <PeructpaumoHHbIN
OTnpaBneH +P Homep> oT <[laTa perucrpaumm>
pykosoautenem  |[[TOMOLLUHUK <KpaTtkoe cogepxaHune> /(bbina
35. |PaccmoTpeHue B Jerno paccmatpuBsatloLwero nepegava gpyromy pykoBoguTesnto)
O3HakoMUTbLCA C JOKYyMEHTOM <Bug
NomoLLHMK +P nokymeHTa> Ne <PernctpaLuuOHHbIN
O6paboTka O3HakaMnuBawLero Homep> oT <[laTa perucrpaumm>
36. |O3HakomneHue NOMOLLIHUKOM cs <KpaTkoe cogepxaHune>
O3HakoMUTbCH C JOKYMEHTOM <Bug
MoMOLLHMK +P nokymeHTa> Ne <PernctpaLnoHHbIV
O3HakaMnuBawLero Homep> oT <[aTa perucrpaumm>
37. |O3HakomneHue OsHakomneHue |cs <KpaTkoe cogepxaHune>
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Ponb (u3
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
nonb3oBaTens)
wabnoHa)
JINYHbIN KabuHeT KabuHeT nomoLwHuKa
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O3HakoMUTbLCA C AOKYyMEHTOM <Bug
+ nokymeHTa> Ne <PernctpaumoHHbIz
Homep> oT <[lata peructpaunmn>
38. |O3HakomneHue OsHakomneHne |Komy 03HAaKOMUTLCS <KpaTtkoe cogepxaHune>
Mognucatb 4OKYMEHT <Twun
OOKyMeHTa> McnonHutensb:
+1
O6paboTka MomoLHMK <WcnonHutenb>, <Kpatkoe
39. |Moanucb NMOMOLLHUKOM noanucaHTta cogepxaHume>
Mognucatb 4OKYMEHT <Twun
+ JokymeHTa> VcnonHutens:
<UcnonHutens>, <KpaTkoe
40. |[[Mognucb MognucaHue MNognucaHt cogepxaHve>
[okymeHT <Tun gokymeHTa>
MNognucaH MomMoLLHMK + WcnonHutens: <AcnonHutenb>,
41. |Mognuck pykoBogutenem |nognuvcaHrta <KpaTkoe cogepxaHve>
Cornacosatb <Tun AOKyMEHTa>
O6paboTka NoMoOLLHKWK +C McnonHutens: </cnonHutens>,
42. |BuaupoBaHue NMOMOLLHUKOM cornacymoLiero <KpaTtkoe cogepxaHune>
Cornacosatb <Tun AOKYMeHTa>
+ NcnonHutens: </cnonHutens>,
43. |BusupoaHue CornacoBaHue Cornacytowui <Kpatkoe cogepxaHune>
<Bug pnokymeHTta>, <Kpatkoe
+ copgepxaHue > /(B cnyyae cosgaHus
44, |Wcxopawwmn MNogrotoBka McnonHutenb KapTOYKM)
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Ponb (U3
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
nonb3oBaTtens)
wabnoHa)
JINYHbIN KabuHeT KabuHeT nomoLwHuKa
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<Bug pokymeHTa>, <Kpartkoe
+ cogepxanue > /(B cnyyae
nonagaHust KapToYKM B 3TOT cTaTyC
45, |Mcxopawmn MNoagrotoBka McnonHutenb BTOpPOW pa3s u 6onee)
<Bwug nokymeHTa>, <Kpatkoe
+ copepxaHue > /(B cniyyae co3gaHusi
46. |BHYyTpEHHMN MogroToBKka WcnonHutenb KapTO4Km)
<Bwug nokymeHTa>, <Kpatkoe
+ copepxaHue > /(B cnyyae

nonagaHus KapTo4ku B 3TOT cTaTyc
47. |BHyTpeHHWUn MoarotoBka VicnonHutenob BTOpOM pa3 n 6onee)

<Bwug nokymeHTa>
<PerncrpaumoHHbI HOMep>,

* <Kpatkoe cogepxanue > /(Ecnu
48. |BHYyTpEHHUN McnonHeH KoHTponep [OKYMEHT KOHTPOJIbHbIN)
<Bwng nokymeHTa>, <Kpatkoe
+ cogepxaHue > /(B cnyyae cosgaHus
49, |OPO lNogrotoBka McnonHutenb KapTOYKM)
<Bug pokymeHTta>, <Kpatkoe
+ cogepxaHue > /(B cnyyae
nonagaHus KapToYkM B STOT CTaTyC
50. |OP[ MogroToBka VicnonHutenb BTOpPOW pa3 u 6ornee)
+ <Bug pnokymeHTta>, <Kpatkoe
51. |OP[ Pernctpauuns Pernctpartop cogepxaHue>
Ha PykoBoauTtens- + <Bug pnokymeHTta>, <Kpatkoe
52. |OP[ O3HAKOMNEHUN Yy |CKPbITHIN cogepxaHue>
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La6noH

Crartyc

Ponb (13
COOTBETCTBYHOLIEro
wabnoHa)

YBepgomneHue (3aronoBok nMcbma
nonb3oBaTtens)

B MNMOYTOBOM SALLMKE

YBepgomneHue B npeacraBreHum

JINYHBbIN KabuHeT

KabuHeT nomMmowHuKa

MocTynuBuiue
Ha cornacoBanun
Ha nopa6oTky
YepHoBuKHU
OTuéThI HA
yTBepKIeHHe
Broigannbie MHOI
Mopy4YeHust
Ilopyuyenus Ha
HCTIOJTHEHUH
Y MeHst Ha
KOHTpOJIe
Joist
pe3epBUPOBaAHUS

Jas pykoBoauTes
B APMe
Ot pykoBoauTest
UTYCTDBI HA
yTBep:KIeHHe
Ilopyuenus Ha
HCTIOJTHEHUH

pykoBoauTens

53.

orPQ

McnonHeH

KoHTponep

<Bug pokymeHTta>
<PeructpauuoHHbIi Homep>,
<Kpatkoe cogepxanue > /(Ecnu
OOKYMEHT KOHTPOJTbHbIN)

54.

Bxopgsawmn

YepHOBUK

Pernctpartop

<Bwug nokymeHTa>, <Kpatkoe
cogepxxaHue >

55.

