Cucrema «Uutpoc K94O0»

Bepcusa 1.0

Pykoeodcmeo nonb3oeamersi

Tom 6

Bepcus 1.0



PyKoeodcmso nojib3oeamein Annomauuﬂ

AHHOTALUA

[laHHOe pyKOBOACTBO npegHasHayeHo Ans nosb3oBaTenen cuctembl «Lmutpoc KOOO» (mnanee —
Cucrtema).

B pykoBogctBe onucbiBaetca pabota ¢ Cuctemon. B gaHHOM ToMe npeacTaBneHa cnegyroulas
MHdopmaums:

— paboTa ¢ HopMaTUBHbIMM KagpOBbIMU AOKYMEHTAMMU;
— paboTta ¢ AOMKHOCTHLIMWU MHCTPYKLMSIMU;

— pa60Ta C BHYTPEHHUMWU KaapOBbIMN OOKYMEHTaMW.




Pykoeoocmeo nonvzoeamens Cooepocanue

COOEPXAHUE
L OBIIUE CBEJEHUS 6
IR HOPMATHUBHBIE KAJIPOBBIE JOKYMEHTBI 7
II.1. CO3JAHUE HOPMATHUBHOI'O KAJJPOBOI'O JOKYMEHTA U3 APM JIMUHBII KABUHET 7
I1.2. CO3JAHHME HOPMATHUBHOI'O KAJIPOBOI'O JOKYMEHTA I1IO IIABJIOHY 13
I1.3. CO3JAHHME HOPMATHUBHOI'O KAJIPOBOI'O JOKYMEHTA IO OBPA3IY 13
I1.4. PEJAKTHPOBAHUE KAPTOUKH HOPMATHUBHOI'O KAJTPOBOI'O JOKYMEHTA 14
I1.5. YJIAJEHUE YEPHOBHUKA HOPMATHUBHOI'O KAJIPOBOI'O JOKYMEHTA cersessnsessnnss 14
I1.6. YTBEPXJEHUE HOPMATHUBHOI'O KAJPOBOI'O JOKYMEHTA BHE CUCTEMBI 14
I1.7. YTBEPXIEHUE HOPMATUBHOI'O KAJPOBOI'O JOKYMEHTA JIPYTUM JOKYMEHTOM ....ccccceeeeranenanees 15
I1.8. HANPABJEHUE HOPMATHUBHOI'O KAJIPOBOI'O JOKYMEHTA HA COI'JIACOBAHUE 15
11.9. TIIPUHYIMTEJBHOE COI'JIACOBAHUE HOPMATUBHOTI'O KAJJPOBOI'O JOKYMEHTA 15
11.10. OT3bIB HOPMATHBHOTI'O KAJIPOBOI'O JJOKYMEHTA C COI'/TACOBAHUS 15
I1.11. BO3BPAT HOPMATHUBHOI'O KAJIPOBOI'O TJOKYMEHTA HA JIOPABOTKY 15
11.12. COI'JIACOBAHHUE HOPMATHUBHOI'O KAJIPOBOI'O JOKYMEHTA 16
I1.13.  YTBEPXJIEHHME HOPMATHUBHOI'O KAJJPOBOT'O JOKYMEHTA JPYI'UM JOKYMEHTOM IO JEMCTBUIO
16

11.14. HANPABJEHUE HOPMATUBHOI'O KAJJPOBOT'O JOKYMEHTA HA YTBEPKJIEHUE 18
I1.15. OT3bIB HOPMATHUBHOI'O KATPOBOT'O TOKYMEHTA C YTBEPXKJIEHUSI 18
I1.16.  YTBEPXJIEHHUE HOPMATHUBHOI'O KAJPOBOI'O JOKYMEHTA BHE CUCTEMBI IO JEACTBUIO ..........19
11.17. YTBEPXXJAEHUE HOPMATHUBHOI'O KAJTTPOBOI'O JOKYMEHT A..cceeeeeeeeecssssnsaseeccccssssssassssessessssnaanaes 19
11.18. CO3JAHUE U3BMEHEHHMA B HOPMATHUBHBIN KAJIPOBBII JOKYMEHT 19
11.19. HANOPABJEHHUE HOPMATHUBHOTI'O KAJJPOBOI'O JOKYMEHTA HA O3HAKOMJIEHUE PABOTHUKAM ...25
11.20. O3HAKOMJIEHHAE C HOPMATHBHBIM KAJIPOBBIM JOKYMEHTOM cersessnnssssnnese 23
11.21. O3HAKOMJIEHHME C HOPMATHUBHBIM KAJIPOBbIM JTOKYMEHTOM BHE CUCTEMBI 25
11.22. OTMEHA JEACTBHSI HOPMATHUBHOI'O KAJIPOBOI'O TOKYMEHTA 25
11.23.  MU3MEHEHUE CTATYCA JEACTBUSA HOPMATHUBHOI'O KAJJPOBOI'O JOKYMEHTA I
JEUCTBYIOIIUX JTOKYMEHTOB 27
11.24. HU3BMEHEHWE CTATYCA JEVCTBUS HOPMATHBHOI'O KAJIPOBOI'O JJIOKYMEHTA JIJ151 HE
JEVCTBYIOIUX JOKYMEHTOB 27
I1.25. AHHYJHWPOBAHHUE HOPMATHUBHOI'O KAJJPOBOI'O JOKYMEHTA 27
oI, JOJXHOCTHBIE UHCTPYKIIUU 29
II1.1. CO3JAHUE JOJXKHOCTHOM MHCTPYKIIUU U3 APM JINMYHBIA KABUHET 29
I11.2. CO3JAHUE JOJIKHOCTHOM MHCTPYKIMM IO IIABJOHY 33
I11.3. CO3JAHUE JOI)KHOCTHOI MHCTPYKIUHA IO OBPA3IY 33
111.4. PEJAKTAPOBAHME KAPTOYKH JOJ)KHOCTHOM HHCTPYKIIUA 34
IIL.5. Y IAJNEHUE YEPHOBHUKA JOJ)KHOCTHOM MHCTPYKIIUA ceresnnnsaseeeesssssennanasaeee 34
I11.6. YTBEPXIEHUE JOJKHOCTHOM HHCTPYKIIUA BHE CUCTEMBI 34

3



Pykoeoocmeo nonvzoeamens Cooepocanue

II1.7.

I1L.8.

I1L.9.

I11.10.
III.11.
I1.12.
I1.13.
I11.14.
II1.15.
I11.16.
I1.17.
I11.18.
I11.19.
I11.20.
I11.21.
111.22.
111.23.
111.24.

Iv.

IvV.1.
Iv.2.
Iv.3.
Iv4.
IV.S.
IV.6.
Iv.7.
IvV.8.
Iv.9.
IVv.10.
IvV.11.
Iv.12.
Iv.13.
IV.14.
IV.15.
IVv.16.
Iv.17.
IV.18.
Iv.19.
1v.20.
Iv.21.
Iv.22.
Iv.23.

YTBEPXKIEHHUE JOJKHOCTHON MHCTPYKIUU ITPUKA30OM 110 OCHOBHOM JIESITEJIBHOCTH ......... 34
HANIPABJEHUE JOJXKHOCTHOM HHCTPYKIINHA HA COTJIACOBAHUE 35
ITPUHY UTEJIBHOE COIJIACOBAHME JOJI)KHOCTHOM MHCTPYKIIUA 35
OT3bIB JOJIZKHOCTHOM HHCTPYKIIUA C COTJIACOBAHUSI 35
BO3BPAT JOJ)KHOCTHOM HHCTPYKIUU HA TOPABOTKY 35
COI'JIACOBAHHUE JOJKHOCTHOM MHCTPYKIIUH 35
YTBEPXJAEHUE JOJXKHOCTHOM MHCTPYKIIUA IMTPUKA3OM IO JEACTBUIO 36
HANIPABJEHME JOJXKHOCTHOM WHCTPYKIIMN HA YTBEPKJIEHHUE 38
OT3bIB JOJIKHOCTHOM HHCTPYKIIUU C YTBEPKIEHUS 38
YTBEPXJAEHUE JOJKHOCTHOM UHCTPYKIIUA BHE CUCTEMBI IO JEACTBUIO 38
YTBEPXJIEHUE JOJXKHOCTHOM MHCTPYKIIUH, HE TPERYIOIEW D11 38
YTBEPXJIEHUE JOJKHOCTHOM HHCTPYKIIUH, TPEBYIOIIEN D11 39
CO3JAHUE N3MEHEHHMM JOI)KHOCTHOM MHCTPYKIIMH 39
HANIPABJEHHUE JOJKHOCTHOM HHCTPYKIIAY HA O3HAKOMJIEHUE PABOTHHKY .....ccccerveeeeceraneeeeesad3
O3HAKOMJIEHHUE C JOJKHOCTHOM HHCTPYKIUEM 44
O3HAKOMJIEHHME C JOJKHOCTHOM HHCTPYKIIMEN BHE CUCTEMBI 44
H3MEHEHME CTATYCA JEMCTBUSA JOJKHOCTHOM HHCTPYKIIUA 44
AHHYJWPOBAHUE NOJKHOCTHOM HHCTPYKIIUU 45
BHYTPEHHHUE KAJIPOBBIE JOKYMEHTHBI 46
CO3JAHUE BHYTPEHHEI'O KAJJPOBOI'O TOKYMEHTA U3 APM JINUHBIA KABHHET ......ceeeeerrreeeecssnnns 46
CO3JIAHUE BHYTPEHHEI'O KAJJPOBOI'O TOKYMEHTA IO IHABJIOHY 52
CO3JAHUE BHYTPEHHEI'O KAJJPOBOT'O TJOKYMEHTA ITYTEM KOITAPOBAHMUSI 52
PEJAKTAPOBAHUE KAPTOYKHA BHYTPEHHET'O KAJTPOBOI'O JOKYMEHTA 53
IMOANMUCAHUE BHYTPEHHEI'O KAJJPOBOI'O TOKYMEHTA BHE CUCTEMBI 53
VYTBEPKIEHUE BHYTPEHHEI'O KAIPOBOI'O JJIOKYMEHTA BHE CUCTEMbI 53
HANIPABJEHUE BHYTPEHHEI'O KAJIPOBOI'O TJOKYMEHTA HA COI'JIACOBAHUE 54
ITPUHY IUTEJBHOE COTIJTACOBAHUE BHYTPEHHET'O KAJTPOBOI'O JOKYMEHTA 54
OT3bIB BHYTPEHHEI'O KAJIPOBOI'O JJOKYMEHTA C COITACOBAHMSI 54
BO3BPAT BHYTPEHHEI'O KAJIPOBOI'O JJOKYMEHTA HA IOPABOTKY 54
COI'JIACOBAHUE BHYTPEHHEI'O KAJIPOBOI'O JOKYMEHTA 55
HANIPABJIEHHUE BHYTPEHHETO KAJIPOBOI'O JOKYMEHTA HA MO CAHUE 56
OT3bIB BHYTPEHHEI'O KAJIPOBOI'O JOKYMEHTA C ITOAMNUCAHUS 56
IMOANMUCAHUE BHYTPEHHEI'O KAJTPOBOI'O TIOKYMEHTA BHE CUCTEMBI 56
IMOANMCAHME BHYTPEHHET' O KAJTIPOBOI'O JOKYMEHTA, HE TPEBYIOIIETO JI1 56
IMOANMMCAHME BHYTPEHHET' O KAJTIPOBOI'O JOKYMEHTA, TPEBYIOIIETO D11 57
IMOAIMUCAHUE U HATIPABJIEHUE BHYTPEHHEI'O KAJIPOBOI'O JOKYMEHTA 57
HANIPABJEHUE BHYTPEHHEI'O KAJJPOBOI'O JOKYMEHTA HA YTBEPKJIEHUE 57
OT3bIB BHYTPEHHEI'O KAJJPOBOI'O JOKYMEHTA C YTBEPXKJIEHUSI 58
YTBEPXJIEHAE BHYTPEHHET'O KAJIPOBOI'O JOKYMEHTA BHE CUCTEMBI 1O JEMCTBHIO..............58
VYTBEPKIEHUE BHYTPEHHEI'O KAJTPOBOI'O IOKYMEHTA 58
OTHPABKA BHYTPEHHEI'O KAJJPOBOI'O JOKYMEHTA AJIPECATAM 58
CO3JAHUE OTBETA AJJIPECATOM 60

4



Pykoeoocmeo nonvzoeamens Cooepocanue

IV.24. 3ABEPUHIEHME PABOTBI C BHYTPEHHUM KAJPOBBIM JOKYMEHTOM AJIPECATAMMH...ccceeeeeeeecssennennens 62
IV.25. 3ABEPHIEHUE PABOTBI C BHYTPEHHUM KAJIPOBBIM JOKYMEHTOM UHUIUATOPOM ........ccccceeeeeenee. 63
IV.26. HANPABJIEHHUE BHYTPEHHET'O KAJJPOBOI'O JOKYMEHTA HA O3HAKOMJIEHUE PABOTHHKY ..........63
IV.27. O3HAKOMJIEHHME C BHYTPEHHUM KAJPOBbIM JJOKYMEHTOM 63
IV.28. O3HAKOMJIEHME C BHYTPEHHUM KAJPOBbIM JJOKYMEHTOM BHE CUCTEMbI 64
IV.29. AHHYJHAPOBAHHME BHYTPEHHET'O KAJJPOBOI'O JOKYMEHTA ...cccccerreneecrsanneecssnneene 64
HOPUJIOXEHUE A. JKU3HEHHBIE IIMKJIbI JOKYMEHTOB K210 65
A.1  JKU3HEHHBIN IIUKJI HOPMATHBHOI'O KAJIPOBOI'O JOKYMEHTA 65
A.2  JKM3HEHHBIA [IUKJ JOJKHOCTHOM MHCTPYKIIUH 66
A.3  JKM3HEHHBIN IIAKJI BHYTPEHHEI'O KAJJPOBOI'O JOKYMEHTA 67




Pykoeoocmeo nonvzoeamens Oouwue ceedenus

. Obwme cBegeHUs

Mcnonb3oBaHne CcTaHOapTHbIX MNpMEeMOB  OOPMIIEHUS  genaeT  [OKyMeHTauuo  npolie
ANA NOHMMaHUA 1 obneryaeT n3yyeHne Bo3MoXHocTen npogykTta «Lnutpoc KSOO» Ha SL.ECM.

BHumaHue! Tak 6yayT BblgerneHbl BaXHble 3aMeYvaHus.

MepeyeHb Ncnonb3yeMbix TEPMUHOB 1 COKpaLLeHWin NpuseaeH B Tabnuue (Tabnuvua 1).

Ta6bnuua 1. CNMcok Ncnosib3yeMbiX TEPMUHOB U COKpaLLeHUn

dnemeHT OnucaHue

Drag-and-drop MeTtopa onepupoBaHus anemeHTamun nHtepdgenca. [jns Mcnonb3oBaHWsa JaHHOro MeToaa
Heob6Xx04MMO BbIAENUTb ANEMEHT UNu rpynny anemMeHToB uHTepdenca 1, 3axas NeByto
KHOMKY MBIV, «NepeTawnTby NX B yKaszaHHy obnactb

ABTO3anosnHeHne MeTog 3anonHeHus1 nonen kaptodek. [ns ncnonb3oBaHWs 4aHHOroO MeToaa Heob6Xxoaumo
BBECTU MEPBbLIE CUMBOSIbI 3HAYEHUSI NOMs (HE MEHee TPeX) U U3 NPeASIoKEHHbIX
CucTtemon cnpaBOYHbIX 3HAaYEHU BbibpaThb HEO6X0AMMOe

APM ABTOMaTU3NpPOBaHHOE paboyee MecTo
KOO KagpoBbIl 3NEKTPOHHbIA JOKYMEHTOO60POT
Al OneKTpoHHasa Noanmch

MepeyveHb cornalleHnin No odhopMIIEHNI0 AOKYMEHTa npuBeaeH B Tabnuue (Tabnuua 2).

Ta6nuua 2. CornaweHust no opopmMrneHuno

AnemeHT OnucaHue Mpumep
KapTouka JoKyMeHTa, WpundT Arial, nonyxvpHbIn NOAYEPKHYTbIV dopma 3agaHue NnapameTpoB oT4YeTa
3KpaHHasa opma,

ONanoroBoe OKHO,
npegcraBneHne
Mone, 6nok, cekuus WpndT Arial, nonyXMpHbI Kypcuse Mone Adpec
KHonka WpndT Arial, nonyxmpHbli, KBagpaTHble KHonka [BonTtu]

CKOBKM
Crartyc gokyMeHTa WpwndT Arial, kypcus Craryc 3apesucmpuposaH
Ccbinka, gencrame WpndT Arial, KaBbl4KM Ccbinka «OunctuTb BCe»
Bknagka WpndT Arial, KypcmB nogyepKHYTbIN Bknagka Ampubymesi
HasBaHue knaBuLn LWpundT Arial, nonyxmpHbiin, anoctpodbl Knasuwa ‘Shift’




Pykoeoocmeo nonvzoeamens Hopmamuenvie kadpoevie 00KymeHmbl

Il. HopmaTuBHbie KagpoBble AOKYMEHTDI

B Cucteme peanvsoBaHa paboTa co crneayowumm BUgamMmm HopMaTUBHBIX KaApOBbIX JOKYMEHTOB:

MonoxeHune o cnyxbe oxpaHbl Tpyaa;

— TlonoxeHne no 3awmTe NepcoHarnbHbIX AaHHbIX paboTHUKA;

— [MonoxeHune o mepax noxapHon 6e3onacHoCTY;

— TlonoxeHne o CTPYKTYpHOM NogpasneneHum;

— [lpaBuna BHYTpPEHHEro TPy4OBOro pacnopsiaka;

— Ycrtas;

— LWraTHOoE pacnucaHue;

— T[locTtaHoBneHue;

— [MonoxeHune o nepexoae Ha KaapoBbIA ANEKTPOHHbIA 4OKYMEHTOO60pPOT;

— [lonoxeHne 0 NOpsiAKE OCYLLECTBEHUS KA pOBOro 9f1EKTPOHHOIO AOKYMEHTO0O60pOTa;
— [pouyee.

