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1. Odmas nugopmanus

[Iporpamma "Perucrpanusa" mnpeanazHayeHa Jyisi aBTOMATHU3allMd y4de€Ta BHYTPEHHEW, HMCXOIAIIled u

BXO[[HH_Ieﬁ JOKYMCHTAIIUN U KOHTPOJIA HCHOJHUTEIBCKOM JUCHUITIINHBI.

1.1 OcHoBHBIE BO3MOKHOCTH:

Peructpanusa BHYTpEeHHEH, BXOIAIIEH M MCXOIAIIEH JOKYMEHTALlMU, a TaKXe IHUCbMEHHBIX
oOpamieHnii ¥ TMIHOTO MpremMa

[TocTaHoBKa 3aperuCTPUPOBAHHBIX JOKYMEHTOB Ha KOHTPOJIb C OTCIIEKUBAHUEM CPOKOB MCIIOTHEHUS
10 Ka)KJI0MY UCIIOJHUTEIIO

[IpucoenuHenyre Mpou3BOJIBHBIX (hailIoB (CKaHbl JTOKYMEHTOB, TEKCTOBBIH (hailiibl, 3JIEKTPOHHBIE
TaOIHIIBI U T.1T.)

Peructpanus cBs3aHHBIX JOKYMEHTOB

Bo3MOXHOCTh HE3aBUCMMOM  PETUCTPALMK  JIOKYMEHTOB JJs OTAEJIOB WM  CTPYKTYpPHBIX
Mopa3AesIeHU B €IMHOM 0a3e, ¢ pa3AesieHneM JIOCTYIa MO TPYIIaM MOJIb30BaTeNIeH

Benenue pabouero miaHa opranu3anuu

Hanuuue anpecHolt KHUTM OpraHu3anuu

VYmpaBneHue npaBaMH JOCTyla IIOJB30BaTeNeM s pasfelieHus J0CTyna K  pa3jIudHbIM
PErucTpallMOHHBIM IOTOKaM

IToctpoenue otueToB B oucHbIX makeTax Microsoft mmm Open Office

[Touck TOKyMEHTOB



1.2 NuTepdeiic mporpaMmmel:
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1 — I'maBHOE MEHIO MPOTPAMMBI.
2 — Ilanens 6picTporo nmocrymna. CoaepKUT KHOTIKM Har0oJiee 4acTO UCIOIb3YyEMbIX TYHKTOB MEHIO:
«Hogas 3anucey», «PegaktupoBanue 3anucny», «IIpocmoTp 3anucu», «AnpecHast KHUra» u «Boixon u3
MIPOrPAMMBD».
3 — [Tanens Biaok. C 1aHHOM MaHEIH OCYIIECTBIISICTCS TIEPEX0/1 Ha CIASAYIONINE BKIAIKH:
o «[lopyueHus» — naHHas BKJIaJKa COJIEPKUT NOPYUECHHS] HA3HAUCHHBIE M10JIb30BATEIIIO;
o «KoHTpomb» — 3Ta BKJIAJIKa MIpeIHa3HaueHa JIJIs1 KOHTPOJIEPOB, T.€. JUIsl COTPYIHUKOB;
OTBETCTBEHHBIX 32 MOCTAHOBKY IOKYMEHTOB Ha KOHTPOJIb U OTCJIEKUBAHUE X UCTIOJTHEHHUS;
o «Bxoasmue TOKyMeHThI», « BHyTpeHHHE TOKYMEHThI», «cxoasamue qoOKyMeHThD», «O0parieHus
rpaxaany», «JIMuHbIi premM» — coAepKaT JOKyMEHThI COOTBETCTBYIOIIUX THUIIOB;
o «Kanennapp» - BKIIagKa paboyero riaHa OpraHu3aiui.
4 — [anens ¢punbTpoB. Ha nanHON maHenu 3aJatoTcs pa3inyHbie QUIBTPHI IS MOUCKA OTIPEACTIEHHBIX
3amnmucei.
5 — Tabnuia 1okyMeHTOB. B Tabnuie oToOpaxkaroTcs mopydeHust / JOKYMEHTHI / TyHKThI pabouero
IUIaHa, BBIOpaHHbIE U3 0a3bl COIVIACHO YCIOBUIN (UIBTPOB.

6— CTpOKa COCTOSAHHA. COI[ep)KI/IT UM TCKYILCTO IMOJIb30BATCIIA.