Bxogswnn

McnonHeH

KoHTponep

<Bwug nokymeHTa>
<PeructpauuoHHbI Homep>, (Home
ncxogsLLero <HOMep UcxogaLlero>),
<KpaTkoe cogepxaHuve >

56.

or

YepHOBUK

Ncnonnutenb

<Bwnpg nokymeHTa>, <Kpatkoe
cofepxaHve >

57.

or

McnonHeH

KoHTponep

<Bupg obpalieHuna>
<PernctpauunoHHbIi Homep> /(Ecnin
OOKYMEHT KOHTPOJIbHbIN)

58.

HMA

MNogrotoBka

NcnonHutenb

<Bup pnokymeHTta>, <Kpartkoe
cogepxaHue > /(B cnyyae cosgaHus
KapTO4Km)

59.

HIMA

MNogrotoBka

McnonHutenb

<Bup pnokymeHTta>, <Kpartkoe
cogepxaHue > /(B cnyyae
nonagaHnsa KapTouky B 3TOT CTaTyc
BTOpPOW pa3 u 6onee)

60.

HIMA

Pernctpauuns

Pernctpartop

<Bug pnokymeHTta>, <Kpatkoe

cogepxxaHne>

W

NOTHKA
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Onucanue ghynkyuonana @yuxkyuonan Cucmemot

Ponb (13
( YBepomneHue (3aronoBok NMCbMa B MOYTOBOM SILMKE
Ne La6noH Crartyc COOTBETCTBYHOLLEro YBeaomneHune B npeacTtaBiieHUn
wabnoHa) nonb3oBaTtens)
JIn4HbIN KaObMHeT KabuHeT nomowHMKa
=R
= s = = g
= =
| | 2| =|x 2|8 =|E = E| & sl 2|E =
E| 2| E| 2|z E|E |z EIE 8| | E| 2 =EEZ|zE
2| 28| &l 5| Sle 2|8 EIE |- 8| T Rk S|E 5
= S| gl =|= 3|z 2= 8lw gl = c B =
S| 2| 5| EEK|Z2EEEEL E| A& 2E %|5 &
= z 5> Bl E = = e <« SR alr B
el Z| g| &lF ZE 2|5 Sl 5T 8| = ZF &% ¢
5| 8| | &k 8|z |2 E g a2l | = Sk 2RE
S| O | FO EIEE|SEP 2| T| = SR
= > = 5] = > =
Sl = 2 = o - =
== = 2 5 o
=
Ha
O3HaKOMIIeHUN y + <Bug pokymeHTa>, <Kpartkoe
61. |HMA pykoBoguTens Pernctpartop cogepxxaHume>
<Bwug nokymeHTa>
+ <PerncrpaumoHHbI HOMep>,
<Kpatkoe cogepxanue > /(Ecnu
62. |HMA McnonHeH KoHTponep OOKYMEHT KOHTPOJTbHbIN)
3anpoc Ha 3anpoc Ha pe3epBrpoBaHue Homepa
pes3epBMpoBaHue + ans gokymeHTta <KpaTkoe
63. |Homepa OnybnukoBaH Pervctpatop cofepxaHue>
YBeaomreHume o
nenermposaHuu +
npase YBegomneHue o genermpoBaHum
64. |nonb3oBatesnto OsHakomneHve  |Komy 03HaKOMUTbCS npas
'*norum 139
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v ¢sj

[ocynpaenenue

[MpunoxeHne B. >Kn3HeHHble LMKNbI

BuauposaHue
Ypanute (0_ABTop,
[_Wcnonuutens
[OKYMEHTa OCHOBaHWS)
Kop3auHa YepHoBuk
-
~
3aBepLUNTb JONONHUTENbHOE
P : cornacoBaHve Ypanuts (0L_AeTop, e -
[_Wcnonuutenb gokymeHTa P Ha cornacosaHue
-
N OCHOBaHWS) _
-
/ \ ~
/ \ Vi

OxupaaHue cornacoBaHus
[lononHuTenbHoe cornacoBaHve

Ycnosue OTCyTCTBUA Ycnosue Hanuuus

NOMOLUHWKA [OMOLLHVKA \
Ha / Ortocnatb MomoLHuKy Ha \
AONONHUTENbHOE cornacytoLemy obpaboTky
3aBepwmTh cornacoBaHue
[IONONHUTENBHOE [i_Cornacytowui)
cornacosaHme 3ameHuTb Ha pononHuTensHoe | 3ameHuTb
(O_Cornacyrowwmii, cornacytotuero / cornacosaHue (MOMOLLHUK) | cornacytotuero
TMoMOLHMK (A_AsTop, (O_MomowHmk (A_AsTop,
cornacyloLLero - [_Wcnonuutens // COTNacyIOLLEro - CKPbIThIi1) | [_Wcnonuutens
i [IOKyMeHTa [IOKyMeHTa
CKPbITHINA
) ocHoBaHus) / OCHOBaHMs1)
/
B APM pykosogutentio
[1_TOMOLLHWK COrnacytoLLero - CKpbITbIi OBpaboTka NOMOLLHMKOM
OTKIMOHEH CornacosaHue <
JE[KJ‘IOHMTI: (Bamectutennb Ha nopaborky
pyKOBOEMTEHC?:;Z?;fmu::/ (O_Cornacytowmin ucxoasiero (ckpeitoi), [l_Cornacyiownii
,D._Cornacynou.l.why BHYTPEHHEro (CKpbITbIN), 3aMecTuTenNb pykoBOAMTENS OpraHu3aummn/ Cornacen
nexoasLero (CKpbIThbIi), A_Cornacytoumi) (O_MomoLHmK
[_Cornacytowumin cornacytoLero
BHYTPEHHETO (CKPbITbIN)) - CKPbIThIi)
Cornacen CornacoBatb ¢
- 3amMmevyaHunamu
(O_Cornacytowmin) (LL_MomouwHnk
cornacyoLero -
HanpasneH =
owmBouHO CHPLITER) B uepHosmk
(O_CornacytoLuuit) (O_Wcnonnutens
[OKyMeHTa
OCHOBaHMst
CornacoBaH ¢
3amMevyaHuaMn \/
(0_CornacytoLuii) /KCornacoaaH
HanpaBneH ownboyHo Qornacoaau [ 3aMeHaHMHM§
B yepHosuk ([_ABTOp,
[_Wcnonuutens

[LOKYMEHTa OCHOBaHUS)

PucyHok B.1 — XKu3HeHHbIN LUK KapTOYKM JOKYMEHTa no wabnoHy «BusmpoBaHue»