CxemMa >KM3HEHHOro LMKna HOPMATMBHOIO KagpoBOro OOKYMEHTa MpedcTaBrfieHa B MPUMOKEHUN

(A.1 XKM3HEHHbIN LMK HOPMATUBHOIO KaApOBOro AOKYMEHTA).

I.1. Co3pgaHue HopMaTMBHOIo KagpoBoro aokymeHta us APM JIn4yHbIn

KaOuHeT

[laHHOe aenicTBME BbIMOMHSAET NOSfb30BaTeSb C OM3HEC-ponbio HopmamugHbIl Kadposbili OOKyMeHMm.
Cosdamenu.

,D,J'IFI co3faHnAa HOpMaTUBHOIO KagpoBOro JOKyMeHTa HeO6XO,D,VIMOZ

1. OTkpbITb JINYHBIN KabuHeT (PucyHok 1).

Onucanune paboTbl ¢ APM «JIn4yHbIN KabMHET» NpMBEaEHO B AOKYMEHTE « PykOBOOCTBO
nonb3oBatensd. Tom 1» (pasgen V. Pabota ¢ APM).
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Mpikaa Mo 0cHOBHOMA
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MpwKa3a ne nMyHoMy cocTasy
JloKyMEHT K I0roBopy
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3anBka
MpHica3 no IuHoMy cocTaey

MpuKas No oCHOBHOMA
[IeATENbHOCTH
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LeATeNbHOCTH
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[EATENBHOCTH

3aABneHne
MpiKas no KoMy CocTaey

Tpiias Mo NuuHoMy COCTaBY

2 Hagewna lpomosa v

Ie A 809

Bug goxymetta

06 yTEEPKASHWM WTATHOTO PACIMCAHUA

O BHECEHUN MIMEHEHUI B YUETHDIE AaHHbIE
JC 06 M3MEHEHUN CPOKA A0T0BOPa

Horosop of MHANBALYANLHON MaTepUanbHok
OTBETCTBEHHOCTH

Jl0roBOp 0 KOMNEKTUBHOA MaTepUanbHon
OTBETCTBEHHOCTH

Ha KoMaHgupoBKy
0O Hanpasnexni paboTHUKE B KOMaHAKPOBKY

O NpOBEEHUN 3TTECTALMN NepeoHana

O MpOBEASHUN STTECTALMN NEPCOHENa

O MpoBEEHUN BTTECTALIWY NEpcoHana

O cornacku Ha nepexog Ha 340
0 HanpaeneHnid paGoTHMKE B KOMaHAKPOBKY

O BHECEHMH MIMEHEHNA B yueTHbIE AaHHble

Snemerton: 181 Moxassisateno 20 v

2.

HaxaTtb kHonky [Co3paTb]:[HopmaTuBHbLIN KagpoOBbLIM [OOKYMEHT].
Cospgatb HopmaTuBHBLIN KagpoBbIA AOKYMEHT (PUCYHOK 2).

PucyHok 1 — JIn4HbIN KabuHeT

OtkpoeTtcsa ¢opma
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BnomeHuA:

Bup goKymenTa: *

Henonuurtens: *

CocTaBuTEnb:

Moppa3aenexna: *

YreepmaeHne: *

YTBepH Ao *

JlaTa Hauana JedcTBuA:

Mpumeyanune:

CornacoBaHme:

JlaTa OKOHHEHWA JeHCTEWAL

= @ Co38aTb HOpMaTUBHbIA KafpOBbIi AOKYMEHT

HoxkymenT
+ MepeTalumTe dain cioga Han HaxmMuTe "+
Mpovee
+ NepeTalute dain clofa Uav HaXMUTE +
CraH-oBpas

+ MepeTawuTe dain croga unm HammMuTe *+"

& Tpomoea Hafewpaa MeTpoBHa HayanbHWK o7/ —

A Tpomoea Hagewaa MeTposra HavanbHWK oTaena OTAEN No

PyKoBOAWTENEM B CHCTEME v @

Co3naTo MaplwpyT v

CoafiaTh OTmeHa

I A& 98 = Hagewna Mpomosa v

PucyHok 2 — ®opma «Co3pgatb HopMmaTuBHbIN KaapOBbLIA JOKYMEHT»

3. 3anonHutb nonsa oTkpbiBencsa dopmbl. OnucaHme nonen gpopmbl Cozgats HopmaTuBHLIN
KagpoBbIM JOKYMEHT npuBeneHo B Tabnuvue (Tabnuvua 3).

Ta6nuua 3. Onucanue nonewn copmbl «Coszaatb HopmaTUBHBLIN KaApPOBbLIA OOKYMEHT»

Mone

OnucaHue

Cnoco6 3anonHeHun

Bua gokymeHTta

Bug gokymeHTa (06s13aTeNbHO K
3anorHEHNIO)

3anonHuTb, ncnonb3ya metoa

ABTO3anofnHeHne, Unn HaxaTb KHOMKY
N yKa3aTb Heob6XxoauMmbIi BUA OOKYMEHTa
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Hopmamuensie Kaoposvie 00KymeHnbl

Mone

OnucaHue

Cnoco6 3anonHeHus

Wcnonuutenb

VcnonHntenb gokymeHTa (00s13aTENbHO K
3anorHEHNIO)

3anonHseTcs aBTOMaTUYECKN.
an HeoOX04MMOCTM U3BMEHUTbL 3HAYEHME,
ncnonb3ysa Meton ABTO3anonHeHue,

UM HaXkaTb KHOMKY . OTKpoeTCs OKHO
BblIGOpa mncnonHutens. B cTpoke nowncka
BBECTW hparMeHT pamunmm coTpyaHuka u

|a |
HakaTb kHonky ||, B cekunn dnemeHmbi
0dns1 ebibopa 0TOOpasATCcA HalaeHHble
COTpPYAHWKKN. YKasaTb Heobxoanumoro
NCNoNHUTENS.
Psagom ¢ umeHeM coTpygHuka
oTobpaxkaeTcs MHANKATOP ero
[OCTYMHOCTH:

- COTPYOHWUK OOCTYMNEH, NPUCYTCTBYET
B ochuce;
5]
— @ COTPYOHWK HEOOCTYMEH,

3adhnKCUPOBAHO OTCYTCTBUE (OTMYCK,
BOONbHNYHbIN, KOMaHAMPOBKA U T.M.);

— @ NoCTYNHOCTb He orpegeneHa

CocTtaButenb

CocraButenb OOKYMEHTa

3anonHaeTcs aBTOMaTU4ECKN

MoppasgeneHus

MoppaspeneHus (obs3aTenbHO K
3anoJSIHEHNIO)

3anonHuTL ncnonb3ysa Meton

ABTO3anornHeHue, U1 HaXxaTtb KHOMKY
1 yKasaTb HeobxoaMmble nogpasgeneHust

YTBEpXaeHue

Tun yTBepxXaeHus (06s13aTenbHO K
3anorTHEHNIO)

BbIGpaTh U3 BbiNagatoLero cnvicka Tun
yTBEPXOEHUS

YTBepxaaroLmin

YTBepxaawwmm (obs3aTensHo K
3anorHEHNIO)

Mone JocTynHO npu Beibope 3HaYeHUs
«PykoBoauTenem B cucteme» unu
«PykoBoauTenem BHe CUCTEMbI» B Nnorse
YmeepixdeHue.

3anonHnTb, UCMonb3ys MeTos

ABTO3aMnofnHeHne, UM HaxaTb KHOMKY
OTKpoeTcs OKHO BbIOOpa YTBEPXKOAMOLLErO.
B cTpoke noncka BBeCTU hparMeHT
hamunun COTpyAHUKA N HaxaTb KHOMKY

| a |

L. B cekumn dnemeHmnl Ossi ebibopa
0TOOpassATCs HaWAEHHbIE COTPYAHUKN.
YkaszaTb He06X04MMOro yTBepXKAatoLLero.
PsimoM ¢ MeHeM coTpyaHuka
oTobpaxkaeTcs MHANKATOP ero
[OCTYNMHOCTH:

- COTPYOHWUK OOCTYNEH, NPUCYTCTBYET
B ochuce;
5]
— @ COTPYOHWK HEOOCTYMEH,

3adoMKCMPOBaHO OTCYTCTBUE (OTMYCK,
OONbHNYHbBIN, KOMaHAMPOBKA U T.M.);

- @ [DOCTYMNHOCTb He onpegernexHa

YTBEpXaeH BHe

MpusHak «YTBEPXKOEH BHE CUCTEMbI»

YcTaHaBnuBaeTCcs aBToMaTnU4eCKn npu

CUCTEMbI BblibOpe 3Ha4yeHus «PykoBoanTenem BHe
cUCTEMbI» B None YmeepxdeHue
YTBepxaatoLwmm YTBEpXOaoLWnii JOKYMEHT [Mone gocTynHo npu Bel6ope 3Ha4YEHUS
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Mone

OnucaHue

Cnoco6 3anonHeHus

[OKYMEHT

«[JOKyMEHTOM B cucTeme» unm
«[JOKyMEHTOM BHE CUCTEMBbI» B None
YmeepixdeHue.

BBecTu 3HayeHme ¢ knaBmaTypsbl

[arta Hayana
nencTeus

[aTa Ha4yana gencTensa HOPMaTUBHOIO
KagpOBOro JOKyMeHTa

Beectn c KnaBunaTtypbl UNA LWENKHYTb

Mo 3HayKy
13 KaneHaaps

1 BbibpaTb 3Ha4YeHne

[lata okoHYaHus

[laTa okoH4YaHna gencTeums HOpPpMaTUBHOIO

BBecTu ¢ knaBmaTypbl UK LLENKHYTb

OencTBus KagpoBOro AOKyMeHTa
no 3HauyKy 1 BblibpaTb 3Ha4YeHne
13 KaneHgaps

MpumeyaHne MpumeyaHne K HopMaTBHOMY KagpoBoMy | BBecTu ¢ knasuaTypbl

JOKYMEHTY

6.

B none CoenacosaHue npu HeobxoaAMMOCTM cO34aTb MapLlpyT cornacoBaHusa. Takke
MapLUpPYT COrfacoBaHWsi MOXHO CO34aTb MOCMNe COXPaHEHUS1 KapTOYKM HOPMaTMBHOIO
KagpoBOro [AoKymeHTa. Pabota ¢ MaplpyTom COrfacoBaHMA oOrnucaHa B [JOKYMEHTe
«PykoBogcTteo none3oartens. Tom 3» (pasgen V. Pabota ¢ cornacoBaHuem).

Ecnu B none YmeepxdeHue BbiOpaHO 3HayeHne «PykoBoguTeneM BHE CUCTEMbI»
Heobxoanmo paobaBuTb BroxeHue B kaTeroputo «CkaH-o6pasy». [Ona atoro B Tpebyemon
KaTeropum BrOXEHWUA LWENKHYTb MO 3HA4Ky c o OTkpoeTcsi OkHO 3arpy3uTb annbl_B
(PvcyHok 3).

Takke Cuctema nossongaet 4obaBnaTh BNoxeHue, ncnonb3ys metoa Drag-and-drop.
Ona nobaBneHns BnoxeHus ¢ nomollbio Metofa Drag-and-drop Heobxoamnmo «nepeTtawmntb» dann B
Tpebyemyto kaTteroputo. B pesynbtate BnoxeHue 6ynet fobasneHo B hopMy CO30aHUSA AOKYMEHTA.

3arpysuTh daitnkl 8 = [lokyMeHTbI

BbiGepuTe (avns

OT™meHxa

PucyHok 3 — OKHO «3arpy3utb dannbl B»

CuncTtema no3BonsieT BbINONHUTL CKAHUPOBaHUE JOKYMeHTa U o6aBUTb NONYyYEHHbIN 3NEKTPOHHbIN
06pa3 B KayeCTBE BIIOXEHUS KapTOYKN JOKYMeHTa. [JaHHas BO3MOXHOCTb JOCTYNHa Kak npu 3arpyske
HOBOro dhanna BrnoXeHusi, Tak 1 Npu o6HOBNEHUM Bepcumn dhanna BNOXeEHMS.

HaxaTtb kHONKy [BbiGepute chpannbl] 1 ykasatb dann. B pesynbtate BnoxeHve Oyaer
pobaeneHo B hOpMy CO3AaHUSA AOKYMEHTA.

Mo aHanoruv [o6aBnsATCA BNOXEHNUS B kaTeropmumn «[JokymeHT» n «poyeer.

HaxaTb kHonky [Co3paTb].

B pesynbTate 6yaeT co3gaH HOpMaTUBHbBIN KaApPOBLIN LOKYMEHT B cTaTyce YepHosuk (PUCyHOK 4).
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&

ArpusyTel

£

Mapwpyt
noKkyMERTA

@

OzHaxomnetne

a

Bromexua

<

Canan

2
Y4acTHHKN
OOKYMEHTE

&

MeTin

O

Heropua

&

TeyaTHEIZ
Bophs

6

Kommesraprm

i.l.wrpoé

= @ 1 HopmaTWBHbIA KaapPOBbIi JOKYMEHT: MONOXEHWE O NOPAAKE OCYLLECTBNEHUA Kaaposoro .. |

5 M 981 2 Hagesaalpomosa v

ATpubyThI B a a

Craryc: HepHoBmk

Bua AoKyMeHTa: MonokeHe o NOPAAKE DCYIWECTENEHHA KaADOBOTO 3NEKTPOHHOD AoKyMeHTooGopoTa 7
Harva Havana gencTena: 24.04 2023
Wecnonunrens: = Mpomosa Hagempa MetposHa HavanbHuk otaena Ovgen no paGore ¢ nepcoHanom -
HefcTBuA
Z 2 pomoea Ha a TMeTpoEH anbHWK oTAena OTAen no paboTe ¢ NepcoHanc e e
CocTaBuTenb: & pomoBa Hagewaa MeTposHa HauanbHWk oTaena OTASN No padoTe © NepcoHanom HIANDARITS 8 COFnACARAL IS
MoppasneneHua: sz Ynpasnesue Gy¥ranTepoKoro yueTa W OTYETHOCTH HanpaeuTs Ha yTeepraer1e
Yaanuts
YTeepHaeHHe: PyKOBOAWTENEM B CHCTEME
Co34aTs MEPOTIPUATHME MO JOKYMEHTY
YTBEPMAAOLLWA: = Bynatoe Mrope Bunexoewd TeHepanbHeii qupekTop Pykosogcteo
J[aTa Ha4ana gelcTewA: 24042023
[laTa OKOHYAHUA AeHCTEHAL 31.05.2023
TpuMeyaHme: (HeT)
[Data cospaHna: 19.04.2023
JaTa oTMeHbI: (HeT)
TIpHYHHE OTMEHBI: (HeT)

PucyHok 4 — KapToyka HOpMaTMBHOIO KafJpoOBOro AOKyMeHTa

KapTouka HopMaTUBHOIO KaApOBOrO JOKYMEHTA COAEPXKUT BKMNaOKM:

AmQU6!mbI — COOEepPXUT OCHOBHbIE CBeAEeHUA O OOKYMEHTEe.

Mapwpym JdokymeHma — oTobpaxaeT WHGOPMaUMIO O COrfacoBaHUM W  NOANUCAHWM
AokyMeHTa. OnucaHve paboTbl C BKNAgKOM MpuBegeHO B AOKyMeHTe «PykoBoacTBo
nonb3oBatens. Tom 2» (pa3gen 11.1.1. Bknagka «MapwpyT oKymMeHTa»).

OsHakomneHue — oTobpakaeT MHdopMaumio 06 03HaKOMMEHUM C OOKyYMeHTom. OnwucaHue
paboTbl C BKNagkon npuBeneHo B AOKyMeHTe «PykoBoacTBO nonb3oBartens. Tom 2» (pasgen
[1.1.2. Bknagka «O3HakomMmeHne»).

BrioxxeHusi — cooepXXuT nepeyveHb BIOXEHWI, NPUKPENIIEHHbIX K KAPTOYKE AAaHHOrO AOKYMEHTA.
OnwucaHne paboTbl C BKNaAKoN NpMBEAEHO B AOKYMEHTe «PyKoBOACTBO nosnb3oBaTensi. Tom 2»
(pasgen 11.1.3. Bknagka «BnoxeHusay).
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— Cesd3u — coOepXuT nepeyeHb CBA3EW C AOKYMeHTaMu Bcex TunoB. OnucaHue paboTbl C
BKIagKkon npuBedeHO B AokymeHTe «PykoBogctBo nonb3oBatensa. Tom 2» (pasgen
[1.1.4. Bknagka «CBsa3un»).

—  YyacmHuKku QOoKyMeHma — COLEPXMUT NnepeyeHb y4acTHUMKOB AoKymeHTa. OnucaHune paboTbl C
BKIagKkon npuBedeHoO B AokymeHTe «PykoBogctBo nonb3oBatensa. Tom 2» (pasgen
[1.1.5. Bknagka «Y4acTHUKM OOKYMEHTa»).