2. HacTpoiika nporpaMmmsl
YcraHoBKa U HAaCTpPOHKa MPOrpaMMbl paCCMOTpPEHa B PYKOBOJACTBE aIMUHUCTPATOPA T.K. JaHHBIE PaOOTHI
BBITMIOJIHAIOTCS. MMEHHO aJMUHUCTPATOPOM CHUCTeMbl. OTMETHM TOJIBKO 4YTO Ui Hayaia paboThl B
IIPOrpaMMe JOJHKHO OBITh CHIENAHO CIIETYIOLIEE:

e 3aperucTpupoBaHbI MOJB30BATEIIN

e BxeceHbl UCTIOIb3yEMbIE B OPraHU3AIMH TUIIBI JOKYMEHTOB

e (Co3znaHbl perucTpalioOHHbIC TOTOKU

e 13 nonw3oBaTeneil HA3HAYEHbI PErUCTPATOPHI U IaHbl COOTBETCTBYIOIINE ITpaBa

e OcranbHBIM MOJIL30BATENSIM JIaHBI [TpaBa Ha YTEHHE COOTBETCTBYIOLIUX MIOTOKOB

e Ecnu Oyaer ucnosib30BaThCs aipeCHasi KHUTa OpraHu3aliuy - PEKOMEHIYETCsl 3all0JIHUTh CTPYKTYPY

OpraHu3auu

e CnpaBOYHHUK OPraHU3ALMN 3aMOIHIETCS TaKkKe M0 HE0OXOAUMOCTH

3. Ilopsinok padoThI
3.1 Pagora ¢ noKyMeHTaAMHU
3.1.1 PerucTrpanusi 10KyMeHTOB

B pyxoBojacTBEe agMUHHCTpaTOpa paccMaTpUBasach HEoOXOoquMmasi TeOpus MO THUMAaM JOKYMEHTOB M
PErUCTPaIlOHHBIM TIOTOKaM, JJIsi TOJHOLIEHHOTO TMOHHMMaHUs MEXaHH3Ma PErucTpaluud JOKYMEHTOB
JTaHHBIA MaTepral pEKOMEHIYETCs K MPOUTEHHUIO TaK ke M0JIb30BaTeNsIM MPOrPAMMBI.

Becpy mporecc peructpanuu JOKYMEHTOB OCHOBAaH Ha PEruMCTPAllMOHHBIX (opMmax (BHYTpEHHHE,
BXOJIAINE, UCXOAIINE, OOpallleH s, INYHbIN pHUeM, pabouuil MIaH) U PErUCTPALIMOHHBIX MTOTOKAX.

Urto Takoe B JaHHOM Clly4yae PEerucTpallMOHHBIN MOTOK - pa3depem Ha npumepe. JJomycTum HE0oOXoauMo
PErUCTPUPOBATH BXOAIINE JTOKYMEHTBHI M MCXOJSIINE JOKYMEHTHI. B KauecTBe BXOISMIMX JOKYMEHTOB
OyzeM perucTpupoBaTh NUChMa U (PaKchl, B UCXOAAIIUX — TOJIBKO MHUCHhMA.

Bxooswue ooxymenmeoi:
e [lucoma
o  QDaxcwvl
Hcxooswue ookymenmoi:
o [lucoma

Jljig peructpaiuu 3TuX JT0KyMEHTOB HaM MOTpeOyeTcsl co3aTh 2 PErUCTPAlMOHHBIX TTOTOKA, HA30BEM HX
«Bxopsmas noxkymentauus» u «lMcxomsmas mokymeHTauus». Bxonsmias gokymeHTanus Oynet
coJiepkath 2 TUIa JOKYMEHTOB, ucxoxsmas — 1.

Takum 00pa3oM, perucTpalMOHHbBIN MOTOK — 3TO OOBEAMHEHHBIE MO BUY PErHMCTPALIMOHHON (OpMbI
OTIPE/ICIICHHBIE TUIIBI JOKYMEHTOB.

T.e. peFI/ICTpaL{I/IOHHHﬁ IOTOK IIO3BOJIACT PETUCTPUPOBATH AOKYMCHTBI OJIHOH (I)OpMLI (HaHpI/IMep -
BXOI[HH_[I/IC) U CTPOIro OIMNPCACICHHBIX THUIIOB. OTO MO3BOJISET YETKO pa3aciisiTb PEruCTpUpyeMbIC
AOKYMCHTEI 110 UX BUAY U TUITY.