2015




Onucanue yynkyuonana Dyuxyuonan Cucmembol

BHyTpeHHUI [OKYyMEHT

Ypanutb
BapervctpupoBaTb (O_vcnonHutens,
(CrapLuwmin peructpatop, [_AsTOp)

[_OtBeTcTBeHHbIV 3a AOY

MoaroToska

KopauHa

Ha pervctpauvio

—

- \ (0_®WO nopnucaxTa,
_ <~ OTtnpaBuTb No \ [_MomouHnk N0
~ MapLupyTy | nognucaHTa)
/ (O_AsTop,
/ [0_Wcnonnutens, / Bepryto
/ / Ha popaboTky

Cornacosanve

OTKMOHUTL ~ — —
N Ha

~ nognucanvel
~ ‘ -
-~ ~ — -
- -
BepryTe Moanucanve —
Ha OTKNOHUTL
nopaboTky

I [oToB K
| peructpaumm
\

BepHyTb Ha Peructpauus

popaboTky

BapeructpuposaTtb
(0_OTBeTcTBEHHbIN 3a OY,
CrapLuuii peructpartop)

3apervicTpupoBsaH

OTnpaeuTb agpecaty
(O_OTBeTcTBEHHbIN 32 JOY,
CrapLuwii peructpartop)

Ha
nucnonHexHue

PaccmoTtpeHve

Ha |
ucnonHeHue |

WcnonHexne
MepeBecTn B

apxus

BepHyTb Ha

1CnonHeHve WcnonHeHo
(Crapuuwit (O_KoHTponep
perucTparop, 0 IOKYMEHTY)
[_KonTponep no

AOKYMEHTY) VicrionHeH

[oTOB K cnucaHwio B ferno
(O_KoHTponep no gokymeHTy, [1_OTBETCTBEHHbIN
3a [10Y, CrapLuwii peructpaTop)
Cuctema — ecrnm JOKyMEHT He KOHTPOSbHbI

[oTOB K CnucaHuio B Aeno

B peno
(0_OTBeTCTBEHHIV 3a
[0V, Crapwwin
perucTpaTop)

BepHyTb Ha aTan
cnucaHus B Aeno

BepHyTb 13 apxusa (CTtapLumii

peructpartop)
BepHyTb Ha ncrnonHeHue

PucyHok B.2 — J)KusHeHHbIN UMK KAPTOYKN AOKYMEHTa No wabnoHy «BHyTpeHHUI JOKYMEeHT»

ey 141
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Onucanue yynkyuonana

Bxoaswme yBegomneHnusi/ Ceptucukar 3/ CogepxxkaHue
paspena/ Ctatyc ornpaBku B MO0, 3tan cornacoBaHus

[NepeyeHb wabnoHos

o  Cepmucpukam 3Of1

e CodepxaHue pasdena

e Cmamyc omnpaeku 8 M3O

e YeedomrieHue: 8 peeucmpauyuu

dokymeHma omka3aHo (UcX.00K)

YeedomneHue FOCT

YeedomneHue: [Joknad no

ropyyeHuto HarnpassieH (Ucx.00K)

o YsedomrneHue: [JokymeHm

3apeaucmpuposaH (Ucx.00K)

o YeedomneHue: [NopydyeHue NpuHam K
ucrosnHeHuto (UcX.00K)

e YgedomneHue: X00 ucrnosHeHus
(ucx.dok)

e  XpaHeHue 0oKymeHma

e Oman coenacogaHusi

Ony6nukoBaHo

B ny6nukathbl

PucyHok B.3 — XKusHeHHbIN LUK KapTo4eK AOKYMEHTOB Mo WabnoHaMm BXoAsALWMUX YBeAOMNEHUMN,
«CepTtudukat 3, «CopepxaHue pasgena», «Ctatyc ornpaBku B MO[O», «dTan cornacoBaHus»

Cnucok
BHYTPEHHUX NepCoH

Ypanutb (Pegaktop
CNpaBOYHMKOB,

JInyHbIA [_Bnapeneuy cnucka)

Ony6nukoBaTb
(Pepaktop
CNpaBOYHVIKOB)

]

PucyHok B.4 — )Ku3HeHHbIW LMKI KapTO4KU AOKYMEHTA Mo Wa6noHy «CnUcok BHYTPEHHUX MEePCOH»

Ypanutb (Pegaktop
CMpaBOYHMKOB)

Dynkyuonan Cucmemot

v C3i

focynpasnenue
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

Bxoaawunin/Or
YpanuTb B KOP3UHY
(O_AsTop, CTapLuwi
peructparop)
YepHoBUK
3apeructpuposatb > l"oToB k perucTpatmu
(O_OTBeTcTBEHHbIT 32 JOY, > __ (mokymeHT noctynun us
CrapLumii peructparop, - _BHELUHX cicTem)
Peructparop/ [_ABTOp) >~
BaperucTpmpoBaTtb >
(Peructpatop, Ctapumin >
peructparop)
BapervuctpupoBaH Moctynuewwii n3 BC
Ha Ortkasatb B peructpauumn
MCNONHeHe (0_OTBeTCTBEHHbIN 3a
(Crapuuit Ha paccmotpeHme Ypanutb B [0V, Crapwwin
peructparop) (0_OtBeTcTBeHHbI! KOP3UHY perucTpaTop)
3a 0OY, Crapwuwuin
pemcTparop, OTkasaHo B pervctpaumm
Perucrtpatop/
[_AsTop)
PaccmoTpeHuve
Ha ncnonxenne ‘I
|
|
VcnonHexne

MepeBecTn B
apxvs

WcnonxeHo
(Cuctema - ecrin
MCMONHEHbI BCe

Nopy4eHNst BEPXHETO
YPOBHSA,
[_KoHnTponep no
[LOKYMEHTY)

Wcno.

[oToB K cnucaHwio B Aeno
(Crapuwwii peructpatop,
[_OtBeTcTBeHHbIN 32 JOY,
[1_KoHTponép no AOKyMeHTY,
Cucrema — ecrnu OKYMEHT He
KOHTPOSbHbIN)

BepHyTb Ha ncnonHeHve
(Crapwumin peructpatop,
[_KoHTponep no JOKyMEHTY)

NHEH

BepHyTb Ha
VCronHeHne

BepHyTb 13 apxusa (CtapLumin
peructpartop)

['oTOB K cnucaHuto B Aeno

B neno
(0_OTBeTcTBEHHbIN 32
[0V, Crapwwun
peructparop)

B neno

.