— Memku — cogepXutT nepeveHb METOK, MPUCBOEHHbIX AOKyMeHTy. OnucaHue paboTbl C
BKMagKkon npuBeoeHO B OOKyMeHTe «PykoBoAcTBO nonb3oBaTtens. Tom 2» (pasgen
[1.1.6. Bknagka «MeTku»).

— MHcmopusi — BKMagka npegHasHadyeHa Ans NpocMoTpa  UCTOpUMUM  OENCTBUA, KOTOpble
NPOMN3BOANIIN C KAPTOYKOM AOKyMeHTa. OnncaHue paboTbl C BKNaALKON NPUBEAEHO B JOKYMEHTE
«PykoBoacTBo nonb3oatens. Tom 2» (pasgen I1.1.7. Bknagka «Mctopusi»).

— [leyamHbie hopMbl — COOEPXKUT CChINKN Ha neYaTHble OPMBbI.

— KommeHmapuu - Bknagka npegHasHadeHa AN CO34aHMA U MPOCMOTPa KOMMEHTapueB
K AOKyMeHTy. OnucaHve paboTbl C BKNagkon npuBefeHo B [JOKYMeHTe «PyKoBoACTBO
nonb3oBatens. Tom 2» (pasgen 11.1.8. Bknagka «KommeHTapumy).

MogpoGHOe onucaHve 3MNEMEHTOB W BKIAO4OK KapTOvek OOKYMEHTOB MPUBELEHO B AOKYMEHTE
«PykoBogctBo nonb3oBatens. Tom 2» (pasgen |l PaboTta ¢ KapToukon JOKyMEHTA).

I.2. Co3pgaHMe HOPMATMBHOIO KagpoOBOro AOKYMeHTa No wabsfioHy

[laHHOe faeicTBME BbIMOSMHSAET NOJfb30BaTeSb C OM3HEC-ponbio HopmamugHbIl Kadposbili OOKyMeHMm.
Cosdamenu.

B03MOXHOCTb CO3aaHMs YepHOBUKA JAOKYMEHTA Ha OCHOBE LWabnoHa JOCTYNHa ecnn AaHHble
WwabnoHbl 6bIM NpeaBapuUTEnbHO co3aaHbl B Cucrteme.

CospgaHve HOPMaTMBHOIO KagpoBOro [OKyMeHTa u3 LwabrnoHa BbIMNOMHAETCA MO aHanormm c
AencTensaMmn, onucaHHeiMn B pasgerne «ll. CospaHwe 4epHoBMKa [OKYMeHTa Ha ocHose LwabrnoHa»
AOKyMeHTa «PykoBOACTBO nonb3osatens. Tom 3».

1.3. Co3gaHMe HOpMaTMBHOIO KagpoOBOro AOKyMeHTa no obpasuy

[aHHOe fericTBMe BbINOMHSAET NOMb30oBaTenb ¢ BU3Hec-ponbio HopmamugHbili Kadpoebili OOKYMeHm.
Cosdamenu.

[ns cosgaHus HopMaTUBHOIO KagpoBOro AOKyMeHTa no obpasuy Heobxoamnmo:

1. OTKpbITb KAPTOYKY HOPMaTMBHOIO KagpoBOro AoKymeHTa (CM. PucyHok 4).
2. Ha naHenu oononHUTENbHbLIX AENCTBUA HaXaTb KHOMKY .

KHonka 0OCTynHa TOJNbKO B Cliy4Yae, eClin y nonb3oBaTerid eCTb NnpaBa Ha co3gaHne JOKYMEHTOB
OaHHOro Tmna, a Takke, ecnn and gaHHoro Tmna oKyMeHTOB OOCTYMNHO Co3aaHne KapTO4Ku
OOKyMeHTa KonnpoBaHUEM.

B pesynbTate oTKpoeTca opma co3daHus LOOKYMEHTa, Momfs KOTopouW OyayT 3anofiHeHb!

SHa4YeHNAMM ornpenerieHHbIX nonen KOonnpyemoro okKyMeHTa.
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I.4. PepakTnpoBaHue KapTO4YKM HOPMaATUBHOIO KaApoOBOro AOKYMeHTa

[aHHoe aelcTBMe BbINOMHAET MHULMATOP HOPMATMBHOMO KafpOoBOro AOKYMeEHTa.

,D,J'If-l penaktmpoBaHUA KapTO4kKM HOPMAaTUBHOIO KaapoBOro AOKyMeHTa HeOGXOD,I/IMO:

1. OTKPbITb KAPTOYKY HOPMATUBHOIO KAAPOBOro AOKyMeHTa (CM. PucyHok 4).

KapToyka HopmMaTUBHOro KaapoBOro JOKYMeHTa AOofkHa HaxoanuTbesl B ctatyce YepHosuk nnn Ha
dopabomke.

2. Ha naHenn [OOMNONHUTENbHLIX OENCTBUMM HaXaTb  KHOMKY ﬂ OTkpoeTtcss  dopma
pefakTMpoBaHus.

3. BHecTtu Tpebyemble n3ameHeHus.
4. HaxaTb kHomnky [CoxpaHuTb].

Ha Bpemsi pefakTMpoBaHusi kapToyka OokyMeHTa OyaeT 3abnokupoBaHa OT pefakTUpOBaHWSA
APYrMMuy nonb3oBaTensiMu.

I.5. YpaneHue 4yepHOBUKa HOPMaTUBHOIO KafpoOBOro AOKyMeHTa

[aHHoe feincTBMe BbINOMHSAET MHULMATOP HOPMaTUBHOMO KaZpoBOro AOKYMEHTa.
KapToyka HOpMaTMBHOIO KaApOBOro AOKYMEHTa [OKHA HAXOAUTLCS B cTaTyce YepHOBUK.

Ans ynaneHus YepHOBMKa HOPMATUMBHOTO KaapoOBOro AOKYMeHTa HeobX0aMMO:
1. OTKPbITb KAPTOYKY HOPMATUBHOIO KAAPOBOro AOKyMeHTa (CM. PucyHok 4).

2. Ha dyHKunoHanbHon naHenu, B cekuun [JJelicmeus, Bbibpatb [enctene «YOanuTby.
OTkpoeTcst OkHO nogTBepXaeHus yaaneHus (PucyHok 5).

BeinonHerne geMcTEMA

MoaTeepanTe BRNONHEHWEe AefcTEMA "YoanuTs'

ﬂ L:.ITI!E-'H

PucyHok 5 — OKHO noaTBepXKAeHUA yaaneHnsa OKyMeHTa

3. Haxatb kHonky [OK].

B pes3yribTate YepHOBUK HOPMaTMBHOIO KagpoBOro JOKyMeHTa 6y/:|,eT yaoanex.

1.L6. YTBepxxaeHue HOPMaATUBHOIO KaapoOBOro AOKyMeHTa BHEe CUCTEMbI

Ecnu npu cosgaHum unu pegakTMpoBaHUM KapTOYKM HOPMATMBHOMO KaapOBOro LOKYMEHTa B none
YmeepdeHue BbIOpaHO 3HavyeHne «PykoBoauTenem BHe cuctembl» (cM. Tabnuua 3), ooKyMeHT OyaeT
nepesefeH B omHanbHbIN CTaTyc YmeepxoeH.
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Ecnu none Jama Havana delicmeusi He 3arnofiHEHO MNW gaTa Havana OeNcTBUS MEeHbLue UMK
paBHa TekyLlen, B none Cmamyc delicmeusi yka3blBaeTcs 3HavyeHne «[JencreyeT».

Il.7. YTBepXXaeHMe HOpMaTUBHOIoO KagpoBOro AOKYMeHTa ApYyrum

AOKYMEHTOM

Ecnn npu cozpgaHum unu pegakTMpoBaHMM KapTOYkM HOPMATUBHONO KagpoBOro JOKYMeEHTa B none
YmeepxxdeHue BbiOpaHO 3HadeHue «[JoOKymeHTOM B cucteme» wunn «[OKYMEHTOM BHE CUCTEMbI»
(cm. Tabnuua 3), AokymeHT ByaeTt nepeBeaeH B (hyHanbHbIA CTaTyC YmeepxOeH.

Ecnn none fJama Havana delicmeusi He 3anofiHEHO WNW faTa Havana OeUCcTBUS MeHbLUe UMn
paBHa TekyLlei, B none Cmamyc delicmeusi ykasbiBaeTcsl 3HaYeHne «[lencTByeT».

11.8. HanpaBneHne HopmaTUBHOro KaApoBOIro AOKYMeHTa Ha corfacoBaHue

[llaHHOe fencTBUe BbINOMHSAET MHULMATOP HOPMATUBHOIO KaApOBOro JOKYMEHTA.
KapToyka HOpMaTMBHOIO KaApOBOro AOKYMeHTa JOMKHa HaxoanTbCs B cTaTyce YepHosuk nnn Ha
dopabomke.
HanpasneHvne HopMaTUBHOIO KaapoOBOro AOKYMEHTa Ha CormnacoBaHue BbIMOSTHAETCH MO aHanorum
C gencTtBusiMK, onucaHHbiMM B pasgene «V.3. OTnpaBka OOKYMeHTa Ha MepBWYHOE COornacoBaHue»
AOKyMeHTa «PykoBOACTBO nonb3osatens. Tom 3».

1.9. NMpuHyanTenbHoe cornacoBaHMe HOPMaTUBHOIO KaapPoOBOro AOKYMEHTa

[aHHoe gencTBue BbINONHAET MHNUMaATOP HOPMATMUBHOIO KaapOBOro AOKyMeEHTa.
KapTqua HOPMaTMBHOIoO KagpoBOro OKyMeHTa AOJIKHa HaxXxoanTbCA B cTaTyce Ha coenacosaHuu.

MNpuHyanTensHoe cornacoBaHve HOPMaTUBHOMO KaAPOBOrO AOKYMEHTa BbINOMHAETCH Mo aHanornm
C AenCTBMAMK, onucaHHbIMK B pasgene «V.6 MNpuHyauTensHoe cornacoBaHue AOKyMeHTa» AOKYMeHTa
«PykoBopacTeo nons3osarens. Tom 3».

1.10. OT3bIB HOPMATMBHOIO KafApPOBOro AOKYMEHTa C corfiacoBaHus

[aHHOe OeincTBMe BbINOMHSAET MHULMATOP HOPMaTUBHOMO KaZpoBOro JOKYMEHTa.
KapTouka HOpMaTMBHOIO KaApOBOro JOKYMEHTa [OKHA HAXOAUTLCS B cTaTyce Ha coaiacoeaHuu.

OT3bIB HOPMATUBHOIO KaApOBOrO0 [AOKYMEHTa C COrfacoBaHUs BbINOMHAETCS MO aHanormm ¢
OEeNCTBMAMMK, ONMCaHHbiIMM B pasgene «V.4. OT3biB [LOKYMEHTa C COrfacoBaHus» [OOKYMEHTa
«PykoBogcTBo nonb3osatens. Tom 3».

1.11. Bo3BpaT HOpMaTUBHOroO KaapoBOro AOKyMeHTa Ha AopaboTKy

[aHHoe aeicTBMe BbINOMHAET MHULMATOP HOPMATMBHOMO KagpOBOro AOKYMeHTa.
KapTouka HopMaTUBHOro KagpoBOro OKyMeHTa AoIKHa HaxoauTbes B ctaTtyce CoanacosaH.

OT3blB  HOPMaTUBHOIO KagpoOBOro [[OKyMeHTa Ha [opaboTKy BbINOMHAETCA MO aHanorum ¢
OEeNncTBMAMM, oOnNuMcaHHbiMM B pasgene «VI. BosspaT pokymeHTa Ha gopaboTKy» [OOKYMeHTa
«PykoBogcTBo nonb3osatens. Tom 3».
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1.12. CornacoBaHne HOpMaTUBHOIO KaApOBOro AOKYMEeHTa

[aHHoe gencTaue BbINOMHAET COrnacyoLwmi.
KapTouka HOpMaTMBHOrO KafpOBOro AOKYMEHTa AOIMKHA HaxoauTbCa B cTaTyce Ha coenacogaHuu.

CornacoBaHne HOPMaTUBHOIO KagpOBOro AOKYMEHTa BbINOMHAETCS NO aHanorum ¢ 4EeNCTBUAMM,
onucaHHbiMM B pasgene «V.7. BbinonHenne 3agaum «CornacoBatb» AOKyMeHTa «PykoBoacTBO
nonb3oBartens. Tom 3».

Ecnn cornacoBaHne 3aBepweHo co cTtatycom CoennacogaHO W BKMAKOYMEHA HaACTpoKKa
«ABTOMaTM4eckass MapLUpyTM3auusa nocne CornacoBaHUsi», HOPMATUBHbIA KagpoBbIN OOKYMEHT Oyaet
HanpaBneH Ha yTBepxaeHue. KapTouka HOpMaTUBHOrO KagpoOBOro AoKyMeHTa OyaeT nepeBedeHa B
ctatyc Ha ymeepxdeHuu.

Ecnun cornacoBaHue 3aBepLueHo co ctatycom CoenacosaHo ¢ 3ameyaHusimu wnu CoeracosaHo
(v BbIKMIOYEHa HacTporika «ABTOMaTUyeckas MapLupyTu3auusi Mocne COrnacoBaHus»), KapTodka
HOPMaTMBHOIO KaapoBOro [JokymeHTa OyaeT nepeBegeHa B craTyc CoenacosaH. WHuumatopy
HOPMaTMBHOIO KaAPOBOro AOKYMEHTa HEOBX0ANMO MPUHSTE PeLLEHNE N0 AOKYMEHTY:

— HanpaBuTb Ha yTBEpXAEHUE;
— YTBEpPAUTb AOKYMEHTOM;

— YTBEpauTb BHE CUCTEMbI;

— BepHyTb Ha nopaboTky.

Ecnu cornacoBaHue 3aBeplleHo co ctatycoM OmK/IOHEHO, KapTodka HOPMAaTUBHOIO KadpOBOro
AoKyMeHTa OyaeT nepeBedeHa B craTyc Ha dopabomke. WHMUMaTOpPy HOPMAaTMBHOIO KagpOBOro
[IOKyMeHTa HeOGX0ANMO NPUHATL PeLLeHne MO AOKYMEHTY:

— HanpasuTb Ha cornacoBaHue;
— HanpaBuTb Ha yTBEpXaeHue;

- AHHyJ'II/IpOBaTb OOKYMEHT.

1.13. YTBepxxaeHMe HOPMaATMBHOIO KagpoBOro AOKYMeHTa Apyrum

AOKYMEHTOM Nno AeUCTBUIO

[aHHoe gencTeue BbINONHAET MHNUMaTOpP HOPMATMUBHOIO KaapOBOro AOKyMeEHTa.

[Ona yTBepXaeHnsa HOPMAaTMBHOIO KaapoOBOro AOKYMEHTa OpyrMM [OOKYMEHTOM Mo AeWCTBUI0
HeobxoanMo:

1. OTKPbITb KAPTOYKY HOPMATUBHOIO KAAPOBOro AoKyMeHTa (CM. PucyHok 4).

KapTouka HopMaTMBHOro KagpoBOro AOKYMeHTa AOoMmKHa HaxoauTbecs B ctatyce CoanacosaH.
B none YmeepxdeHue [omKHO GbITb BbIOBpaHO 3HavyeHne «[JOKyMEHTOM B CUCTEMEY» UK
«[JOKYyMEHTOM BHE CUCTEMbI».

Mone Ymeepxdarowuii GoOKyMeHm OOIKHO ObIiTb HE 3aMOSfTHEHO.
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2. Ha dyHKUunoHanbHOM naHenu,

OOKymMeHTOM» (PucyHok 6).
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YTESPMAAIOWHA JOKYMEHT: (Het)
DaTta Havana AeWCTENA: 29.05.2023
LaTta oOKOHYaHMA ASACTBWA: 31.05.2023
MpumMeyanue: (HeT)
Larta co3fjaHuna: 19.04.2023
Dara yTeepMaeHUA: (HeT)
Larta oTMeHbI: (Het)
Mpu4nHa oTMEHbI: (HeT)

A 984 2 Hanewnalpomosa v

EEOE

Craryc: Cornacoead

lata Havana geRcTena: 20 05.2023

DeiicTeuA

BepHyTh Ha nopatoTky

C03A3To MEPONPUATHME N0 BOKYMEHTY

YTBEPAUTE AOKYMEHTOM

PucyHok 6 — [lenictBMe «YTBEpAUTbL AOKYMEHTOM»

OTkpoeTcs hopma YTBepaAUTb AOKYMEHTOM (PucyHok 7).

YTBEepauTb AOKYMEHTOM

YTBEpMAaHHE: _ LOKYMEHTOM S CHCTEME : LOKYMEHTOM BHE CHCTEMBI
YTESPHASOWMWHA JOKYMENT: *

Lata yTEepMASHUA: *

[ata Ha4yana AeRcTEWA:

[aTa oKOHYaHHA AelCTBHA:

m I:i_ e

(a]

PucyHok 7 — ®opma «YTBEpAUTb JOKYMEHTOM»

3. 3anonHutb nonsa dopmbl. OnucaHne nonen copmbl YTBEPAUTL AOKYMEHTOM MPMBELEHO B

Tabnuue (Tabnuua 4).
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Ta6nuua 4. Onucanue nonen popmbl «<YTBEpAUTb AOKYMEHTOM»

Mone OnucaHue Cnoco6 3anonHeHun
YTBEpXaeHne Tun yTBEPXOEHNS Mo ymon4yaHuio HacnegyeTcsi 3HadYeHme 3
KapTO4KM HOPMaTMBHOIO KagpoBOro
OOKYMEHTa.