VY KaXkJI0To MOTOKA MO YMOJYAHHIO CBOSI HE3aBUCUMasi HyMEpalus I Ka)JI0TO THIA JOKYMEHTOB, T.€. B
HaIeM npumepe OyayT:



Bxoosuyas ooxymenmayus: nucomo Ne 1, nucomo Ne 2, gpaxc Ne 1, nucomo Ne 3, ¢haxc Ne 2...
Hcxoosuwas ooxymenmayus: nucomo Ne 1, 2, 3 u m.o.

Ho mpu HE0OX0AMMOCTH HyMEpAIHIO TOKYMEHTOB B PAMKaX OJTHOI0 MOTOKA MOXXHO OOBEIUHSITH:
Bxoosuwas ooxymenmayus: nucomo Nel, nucomo Ne2, gpaxc Ne3, nucomo Ned4 u m.o.

Uucno perucTpallMoOHHBIX IMOTOKOB HEOTPAHMYEHHO, I KaXJIOro OT[ela WIA CTPYKTYPHOTO
MOJPa3ACIICHUs] MOKHO CO3JaBaTh CBOM BXOJAIIME, MCXOMSIIHE, JIMYHBIN mpueM u T.1. Perucrparus
JOKYMEHTOB B JJAHHBIX MOTOKAX OYyJET IMOJTHOCTHIO HE3aBUCUMOM, JAHHBIN IOIXO0]T MIO3BOJISIET IMOIyYUTh
yIOOHYIO CUCTEMY y4eTa TOKYMEHTOB JUISI K&XKAOTO IMOApa3AeICHNs B PAMKax OJHOM Oa3bl.

Jlnst perucTpanMy JTOKYMEHTOB IOJIBb30BATEINO0, MOJ KOTOPBIM OCYILECTBIISIETCS BXOJ B IIPOrPaMMY,
JIOJKHBI OBITH Ha3HAUEHBI IIPaBa PErucTpaTopa Ha HeOOX0IMMbIE TIOTOKH, TAHHBIN BOIIPOC PACCMOTPEH B
PYKOBOJCTBE aJMUHUCTPATOPA.

PaccmotpuM mpomecc peructpanuM Ha INpUMEpE BHYTPEHHHMX JOKYMEHTOB, B JaHHOM IIpUMEpE
perucTpupyroTcs npukassl B motoke «lIpukassl mo O/»:

[IepexoauM Ha BKJIaJKy BHYTPEHHUE JOKYMEHTHI !
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BeiOnpaem nyHKT MeHIO «Jl0KyMEHTBI» - «Perucrpaius JOKyMEHTa» WK KIMKAaeM 10 KHOTIKE Ha TTaHeln
obIcTporo goctyna (puc. 2)
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IlepexomuMm Kk 3amnosiHeHHIO mosied nokymenta. Ilons «Peructpaums», «lokymeHT» u «Perucrparop»
3aM0JIHAIOTCS aBTOMaTh4ecKu. [losie HoMep Ha IpuMepe TakKe HEAOCTYIHO I PEIaKTUPOBAHUS, T.K. B
HAaCTpOMKax pEerucTpalMoOHHOro notoka ctout aBroHymepauusa. Ilone «HITA» npennasnaueno s
OTMETKU JOKYMEHTOB CO CTaTyCOM HOPMAaTHBHOI'O IIPABOBOrO aKkTa. B JaJbHEWIIEM 3TO MCIOJIB3YyeTCs
IIPU IOCTPOEHUU OTYETOB.

3amoyiHEHNE CBS3aHHBIX JOKYMEHTOB, NPHUCOCIUHEHHBIX (AWIOB M TMOPYYEHHH JIOCTYIIHO TOCTe
COXPAaHEHHUA JOKYMEHTA.
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CBsi3aHHbBIE JOKYMEHTBI

CBs3aHHBIE JOKYMEHTBI 3allOJHSIOTCS HUCKIIOYUTEIBHO Il OOJIETYEHHs] MOMCKA B3aHMMOCBS3aHHBIX
nokymMeHToB. Hanpumep, B 0a3e 3aperucTpupoBaHbl BXOJISIIEE MUCHMO U OTBET Ha 3TO nuchMo. Eciu B
(dopme mUChbMa BHECTH B TAOJUITy CBSA3aHHBIX JJOKYMEHTOB OTBET HA MHUCHMO, TO TOJIYYUM BO3MOXKHOCTh
MPOCMaTPHUBATh U3 OJHON (OPMBI 00a TOKYMEHTA.