BepHyTb Ha aTtan
cnucaHmsa

PucyHok B.5 — )KusHeHHbIN LMK KapTo4eK AOKYMEHTOB no wabnoHam «Bxoaawuny, «O6palieHune
rpaxxgaHuHa»

v C3i
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

XypHan peructpauumn

MoaroToBka

CKpbITb Ony6nukoBaTb
(Penaxtop (O_AsTop, Pepaktop
CNpaBOYHMKOB) CMPaBOYHUKOB)

Ony6nukoBaHo

PucyHok B.6 — XKu3HeHHbIN LUK KapTO4KM AOKYMeHTa no wabnoHy «XKypHan perucrpayum»

3anpoc Ha pe3epBupoBaHue
HOMepa

OTtkasatb B
3apesepBupoBaTb PesepBupoBaHn -
(Peructpatop,CtapLunii (Pernctpatop, Crapuwini
peructparop) perucTparop)

3apesepBupoBaH

He 3ape3epBupoBaH

PucyHok B.7 — JKU3HEeHHbIN LMKN KapTO4KN JOKYMEHTa Nno wabnoHy «3anpoc Ha pe3epBupoBaHue
HOMepa»

¥ ¢34 144
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

M36paHHbIN AOKYMEHT

Ony6nukoBaH

Oy6nukat
(CospaTenu
[OKYMEHTOB)

Oy6nukat

PucyHok B.8 — )KusHeHHbIN LMKN KapTO4KU AOKYMeHTa No wabnoHy «36paHHbIN JOKYMEHT»

MMnopTMpoBaHHbLIN AOKYMEHT

KapTtouka
obpaboTaHa (Tonbko

3arpy3ka npoBarneHsbl
Cucrtema)

(Tonbko Cuctema)

BoccraHoBneHa

O6paboTaHo

MpoBaneHo

He nognexut
BOCCTaHOBIIEHUIO

He nognexur BOCCTaHOBJ‘IeHVI@

PucyHok B.9 — )KusHeHHbIN LMKN KapPTO4YKN AOKYMEHTA No WabnoHy « MIMNopTMpOBaHHbIN AOKYMEHT»

v C3i

focynpasnenue
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

Ucxopsawme yBeagomMineHus

‘ lNepeyveHb wabroHos
e YsedomneHue: 8 peaucmpayuu
OoKyMeHma omka3aHo

Ypanutb B
KOP3UHY e YeedomrneHue: [Joknad rno
ropyveHuUto HarpasrieH
OBV'K ) e YeedomneHue: [JokymeHm
3apeaucmpupogaH
o YsedomneHue: lNopydeHue rnpuHIm K
[oTOB K OoTnpaBke UCOSTHEHUIO
e YsedomneHue:. ygedomreHuUe
3asi.eumerito

[oToB K OTNpaBke

OoTnpaBnTb

He oTtnpaBnaTtb

C6poc

utepartopa Cbpoc

utepartopa

He oTtnpaeneH

OTnpaeneH

PucyHok B.10 — XKusaHeHHbIN LMKN KapTO4E€K AOKYMEHTOB MO WabnoHam Mcxoasmx yseaomMneHun

ey 146
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

Ucxopawmn
Ynanutb
B3apervcTpupoBaTb (O_ucnonHutens,
(Ctapwumn pernctpartop, O_AsTop)
[_OrtBeTcTBeHHbIV 3a [OY)
MoaroToBka ( Kopauna )
— = NN
- \ Ha peructpauuio
_ < Omnpasus no \ (A_ono
v/ MapuwpyTy | noanucaHTa,
/ (O_AeTop, O_MomouHmk PNO
/ [_Vicnonnutens / Bephytb noanucaHTa)
| / Ha popaboTky
R e e
\ OTKNOHNUTL
N -
~ OTnpaBuTb -
~ -
- no MapLupyTy -
~ —
~ — -
BepHyTb - -
Ha Moanucanne FQOrtknoHuTts
nopaboTtky
|| MoanucaH
Perncrtpaumsa
3apervcTpupoBaTb
(O_OTBeTcTBEHHBIV 32 OOV,
Crapwuii peructparop)
3apermcTpmpoBaH <
B neno
(0_OTBeTCcTBEHHbIN 32
ROV, Crapus e e
perucTpaTop) P P parop
B geno

®

PucyHok B.11 — XKnsaHeHHbIN LMKN KapTO4KN AOKYMEHTa no wabnoHy «Ucxoaawmmny
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

W

JIN4YHbIN KOHTpPONb

Ony6nukoBaHo

OTMeHUTb

PucyHok B.12 — XKN3HeHHbIN LUK KapTO4KM JOKYMEeHTa no wabnoHy «JINYHbIN KOHTPOSb»

NOTHKA

o )i}

focynpasnenue
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Dynkyuonan Cucmemot

Onucanue yynkyuonana

Ypanuts B KOpP3uHYy

(O_AsTop)

HMA, OPQ 3aperucTpupoBath
(CrapLuwit peructpatop,
[_OtBeTcTBeHHbIN 32 JOY)

Ha peructpauuio

MoaroToBka

- - Pykosogutenio
(A_AsTop,
Ve
s [_PykosoauTens - BepHyTb Ha (A_ono
CKpbITbIi1) AopaboTky nognucaxTa,
(O_PykosoauTens - [_MomowHukn

CKPbITHIA nognucaxTa
P! ) OTnpasuTb Mo (cKpbITHE))

H mapuwpyty (A_AsTop,

a 03HaKOMMNEHUM y pyKkoBOAUTENS 1_VicnonkuTens,
[_PykoBoguTens -
CKpbIThIi1)

OTnpaBuTb No

OTKMNOHUTL
(ﬁLPyKOEOl:lVlTeﬂb - MapLpyTy
CKPbITbIiA) (O_Pykosogutens -
BepHyTb -
Ha fopaboTky -

CKPbITINA)

CornacosaHue

Cornacosanue
3aBepLUeHo

OTKMOHeH

BepHyTb
Ha aopaboTky

Pervctpauus

BepHyTb Ha

AopaboTky 3apeructpuposatb
(0_OTBeTcTBEHHbBIN 32 [10Y,

CrapLunin peructpaTop)