Mpv HeOBXOAMMOCTM YCTAHOBUTL
nepeknyarerb B HY)KHOE MoSoXeHue

YTBEpXOamoLWnn YTBEpXOAOLWMIA JOKYMEHT (06s3aTenbHo k | Ecnn B none YmeepxdeHue BuiGpaHO
OOKYMEHT 3anoJSIHEHNIO) 3Ha4eHune «[JOKYMEHTOM BHE CUCTEMbIY,
BBECTM 3HA4YEeHME C KraBmnaTypbl.

Ecnu B none YmeepxdeHue BbIGpaHo
3Ha4eHue «[JOKyMEHTOM B CUCTEMEY,
3anoNIHUTb, UCMOb3ys MeToq

ABTO3anofIHEHME, UITN HaXKaTb KHOMKY
M yKasaTb Heob6XoaMMbI JOKYMEHT

[aTta yTBepxaeHus [aTta yTBepxaeHus (06513aTenbHO K BBecTu ¢ knaBmaTypbl UK LLENKHYTb

3arosHeHmo) m
no 3HayKy 1 BbIGpaTh 3HaYeHne

13 KaneHaaps

Jara Hauana Jara Hauana feiicTBus 3HauyeHune HacnedyeTcs U3 aHanornMYHoro
aencteus MoJIst KAPTOYKM HOPMATMBHOTO KaZpOBOro
[JOKYMeHTa.

Mpy HeoGX0ONUMOCTU U3MEHUTb, BBEASA C

KraBuaTypbl MW LWETKHYTb MO 3HAYKy
1 BbIGpaTb 3HaYeHMe 13 KaneHaaps

Jlata okoH4aHus [lata oKoH4YaHus1 4encTBUs 3HauyeHne HacnegyeTcsi M3 aHanoOrm4yHoro
JencTeus nons KapTOYkM HOPMATUBHOIO KaapOBOroO
OOKyMeHTa.

Mpy HeoGX0ANUMOCTU U3MEHUTb, BBEASA C

KraBuaTypbl MW LWETKHYTb MO 3HaYKy
1 BbIGpaTb 3HaYeHMe 13 KaneHaaps

4. HaxaTb kHonky [OK].

B pesynbTaTe KapTodka HOPMaTMBHOrO KagpoOBOro OOKyMeHTa OyaeT yTtBepxaeHa. [oKymeHT
OyneT nepeBeaeH B hmHarnbHbINA CTaTyC YmeepKOeH.

Ecnu none Jama Havana delicmeusi He 3arnofiHEHO MNW gaTa Havana OeNcTBUS MEeHbLue UMK
paBHa Tekyllen, B none Cmamyc delicmeusi yka3biBaeTcs 3Ha4YeHne «[1encTByeTy.

I.14. HanpaBneHne HOpMaTUBHOIO KaApPOBOIro AOKYMEHTa Ha yTBepXaeHune

[aHHoe felcTBME BINOMHAET MHULIMATOP HOPMAaTMBHOMO KaZjpOBOro JOKYMEHTa.
KapTouka HopMaTMBHOIO KafpoBOro AOKyMeHTa JOMKHa HaxoauTbes B ctaTyce YepHosuk, Ha
dopabomke, CoenacosaH.
HanpasrneHve HOpMaTMBHOIo KagpoBOro AOKYMEHTa Ha yTBep)KOeHWe BbIMOMHAETCA Mo aHarnormm
C AencTtBuaMM, onncaHHbiMu B pasgene «VIIL.3. OtnpaBka OOKyMeHTa Ha NEpPBUYHOE YTBEPXKAEHMUEY
AOKyMeHTa «PykoBOoACTBO nonb3osatens. Tom 3».

11.15. OT3bIB HOPpMaATUBHOIO KaAAPOBOIro AOKYMEHTa C yTBepPXAeHUA

[aHHoe gencTBue BbINONHAET MHNUMaToOpP HOPMATUBHOIO KaapOBOro AOKyMeEHTa.
KapTqua HOPMaTMBHOIoO KagpoBOro OKyMeHTa AOJIKHa HaxXxoanTbCA B cTaTyce Ha ymeep)KOeHuu.
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OT3bIB HOPMATUBHOrO KagpoBOrOo LOKYMEHTa C YTBEPXKAEHUSA BbIMNOMHAETCA MO aHanorun c
AencTBmaAMM, onucaHHbiMn B pasgene «VIllL.4. OT3biB OOKYMEHTa C YTBEPXAEHMS» [OOKYMEHTa
«PykoBopacTeo nons3osarens. Tom 3».

1.16. YTBepXaeHne HoOpMaTUBHOIoO KafpoBOro lIOKyMmeHTa BHe CucTteMbl no

AEeNCTBUIO

[aHHoe aeicTBMe BbINOMHAET UHULMATOP HOPMATMBHOMO KafpOBOro AOKYMeEHTa.
KapTouka HopMaTUBHOro KagpoBOro JoKyMeHTa AoIKHa HaxoauTbes B ctaTtyce CoanacosaH.

YTBEpXAEHME HOPMAaTMBHOIO KagpoBOro AOKymMeHTa BHe CUCTeMbl BbIMOSIHAETCA MO aHanorum ¢
OencTBMaAMM, onucaHHbiMM B pasgene «VII.2. BbinonHeHne pencrema «YTBEPAUTb BHE CUCTEMbI»
OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».

MNMocne yTBepXAeHUA KapTouka HOPMAaTMBHOIO KadpOBOro [AOKyMeHTa OyaeT nepesefeHa B
duHanbHLIN cTaTyc YmeepxoeH.

Ecnu none Jama Havana delicmeusi He 3arnofiHEHO MNW gaTa Havana OeNcTBUS MEeHbLue UMK
paBHa gaTe Tekywen, B none Cmamyc delicmeusi yka3blBaeTcs 3HadeHne «[JenctyeTy.

1.17. YTBepxaeHMe HOpMaTUMBHOIO KagpoBOro AOKyMeHTa

[aHHoe gencTBue BbINONHAET yTBEPXKOAOLWUA.
KapTouka HOpMaTMBHOIo KapoOBOro AOKYMEHTa AOMMKHA HaxoauTbes B ctaTyce Ha ymeepxdeHuu.

YTBepxxaeHne HOpMaTUBHOIO KagpoBOro AOKYMEHTa BbIMNOMHAETCA MO aHanorun ¢ AencTBuUaMM,
onucaHHbiMn B pasgene «VII.6. BeinonHeHve 3agauv  «YTBepOuTb  OOKYMEHT»  [OKYMeHTa
«PykoBogcTBo nonb3osartens. Tom 3».

MNMocne yTBepXAeHUA KapToyka HOPMAaTMBHOIO KadpOBOro [AOKyMeHTa OyaeT nepesefeHa B
duHanbHbIN cTaTyc YmeepxoeH.

Ecnn none fJama Havyana delicmeusi He 3anoflHEHO WNW faTa Havana OeUCTBUS MeHbLUe UMK
paBHa Aate yTBepxaeHus, B none Cmamyc delicmeusi yka3blBaeTcs 3HaueHune «[lencTeyer».

Ecnu HopMaTUBHbIN KagpoBbIA JOKYMEHT OTKITOHEH C YTBEPXKAEHUSA, JOKYMEHT nepengeT B cTaTyc
Ha dopabomke.

1.18. Co3paHne nameHeHUn B HOpMaTUBHbIN KaAPOBbIA AOKYMEHT

[aHHoe fericTBME BbINOMHSAET NOMb30oBaTernb ¢ BU3Hec-ponbo HopmamugHbili Kadpoebili OOKYMeHMm.
Cosdamenu.

[ns co3gaHnsa nameHeHnn B HOPMaTUBHBIV KaAPOBbIN JOKYMEHT HEOOXO4MMO:

1. OTKpbITb KAPTOYKY HOPMATUBHOIO KafgpOBOro 4OKyMeHTa (CM. PuUcyHok 4).

KapTouka HopMaTMBHOro KafpoOBOro AOKYMEHTa A0MKHa HAaXOAUTLCS B cTaTyce Ymeep oeH.
3HayeHune nonss Cmamyc delicmeusi AOMMKHO GbITh «[encTByeT».

2. Ha dyHKunoHanbHOM naHenu, B cekumn [Jelcmeus, BbiGpaTb pencteue «Cosgatb
n3meHeHusi» (PncyHok 8).
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&

ATpHEYTBI

<

Mapwpyt
OKYMEHTE

@

OzHakoMneHKe

a

BriomeHuA

=

Caaaun

a
YuacTHUKK
oKYMERTE

= @ 1 HopMaTUBHbIA KaApoBblil OKYMeHT: MonoXeHue o NOpPALKe OCYLIECTBNEHUS KaapoBoro ... I8 MR 987 2 Hamewasfpomosa v

ATpubyThbI [xx] B a E

Craryc: Yieepmaed

Bup AokymenTa: Monokerne o NOPAAKE DCYIIECTENEHHA KAPOBOTO 3NEKTRORHOTD AoKyMeHToobopoTa
i : ' P Y P fara yTeepwpaenns: 19.04.2023

McnonHuTEns: & TpomoBa Hagempaa MNeTposxa HauanbHuk oTaena OTA2A no paGoTe ¢ nepcoHanom ReiicTeyer

Jata Hayana AedcTeuA: 18.04.2023
CocTaBuTenb: 2 Ipomosa Hagemaa MNeTtpoexa HayanbHWK oTaena OTaen no paGoTe ¢ nepcoHanom

OeiicTenn
MoppasaeneHuA: & Ynpasnesne SyxranTepckoro YMETE W OTYETHOCTH

Co3AaTh MEPONPUATHE NO ADKYMEHTY
YTBEpMASHHE: PYKOBOAWTENEM B CHETEME

HanpasuTs Ha D3HaKOMNEHWE
YTEEpPHAAIOWMA: & BynaToB Wropb BuneHoBwY TexepanbHbl i AMPEKTOp PYKOBOACTEO

ToATBEPANTD O3HAKOMIEHHE BHE CHCTE.
JDaTa Ha4ana fedcTeuA: 18.04.2023 e
JDaTa oKOHYAHUA AeACTBUA: 31.05:2023 CO3AaTE W3MEHEHUA
Mpumeyanne: (HeT)
[Oata cospaHusa: 19.04.2023
[arta oTmenbl: (Het)
NMpu4MHa oTMeHBE (HeT)

4.

PucyHok 8 — [lenctBue «Co3patb M3MEHEHUsA»

B oTKpbIBLLEMCH OKHE NOATBEPAUTL CO34aHMNe N3MeHeHus, Haxas kHonky [OK] (PucyHok 9).

BoinonHeHWe AeWCTEMA

MogTeEEpOMTE BniNOnHEHME JeHCTENR CO30aTh M3MEHEHMA |

n I:J o

PucyHok 9 — lNogTBepxaeHne co3aaHUA U3MEHEHUs

OTkpoeTtcs popma Co3aaTtb HopmaTUBHLIM KagpoBbIM AOKYMEHT (PucyHok 10).
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= @ Co38aTb HOpMaTUBHbIA KafipOBbIA AOKYMEHT I M4 987 2 HajewnaTpomosa v

BnomeHuA:

HoxkymenT
+ MepeTawute ain CloAa UM HaxmuTe "+
Mpovee
+ NepeTalyte dain ciofa WM HaKMUTE +
CkaH-ofpas
+ MepeTawuTte dain croaa Mnv HaxmuTe “+
Bup AoKyMeHTa: * Monoexne o NOPAAKE OCYLLECTENEHNA Kagposara an
Wenonuutens: * A Tpomoea Hafewaa MeTpoeHa Hauanbhuk oTh.. —
CocTaBuTENb: A Tpomoea Hagempaa MeTposra HavyanbHWK oTRENa OTAEN NO

Moppasaenexna: *

&8 Ynpasnesue GyxranTepekoro yHeTa u oT4eTHo . —

M3MeHseMbIil JOKYMEHT: HopmaTueHbii KapoBbid OKYMEHT. Monomenue o no
YTBEpMaeHHe: * PYKOBOLMTENEM B CUCTEME ~ @
YTBEPMOAIOLLWA: *

fata Ha4ana AeRcTeNsA;
JlaTta oKoHYaHUA JeRcTBMA:

MpuMeaHne:

Cornacosaxme: Co3aaTb MPLIPYT ~

PucyHok 10 — ®opma «Co3pgaTb HopMaTUBHbIM KagpOBbIA JOKYMEHT»

5. B3anonuuTb nons oTkpbiBenca opmbl. Onucanme nonen gopmbl Coszgats HopmMaTuBHbLIN
KagpoBbIA OOKYMEHT npueeneHo B Tabnuue (Tabnuua 5).

Ta6nuua 5. Onucanme nonen copmbl «Cos3paatb HopMmaTUBHBLIN KaApPOBbLIA JOKYMEHT»

Mone OnucaHue Cnoco6 3anonHeHus
Bug ookymeHnTa Bug nokymeHTa (06s13aTeNbHO K 3anonHaeTca aBToMaTUYECKN 3HaYEeHNEM
3anofHeHNo) 13 HOPMaTMBHOIO KagpoBOro JOKYMeHTa
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Mone

OnucaHue

Cnoco6 3anonHeHus

Wcnonuutenb

VcnonHntenb gokymeHTa (00s13aTENbHO K
3anorHEHNIO)

3anonHseTcs aBTOMaTUYECKN.
an HeoOX04MMOCTM U3BMEHUTbL 3HAYEHME,
ncnonb3ysa Meton ABTO3anonHeHue,

UM HaXkaTb KHOMKY . OTKpoeTCs OKHO
BblIGOpa mncnonHutens. B cTpoke nowncka
BBECTW hparMeHT pamunmm coTpyaHuka u

|a |
HakaTb kHonky ||, B cekunn dnemeHmbi
0dns1 ebibopa 0TOOpasATCcA HalaeHHble
COTpPYAHWKKN. YKasaTb Heobxoanumoro
NCNoNHUTENS.
Psagom ¢ umeHeM coTpygHuka
oTobpaxkaeTcs MHANKATOP ero
[OCTYMHOCTH:

- COTPYOHWUK OOCTYMNEH, NPUCYTCTBYET
B ochuce;
5]
— @ COTPYOHWK HEOOCTYMEH,

3adhnKCUPOBAHO OTCYTCTBUE (OTMYCK,
BOONbHNYHbIN, KOMaHAMPOBKA U T.M.);

— @ NoCTYNHOCTb He orpegeneHa

CocTtaButenb

CocraButenb OOKYMEHTa

3anonHaeTcs aBTOMaTU4ECKN

MoppasgeneHus

MoppaspeneHus (obs3aTenbHO K
3anoJSIHEHNIO)

3anonHseTcst aBTOMaTU4ECKN 3HA4YEHNEM
M3 HOPMaTUBHOIO KaApOBOro AOKyMeEHTa.
an HEOOX04MMOCTN NBMEHUTL ncnonb3ysa
MeToq ABTO3anofIHEHME, NN HaXKaTb

KHOMKY 1 ykasaTb HeobxoauMble
nogpasgeneHvs

MN3meHaeMbINn
OOKYMEHT

Ccbinka Ha M3MEeHsIEMbI HOPMATUBHBIN
KapoBbI JOKYMEHT (He pefaKTUpyeMblii)

3anonHseTcs aBTOMaTUYeCKn

YTBEpXaeHue

Tun yTBepxXaeHus (06s13aTenbHO K
3anorTHEHNIO)

3anonHsieTcs aBToMaTU4eCckn 3Ha4eHnem
13 HOPMAaTMBHOIO KapOBOro AOKYMEHTa.
Mpn HeobxoamMmocTH BbibpaTb 13
BblNagatoLLero cnnucka Apyron tmn
YTBEPXAEHMUS
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Mone OnucaHue Cnoco6 3anonHeHus
YTBEpXaaroLWwmn YTBepxaawwmm (obs3aTensHo K lMone gocTynHo npu BeIOOpe 3HAYEeHMUS
3anorHEeHNIO) «PykoBoguTtenem B cucteme» unm
«PykoBognTenem BHe cuctembl» B none
YmeepixdeHue.

3anonHuTb, ncnonb3ya metoa

ABTO3aMnofnHeHne, UM HaxaTb KHOMKY
OTKpoeTcs OKHO BbIOOpa YTBEPXKOAMOLLErO.
B cTpoke noncka BBeCTU hparMeHT
hamMmnun COTpyAHUKA N HaxaTb KHOMKY

| a |

L. B cekumn dnemeHmnl Onsi ebibopa
0TOOpassATCs HaWAEHHbIE COTPYAHUKN.
YkaszaTb He06X04MMOro yTBepXKaatoLLero.
PsimoM ¢ MeHeM coTpyaHuka
oTobpaxkaeTcs MHANKATOP ero
OOCTYMHOCTHU:

- COTPYOHWUK OOCTYNEH, NPUCYTCTBYET
B ochuce;
@
— @ COTPYOHWK HEOOCTYMEH,

3adMKCMPOBaHO OTCYTCTBUE (OTMYCK,
OONbHNYHbBIN, KOMaHAMPOBKA U T.M.);

- @ [DOCTYMNHOCTb He onpegernexHa

YTBEpXaeH BHe MpusHak «YTBEPXXOEH BHE CUCTEMbI» YcTaHaBnuBaeTCcs aBToMaTnU4eCKn npu
CUCTEMbI BblibOpe 3HayeHus «PykoBoauTenem BHe
cuUCTEMbI» B None YmeepxdeHue
YTBepxaaroLmin YTBEpXaatoWwmnn AOKYMEHT Mone poctynHo npu Beibope 3Ha4YeHUS
OOKYMEHT «[JoKyMeHTOM B cucTeme» unm
«[JOKyMEHTOM BHE CUCTEMbI» B Nose
YmeepixdeHue.
BBecTu 3HayeHme ¢ knaBmaTypsbl
[ata Havyana [ata Hauyana gencTens HOPMaTMUBHOIO BBecTu ¢ knaBuaTtypbl UNn LWENKHYTb
OencTBus KagpoBOro AOKyMeHTa

Mo 3HauJKy Blu BblGpaTb 3HaYeHne
13 kaneHgaps

[aTa okoH4aHus [aTa okoH4YaHns oencTBmMs HOPMaTUBHOIO BBecTun ¢ knaBuaTypbl UNN WESNKHYTb

Oencrems KagpoBOro AOKyMeHTa =
no 3Ha4Ky n Bbl6paTb 3Ha4YeHne

13 KaneHaap4a

MpumedaHue MpuMevaHne K HopMaTUBHOMY KaapoBoMmy | BBecTu ¢ knasumatypbl
OOKYMEHTY

B none CoenacoeaHue npu HeobxoAMMOCTM cO3daTb MapLlpyT corflacoBaHus. Takke
MapLUpyT COrfacoBaHNs MOXHO co3[aTb MOCMe COXPaHEHUs1 KapTOYkM W3MEHEHUN B
HOPMaTMBHbIA KagpoBbIM [OKYMeHT. PaboTa C MaplpyTomM CcoOrflacoBaHus onucaHa B
OOKymeHTe «PykoBoacTBO nonb3osatend. Tom 3» (pasgen V. PaboTa ¢ cornacoBaHvem).