JInst cBSI3M IOKYMEHTOB MCIOJIb3YeM KHOTKY +|B OJIOKE CBSI3aHHBIX JJOKYMEHTOB. B OTKpBIBIIEMCSI OKHE
YKa3bIBa€M PETUCTPAIMOHHYIO (JOpMY, TOTOK M TUI AOKyMeHTa. [loms rof, Mecsi, Homep  jaTa CIyxar
st QUIBTpAlMK  3amiceid W YCKOpEHHs TIOMCKa HYKHOTO JIOKyMEHTa. BwIOOp mokymeHTa
OCYILIECTBIISETCS IBOMHBIM KJIIMKOM II0 JOKYMEHTY WM Ha)KaTheM KJaBuIlu «Entery

! CensamHble 4OKYMEHTSI &J
| BHYTPEHHME 00KYMEHTE! ﬂ Fog 208 il Homep
|I'I|:-HKa3b| no 00 ﬂ Mecay |Hosspe = Jara [ |2771.2018 @
| Mpk.as j

Enter / [lBoiinoi knvk - BeiBpate gokyment, ESC - otmena

k

IIpucoenunenue gaiion

daiibel MPUCOSAUHSIIOTCS JTHOO0BIX (HOPMATOB, OTPAHUUEHUN HA pa3Mep WM uucio ¢aitnos Het. s
npucoenuHeHus (aiisia UCIoNIb3yeTcsl KHONKY +| B OJ0Ke mpucoeqMHEeHHBIX (aiinoB. [Ipu HaxaTun
OTKPBIBAETCS CTAHJAPTHBIN quasior BeIOOpa (aiina.

Brumanue! ®aiin xonupyercs B Manky IporpaMMbl U coXpaHsieTcst B 0a3e TOJIBKO MOCIe COXPaHEHHS
JOKYMEHTA.



Perucrpanusi nopy4eHui

JIist periucTpainuy HOBOTO MOPYUCHHUS UCTIOJIb3yeM KHOIKY +| B OJi0Ke mopydeHuid. B oTKpbIBIIIEMCS
OKHE 3aIl0JIHAEM PEKBU3HUTHI IOPYUYECHHS.
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JoKyMEHT Mprkas "' NeroHCTRELHOHHEI APUKaS Mo OCHOBHOMH AEATEAEHOCTH
NopyH4eHKHe

WenonHurens Craryc

McnonHuTenw
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Ilons «PGFI/ICTpaHI/IH», ((HOKYMGHT» H «COCTOSIHHEY 3aIOJIHAIOTCSI aBTOMATHYECKH.

Tabnuiia WCTIONHUTENICH 3aIloTHAETCS BBIOOPOM M3 CHUCKA COTPYJAHHMKOB OpPraHU3aIliH, IO TMPaBOM
KHOIIKE MBI COTPYIHUKAa MOXHO Ha3Ha4aTh OTBETCTBEHHBIM HCIOJHUTENIEM (HCIOJIB3YeTCs B clydyae
HECKOJIbKUX HCIIOJIHUTENEH) a Takke MEHATh craTyc mnopydeHus («Ha koutpone», «VcmosHeHOY,
«McnosmueHo ¢ onoznanuem», «K cBeneHuio»).

3anucu B Tabnuny «XoJ HCIOJHEHHS» BHOCSTCS HCIOIHUTEISIMU MO MEpE BBIMOJIHEHUS MOPYYCHUS,
OCJIe MTPOBEPKHU MPEJAOCTABICHHBIX CBEJCHUI KOHTPOJIEP CHUMAET MOPYUYEHUE C KOHTPOJISI ITyTEM CMEHbI
ctaryca Ha «cniomHeHo» uinu «VICroHeHOo ¢ Omo3JaHuEM»

3amnoHeHue Ta6J'II/II_U>I ((XO,I[ WCIIOJHCHUS» SIBISCTCS HE0OsM3aTCIbHBIM W Ha HOCTaHOBKY/CHHTI/Ie
KOHTPOJISL HE BJIMSCT.