BaperucTpvipoBaH
[OTOB Kk CcnMcaHuto B Aeno

(CrapLumii peructparop,
Ha ncnonxenune . [_OrteeTtcTBeHHbIN 3a IOY,
(A_OtBeTCTBEHHBIN [l_KoHTponép no AoKyMeHTy)

3a JOY, Crapwwmit
perucTpartop)
MepesecTn B
apxve

He Tpebyet
UCNONHeHus

Wcnonxenve

Wcnonxen Bcemu ([_KoHTponep no
pokymeHTy, [1_OTBeTCTBEHHbI 3a [1OY,
CrapLunin peructpaTop)
(Cucrtema, ecnin
1. Bce nopyyeHns NepBoro ypoBHsi B
KOHEUHbIX CTaTycax

2. N0 AOKYMEHTY HET NOpy4eHUii 1 HeT

PK o3HakomneHwit — cnycTst 30 AHeit
nocne oTnpaBky Ha UCTONHeHNe

BepHyTb Ha

1cnonHeHne
(Crapwmin ©
perucTparop, 3. M0 AOKyMEHTY HeT MOpyHeHuii 1 ecTb
[_KoHTponep no PKK o3HakomneHuin — cnycta 30 aHen
rnocrne nocreHero 03HakoMneHus ¢
[AOKyMEHTOM)

[OKYMEHTY)
Mcnonwex
[oTOB K cnucaHuto B Aeno
(Crapwmit peructpatop, [_OtseTcTBeHHbI 3a OY,
A_KoHTponép no AokymeHTy, Cuctema — ecnv JOKYMEHT He

KOHTPOJTbHbIiA)
[oTOB K cncaHuio B Aeno

B neno
(O_OTBeTCTBEHHbI 32
[OY, Crapwwin
peructpaTop)

BepHyTb Ha aTan
cnncanus B Aeno

B peno
BepHyTb 13 apxusa (CTapLunii
peructparop)

BepHyTb Ha ucnonHexue

@

PucyHok B.13 — XKu3HeHHbIN LMKN KapTO4YeK AOKYyMEHTOB no wabnoHam «HIMA», «OPO»

v C3i

locynpasnenue
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

O3HakomMmneHue

YepHoBuK > KopauHa
B kop3uHy

(Pernctpatop, Ctaplumn

peructpatop, [_ABTOp)
OTnpasnTb N0 MapLpyTy

\
k \
(Crapwun peructpartop, ‘
Peructpatop, _ABTOp ) |

\

YcroBue oTcyTCTRUS G)KM,D,aHVIe paCCMOTpeH@ YcnoBue Hanuuus
NOMOLLHUKA _ - NOMOLLHMKA
HeT nomoLuHuka P - ~ \|-|0MOLIJ,HVIKy Ha 06paboTky
-
-
-
-
P - B APM pykoBoauTento
(O_MNomoLHKK 03HakamnuBatoLLerocs-
CKpbITbIN)

O3HakomMmneHne [ \O6paGOTKa NMOMOLLIHUKOM

OsHakomuncs
(O_Komy o3HakoMuTbCS)

OsHakomuncsa

PucyHok B.14 — XKu3aHeHHbIN LMKN KAPTOYKN AOKYMEHTa No WabnoHy «O3HakomneHue»

ey 150
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

O3HakomneHue ¢
nopy4eHuem

YepHoBuK > KopauHa
B kopauHy

(O_AunHamunuyeckasn pornb —

| CKpbITbIE)
OTnpaBuTb MO MapLIpyTy |
(A_AnHamunyeckas ponb — ‘
ckpbiTble, Co3gaTeny JOKYMEHTOB) ‘

OxungaHue paccMoTpeHus
Ycnoeue oTcyTcTBUSA A P P Ycnosue Hanmuus
MOMOLLIHUKA - ~ NOMOLLHMKA
Het nomowHmka - ~ \|_|OMOLLlHVIKy Ha 06paboTky
~
- - ~
- ~
e ~ -
_ - B APM pykosogutento ~
(O_lomMoLuHuK o3HakamnuBaroLLerocs- \g

CKpbITbIN
P ) G6p860TKa I'IOMOLIJ,HVIKOD

O3sHakomneHue |< k

OsHakomuncs
(O0_Komy o3HakomuTbCS)

O3sHakomuncst

PucyHok B.15 — )KN3HeHHbIN LMK KaPTOYKM AOKYMEHTa no wabnoHy «O3HakoMreHue ¢ nopy4yeHnem»
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

OT14eT 06 UCNOSNTHEHUMN

YepHoBuK

TexHuuecknit (0_MoANMCaHT CKpbITbIA, |
[1_TTomMOLLHMK nognMcaHTa NopyYeHuia |
CKPbITbIN, [I_ABTOp NOpPYy4eHUsT)

s OTMEHUTb

BepHyTb Ha AopaboTky
(O_ABTop nopy4yenus, [_KoHTponep,
O _NMoanucaHT ckpbITbii, O_MNoMoLHUK
noAnvcaHTa nopyyYeHusi CKpbITbIN,
0_YTBepxpatowmii ckpbITbiv, [1_MNomoLHMK
YTBEPXXAAIOLLENO CKPbITHIN)

OtmeHeH < — — — — —

\
OTMEHUTb

l

Ycnoeuwe Hanuuus
noMoulH1Ka
MomoLLHKKY Ha 0bpaboTKy

OTnpaBneH

MpuHATL N
(d_WcnonHutens,

[_TMomoLumk

McnonHuTens -

CKpbITbIN)

OTMeHUTb

B pa6oty
(O_MNomoLumk

- ncnonHuTens -
- CKpbITbIN)

~ - OTmeHuTb
~

~
~

B pa6oty
(O_Wcnonnutens,
[_TOMOLUMK UCNOMHUTENS - CKPbITBI)

Wcnonuute (O_Wcnonnutens,
[_TMomowumk ncnonHuTens -
CKpbITbIN)

\

YT1BepauTb (O_ABTOp nopyyeHus,
[0_KoHTponep,

[O_ToanucaHT CkpbIThIN,
[_TomoLLHWK noanMcaHTa Nopy4eHUsi CKpbITbIN,
[l_YTBepxaaroLwmin CKpbITbIN,
[_ToMOLLHMK yTBEPXKAAKOLLETO CKPbITbIN)

YTBepxaeH

O6paboTka NOMOLLHUKOM

B APM
pykoBoguTento
[O_TMNomouumk
UCnonHuTens -
CKPbITbIN

PaccmoTtpeHune

McnonHutb
(O_Nomowmk
nenonHuTens -
CKpbITbIN)