6. Ecnu B none YmeepxdeHue BbiOpaHO 3HayeHue «PykoBoguTenem BHE CUCTEMbI»
Heobxoanmo Oo6aBuTb BroXeHue B kateroputo «CkaH-obpasy». [nga atoro B Tpebyemon
KaTeropum BMOXEHUN LWENKHYTb MO 3HaYKy o OTkpoeTcss OkHO 3arpysuTtb channbl B
(cm. PucyHok 3).
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Takke Cuctema no3ponsaeT 4o0aBnATb BMOXeHWe, ncnonb3yst metog Drag-and-drop.
[na nobaBneHust BNoxeHUs ¢ nomoLlbio Metoga Drag-and-drop Heob6xoamnmo «nepeTtawmtby» dann B
Tpebyemyto kaTteroputo. B pesynbrare BrnoxeHue 6yaet gobdasneHo B hopMy CO30aHUSA AOKYMEHTA.

Cunctema nNo3BoMnsieT BbIMONHUTbL CKaHMPOBaHWE AOKYMEHTa U J06aBUTb MOMYYEHHbIN NEKTPOHHbIV
obpas B ka4eCcTBe BIIOXEHMS KapTOYKM JOKyMeHTa. [JaHHas BO3MOXHOCTb AOCTYMHA Kak Npw 3arpyske
HOBOro dhawna BroXeHusi, Tak 1 Npu 0OHOBMNEHUM BepCUM harina BOXEHMSI.

7. Haxatb kHonky [Bbibepute danmnbl] 1 ykasatb cann. B pesynbrate BroxeHue 6yoet
nobaBneHo B OpMy CO3AaHUSA 4OKYMEHTA.

Mo aHanornv 4o6aBnalTCS BNOXEHUS B kaTeropun «JokymeHT» u «lMpoyeey.
8. HaxaTtb kHonky [Co3aaThb].

B pesynbTtate OygeT co3gaHa KapToyka M3MEHEHUA K HOPMAaTUBHOMY KaapOBOMY OOKYMEHTY B
ctatyce YepHosuk (PucyHok 11).

= @ 1 HopMaTUBHbIA KaApoBblil OKYMeHT: MonoXeHue o NOpALKe OCYLIECTBNEHUS KaapoBoro ... I8 MR %87 2 Hamewaapomosa v

@ ATpuéyThbl naa

ATPHEYTHI
: ~ CraTyc: YepHoBHK
BMA AOKymeHTa: Monomexne o NopAAKe OCYLIECTENEHNA KaApOBOTO 3NeKTPOHHOIo AoKyMeHToOOOpOTa
174 .

= Wenonumrens: = TpomoBa Hagewpa MeTtposxHa HavansHuk oTgena OTgen no pabote ¢ nepcoxdanom AeiicTenA
f:‘EF-uJF:f'i
AyMETY CocTaBuTENb: A Tpomosa Hagewaa MeTtpoexa HauanbHuk oTaena OTZen no paGoTe ¢ nepcoHanom HanpaewTb Ha cornacosatve

- HanpaewTb Ha yTEEpKAEHUE
@ Moppasaenexua: & YNpasnexue GyxranTepckoro YHETa M OTYETHOCTH ,
2 . YaanuTo
OzHakoMmneHHe M3MeHEHUA B LOKYMEHT: na
C030aTh MEPONPUATHE MO AOKYMEHTY
@ M3MEHREMBIN JOKYMEHT: HopMaTHBHbBIA KafpoBLlA AOKYMERT: MoNOMEHWE O NOPAAKE DCYIECTEIEHWA KaAPOBOr0 3NSXTPOHHOTO OKYM.
Bromenur YTBEpMAEHHE: PYKOBOWTENEM B CUCTEME
CE’ YTEEPMAAIOWMA: & bBynaToB Mropb BuneHoBwuY TexepanbHbl i AMPEKTOp PYKOBOACTEO
P JDaTa Ha4ana AedcTEUA: (Het)
_’: J[aTa OKOHYaHUA AeACTBHA: (HeT)
Voaevsmcn Tpumeyanmne: (Her)
IOKYMERTA
LaTa cospaHua: 19.04.2023
0 DaTa oTMeHbI: (HeT)
MeTxi
TIpHYHHE OTMEHBI: (HeT)
O
Heropur
MevaTtHsie
opMb

¢

KOMMEHTEPHH

i.l.wrpoc;

PﬂcyHOK 1 - KapTqua U3MEeHeHUA K HOpMaTUBHOMY KafjpOBOMY OOKYMEHTY
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HanbHenwass obpaboTka W3MEHEHWA B HOPMATMBHbIN KagpOBbLIM  OOKYMEHT aHanornyHa
ob6paboTke HOpMATMBHOIO KagpPOBOro OOKyMEHTa M onucaHa B pasgene || HopmatuBHble kagpoBble
OOKYMEHTbI.

1.19. HanpaBneHne HOpMaTUBHOIO KaApPOBOro AOKyMeHTa Ha O3HaKOMIeHue
pabGoTHUKam

[aHHoe aencTBMe BbINOMHAET MHULMATOP HOPMAaTMBHOIO KaapoBOro AokymeHTa unu Cneyuanucm
Kadposou cr1yxbbl.
KapTouka HopmMaTMBHOro kagpoBOro AOKyMeHTa AOMKHA HaXoaUTbCS B CTaTyce Ymeep OeH.

OTnpaBka HOPMATMBHOIO KagpoOBOro AOKYMEHTA Ha O3HAKoMreHve paboTHMKaM BbINOSIHAETCS Mo
aHanormm c OencTeBusiMK, onucaHHbiMM B pasgene «X.1. OTnpaBka OOKYMEHTa Ha O3HAKOMMEHWEe»
OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».

1.20. O3HaKoMMeHne ¢ HOPpMaTUBHbLIM KaApPOBbLIM AOKYMEHTOM

[aHHoe gencTeue BbINONHAET 0O3HaKaMIMBAIOLLNACS.

OsHakoMmneHne C HOPMaTMBHbIM KadpOBbIM [AOKYMEHTOM BbINOSHAETCA MO aHanormm
AENCTBMAMM, ONncaHHbiMK B pasgene «X.7. BoinonHeHne penctBus «O3HAKOMUTLCA C LOKYMEHTOBY
OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».

1.21. O3HaKomMsneHne ¢ HOpMaTUBHbLIM KaApPOBbIM AOKYMEHTOM BHe
Cuctembl

[aHHoe gencTBMe BbINOMHAET MHULMATOP HOPMAaTMBHOIO KaapoBOro AokymeHTa unu Cneyuanucm
Kadposou cr1yxbbl.
KapTouka HopMaTMBHOIo KagpoBOro AOKYMeHTa A0MKHa HAaXOAUTLCA B cTaTyce 3apeaucmpuposaH.

O3HakomneHne ¢ HoOpMaTMBHbBIM Ka4pPOBbIM AOKYMEHTOM BHE CMUCTEMbI BbIMOSTHAETCA N0 aHanornm
C OEeNcTBMsIMKM, OnNucaHHbIMK B pasgenax «X.5. BeinonHeHne gencteuna «lloatBepanTb O3HAKOMMEHWE
BHe cucTteMbl» N «X.6. BbinonHeHue penctBus «O3HaKoOMEHME BHE CUCTEMbI» AN BblOpaHHOro
COTpyOHMKa» OOKyMeHTa «PykoBoAcCTBO nosnib3oBatens. Tom 3».

1.22. OTmMeHa aencTBMA HOPMaTUBHOIO KaipoOBOro AOKYMeHTa

[aHHoe aencTBME BbINOMHSAET MHULMATOP HOPMATMBHOMO KaapoBOro AoKyMeHTa unu Crneyuanucm
Kalposoul cryxO0bl.

[na oTMeHbI HOPMaTMBHOIO KapoBOro JOKyMEHTa Heobxoanmo:

1. OTKpbITb KAPTOYKY HOPMATUBHOIO KagpOBOro AOKyMeHTa (CM. PuUcyHok 4).

KapTouka HoOpMaTMBHOro KafpOBOro AOKYMEHTa AOMMKHA HaxXoaUTbCH B cTaTyce YmeepxkOeH.
Mone Jama ommeHbI [OMKHO ObiTb HE 3aMONHEHO.

2. Ha dyHkumMoHanbHoM naHenn, B cekumm [Meldcmeus, BbibpaTb gencteme «OTMEHUTb
OOKyMeHT» (PucyHok 12).
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i

BrioweHuR

<

Caazmn

YuacTHukn
LOKYMEHTE

ATpuéyTBI

ATPUEYTSI Bug gokymenTa:
2 HcnonuuTens:
=

PapwpyT CocTasuTens:
LOKYMEHTA

NMogpasgenexun:

YTeepmpaeHue:

Ozxaxomnasne
YTREpMAAOLWA:

[aTa Havana AeACTBMA:

[aTa OKOHYAHWA JEACTBMA:

Mpumeyanme:
fata co3fjaHuA:
ata oTMeHbI:

MpHYMHE OTMEHBI:

= @ 1T HopMaTUBHbIA KaipoBblii JOKYMeHT: MonoXeHUe o NOPAZIKE OCYLLECTBNEHUA KalpoBoro ...

Monoskexne o NOPAAKE OCYLIECTBNERWA KAADOBOTO 3/IEKTPOHHOID AoKymeHTooGopoTa

= pomoea Hagewpaa MNeTpossa HavansHuk oTaens OTaen no p C NMepCoHAN0oM

& Mpomosa Hagewmaa MNetpoaHa Havanohwk otaena Otgen no pabote © nepcoxanom
sin YNpasnerue GyxranTepokoro YUeTa U OTUETHOCTH

PyxoBogMTENEM B CHCTEME

= bynaTos Wrops BuneHosuy NedepansHeli QWpeKTop PyKoBOACTEO

18.04.2023

31.05.2023

(HeT)

19.04.2023

(HeT)

(Her)

I & 287 = Haaewxna Mpomosa v

@ GOoaa

Crartyc: YTeepKaeH

[lava yTeepsaenua: 19.04.2023
OefictayeT

MaTa Havana gedcTenA: 18.04,2023

NedcTEWA

Co3aaTo MEPONPHATHE N0 AOKYMEHTY
HanpasnTo Ha o3HaKkomMneHne

MoATBEPAVTD O3HAKOMIEHWE BHE CHCTE.

OTMEHMTE BOKYMEHT

Co3aaTh H3MEHEHNA

PucyHok 12 — lerictBue «OTMEHUTb AOKYMEHT»

OTkpoeTtcs dopma OTMEHUTb AOKYMEHT (PucyHok 13).

Hata oTMeHbl: *

OTMEHWTb AOKYMEHT

nPH‘{HHa OTMEHBI: *

o
]
e
[
=
=)
[75)

PucyHok 13 — ®opma «OTMEHUTb JOKYMEHT»

3. 3anonHuTtb nonga oTkpbiBwenca dopmbl. OnucaHne nonen opmbl OTMEHUTb AOKYMEHT

npusegeHo B Tabnuue (Tabnuua 6).

Tabnuua 6. OnucaHue nonen popmMbl KOTMEHUTb AOKYMEHT»

Mone

OnucaHue

Cnoco6 3anonHeHun

I'IquMHa OTMEHDbI

Mpu4mMHa OTMEHbI HOPMAaTMBHOIO
KagpOBOro AoKymMeHTa (06s3aTenbHo K

Beectn c KnaBunatypbl

3anosIHEHNIO)

[lata oTMeHbI

[ata oTMeHbl HOpMaTVBHOIO KaapPOBOTrO
AokyMeHTa (06s13aTenbHO K 3arnofIHEHMIO)

Mo ymon4aHuio 3anosIHeHO TekyLLen
naron.

Mpu HEO6XOOUMOCTU UBMEHUTL 3HAYEHUE,
BBeZS C KnaBmuaTypbl UMn LLENKHYTb

no 3Ha4Ky n Bbl6paTb 3Ha4yeHne

13 KaneHagapsa
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4. HaxaTb kHonky [OK].

B pesyrnbTarte HOpMaTMBHbIVI Ka,D,pOBbIVI OOKYMEHT 6y/:|,eT OTMEHEH.

1.23. UsmMeHeHMe cTaTyca AeNCTBMA HOPMaTUBHOIO KaipoOBOro AOKYMEHTa

ANS 0eACTBYHOLWMUX OOKYMEHTOB

Cuctema B aBTOMaTUYECKOM pEXUME €XeOHEBHO cBepseT 3HadeHune nonst [Jama okoH4YaHusi
delicmeusi EeNCTBYHOLLNX HOPMATMBHbIX Ka4pOBbIX AOKYMEHTOB C TEKyLLEN JaTON.

Ecnn 3HayeHne nons Gonblue TekyllerW AaTtbl, CTaTyC HOPMaTUBHOIO KagpoOBOro AOKYMEHTa
MeHsieTca Ha He delicmayem.

1.24. N3amMeHeHuMe cTaTyca AeNCcTBMA HOPMATUBHOIO KaapoOBOro JOKYMEHTa

AnNS He 0eACTBYHLWMUX JOKYMEHTOB

Cuctema B aBTOMaTMYECKOM pPEXMME €XEeOHEBHO CBepsieT 3HadeHuss none JJama Havana
deuicmeusi  [Jama okoH4YaHusi delicmeusi He OEVCTBYIOLWMNX HOPMATUBHBIX KaapOBbIX JOKYMEHTOB C
Tekyulen aaTomn.

Ecnu Tekywas gata mMeHblle 3HaveHus nonsa Jama okoH4yaHusi Oelicmeusi unu none fama
OKOHYaHusi delicmeusi He 3anofiHeHO, M 3HadeHue nonsa fama Havana delicmeusi MeHblLUE WK
paBHO TekyLLen aaTe, cTaTyC HOPMaTUBHOMO KaapOBOro OKyMeHTa MeHsieTcs Ha [lencTsyer.

1.25. AHHyNnMpoBaHue HOPMaTUBHOIO KaApPOBOIro AOKyMeHTa

[aHHoe aeicTBme BbINOMHAET NHULMATOP HOPMATMBHOMO KafpOoBOro AOKyMeEHTa.

Ons AHHYINMpoOBaHUA HOPMAaTUBHOIO KaapoBOro AOKyMeHTa HeobxoanMOo:

1. OTKpbITb KAPTOYKY HOPMATUBHOIO KagpOBOro OKyMeHTa (CM. PUCyHOK 4).

KapTqua HOPMaTMBHOIO KagpoBOro OKyMeHTa AOJIKHa HaxXxoanTbCA B cTaTyce Ha Oopa6omKe.

2. Ha dyHkumoHanbHOM naHenu, B cekumn Melicmeusi, BbiOpaTb OencTBMe «AHHYNMpPOBaTb
OOKyMeHT» (PucyHok 14).
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&

ATpHSYTHI

<

Mapwpyt
LoKyMERTE

@

Oanaxkomnstue

&

Bromenng

<

Coaran

YYECTHHRM
AokyMerTa

o

MeTrin

ATpUGYTHI

Bup pokymenTa:
HcnonHuTens:
CocTaBuTENb:
Moppaspenequa:

YTBEpKACHHE:

YTEEPWAAIOULUIA AOKYMEHT:

Dara Havana pedcTena:
JDaTa OKOHYAHWA AeACTBMA:
MpuMeyanHne:

Dara co3paHua:

Lara yTeepsaeHuA:

DaTta oTMeHbL:

TIpHYMHE OTMEHDBI:

= @ T HOPMaTMBHbIA KaAPOBbIf LOKYMEHT: MONOKEHWE O NOPALKE OCYLWECTBNEHUA KaAPOBOro 3Ne...