3.1.2 IIpocMoOTp M peJaKTHPOBAHHME JOKYMEHTOB

ITpocmoTp 3amuceilt ocyliecTBIsETCS JBOMHBIM KIMKOM Ha JOKYMEHTY WIM HaXxaTHeM KiaBuiu «Entery,
HaKaTHeM Ha KHOTIKY (. | B MaHenu OBICTPOrO JOCTYNa WM U3 TJAaBHOIO MEHIO JIOKYMEHTHI —
IIpocMoTp HOKyMEHTA.

B peKUME NTPOCMOTpPA HEAOCTYIIHO BHECCHUC W3MEHEHHH 1 COXpaHCHUEC NOKYMCHTOB.

Pe,[[aKTI/IpOBaHI/IC 3anucen OCYIICCTBJIAICTCA HAXATHUEM KIIABUIIIN «F4)), HAXaTUCM Ha KHOIIKY
IIaHCIIN 6LICTpOI‘ 0 JOCTYyIa WA U3 I'NIaBHOT'O MCHIO I[OKYMCHTBI - PCI[aKTI/IpOBaHI/Ie JAOKYMCHTA.

Ecau JOKYMCHT OTKPBIT B PCKUMC IMMPOCMOTPA, MOKHO HAXATh KIIABUITY «F4» n HepeﬁTH B PCKUM
PCAAKTUPOBAHUA.



PenaktupoBaHue JOCTYIHO TOJBKO HOJB30BATENSIM C Ha3HAUYEHHBIMU [TpaBaMy Ha 3allCh JOKyMEHTOB. B
cllyyae OTCYTCTBHUSI MpaB OyIeT IMOJy4eHO COOOIIeHHE O HEJOCTaTOYHBIX IpaBax noctyma. IIpaBa
HA3HAYalTCs aIMUHUCTPATOPOM, HHCTPYKIIMSI IPUBEJEHA B PYKOBOJICTBE aIMUHUCTPATOPA.

3.1.3 IocTaHoBKa HA KOHTPOJIb

JlJ11 KOHTPOJISl UCTIOTHUTEIBCKOM IMCHUIUIMHBI UCIIONb3YIOTCS NopydeHus. Co3aaHne HOBOTO MOPYUEHHUS
paccmotpeHo B paszpene 3.1.1. Jlnsg pemakTupoBaHUs TOPYYCHHS] HEOOXOJIUMO OTKPBITH JOKYMCHT B
pEeXHUME peaKTUPOBAHUS, BEIOPATh B TAONIHUIIE MOPYYCHUH HEOOX0IMMOE U HaXaTh KIaBuIly «F4».

— =

=
CoXpaHiTe |
] [] BbIFTH

Peructpauma IHDHKEISbI no 00 CocToaHWe IHa KDHTDD.FIB, ;I
JlokymenT Mpwkas "0 EMOHCTPALHOHHEIA MPHE &S N0 OCHOEHON 4EATENEHOCTH /
Mopy4exune

MCnoAHMTENH MenonHuTes

WeaHoe Mead MeaHosuy

KoHTponep IHBaHDB MeaH MesaHoemy LI flaTta perucTpauni ID'I.'ID.ZD'IB Aata HCMOAHEHHA ID'I .2019
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MNpumeyaHue

%04 MCNOAHEHKHA
Tun McnonHuTens Tekct Craryc +

| %

O6patum BHUMaHue — B mnpumepe aara ucnoinenus 01.01.2019 u cocrosinue mnopyuenus — «Ha
KOHTPOJIE» (8 OeMOHCMPAYUOHHOM HNpumepe 8 base 3apecucmpuposar O0OUH COMPYOHUK, HOIMOMY

KOHmMpOoJiep A6isAemcs u uCﬂOﬂHumeﬂeM)

3.1.4 CHsiTHe JOKYMEHTA ¢ KOHTPOJIs

HJ’IS[ CHATUSA HNOKYMCHTA C KOHTPOJIA Yy MUCIIOJIHUTCIA MCEHACTCA CTAaTyC Ha «cnoaHeHO» WIIH
«/cmonHeHo ¢ OIIO3JJaHHUEMD). I[J'ISI 9TOTO0 B OKHE IOPYUYCHHSA KIIMKacM npaBoﬁ KHOIIKOM MBIIIN TI0
HUCIIOJIHUTCIIIO U BBIGI/IpaCM «CMeHUTh CTaTyc»