PucyHok B.16 — XKU3HEeHHbIN LMKN KapTOYKN AOKYMEHTa No wabnoHy «OT4yeT 06 MCNONHEeHNN»

v C3i
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

MNMepcoHa (BHyTEPHHUN)

AKTMBHbIN NONb3oBaTeNb

Cpaenatb aKkTUBHbBIM (TONbKO Cpaenatb HeaKTUBHbIM
Cucrema) (PepakTop cnpaBoYHUKOB)

HeakTunBHbI Nnonb3oBaTenb

PucyHok B.17 — XKu3HeHHbIN LMKN KapTO4YKM AOKYMeHTa no wabnoHy «lMepcoHa (BHYTPEeHHUIA)»

¥ ¢34 153
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

Mognuckb

YepHoBMK

| Ha nognucanwue (O_ABTOp,
[_WcnonHutens gokymeHTa
| OCHOBaHMS)

Ycnosue oTcyTCTBUS

NOMOLLIHWKA

OTnpaBuTb

noanucaHTy
pyKkoBOAMTENIO

(McnonHutenb AOKyMeHTa
ocHoBaHwus, [_MNoMOLHMKM
noanucaHTa (CKpbITbIe))

l
|
|
|
MNepenatb apyromy |
|
|
|

B APM PykoBoautens
(O_TNomoLwHukn nognucaHTa
(ckpbITbIE))

\Vi Ycnoeue Hanuuvsi NOMOLLHWKa
OTnpaBnTb NOMOLLHWKY
Omm,u,aHme cornacoBaHund — — — — — — -
~

Moanucanue

Ha popa6oTtky
(O_MoanwucaHT)
OTKNOHUTL
(O_NoanucaHT)

Moanucax
(0_MoanwucaHT)

GoﬂnwcaH pyKoaonMTeneD OrkroHeHo
Moanucatb
(O_MomoLLHmKm
noanucaHTa
(ckpbiTbIE))

MognucaHo

<06pa60ﬂ<a NMOMOLLMHUKOM

Ha popabotky
(O_TMomoLHukn nognucaHTa
(ckpbITbIE))

PucyHok B.18 — XKusaHeHHbIN LMKN KapTO4YKN AOKYMeHTa Nno wabnoHy «Moanucb»

v C3i

locynpasnenue
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

MopyyeHue

YepHoBuK >  KopsuHa
S/ Ypanutb B KOP3UHY

(O_MNomowHuk nognucaxTa -
Ha ucrnonHenue 1 ckpbITbI, [1_Moanucant
(O_MomoLllHnK nognmcaHTa - CKpbITEINA, [1_ABTOp)
ckpbITbIN, [_lMoanucaHT CKpbITbIN)

McnonHeHune
OTmMeHUTb

(O_KoHTponep,
[_TMoanucaHT CKpbITbIN,
[_TlomoLLHKUK noanncaHTa CKpbITbIN)

McnonHeHo

(Cuctema, ecnv Bce OTYETHI UCMOMHUTENE 1
CowucnonHutenen yteepxaeHbl

+ [1_KoHTponep, [I_lNoanucaHT cKpbITbIA,

[_TomoLLHUK noanucaHTa - CKpbITbIN)

WcnonHeH OTmeHeH

PucyHok B.19 — XKu3HeHHbIN LMKN KapTOYKN AOKYMEHTa Nno wabnoHy «MopyyeHune»
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

Paspen caunTa

Kpome APM
Pykosogutens PToano APM
opraHusaunn HepHoBuk YKOBOAUTENS

opraHunsauuun

@ome APM PykoBOAUTENs OpraHnaaumm Tonbko APM PykosoguTens opran3auvD

PucyHok B.20 — XKusaHeHHbIN UMKN KapTOYKN AOKYMEHTa no wabnoHy «Pasnen canrta»

¥ ¢34 156

focynpasnenue



Onucanue yynkyuonana

Dynkyuonan Cucmemot

PaccmoTpeHue

YepHoBuk

| Ha paccmoTtpeHue
| (Peructpatop, Ctapumin
| peructparop, [1_ABTop)

G»(wanwe paCCMOTpeHva
YcnoBue OTCYTCTBUS NOMOLLIHMKE YcnoBue Hanu4ns NOMOLLIHMKA
PaccmoTpeTb Y / N N OTNpaBUTb NOMOLLHWKY
/ AN
MepenaTs Apyromy p / N N
pykoBoAMTENiO y, N
(O_MNMomoLHukmn Y \ B neno
paccmaTpuBatoLLero Y PykoBOAMTENHO AN (0_MomouHukn
(ckpbITIE)) / (A_MomoLuHukm N N paccMaTpuBaioLL
paccx:i;pb:’;i?e")))”-‘ero A €ero (CkpbITbie))
PaccmoTpeHve O6paboTka NOMOLLHWUKOM
B peno
[1_ PaccmatpuBatoLymin)
Ha vcrionHeHne Ha ncnonHexune
(O0_PaccmaTtpuatoLumin) (A_MomouuHmkm
paccmaTpuBaroLLero
(ckpbITbIE))
GTnpaBneH Ha ucnonHeHve pyKoaop,MTeneD
OTnpaBrneH pykoBoguTenem B ne@
Ha ncnonHenne
(O_omoLuHmKM B peno
paccmaTpuBaloLLero (MomouHmkn
(CkpbITblE) ecnu ecTb paccmaTpuBaioLlero
nHaue Cucrema) (CKpbIThIE) €Cnn ecTb,
nHadve Cucrema)
Vcnonxenve

®

PucyHok B.21 — XKusHeHHbIN LUKN KapPTO4YKN AOKYMeHTa no wabnoHy «PaccmoTpeHue»

W FB.CI. 157
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

Tunoson APM

YepHoBuK

Ha ytBepxaeHune

(O_ABTOp)

[NepeyeHb wabroHos

o UHgbopmayuoHHbIU Mamepuarn
Hasueayusi no catimy
Hasuezayus no cmpaHuyam
lMpedcmasneHue mamepuana
Criucok Mmamepuarnos

OTKNOHUTB
(PepakTop cnpaBoOYHMKOB)

GDOCMOTp 7 iYTBepmeHme

Ha yTBepxaeHne
(O_ABTOp) Ony6nukoBaTh
(PepakTop cnpaBoOYHMKOB)

Ony6nukoBaHo
ApxuBupoBaTb

(PepakTop cnpaBOYHMKOB)

=
.