MonokeHue o NopAAKEe OCYLECTENEHNA K3APOBOTO 3NeKTPOHHOTO AoKyMeHToobopoTa

= pomosa Hagewa MNeTpoeda HauanbHMK oTAena OTaen no paboTe ¢ nepcoHanom

A Tpomosa Hagewaa Metposra HauanbHuk oTaena OTAeN no palioTe ¢ nepcoHancm

sha YNpaBnesue OyXranTepokoro y4eTa i OTHETHOCTH

LoKYMEHTOM BHE CHCTEMBI

(Hert)

29.05.2023

31.05.2023

(HeT)

19.04.2023

(Het)

(Hert)

(HeT)

X & 987 2 HagewaaTpomosa v

aoboo

Craryc: Ha nopafoTke
[Oava Havyana gedcTeua: 29052023

OeicTena

HanpaeuTb Ha cornacosaxne

AHHYNUPOESTE

CO2AaTb MEROMPUATHE MO AOKYMEHTY

B OTKpbIBLUEMCA OKHE NoATBEepAuUTb aHHynnpoBaHMe HOPMAaTUBHOIO

PucyHok 14 — [lencTBue «AHHYNMPOBaTb AOKYMEHT»

HaxxaB kHornky [OK] (PucyHok 15).

BeinonHeHue gencTeuna

AOKYMEHT

ﬂCl,ﬁ_‘:SE;‘._'I,E,H_!E‘ BhiNonNHeHWe ANA 3700 JOKYMEHTS LENCTEWA -AHH'_."'-HPDEET':-

n R

PucyHok 15 — NoaTrBepxaeHne aHHYyNnMpoBaHUS AOKYMEHTa

KaflpOBOro [OKYMEHTa,

B pesynbrate HOpMaTMBHbIA KagpoBbI AOKYMEHT OyaeT aHHynupoBaH. [OoKyMeHT nepevgeTt B
durHanbHbIN cTaTyc AHHynuposaH. PaboTta no okyMeHTy byaeT 3aBepLueHa.
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lll. AoMXHOCTHbIE NHCTPYKLNN

B Cucteme peanvsoBaHa paboTta ¢ AOMKHOCTHBIMU MHCTPYKLMSIMUA.

CxeMa >KM3HEHHOro UMKNna [AOMKHOCTHOM  WMHCTPYKUMM nNpeacTaBneHa B MPUNOXEHUN
(A.2 2)KN3HEHHbIN LUK OOIMKHOCTHON UHCTPYKLNK).

lll.1.Co3paHue AOMKHOCTHOM UHCTPYKUUN n3 APM JIndHbIn KabuHeT

[aHHoe pelncTBME BbINOSHSET NoONb3oBaTtenb ¢ 6usHec-ponbto JormKHOCMHbIE UHCMPYKUUU.
Cozdamernu.

[ns cosgaHus AOMKHOCTHOWM MHCTPYKLMN HEOGXOAUMO:

1. OTKpbITb JINYHBIN KABUHET (cM. PrucyHok 1).

Onucanune paboTbl ¢ APM «JIn4HbIN KabMHET» NpMBEAEHO B AOKYMEHTE « PykOBOOCTBO
nonb3oBatens. Tom 1» (pasgen V. Pabota ¢ APM).

2. HaxaTtb kHonky [CospaTb]:[domkHocTHaa wuHcTpykuual. Otkpoetca ¢opma Cos3pgatb
OomxHocTHasa MHCTpykumsa (PucyHok 16).

= @ CosgaTb JOMKHOCTHaA MHCTPYKUMA I 987 & Hanewnalpomosa v
BroxeHua: LokymenT
+ Mepetawmre hann croaa MW HAKMUTE "+
Mpunomenns
+ MepetawmTe Hain cOAa NI HaKMUTE "+
Cran-obpaz
+ MepeTtawmTe Hann cHAa UMK HAKMUTE "+

Oom«HocTb: *

CTpyKTypHOe noapasaeneHue: *

McnonHuTens: * & Tpomosa Hapexga MeTposHa Hauanbhuk oTaena OT..
YTEEPW/EH NPHKAZOM:

¥ TBepRAlOULHi: *
| YTaepmaer sHe cucTembl
TpebyeTca yreepxaeHmne 3

CornacoBanme: CO3AaTb MapWpyT v

PucyHok 16 — ®opma «Co3paTtb [JOMKHOCTHAA MHCTPYKLUA»

3. 3anonHuTb nonsa oTkpbiBwenca gopmbl. OnucaHne nonen opmbl Co3gartb [OIMKHOCTHas
MHCTPYKUMUA npuseaeHo B Tabnuue (Tabnuua 7).
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Tabnuua 7. OnucaHue nonen popmbl «Co3pgarb [LOMKHOCTHAsA MHCTPYKLUSA»

Mone

OnucaHune

Cnoco6 3anonHeHun

JomkHOCTb

JormkHocTb (06s3aTenbHO K
3anoJSIHEHNIO)

3anonHuTb ncnonb3yss meton ABTO3anosHEHNE,

UMK HaXaTb KHOMKY 1 ykasaTb HeobxoauMyto
JOMKHOCTb

CTpyKTypHOE
nogpasgeneHue

CTpyKTypHOE nogpasgeneHue
(obsas3aTernbHO K 3anofnHEeHN0)

3anonHuTb ncnonb3ya metoa ABTO3anonHeHue,

UMW HaXaTb KHOMKY U yKkasaTb Heobxoammoe
CTPYKTYpHOE nogpasgenexHve

McnonHutenb

WcnonHutens gokymeHTa
(obsa3aTenbHO K 3anofnHEeHN0)

3anonHseTcs aBToMaTUYECKN.
I'Ip|/| HeobXo4MMOCTN UBMEHUTb 3HAYEHME,
ncnonb3yda mMmetoa ABTO3anonNHeHne, Unn HaxaTb

KHOMKY . OTKpoeTCcs OKHO BbibOpa
ucnonHutens. B cTpoke novcka BBeCTu
dparMeHT hamMunum coTpyaHMKa N HaxaTb

KHOI'IKy! - |. B cexumn nemeHmsi dns ebibopa
oTobpasATcsa HangeHHbIe COTPYOHWUKM. YKasaTb
Heo6X0AMMOro UCMONHUTENS.

Psnom ¢ nmeHem coTpyaHuka

oTobpaxaeTcs NHANKaATOP ero AOCTYNHOCTY:

- COTPYAOHWK JOCTYMNEH, NPUCYTCTBYET B
oduce;
@
— @ COTPYOHWK HEOOCTYNEH, 3a(PUKCMPOBaHO

oTcyTcTBue (OTMYyCK, OONBHUYHBIN,
KOMaHOupoOBKa U T.M.);

- @ [oCTYNHOCTL He onpegereHa

CocTaButenb

CocraBuTenb JOKyMEHTa.
OtobparxaeTcsa, ecnu B none
Wcnonuutens BbiOpaH apyrom
COTPYAHUK.

3anonHsaeTcs aBTOMaTUYeckn

YTBEepXaeH npukasom

YTBEpXXaeH npukasom no OCHOBHOM
OeaTenbHOCTH

3anonH1Tb Ucnonb3ya metoa ABTo3anonHeHue,

UNn HaxaTb KHOMKY 1 yKasaTb HEOOXOAMMBIN
npukas, nognucanHbin B K340

YTBEpXOaOLWNN

YTBepxaatowmn (obasaTtensHo K
3anoJSIHEHNIO)

3anonHuTb, Nncnosib3ya MeTo ABTO3anonHeHue,

UNK HaXkaTb KHOMKY . OTKpoeTcs OkHO
BbiGOpa yTBEpPXAatoLLero. B cTpoke noucka
BBECTU hparMeHT hamunum coTpyaHuka u

Q|

HaXxaTb KHOMKY ! . B cekunn dnemenmei 0ns
eblbopa 0TOOPa3ATCA HaNOEHHbIE COTPYAHMUKN.
Yka3aTb HE06GX0ANMOro YTBEPXKAAoLLIEro.
Psagom ¢ nMeHeM coTpyaHuKa

oToGpaxaeTcs HAUKATOP ero AOCTYMNHOCTY:

- COTPYOHWK JOCTYMNEH, NPUCYTCTBYET B
oduce;
@
— @ COTPYOHWK HEOOCTYNEH, 3a(PUKCMPOBaHO

oTcyTcTBuMe (OTNyCK, OONBHUYHBIN,
KOMaHOupoOBKa U T.M.);

— @ NnocTynHOCTbL He onpegeneHa

30




Pykoeoocmeo nonvzoeamens

,ZIOJI.)I(‘HOCmele UHCmMpyKUuuu

Mone

OnucaHune

Cnoco6 3anonHeHus

YTBEpXaeH BHe
CUCTEMBbI

Mpu3Hak «YTBEPXXOEH BHE CUCTEMbI»

YCTaHOBUTb UMW CHATbL donar

[aTa yTBepxaeHus

Hata yTBepxaeHust OKyMeHTa (none
OOCTYNHO Npu YCTaHOBKe Mpu3Haka
«YTBEpPXOEH BHE CUCTEMBI»)

BBecTu ¢ knaBuaTypbl UNN LLENKHYTb MO 3HAYKY

n Bbl6paTb 3Ha4YeHne "3 KaneHaap4

TpebyeTcs
yTBepxaeHue Ol

MpusHak «TpebyeTcs yTBEpXKAEHWE
aly»

YcTaHoBUTL NpU3HakK, ecrnv TpebyeTcs
yTBEPXOEHNe OOKYMEHTa C 3N1eKTPOHHOM
NoANUCHIO.

Mpu3Hak OOCTyNeH, ecny He ycTaHOBMEH donar B
none YmeepxoeH eHe cucmemsl

B none CoanacoeaHue npu HeobxoAuMMOCTM CO3[aTb MapLUpyT cornacoBaHus. Takke
MapLIpyT COrfacoBaHMsA MOXHO CO03[4aTb MOCMe COXPaHEHUS KapTOYKM [OIHKHOCTHOW
WHCTPYKUMM [OOKyMeHTa. PaboTta ¢ MapLipyTOM COrfacoBaHUs ornucaHa B [OKyMeHTe
«PykoBogcTBo nonb3oarens. Tom 3» (pasgen VI. Pabota c cornacoBaHunem).

Ecnn yctaHoBneH cnar B none YmeepxdeH eHe cucmembl Heobxoaumo p[obasutb
BNoxeHne B kaTeroputo «CkaH-o6pa3dy». [nsiatoro B Tpebyemonm KaTeropum BNOXEHUN
LLLESNIKHYTb MO 3HAYKy + OTkpoeTcst okHO 3arpy3uTb dannbl B (CM. PucyHok 3).

Takke Cuctema no3ponsaeT 4o0aBnATb BIOXeHWe, ncnonb3yst metog Drag-and-drop.
[na nobaBneHust BNoxeHUs ¢ nomoLlbio Metoga Drag-and-drop Heob6xoamnmo «nepeTtawmtb» dann B
Tpebyemyto kateroputo. B pesynbrare BrnoxeHue 6yaet gobdasneHo B hopMy CO30aHUSA AOKYMEHTA.

Cunctema nNo3BonsieT BbIMONTHUTbL CKaHMPOBaHWE AOKyMEHTa U J06aBUTb MOMYYEHHbIN NEKTPOHHbIV
obpas B ka4ecTBe BIIOXEHMS KapTOYKM JOKyMeHTa. [JaHHas BO3MOXHOCTb AOCTYMHA Kak Npw 3arpyske
HOBOro dhawna BroXeHusi, Tak 1 Npu 06HOBNEHUM BepCUM hanina BNOXEHMSI.

HaxaTb kHonky [Bbibepute chamnbl] 1 ykasatb dawun. B pesynbrate BnoxeHue 6ypet

[o6aBneHo B hopMy CO3aHMsA AOKYMEHTA.

Mo aHanoruu D,O6aBJ'IFII'OTCFI BINOXXEHNA B KaTeropumn «,D,OKyMeHT» n «rlpVIJ'IO)KeHI/IFI».

6. HaxaTb kHonky [Co3aaThb].

B pesynbTate OygeT co3gaHa OOMMKHOCTHAsA MHCTPYKUuS B ctatyce YepHosuk (PucyHok 17).
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= @ 1 [JOonXKHOCTHas MHCTPYKUWA: MHxeHep 1 KaTeropuu, (YNpaBneHue yCTaHOBKM M 3KcnayaTaumm .. [ @ 987 2 Hanewna rpouosa v
@ ATpUGYTHI B ﬂ
ATDHEYTEI o y
aTyC: YepHOBMK
AonwHocTb: WHmenep 1 kateropuu i
2 '] DedcTana
= CTPYKTYpHO® NoppasaencHue: i3 YNpasneHue yeTaHOBKM W 3KCANyaTawwy 0bopynosaxua
Mapwpyt
HOKYMEHTE YTEEpNIEH NpHKA3OM: (Her) HanpaBuTb Ha COFNAcoBaHMe
@ Y TBepMAalouni: 2 BynaTos Wrops BuneHoswd MeHepansHbin AupekTop PyKoBoacTeo SAHPERMTE. R YTHRRHA e
. _ YaanuTs
Osnzkomnztine YTEEPW/IEH BHE CHCTEMBI: Het
Co3jaTe MEPOMPUATHE N0 AOKYMEHTY
@, [LaTa yTeepHASHNA: (Her)
Bnomenus Tpebyetca yTeepwaenue 3M: Oa
é CTaTyc fedcTBUA: (HeT)
CaRamM McnonHuTeNs: & pomosa Hapexpa MNeTpoaxa HayanhHuk oTaena OTaen
_’: CocTaBHTENb! A rpomosa Hagexpa MNeTpoana HayanbHuk oTAena OTAEn no paboTe ¢ NEpPCOHanoM
YuaCTHIRE fara cozpanna: 19.04.2023 13:05
DOKYMEHTA
MeTru
O
WeTopus
TevaTHsle
hopme:
KoMMeHTapuM
o L
UuTpoc

PucyHok 17 — KapTouka 4OMKHOCTHON MHCTPYKLUMU

KapTouka AOMKHOCTHON MHCTPYKLMM COAEPXKUT BKIaOKW:

Ampubymb! — COAEPXKUT OCHOBHbIE CBEAEHUS O AOKYMEHTE.

Mapwpym JdokymeHma — oTobpaxaeT WHGOPMaUMIO O COrfnacoBaHUM W NOANUCAHUM
AokyMeHTa. Onucanve paboTbl C BKNAAKOW NpuUBEAEHO B OOKyMeHTe «PykoBoacTBO
nonb3oBartens. Tom 2» (pa3gen 11.1.1. Bknagka «MapwpyT oKymMeHTa»).

OsHakomneHue — oTobpakaeT MHdopMaumio 06 03HaKOMMEHUM C OOKYMeHTom. OnucaHue
paboThbl C BKNagkon npuBeneHoO B AOKYMeHTe «PykOBOACTBO nonb3oBatens. Tom 2» (pasgen
[1.1.2. Bknagka «O3HakommeHmne»).

BrioxxeHusi — cooepXXvT nepeyveHb BrOXEHWI, NPUKPENIIEHHbIX K KAPTOYKE AaHHOrO AOKYMEHTA.
OnucaHue paboTbl C BKNagKo NpMBeaeHo B AOKYMeHTe « PykoBOACTBO nonb3oBaTtens. Tom 2»
(pasgen 11.1.3. Bknagka «BrnioxeHusay).

Ces3u — coOepXuT nepedeHb CBA3eN C gOoKyMeHTamu Bcex TunoB. OnucaHue paboTtbl C
BKIagKon npuBedeHO B AokymeHTe «PykoBogcTtBo nonb3oBatensa. Tom 2» (pasgen
[1.1.4. Bknagka «CBs3uny).
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YyacmHuku QoKyMeHma — COOEepXUT nepeyeHb Y4acTHUKOB AoKyMeHTa. OnucaHme paboTbl C
BKIagKkon npuBedeHO B AokymeHTe «PykoBogctBo nonb3oBatensa. Tom 2» (pasgen
11.1.5. Bknagka «Y4aCTHUKMN OOKYMEHTa»).

Memku — copepXuT nepeyeHb METOK, MPUCBOEHHbIX OOKyMeHTy. OnucaHue paboTtbl C
BKIagKkon npuBedeHoO B AokymeHTe «PykoBogctBo nonb3oBatensa. Tom 2» (pasgen
[1.1.6. Bknagka «MeTkun»).

Hcmopusi — BKragka npegHasHadeHa pAana npocMoTpa  UCTOpUW  OEeNUCTBUWA, KOTOpble
NPON3BOANNN C KAPTOYKOW AoKyMeHTa. OnuncaHve paboTbl C BKIaAKoW NpMBEAEHO B JOKYMEHTE
«PykoBogcTBo nonb3oatens. Tom 2» (pasgen I1.1.7. Bknagka «Mctopusi»).

[NeqyamHble hopMbl — COOAEPXKNUT CCbISIKW Ha neYaTHble OOpMbl.

KommeHmapuu — BKnagka npefHasHadyeHa ANA CO3faHWss M NpoCcMOTpa KOMMEHTapues
K AOKyMeHTy. OnucaHve paboTbl C BKNagkon npuBegeHO B [OOKyMeHTe «PyKkoBoACTBO
nonb3oBatens. Tom 2» (pasgen 11.1.8. Bknagka «KommeHTapumy).

MNMogpobHoe onucaHve 3NMeMEeHTOB M BKMAOOK KapTOvek AOKYMEHTOB NPUBEOEHO B AOKYMEHTE
«PykoBogctBo nonb3oBaTens. Tom 2» (pasgen |l PaboTta ¢ KapToukon JOKyMEHTA).

lll.2. CozpgaHne AOMKHOCTHON MHCTPYKLMU NO LWaGoHy

[aHHoe peincTBME BbINOMHSET NONb3oBaTenb ¢ 6u3Hec-ponbto JormKHOCMHbIE UHCMPYKUUU.
Cozdamernu.

Bo3MoXKHOCTb co3aHMs YepHOBUKA OOKYMEHTA Ha OCHOBE LaboHa A0CTYNHa eCcnn AaHHble
WwabnoHkl 6bIM NpeaBapuUTEnbHO co3aaHbl B Cucrteme.