3.1.5 KoHTpoJb HCTIOTHEHHS TOPYYeHu i
IIpocMoTp nopy4yeHuii

Jisi  OTCIIeKMBAaHUS TEKYIIUMX IOPYYEHHUI IMOJIb30BATEN0 HEOOXOAMMO TMEpedTH Ha BKIAAKY
«[lopyueHus», MmO yMOJIYAHHIO OTOOPAXKAIOTCS IOPYUYCHUS CTOSIIUME HA KOHTPOJIE  CO CPOKOM
WCIIOJIHEHUST paBHBIM Tekymied npare. C moMombio (UIBTpa MOXHO HACTpPaWBaTh OTOOpaKeHUE
IIOPYYEHUH 110 IEPUOLY U COCTOSIHUIO.
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Knonku «Ha xontposie», «Mcnonneno», «Mcnonneno ¢ ono3nanuemy», «lIpocpoueno» u «K cBeneHuo»
MO3BOJISIFOT (PMIIBTPOBATH MOPYUYCHHUSI IO COCTOSHUIO.

Kuaonku «Ceromgas», «3 mHsa», «Mecsiy, «['om» u «Bcey» mo3BostoT GUabTpoBaTh NOPYYEHUS IO CPOKY
ucnosHeHus. Ilpu HeoOxoaumocTu OoJjiee CTPOroro MOMCKAa MOKHO YCTaHABIMBATh IPOU3BOJIbHbBIC
MEPHUO/Ibl CPOKOB UCHIOJTHEHUS U PErUCTPALIHH.

B mnone «McnomHuTens» ~— aBTOMAaTHYECKM BHOCUTCS TEKYIIMH I[OJIb30BAaTelb, O3TO IO3BOJISIET
MPEIOTBPATUTH TPOCMOTP MOPYUECHHM IPYTHX COTPYTHUKOB.

ITone ((KOHTpOJIJICp)) N0 YMOJYAaHUKO HEC 3allOJIHCHO U IMPEAHA3ZHAYCHO IJIA 0osiee TOYHOIM (1)I/IJ'ILTpaI_II/II/I
HOpy‘IGHHﬁ, HallpuMeEp, €CJIM B OpPraHu3aliu Ooee OJJHOT'O KOHTPOJICpa H Ka)I(I[LIfI OTBC€YACT 3a
OIIPCACIICHHOC HAIIPAaBJICHUC.

KoHTpoJib ucnio/IHeHNs IOPY4YeH Uil

KoHTpob ucnonHeHns nopy4eHuil OCyIecTBIsIETCS COTPYAHUKOM, MOCTABUBILKUM JAHHOE TIOPYYEHHE Ha
KOHTPOJIb, T.€. — KOHTPOJIEPOM.

Bxknanka ((KOHTpOJIB)) npeaHa3HauCHa TOJIbKO AJII KOHTPOJICPOB, Y BCEX IMPOUYUX IMOJIb30BaTENeH T8.6J'II/ILIa
nopyquI/Iﬁ HC 3aI10JIHACTCA.

ITanens HHCTPYMCHTOB aHAJIOTHYHA BKIIAJKC «HOpy‘ICHI/Iﬂ», 3a OJHUM OTIMYUCM — HCAOCTYIIHO IJId
U3MCHCHUSA II0JIC ((KOHTpOJ'ICp», T.C. KOHTPOJICp B OTIWYHUU OT pPAAOBOrO IIOJB30BATCIA MOXKET
MMpOCMATPUBATL TOPYUCHUA JH00BIX HOHLSOBaTeHeﬁ, HO IIPpHU 3TOM TOJIBKO T€ U3 HUX KOTOPBLIC MOCTABUJI
Ha KOHTPOJIb TOJILKO OH CaM



- %
B Peructpauus 1.1.13 [6ecnnatHan sepcua] F R - A ¥ ==l

Oaiin  Cnpasounnkn  Jokymentel Mopyuedna  Otuetel Cepenc O nporpamme

944 @ h
Ha xontpone  Hcmormmero | C onosna}mem‘ IIpocpoueHo | K ceepemno ‘ Alata perucrpaumuu J . J Koutponep  [Meanos
Ceronges | 3 oEA | Mecam ‘ Ton | Bee Cpok ucnonHenna |01.01.1300 J 01.01.3333 J venomwarens| <]