PucyHok B.22 — XKusaHeHHbIN LMKN KapTO4YKU NO TUNOBbIM WwabnoHam APMa

¥ ¢34 158
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

TunoBow mapwpyT
cornacoBaHusA

) >(oeme )
YepHoBuKK KopavHa
(o)

Ypanuts (J_ABTOp)

Coenatb NUYHbIM
(O_AsTop)

MepectaTb ucnonb3oBaTb
(O_ABTop, PegakTtop
CNpaBOYHMKOB)

HbIV

Cpenatb Coenatb NMYHbLIM

ny6nuyHbIM (PepakTop
(PepaxTop CMPaBOYHMKOB)
CnpaBOYHVIKOB)

O6wmn
MepecrtaTb

1crnonbL3oBaThb
(Pepaktop
CrpaBOYHVIKOB)

YcrapesLwmn

PucyHok B.23 — )KN3HeHHbIN LMKN KapTOYKN AOKYMEHTa no wabnoHy « TunoBon mapLupyT
cornacoBaHusa»
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

TunoBow WabnoH

Ony6nukoBaHo

B nybnukaTbl
(PepakTop
CNpaBOYHUKOB)

Ay6nukat

lNepeyeHb waboHos

Aemop obpaweHus

Bonpoc obpaweHusi

opod

HenapmameHm
HomxHocmb

Lelicmesusi ¢ bymaxkHbIM OpuaUHaIoM
VicmouHuk nocmynneHusi
Mecma xpaHeHusi
Hacmpotiku dnss APM Pykosodumeris
HomeHnknamypa Oen
Hymepamop

OpeaHusayus

lMepcoHa (8HewHUU)

PatioH

PezuoH (P® unu dpyzoe)
Pe3ynbmam paccMompeHusi
Criucok 03HaKoMIIeHUsI
Criucok pacchliku

Cmpana unu cybbekm P®
Tekcmosoe coobujeHue
Temamuka 3arnpoca
Temamuka obpauweHusi

Tun asmopa

Tunoesie pe3onoyuu APMa
®opmam Homepa

PucyHok B.24 — YKu3HeHHbIW LIMKN KapTOUYKM AOKYMEHTa No TUMOBOMY LaGnoHy

dann

AKTUBHbIN

Ycrapeswwi hann
(YuTaTtennb Bcex
[OKYMEHTOB)

YcrapeBLwni

PucyHok B.25 — XKusHeHHbIN LMKN KapPTO4YKN AOKYMEHTa No wabnoHy «Pann»

v C3i

focynpasnenue
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Onucanue yynkyuonana Dyuryuonan Cucmembol

LLIa6noH co3gaHus...

®

lNepeyeHb wabroHos
e [llabrioH co30aHusi 03HaKOMJ/IeHUS
OnybnukoBaHo
< ) e [llabrioH co30aHusi 8U3UPOBAHUS

e [llabrioH co30aHusi nodnucu

B ay6ruKarb e [llabrioH co30aHusi 3571eMeHmMo8

(CTapLuy”}'] CriucKa pacchbliiku
peructparop)
Oy6nukat

PucyHok B.26 — XKusHeHHbIN LUK KAPTO4YeK AOKYMEHTOB no wabnoHam «LLa6noH co3gaHus
O3HakomneHusa», «LLlabnoH co3gaHna Bu3MpoBaHuAy, «LLlabnoH co3aaHus nognucuy», «LlLabnoH
CO34aHNA 3NIeMEeHTOB CNUCKa PacCbINIKU»

ey 161
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

AneMeHT cnu1cka pacCbUIKHN

YepHoBUMK B kopanty KopsuHa
/ (Cospatenu pokymeHToB/[]_ABTOp,

PeructpaTop, CTapLunit peructpaTop)

OtnpasuTb }
(CTapumit pervcTpaTop [oToB k oTNpaBke (CtapLunii
PeructpaTtop) ' peructpatop, Peructparop,

CospgaTenu JOKYMEHTOB)

TN He otnpaensaTs
[oTOB K OTNpaBske >{ He oTnpasneH

OtnpaButb
(Pernctpatop,
CTrapLuunn pernctpartop)

OtnpaBneH

PucyHok B.27 — XKn3aHeHHbIN LMKN KapTO4YKN OOKYMEHTa MO WabnoHy «QneMeHT Cnucka pacCbIfKuy
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

Mpunoxexne I KapTta 3l

Mepexopa,
KapTtouka, LUa6bnoH, B CraTyc, B KOTOPOM Ponb 13 wabnoHa, BbINONHAEMbIN
M3 KOoTOpOM KOTOPOM HaknagbiBaeTcA KoTopas nonb3oBaTefiem
noanucbiBaeT A | nognuckiBaeT Al an HaknagbiBaeT Il OOHOBPEMEHHO C
HanoxeHuem 3l
MoproToBka, OTnpaBuTb Mo
PK nokymeHTa BCE ABTOp OOKYMEHTa
YepHoBUK MapLpyTy
MogroToBka, [o6GaButb
PK ookymeHTa BCe ABTOp AOKyMeEHTa
YepHoBUK BJIOXXEHME
MopyyeHune MopyyeHue YepHoBUK ABTOp pesontoLum Ha ncnonHeHue
OT1yéT 06 OTyét 06
MpuHaT WcnonHutens UcnonHeH
NCNOJTHEHUN NCNONHEHUN
O3HakomIeHue O3sHakomneHue O3sHakomnieHune O3sHakamnuearoLmmncst O3sHakomuncs
Moanuckb Moanuckb Mopnucaxue MopnucaHT MNopnucatb
Moanuckb dann Mopnucaxue MopnucaHT MNopnucatb
Moanucb Moanuck MoagnucaHue MoagnucaHT OTKNOHUTB
BepHyTb Ha
Moanuck Moanuck Mopnucaxne MoanucaHT PHY
aopaboTky
BusnposaHue BusmposaHue CornacoBaHue Cornacywowuni CornacoBaHo
- BepHyTb Ha
BusnposaHue BusnpoBaHue CornacoBaHue Cornacywowmi
aopaboTky
o CornacoBaHo ¢
BusnposaHue BusnpoBaHue CornacoBaHue Cornacywowmi
3amMeYvaHusiM1
BusnposaHue BuanpoBaHue CornacoBaHue Cornacywowmi OTKNOHUTL
3aBepwnTb
HononHutensHoe o
BuanposaHue BusnpoBaHue Cornacywowmi OOMNOJSHNUTENBHOE
corrnacoBaHue
cornacoBaHue
163
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