CospaHve [OMKHOCTHOM WHCTPYKUUW MO LWabnoHy BbIMOMHAETCA MO aHanorum ¢ AencTBUAMMU,
onucaHHbiMM B pasgene «ll. CospaHve YepHOBMKA [AOKYMEHTa Ha OCHOBe LWabrioHa» [OKyMeHTa
«PykoBopacTeo nons3osarerns. Tom 3».

lll.3.Co3paHne AOMKHOCTHON MHCTPYKLMMU NO oOpa3sLy

[aHHoe peincTBME BbINOMHSET NONb3oBaTenb ¢ 6u3Hec-ponbto JormKHOCMHbIE UHCMPYKUUU.
Cozdamernu.

[ns cosgaHus AOMKHOCTHOW MHCTPYKLMK No 06pasuy Heo6XoaMMO:

1.

OTKpbITb KAPTOYKY SOITKHOCTHON UHCTPYKLUMK (CM. PrcyHok 17).

2. Ha naHenu JononHUTENbHLIX AENCTBUA HaXaTb KHOMKY .

KHonka 0O0CTynHa TOJNbKO B Cliy4Yae, eClin y nonb3oBaTerid eCTb NnpaBa Ha co3gaHne JOKYMEHTOB
OaHHOro TMna, a Takke, ecnu and gaHHOro tmna OKyMeHTOB OOCTYNHO Co3aaHne KapTO4Kn
LOOKYMeHTa KonnpoBaHNEM.

B pesynbTate oTkpoeTcs opma co3daHWs OOKYMeHTa, Mons KOTopol OyayT 3anofiHeHb
3Ha4YEeHUsIMM onpeaeneHHbIX Nnoren KoNMPyemMoro AoKyMeHTa.
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lll.4. PepakTnpoBaHme KapTOUYKU AOSMKHOCTHOMU UHCTPYKLUN

[aHHoe gencTaue BbINONHAET NHULMATOP AOSHKHOCTHON MHCTPYKLUUM.

,D,J'IFI penakTnpoBaHUA KapToO4YKn AOJTKHOCTHOMN MHCTPYKUNKN HeO6XOD,I/IMOI

1. OTKpbITb KAPTOYKY AOIPKHOCTHON MHCTPYKUMKM (CM. PrucyHok 17).

KapTqua DOIKHOCTHOM MHCTPYKUMN OOJKHA HaxXoAUTbCA B CcTaTyce qepHoeu.'( unun Ha dopa6omKe.

2. Ha naHenn [OOMNONHUTENbHLIX OENCTBUMM HaXaTb  KHOMKY ﬂ OTkpoeTtcss  dopma
pefakTUpoBaHus.

3. BHecTtu Tpebyemble n3ameHeHus.
4. HaxaTb kHomnky [CoxpaHuTb].

Ha Bpemsi pefakTMpoBaHusi kapToyka OokyMeHTa OyaeT 3abnokupoBaHa OT pefakTUpOBaHWSA
APYrMMuy nonb3oBaTensiMu.

ll.5.YpaneHue yepHOoBUKa AOMKHOCTHOU UHCTPYKLUN

[aHHoe gencTaue BbINONHAET NHULMATOP AOSHKHOCTHON MHCTPYKLUUM.
KapTouyka JOMmKHOCTHOM MHCTPYKL MU O0SMKHA HaxXoauThea B ctatyce YepHOBUK.

[ns yananeHns YepHoBUKa OOMKHOCTHON MHCTPYKLUMN HEOBXO0OUMO:
1. OTKpbITb KAPTOYKY AOIPKHOCTHOM MHCTPYKUMM (CM. PrucyHok 17).

2. Ha dyHKunoHanbHon naHenu, B cekuun [JJelicmeus, Bbibpatb [enctene «YOanuTby.
OTKkpoeTCcst OKHO NoagTBEpPXKAEHMS yaaneHus (cM. PucyHok 5).

3. Haxatb kHonky [OK].

B pes3ynbTaTte YepHOBUK OOMKHOCTHOMN MHCTPYKUMN 6y/:|,eT yaoanex.

11l.6.YTBepxxaeHue AOMKHOCTHON MHCTPYKLUUN BHE CUCTEMBbI

Ecnn npu cosgaHuu unu penakTMpoBaHWM KapTOYKM OOMKHOCTHOW MHCTPYKLMKM YCTaHOBMEH
npu3Hak YmeepxoeH eHe cucmembl (cMm. Tabnuua 7), gokyMeHT 6yaeT nepesedeH B pUHanNbHbIV
ctatyc YmeepxdeH. B none Cmamyc delicmeus 6yneT ykasaHo 3HavyeHue «[lenctByeT».

lI.7.YTBepxaeHue AOMKHOCTHON MHCTPYKLUUN NPUKA3OM MO OCHOBHOWM

ONeATenbHOCTU

Ecnu npu cosgaHumn mnu peaakTMpoBaHUM KapTOYKU AOMKHOCTHOM MHCTPYKUUKW 3amnOfiHEHO norne
YmeepxdeH npukaszom (cMm. Tabnuua 7), gokymeHT OypeT nepeBegeH B (UHamNbHbIA CTaTyC
YmeepxdeH. B none Cmamyc delicmeus 6ynet ykazaHo «[lencTByeT».
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1ll.8. HanpaBneHne fOMKHOCTHON MHCTPYKLMMU Ha corfacoBaHue

[aHHoe gencTaue BbINONHAET NHULMATOP AOSMKHOCTHON MHCTPYKLUUM.
KapTouka OOMKHOCTHOM MHCTPYKUMM OOIMKHA HaxoauTbes B ctaTyce YepHosuk nnn Ha dopabomke.

HanpaBneHve [OOMKHOCTHOM WHCTPYKUMM Ha COrnacoBaHWe BbIMOMHAETCA MO aHanormm c
AeNcTBMAMM, onucaHHbiMM B pasgene «V.3. OTnpaBka [OKyMEHTa Ha MNEepBUMYHOE COrfiacoBaHME»
OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».

l11.9.MpuHyanTeNnbHOE cornacoBaHme AOMKHOCTHOM UHCTPYKLUN

[aHHoe gencTBue BbINONHAET MHUUmnaTop OOIMKHOCTHOMN MHCTPYKUUN.
KapTqua DOIKHOCTHOM MHCTPYKUMN OOJKHA HaxXoAUTbCA B CcTaTyce Ha coanacosaHuu.

MNpuHyauTenbsHoe cornacoBaHWe [OOMKHOCTHOW WHCTPYKUMW BbLINOMHAETCA MO aHanorum c
AenNCTBUSAMM, onucaHHbIMK B pasgene «V.6. MNpuHyauTenbHoe corracoBaHWe OOKYMeHTa» [LOKyMeHTa
«PykoBopacTeo nons3osarerns. Tom 3».

11.10.0T3bIB AOMKHOCTHOMN MHCTPYKLUU C COrriacoBaHus

[aHHoe gencTBue BbINONHAET MHUUmnaTop OOIMKHOCTHOMN MHCTPYKUUN.
KapTqua DOIKHOCTHOM MHCTPYKUMN OOJIKHA HaxXoaAUTbCA B CcTaTyce Ha coanacosaHuu.

OT3bIB QOMKHOCTHON WMHCTPYKLMK C COrflacoBaHWs BbINOMHAETCS MO aHanorum ¢ OerNCTBUSMM,
onucaHHbiM1 B pasgene «V.4. OT3biB AOKYMEHTa C corflacoBaHusi» AoOKymeHTa «PykoBoacTBo
nonb3oBaTtens. Tom 3».

lll.11.Bo3BpaT AOMKHOCTHOU UMHCTPYKLIUM Ha A0PabOTKY

[aHHoe gencTBue BbINONHAET MHUUmnaTop OOIMKHOCTHOMN MHCTPYKUUN.
KapTqua DOIKHOCTHOM MHCTPYKUMN OOJKHA HaXoAUTbCA B CcTaTyce CoenacosaH.

OT3bIB JOMKHOCTHOM WHCTPYKUMM Ha [opaboTKy BbINOMHAETCA MO aHanormmM ¢ AerCTBUAMM,
onucaHHelMM B pasgene «VI. BosBpaT [dokymeHTa Ha pJopaboTky» AokymeHTa «PykoBoacTBo
nonb3osartend. Tom 3».

lll.12.CornacoBaHne AOMKHOCTHOU UHCTPYKLUN

[aHHoe gencTaue BbINOMHAET COrnacyoLwmi.
KapTouyka JOMmKHOCTHOM MHCTPYKLMM O0SMKHA HAaxoauThes B cTaTtyce Ha coanacogaHuu.

CornacoBaHune JOMMKHOCTHOW MHCTPYKLMM BbIMONHAETCA MO aHanornum ¢ 4encTBusiMM, ONnMCcaHHbIMU
B pasgene «V.7. BbinonHenue 3agaun «CornacoBaTb» [[OKyMeHTa «PykoBogCTBO nonb3oBaTens.
Tom 3».

Ecnn cornacoBaHne 3aBepweHo co cTtatycom CoenacogaHO W BKMAKOYMEHa HaCcTpouka
«ABTOMartmyeckass MapwpyTmsaums Mocne CornacoBaHusa», [OOIDKHOCTHAA WHCTpykumst Oyaet
HanpaBreHa Ha yTtBepxaeHve. KapTouka AOOMKHOCTHOM MHCTpyKuun OyaeT nepesBedeHa B cTaTyc
Ha ymeepxderuu.

35



PyKoeodcmso nojib3oeamein ,ZIOJL)I(‘HOCmele UHCmMpyKUuuu

Ecnu cornacoBaHve 3aBeplueHo co ctatycoM CoesracosaHo ¢ 3amedyaHusimu wnu CoeanacoeaHo
(1 BblkNOYEHa HacTporika «ABTOMaTUYECcKasi MapLupyTM3auMsi Mocre COornacoBaHusi»), KapTouka
[AOIMKHOCTHOM MHCTpYKUMM OyaeT nepeBegeHa B cratyc CoenacoeaH. WHMUMATOPy [OOMKHOCTHOM
WHCTPYKUUM HEOOXOAMMO NPUHATL peLleHne Mo AOKYMEHTY:

— HanpaBuTtb Ha yTBEpXOEHUE;
—  YTBepauTb NpMKasom;

— YTBEepauTb BHE CUCTEMBI;

— BepHyTb Ha gopaboTky.

Ecnu cornacosaHve 3aBeplieHo co ctaTycoM OmK/IOHEHO, KapToyka AOMKHOCTHON WHCTPYKUMK
OypeT nepeBefeHa B cratyc Ha dopabomke. WHuumaTopy OOMKHOCTHOM MHCTPYKUUKM Heobxogmmo
NPUHATb PELUEHNE NO JOKYMEHTY:

— HanpasuTb Ha cornacosaHue;
— Hanpasutb Ha yTBEpPXAEHNUE;

- AHHyJ'II/IpOBaTb OOKYMEHT.

ll.13.YTBepxaeHne AOMKHOCTHON MHCTPYKLMU NPUKA3OM NO AENCTBUIO

[aHHoe gencTaue BbINONHAET NHULMATOP AOSHKHOCTHON MHCTPYKLUUM.

,D,J'Iﬂ yTBEepXaeHud OOMKHOCTHOMN MHCTPYKUMUN NMPUKa3oM no OEencTBuIo HeO6XO,EI,VIMO:

1. OTKpbITb KAPTOYKY AOIMKHOCTHON MHCTPYKUMM (CM. PrucyHok 17).

KapToyka OOMKHOCTHOM MHCTPYKLMK JOSMKHA HaxoauTbes B ctatyce CoeniacoseaH.
Mone YmeepxdeH npuka3om LOMKHO OblTb HE 3aMONHEHO.

2. Ha dyHKkunoHanbHon naHenn, B cekumn [Jetcmeus, BbiOpaTb LENCTBME «YTBEPOMUTb
npukasomy» (PucyHok 18).
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= @ T [OOoMKHOCTHAaA MHCTPYKUMA: MHXeHep 1 KaTeropuu, (YNpaBneHue yCTaHOBKM U aKCNNyaTauuy .. [ @ 998 & Hanewns fpomoza v
@ ATpHBYThI E E
ATPUEYTEI o
Craryc: Cornacosan
JonmKHoCTb: WHixenep 1 kateropumn e
14 '] OeidcTeun
= CTPYKTypHOE NoApasfieneHne: sta YNPaBNEHUE YCTSHOBKH W 3KCNNYaTauMy obopyaoBaLia
MEELIJP»’.
FAREYMENTS YTBepMAEH NPUKA3OM: (HeT) BephyTb Ha fopaloTky
@ YTBepMaaroLMi: & Bynatos Wrops Bunernosuy Menepanssbiid aupexTtop PykosogcTso HanpasuTh #a fTHER AR e
N Co3gaTs MEPONPUATHE NO BOKYMEHTY
Osnzkomnztine YTBEPH/IEH BHE CUCTEMBI: Het
YTBEpAWTE NPHKa3OM
@ DaTa yTeepwacHA: (HeT)
YTBEpAUTE BHE CHCTEMBI
Bromedua Tpebyerca yTeepxwaerne 3M: Aa
a, CraTyc JedcTBMA: (Het)
CaRam McnonHuTens: & lpomosa Hanexaa MeTpoBHa HavanhHKK 0Taena OTaen no paboTe ¢ nepcoHanomM
__’: CocTaBuTenb: A Tpomosa Hagexaa MeTpoBra HayansHUK 0TAena OTAEN No paboTe ¢ NEPCOHaNoM
T T ——— Aarta co3pauna: 19.04.2023 13:06
LOKYMEHTE

PucyHok 18 — [lericTBMe «YTBEpPAUTb NPUKA3OM»

OTkpoeTtcs hopma YTBepaAuTb npukasom (PucyHok 19).

YTeBepauTbh NpUKasom

YTeepwAaeH npuKazom: *

LaTa yTESpMASHHA: *

[ |
{5}

m i:!T e

PucyHok 19 — ®opma «YTBepAUTb NPUKA3OM»

3. Banonuutb nons dopmbl. OnucaHve nonen opmbl YTBEpAUTH NPUKA3oM MNpuvBeOEeHO B

Tabnuue (Tabnuua 8).

Ta6nuua 8. OnucaHue nonen cpopmbl «YTBEPAUTb NPUKA3OM»

Mone OnucaHue

Cnoco6 3anonHeHus

YTBEpXaeH npukasom | YTBepXXaeH Npukasom No OCHOBHOW
OesarenbHoCTU (00s13aTeNbHO K

3anorHEHNIO)

3anonHuTL ncnonb3ysa Meton

ABTO3anonHeHne, UM Haxatb KHOMKY
1 ykasaTb Heo6xoauMbli NpKKas no
OCHOBHOW AesATENbHOCTH

[arta yTBepxxaeHus (00s13aTENbHO K
3anorHEHNIO)

[aTa yTBepxaeHus

BBecTu ¢ knaBmaTypbl UK LLENKHYTb

Mo 3HauJKy
13 KaneHgaps

1 BbibpaTb 3Ha4YeHne

4. Haxatb kHonky [OK].
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B pesynbTaTe kapToyka [OMKHOCTHOWM WHCTPYKUuM OypeT yTtBepxkaeHa. [okymMeHT Oyaet
nepeseneH B uHanbHbI cTatyc YmeepxdeH. B none Cmamyc delicmaus 6yneT ykazaHO 3Ha4YeHune
«[lenctByeT».

lll.14.HanpaBneHue O4OMKHOCTHOMU UHCTPYKLIUN HA YTBEpXKAeHune

[aHHoe gencTaue BbINOMHAET NHULMATOP AOSHKHOCTHON MHCTPYKLUUM.
KapTouka OOmMKHOCTHOM MHCTPYKUMM O0IMKHA HaxoauTbea B ctaTyce YepHosuk, Ha dopabomke,
CoenacosaH.
HanpasneHne [OOMKHOCTHOM WHCTPYKUUM Ha yTBEpXOeHWe BbINOMHAETCA Mo  aHanormm ¢
aenctemamMu, onmcaHHbiMn B pasgene «VIIL.3. OTnpaBka OOKyMeHTa Ha NepBUYHOE YTBEPXOEHUE»
AOKyMeHTa «PykoBOoACTBO nonb3osatens. Tom 3».

11.15.0T3bIB AOMKHOCTHON UMHCTPYKLIUU C YTBEPXKAEHUSA

[aHHoe gencTaue BbINOMHAET NHULMATOP AOSHKHOCTHON MHCTPYKLUUM.
KapTouka OOMKHOCTHON MHCTPYKLMM O0SMKHA HaxXoauTbca B cTaTyce Ha ymeaepxdeHuu.

OT3bIB AOMKHOCTHOM MHCTPYKUUU C YTBEPXOEHWUS BbINOMHAETCA MO aHanormm ¢ OerNCTBUAMMU,
onucaHHeiM1 B pasgene «VIIlL.4. OT3biB gOKyMeHTa C YyTBepxAeHus» [OoKymeHTa «PykoBoacTtBo
nono3oarerns. Tom 3».

ll.16.YTBepxaeHne AOMKHOCTHON NMHCTPYKLUMU BHe Cuctembl No 4eUCTBUIO

[aHHoe gencTaue BbINONHAET NHULMATOP AOSHKHOCTHON MHCTPYKLUUM.
KapTouka OOmMKHOCTHOM MHCTPYKLUMM O0IMKHA HaxoauTbea B ctaTyce CoenacosaH.