Hata JoxyMenT Pesomoma Cpox Hcnommremn: Cratyc
HCTIOMHEHHA
S 01.10.2018 | TTpukas J[eMoHC TPAIMOHHEL NPHKAS 10 OCHOBHO JeATEMLHOCTH |01.01.2019 |ranoe Mean Meanoera | Ha xonTpone

Broaauue
LOKYMEHTEL

MopyseHua

EHyTpeHHHE
LORYMEHTEI

Hexoaawme
AOEYMEHTEL

O6pawerns
rpaaaH

Ny
Mpkem

KaneHnape

Enter - npocoTp aokymenTa | F4 - pejakTupoeaHine Weanoe MeaH Meanosnu

Bo Bcem npouem Britagka « KOHTpOIIb» MOTHOCTHIO HASHTHYHA BKIaaKe «[lopydenus»

3.1.6 Ilouck u cCOpTHPOBKA

Jlig moucka MCHoOJb3yeTcs NaHenu (UIbTPOB, PACIOJOKEHHBIE B KaKIOM paszfefie HajJ Talnuien
nokyMeHToB. OOpalliato BHUMaHHE — CTPOYHbIE U MPONKCHBIE OYKBBI MPU TIOMCKE Pa3IHMYal0OTCS.

CumBon ‘%’ 3aMeHsSeT TPOHM3BOJIHHOE KOJMYECTBO JIIOOBIX CHMBOJIOB, HAllpUMEp CTpoKa (uibTpa
'%pwuka3' BeigacT B pe3yabTate u 'Tlpukas' u mpukas' (B puiibTpe ycaoBUe BBOAUTCS 0€3 KaBBIUEK)

CoptupoBKa MO YMOJIYaHHIO 3aJaHa MO JaTe PEerUCTpallid U HOMEPY, U3MEHUTb COPTUPOBKY MOMKHO
KJIMKOM JICBOM KHOTIKM MBIIIM MO 3arjaBUIO0 KOJOHKH B TaOIuIEe AOKYMEHTOB. [Ipyu MOBTOpHOM KIIMKE
MEHSETCSl MOPSI0K COpTUPOBKHU (yObiBanue / Bo3pacTanue). [[nst cOpoca COPTHPOBKM Ha yMOJTYaHUE
HE0OX0IMMO Ha)kaTh Ha KHOIIKY BbIOOpa pa3zzena.

3.2 O0pamneHus rpaIaH v JUYHbIIA pueM

O6pameHI/m I'paXJaH W 3alluCb Ha JIMYHBINA IIpueM MOXHO CYUHUTATb PASHOBHAHOCTBLIO BXO,I[}II_HCI‘/'I
AOKYMCHTAIIUU, MCXAHU3M PCTUCTPALIUU, PCHAKTUPOBAHHUA U IIOCTAHOBKM HA KOHTPOJb HICHTHUYCH
OOBIYHBIM JAOKYMCHTAaM.

Peructpanus oOpaieHuii OpHEeHTUPOBAaHA HAa TOCYIapCTBEHHBIC YUPEKACHUS B CBSI3U C UMEIOIIMMHUCS
TpeOoBaHUAMU O 00pabOTKe OOpalleHHil IpakKJaH, TAKUX KaK CTPOTHM KOHTPOJb CPOKOB OTBETAa Ha
oOpallleHre, YKa3aHHe KaTeropud OOpalleHusi B COOTBETCTBHM C THIIOBBIM OOIIEPOCCHICKUM
TeMaTHYEeCKUM Ki1accu(uKaTopoM oOpallleHui rpakiaH, a TaKke onpeAeNeHHbI Ha0op 00s3aTeNbHBIX K
3anoJaHeHuIo nosei. [Ipu HeoO6X0IMMOCTH MOKET MPUMEHSTHCS B JIFOOBIX TUIAX OpraHU3aIHil.

JInanbIi pueM NpeAHA3HAUCH UIA 3allMCHU I'paKJiaH Ha IIPHUEM K PYKOBOAAMIEMY COCTABY OPraHU3aAllUH.
EQuHCTBEHHBIM OTJIMYHEM OT OCTHAJIbHBIX THUIIOB PETUCTPUPYEMBIX TOKYMCHTOB ABJIACTCA BO3MOKHOCTD
ne4yaTu KapTOYKH JIMYHOTO IIpueMma.