MpunoxeHne 1. Cxema B3auMocBs3un wabnoHoB CUCTEMbI C OCHOBHbIMU

wabnoHamu

W

XpaHeHune
[OKyMeHTa

QO3HakomeHue

[omkHOCTb

YBegomneHus

O3HakomneHve
C NnopyyeHvem

Bua

AOKyMeHTa

T Nenaprament

dopmat
. Homepa HomeHknaTtypa
daiin y nen
XKypHan
pervcTpaumm
MepcoHa
(BHYTPEHHWUIA)
Bxogsawun
A
Cnncok
MopyyeHne BHYTPEHHMUX
NEpCOH OpraHusauus
A
MepcoHa MepcoHa
Otyet 06 (BHYTPEHHNI) (BHELLHWI)
MCMONHEHNM

»| PaccmoTpeHune

MMnopTupoBaHHbIN
[OKYMEHT

PucyHok 1.1 — BsaumocBsA3b WwabnoHa Bxoasllero JoKyMeHTa ¢ wabnoHamu Cucremsl

NOTHKA

o )i}

focynpasnenue
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

dopmar
Bug P HomeHknatypa
Homepa
[OKyMeHTa nen
daiin Moanuck
XpaHeHne
AoKymeHTa XKypHan [lormkHOCTb
perucTpaumm /
MepcoHa
3anpoc Ha (BHYTpPEHHWMI)
pesepBupoBaHue HenaptameHT
Homepa
Tunoson
OsHakomneHne o Otan
cno Mcxopswmin mMapLupyT
pyyeHnem cornacoBaHus
cornacosaHus
LlabnoH
cosfaHus
3reMeHToB YBegomneHus
cnucka
pacchbinku Cnincok
T BHELLHNX MopyyeHne
nepcoH
LLlabroH
co3faHus BusupoBaHue
OneMeHT cnncka BU3MPOBaHUs
paccbInku
MepcoHa
(BHELLHWI)
OT1yeT 06 MepcoHa
VCNOMHEHNUN (BHYTpEHHMIN)
OpraHu3zauus

PucyHok [1.2 — B3aumocBs3b WwabrioHa Mcxoaswero AoKyMmeHTa ¢ wabnoHamm Cuctemsl

v C3i

focynpasnenue
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

dopmaTt
daiin Homepa PaccmoTpenne
XpaHeHve T Moanwuck
[OKyMeHTa >KypHan JomxHocTb
perucTpauum
A
MepcoHa
O3sHakomneHve p! 3
(BHYTpPEHHWI) \
HenaptameHT
3anpoc Ha Tunosou Sran
e3epBMpoBaHne BHYTpEHHWI JOKyMeHT MapLipyT
pesepsnp yip HOKy pupy cornacoBaHus
Homepa cornacosaHus
OsHakomneHve
C nopy4yeHviem LLlabroH
CI‘IVI'COK cosfaHus
BM3MPOBaHUs
MopyyeHne BHYTPEHHUX
NepcoH
Bua
OKyMeHTa
[OKY! v MepcoHa
BusuposaHue (BHYTPEHHMi)
OtyeT 06 MepcoHa yTP
NCMOSNHEHUN (BHYTPEHHMWIA)

PucyHok [1.3 — B3aumocBs3b WwabrioHa BHYTPeHHero AoKymMeHTa ¢ wabnoHammu Cuctemsl
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Onucanue yynkyuonana Dyuxyuonan Cucmembol

. dopmat
dann
Homepa Knaccudgukatop
Tun
Or (Tematuka,
aBTopa
Bonpockl...)
‘r
AOMUHUCTPATMBHBIE
XpaHeHune KypHan eanHnLbl (PernoHs,
[OKyMeHTa perncTpauum lopopa...)
OSHaKOMneHme\ NomkHocTb
MepcoHa
YBegomnenus OGpalleHune rpaxgaHuHa (BHYTDEHHMI)
[enapTameHT
O3HakomMmneHne
C nopyyeHuem
PaccmotpeHune
h 4 OpraHu3sauus
Cnncok P H
Bu
A MopyueHne BHYTPEHHMX
[OKyMeHTa
nepcoH
MepcoHa
' v (BHELLHWI)
OtueT 06 MepcoHa
NCMNOSTHEHUN (BHYTpPEHHMN)

PucyHok 1.4 — BzaumocBa3b wabnoHa Ol ¢ wabnoHamm Cucremsl

¥ ¢34 167
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

dopmart
dainn Homepa
T MNognuck

XpaHeHne JOMmKHOCTb

[OKyMeHTa Xypran

perucTpaumm
A
O3sHakomneHune
Mepcora »| [enaptameHT
(BHYTpPEHHUN) P
3anpoc Ha Tunoson Sran
pe3epBupoBaHMe [« OoP[ » MapLpyT »
Homepa cornacosaHust COrnacoBaHus
QO3HakomneHue
C Nopy4YeHnem LLlabnoH
BunanposaHue co3aaHus
MopyueHie HomeHknaTypa BU3MPOBaHUS
nen
Bua
[OKyMeHTa MepcoHa
(BHYTPEHHWUIA)
OtyeT 06
MCMONHeHUn
PucyHok 1.5 — BsaumocBsasb wabnoHa OP[ ¢ wa6noHamu Cucremsl
168
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Onucanue yynkyuonana

Dynkyuonan Cucmemot

Popmar
daiin Homepa
MNoanucek

XpaHeHue [omkHoCTb

[OKyMeHTa Xypran

peructpauum
A
OsHakomMneHue
Mepcora HenaptameHT
(BHYTPEHHMIA) P
3anpoc Ha Tunoson 3ran
pe3epBupoBaHmne HIMA MapLupyT
HoMepa CcornacoBaHus cornacosanis
O3HakomneHue
C rnopyyeHvem LLlabnoH
BusunpoBaHue co3gaHus
MopyueHue BM3VPOBaHS
Bua HomeHknatypa
[OKYMeHTa Aen A
MepcoHa
OTyeT 06 (BHYTPEHHUIA)
MCMOSHEHUN
PucyHok 1.6 — BzaumocBs3b wabnoHa HIMA ¢ wabnoHamu Cuctemsbl
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v C3i

focynpasnenue