3.3 Pa0ounii mian

Pabounmii uian — rpaduk mpoBeneHHS PadOYMX MEPOIPUATHH B OpPraHU3alMyd C yKa3aHHEM MecTa U

CPOKOB IIPOBEJICHUH, OPraHU3aTOPOB U YUaCTHUKOB MEPOIIPUSTHS.

Cpoku mpoBeAEeHUSI MEPOTPHITHS YKa3bIBAIOTCS KOHKPETHOH NaTOW M BPEMEHEM WM MEPHOIMYHO (C

yKa3aHUEM JHEH HeJeNn) U BPEMEHEM IIPOBECHMUSL.

B xagecTBe OpraHmu3aTopoB M Y4aCTHUKOB MOT'YT YKa3bIBAThCS:

1. CoTpymHHKH OpraHU3alliy, 3apETUCTPUPOBAHHBIC B IPOTrpaMMe, B TAKOM CIIy4ae IOJIb30BaTeb,
YKa3aHHBIH B paboyeM IUIaHE MOJy4aeT MPHU 3almyCcKe NPOrpaMMbl OIOBEUICHHE O 3allUCH B
pabouem MIaHe ¢ ero y4acTueM;

2. CTOpoHHME JHIa, OTCYTCTBYIOUIME B CIIPAaBOYHHKE COTPYAHUKOB, HANpPHMEp NpHUTIIAIICHHbIE
JMIa ¢ ApYrux opraHus3anui. B 3Tom ciydae ydaCTHHK MEPOIPHUATHS BIIMCBIBAETCS B OTIEIBHOE

I1OJIC KCTOPOHHUCEC JIMLIA»
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Ilone «BLII[GJ'II/ITB MEPOIIPUATHUE) MNPECAHA3HAUYCHO I OTMCETKHM IIYHKTa
CTpOKOfI. OOBIYHO HCIOJIB3YETCA MJIsI OTMETKH W3MCHCHUH B pa60qu IJ1aHe.

pabodero ImiaHa KpacHOM



3.4 PaboTa co cnpaBOYHMKAMU

Ilonp30Barento JOCTYIIHBI ABa CIIPpAaBOYHUKA — apCCHAsA KHHUI'a U CIIPABOYHUK OpFaHI/ISaLII/IfI.

AzpecHass KHMTa COJICPKHUT BCEX 3apErMCTPHPOBAHHBIX MOJB30BATENCH, UX JOJDKHOCTH, Tele(OHBI U
azipeca 3JEKTPOHHOHM MouThl. B ciryuae 3aHeceHust B 06a3y CTPYKTYphl OpraHM3allMyd  aJpEecHas KHUTa
OyzeT crpynmupoBaHa Mo HOpa3IeTICHHISIM.

CHpaBO‘IHI/IK opraHmauHﬁ COACPIKUT KOHTAKTHBIC JAaHHBIC OpFaHHSaHHﬁ, HCIIOJIB3YCTCA  IIPpU
perucTpanvn BXOII?IIIICI;'I nu I/ICXOILSIHIGI;'I JOKYMCHTAILIUH.

4. llpumeyaHus

Kak kT0-TO YK€ BO3MOXHO 3aMCTHJI — B HIpOrpaMMe€ HET q)YHKHI/II/I YAQJICHUA AOOKYMCHTA, OJAaHHOC
pelieHre ObUIO MPUHATO MO TPEOOBAHMIO 3aKa34yMKa C LIEJbI0 MCKIIOYEHUS BO3MOYKHOCTU CIIy4alHOTO
(unn He ciry4aitHOTrO0) yaaJleH!sl JOKYMEHTOB MOJIb30BaTENIIMU.

Ecnu Bac He ycTpauBaeT mofoOHbBIN BapUaHT WM €Ille YTO-TO B IpOrpaMMe — MOJEpPHU3ALUS BO3MOXKHA
KaK Ha IJIaTHOM, TaK ¥ Ha OeCIJIaTHON OCHOBE, BCE 3aPOChl PACCMATPHUBAIOTCS M 00CYXKIAI0TCA.

KonTakTabii e-mail: smallcode@mail.ru

Caiir: http://www.smallcode.ru
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