YTBEpXAEHME OOMKHOCTHON UHCTPYKUMN BHE CUCTEMBI BbINOMHAETCA NO aHanormm ¢ 4enCcTBUAMMU,
onucaHHbiMn B pasgene «VII.2. BbinonHeHue [enctBus «YTBepAUTb BHE CUCTEMbI» [OOKYMEHTa
«PykoBogcTBo nonb3osatens. Tom 3».

Mocne yTBEpPXOEHUS KapToyKka OOSMKHOCTHOW WHCTpyKuMM OyaeT nepeBefeHa B puHanbHbIN
cratyc YmeepxoeH. B none Cmamyc deticmeusi 6ynet ykazaHo 3HadeHve «[lencTyeT».

l.17.YTBepxxaeHne AOMKHOCTHON MHCTPYKLUU, He Tpebyrowwen Il

[aHHOe felricTBME BbINOMHAET YyTBEPXKAAIOLLMNA.
KapTouka OOMKHOCTHON MHCTPYKLNM O0SMKHA HaxoauTbCa B cTaTyce Ha ymeaepxoeHuu.

YTBEpXKAEHNE AOSMKHOCTHOM WHCTPYKUMK, He Tpebytowen 31, BbINOMHSAETCA MO aHanormm C
aenctemaMu, onucaHHbiMu B pasgene «VIIL6.3. BeinonHeHne 3apjayun «YTBEpAUTb LOKYMEHT» ANs
AOKyMeHTa, He Tpebytowlero OlM» gokymeHTa «PykoBoacTBo nonb3oBatens. Tom 3».

Mocne yTBepXOeHUA KapToyka AOSMKHOCTHOWM WHCTpyKuun OyaeT nepeBedeHa B (puHanbHbIN
ctatyc YmeepxdeH. B none Cmamyc delicmeus 6ynet ykasaHo 3HavyeHue «[lenctByeT».

Ecnn pomkHOCTHasi MHCTPYKUMS OTKMOHEHa C YTBepXOEeHus, OOKYMEHT nepengetr B craTyc
Ha dopabomke.
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l1.18.YTBepxaeHne AOMKHOCTHON MHCTPYKLUUU, Tpebyrowen Il

[aHHOe felricTBME BbINOMHAET YyTBEPXKAAOLLMNA.

KapTouka JOMKHOCTHON MHCTPYKLMM O0SMKHA HaxXoauTbCa B cTaTyce Ha ymeaepxoeHuu.

B kapTouke JOIMKHOCTHON MHCTPYKLUUN OOMKeEH BbiTb yCTAHOBMEH Npu3Hak « TpebyeTca yTBepxaeHue
Ol».

YTBEp)KAEHNE [OOMKHOCTHOW MHCTPYKUuKn, Tpebytowen O3l1, BbINOMAHAETCA MO aHanorum ¢
OencTemaMu, onncaHHbiMu B pasgene «VIIL.2.6.1. BoinonHeHue 3agaun «YTBepAuUTb AOKYMEHT» Ans
AokyMeHTa, Tpebytowero OlN» aokymeHTa «PykoBoacTBO nonb3oBatens. Tom 3».

Mocne yTBepXOeHUA KapToyka AOSMKHOCTHOWM WHCTpyKuun OyaeT nepeBedeHa B (huHanbHbIN
ctatyc YmeepxdeH. B none Cmamyc delicmeus 6ynet ykasaHo 3HavyeHue «[lenctByeT».

Ecnn pomkHOCTHas MHCTPYKUMSI OTKMOHEHa C YTBepXOEeHus, OOKYMEHT nepenaetr B craTyc
Ha dopabomke.

11.19.Co3paaHme nameHeHU AOMKHOCTHON MHCTPYKLMKU

[aHHoe peincTBME BLINOMHSET NONb3oBaTenb ¢ 6u3Hec-ponbto JormKHOCMHbIE UHCMPYKUUU.
Cozdamernu.

[na co3gaHnsa nameHeHnn gOmMKHOCTHON MHCTPYKUMN HEOBXO4MMO:

1. OTKpbITb KAPTOYKY AOSPKHOCTHOM UHCTPYKUMK (CM. PucyHok 17).

KapTouka OOMKHOCTHON MHCTPYKLUMM OOIMKHA HaxXoOAUTbCS B cTaTyce YmeepkoeH.
3HayeHune nonss Cmamyc delicmeusi AOIMKHO GbITh «[encTByeT».

2. Ha dyHKunoHanbHOM naHenu, B cekumn [Jelicmeus, BbiGpaTb pencteue «Cosgatb
nameHeHus» (PucyHok 20).

= @ 1T [donKHOCTHaa MHCTPYKUMA: MHXeHep 1 KaTeropuw, (YnpaBneHue ycTaHOBKW U 3KcnnyaTauuy .. [ M 1000 I Hagewas Mpowoss v

@ ATpuGYTBI E n a a

ATDHEYTSI
Cratyc: YTeepmaeH

HOonwHocTb: WHmeHep 1 kateropui
0 farta yreepwpaenun: 19.04.2023
= CTpyKTypHOE noppasgeneHme: 83 Ynpasnexue ycTaHoBKM M SKCNNyaTauwy o6opynosaxus DedicTayer
MappyT
OKyMERTS &
e YTEEPMARH NPUKA30OM; (Her) OewcTanA
@ YTEEePMAAIOULHA: & BynaToB Wrope BuneHosny Mexepanbhbii AMpexkTop PykosoacTao CoO3[aTt MEPONPUATHE NO AOKYMEHTY
Oshanomnetine YTBEpMAEH BHE CHCTEMBI: Her HanpasnTt Ha 03HaKoMNeHKe
MoATEEpANTE 03HAKOMNEHWE BHE CUCTE
@, Oata yTaepmaeHua: 19.04.2023 A o
Co3[aTt HaMeHEeRNA
BromerHis TpefyeTcA yTeepmaeHqe 3M: Oa
M3MeHWTb CTaTye AERCTEMA
; CraTyc feicTBuA: DencTayer
Caasm HMocnonHuTenb: & Tpomosa Hagewpa MNeTposHa HavansHwk otaena OTAen no paboTe C nepcoHanam
_1-. CocTasuTenb: & 'pomosa Hagewaa MNeTpoaHa Hayanbwik oTaena OTaen no patoTe ¢ nepcoHanom
- Dara cospanun: 19.04.2023 1308

IoKyMEHTR

PucyHok 20 — [lenctBue «Co3patb U3IMEHEHUsI»

3. B oTKpbiBLWEMCS OKHE NOATBEPAMUTL CO34aHMe U3MeHeHN, Haxxas kHonky [OK] (PucyHok 21).
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BoinonHeHWe AeWCTEMA

ﬂ I:I —

PucyHok 21 — lNoaTBepxaeHMe co3gaHUA U3MEHEeHUn

4. OrtkpoeTtca oopma Co3aatb [JomKHOCTHasA MHCTPYKLUMA (PUcyHok 22).

= @ Cosnarb [ONXHOCTHasA UHCTPYKLUSA 5 & 1000
BroMmeHuA: ﬂoxyuen‘r
+ MepeTtawnTe hain coga Wan HaxmuTe +
Mpunomexus
+ MepeTalKTe Gain Cioga WNK HaWMUTe "+
Cran-obpaz

+ MepeTtalwnTe daitn croga iy HaxmuTe "+

MameHAeMan AOMKHOCTHAR [lonsHOCTHAR MHCTRYKUMA: Wiokerep 1 kaTeropu, (Ynpa
WHCTPYKUMA: *
JonwHocTb: * WHmenep 1 kaTeropun

CTpyKkTypHoe nogpasgenexne: *

& YTIPABNEHKE YCTAHOBKM W 3XCANYaTaLMKY 000pYA0BaHUA
McnonHuTens: * & lpomoea Hagemna MeTposHa HauanoHWK oTaena. —
YTEEPM/EH NPUKaZ0M:
Yraepmpalouui: *
|_:§ YTEEPMAIEH BHE CUCTEMBI
| Tpebyetcn yreepxaetne 3
CornacoBaHue: CO37aTh MapUIpYT ~

= Hagemaa Fpomosa v

PucyHok 22 — ®opma «Co3partb [JOMKHOCTHAA MHCTPYKLUA»

5. B3anonHuTb nonsa oTkpbiBLIenca dopmbl. OnucaHme nonen oopmbl Cos3pgatb [omkHOCTHas

MHCTPYKUUA npuseaeHo B Tabnuue (Tabnuua 9).
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Tabnuua 9. Onucanue nonen opmbl «Cos3pgarb [LOMKHOCTHAsA MHCTPYKLUSA»

Mone OnucaHue Cnoco6 3anonHeHus
M3ameHsiemas Ccblinka Ha U3MEHSEMYIO JOJPKHOCTHYHO | 3anonHsieTcs aBTOMaTUYECKM CChINKOM Ha
JOMmKHOCTHas MHCTPYKLMIO (06a3aTenbHO K N3MEHSAEMYIO LOIMKHOCTHYIO MHCTPYKLMIO
WHCTPYKUUS 3anofHeHU0, HeOCTYMHO ANis

pedakTMpoBaHus)
JomkHOCTb HormkHocTb (06s3aTenbHO K 3anonHsaeTcs aBToOMaTUYEeCKn 3Ha4YeHNeM 13
3anofiHEHMIO) OOIMKHOCTHOM MHCTPYKLMK
CTpykTypHOE CTpykTypHOE nogpasgeneHue 3arnonHaeTcs aBToMaTU4eCKN 3Ha4YeHNEM U3
nogpasgeneHve (0653aTENBHO K 3aNONTHEHMIO) JOMKHOCTHON UHCTPYKLMK
WcnonHutenb WcnonHutenb gokyMeHTa (06s3aTenbHO | 3anonHaeTcs aBToMaTUYECKM.
K 3aMoJsTHEHUIO) Mpn HEOBXOANMOCTU N3MEHUTL 3HAYEHME,
ncnonb3ysa metoq ABTO3anosIHEHNE,
UNun HaxkaTtb KHomky - /. OTKpOeTCcst OKHO
BblOOpa ucnonHutens. B cTpoke noucka
BBECTW hparmMeHT dpamunmmn coTpyaHuka u
| a |
HaxkaTb KHomnky ||, B cekumn dnemeHmsli
0Ons1 ebi6bopa 0TOOpassaTcs HaAeHHble
COTPYAHMKUN. YKa3aTb HEOOX0OANMOro
WCMONMHUTENS.
Psinom ¢ nmeHem coTpyaHuka
oTobpakaeTcs MHAUKATOP ero AOCTYNHOCTHU:
- COTPYAHWK LOCTYMNEH, NPUCYTCTBYET B
oduce;
5]
— @ COTPYOHWK HEOOCTYMEH,
3adMKCUPOBAHO OTCYTCTBUE (OTMNYCK,
©ONbHUYHBIN, KOMaHANPOBKA U T.N.);
OOCTYNHOCTb He onpejerneHa
CocraButenb OtobparxaeTca, ecnu B none 3anonHaeTca aBToMaTUYeCcKn

Ucnonrnumens BbIGpaH gpyrom
COTPYAHVK

YTBEpXAeH npukasom

YTBEpXaeH npukasom no OCHOBHOM
OeaTenbHOCTH

3anonHuTb ncnon b3yA MeTo

ABTO3anonHeHNe, UK HaXxaTb KHOMKY - n
yKkasaTb He0OX0AMMBIV NpUKa3 No OCHOBHOM
AesaTensHoCcTH

YTBepxaaroLwmin

YTBepxgawwmm (obs3aTensHo K
3anoJSIHEHNIO)

3anonHuTb, ncnonb3ya Mmeton

ABTO3anonHeHNE, NN HaXkaTb KHOMKY
OTkpoeTcsa OkHO BbIGOpa yTBEpPXKAAtoLLEero.
B cTpoke noucka BBectu pparmMeHT chamunnmm

COTPYAHMKA U HaxaTb KHOI'IKy! . |. B cekunn
AnemeHmbi Onst ebibopa 0To6pas3ATCsH
HangeHHble COTPYAHUKK. YKasaTb
HeobxoouMOoro yTBepXXaatoLLero.

Pagom ¢ nmeHem coTpygHuka
oTobpakaeTcs MHONKATOP ero AOCTYMHOCTHU:

- COTPYAHWK OOCTYMNEH, NPUCYTCTBYET B
odouce;
@

— @ COTPYLHMWK HEOOCTYNEH,

3adhMKCMPOBAHO OTCYTCTBUE (OTMYCK,
©ONbHUYHBIN, KOMaHANPOBKA U T.N.);

— @ nocTynHOCTbL He onpegeneHa
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Mone

OnucaHue

Cnoco6 3anofiHeHus

YTBEpXaeH BHe
CUCTEMBbI

Mpu3Hak «YTBEPXXOEH BHE CUCTEMbI»

YCTaHOBUTb UMW CHATbL donar

[aTa yTBepxaeHus

Hata yTBepxaeHust OKyMeHTa (none
OOCTYNHO Npu YCTaHOBKe Mpu3Haka
«YTBEpPXOEH BHE CUCTEMBI»)

BBecTu ¢ knaBuaTypbl UNN LLESNKHYTb

no 3Ha4Ky B n Bbl6paTb 3Ha4veHune
N3 KaneHgap4da

TpebyeTcs
yTBepxaeHue Ol

MpusHak «TpebyeTcs yTBEpXKAEHNE
aly

YcTaHoBUTb NpU3Hak, ecnu TpebyeTtca
YyTBEPXAEHME C NEKTPOHHON NOANUCHIO.
[Mpu3Hak JOCTYNEeH ecrnu He YCTaHOBNEH
donar B none YmeepxdeH eHe cucmembl

B none CoanacoeaHue npu HeobXxoAMMOCTM c€O3AaTb MapLupyT cornacoBaHus. Takke
MapLUpyT COrfacoBaHWs MOXHO C€034aTb MOCIE COXPaHEHUst KapTOYKM  M3MEHEeHWN
AOIMKHOCTHOM MHCTPyKuMn. PaboTa ¢ maplupyTom cornacoBaHusi onucaHa B [OKyMeHTe
«PykoBopacTBO nonb3oBaTtens. Tom 3» (pasaen V. PaboTa ¢ cornacoBaHuemMm).

Ecnn ycrtaHoBneH drnar B none YmeepxodeH eHe cucmeMbl Heobxoanmo [06aBUTb
BNoxeHne B kateropuio «CkaH-obpas». [naatoro B Tpebyemonm KaTeropum BrOXKEHWUN
LLLENIKHYTb MO 3HAYKy + OTkpoeTcst okHO 3arpy3uTb dannbl B (CM. PucyHok 3).

Takke Cuctema no3ponsaeT 4o0aBnATb BIOXeHWe, ncnonb3yst metog Drag-and-drop.
[na nobaBneHust BNoxeHUs ¢ nomoLlbio Metoga Drag-and-drop Heob6xoamnmo «nepeTtawmtby» dann B
Tpebyemyto kaTteroputo. B pesynbrare BrnoxeHue 6yaet gobdasneHo B opMy CO30aHUSA AOKYMEHTA.

Cunctema nNo3BoMnsieT BbIMONHUTbL CKaHMPOBaHWE AOKYMEHTa U J06aBUTb NOMYYEHHbIN NEKTPOHHbIV
obpas B ka4eCcTBe BIIOXEHMS KapTOYKM JOKyMeHTa. [JaHHas BO3MOXHOCTb AOCTYMHA Kak Npwu 3arpyske
HOBOro dhawna BroXeHusi, Tak 1 Npu 0OHOBMNEHUM BepCUM harina BOXEHMSI.

HaxaTb kHonky [Bbibepute danmnbl] 1 ykasate cann. B pesynbrarte BroxeHue 6yaet

[obaBneHo B hopMy CO3aHMsA AOKYMEHTa.

Mo aHanoruu D,O6aBJ'IFII'OTCFI BINOXXEHNA B KaTeropmmn «,D,OKyMeHT» n «I'Ipot-lee».

8. HaxaTtb kHonky [Co3aaThb].

B pesynbtate OydeTr cosgaHa KapTovka M3MEHEHWM [LOSMKHOCTHOM WMHCTPYKUMKM B cTaTyce
YepHosuk (PrcyHok 23).
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= @ 4 QOJ’DKHOCTHEH WHCTPYKUMWAL MH}KEHED 1 KaTeropuu, (YHpaBﬂEHME‘ YCTaHOBKW U SKCNNyaTaunK .. I, A 1oo0 = Hagexpa lpomosa v
@ ATpuBYTbI E a
ATpUBYTEI or y
2 aTyc: YepHOBMK
M3MeHEHUA JONKHOCTHOR na V2R
o MHCTPYKLMN:
- DelcTenA
MaplupyT M3MeHAEMan oMKHOCTHaR [lonKHOCTHAA WHCTPYKUMA: MHKeHep 1 kaTeropu, (YpaBneHue yoTaHOBKM i SKCTnyaTaluu 0GopyAoBaHuaA)
FRRYMEHTS HHCTPYKLMA: HanpaeuTt Ha CornacosaHne
@ HonmHocTo: WHmeHep 1 kateropui HanpaeuTb Ha yTBepxagHue
[ " Yoanuts
OsHaKoMnEtME CTpyKTypHOe NoppasaeneHue: &t YNIpasneHue yCTaHOBKM W 3KCAMyaTawuy oGopynosaxna
Co3faTe MEPONPUATHE NO BOKYMEHTY
@, YTECPWALH NPHUKAZOM: (Her)
B YTBEPMAAIOWNNA: 2 bynaToB Wrope BuneHoswy MeHepanbHieii AMpexTop PykosoacTeo
a’ YTeep#aeH BHe CHCTeMbI: Het
H {
- [LaTa yTeepHASHAA Her)
TpebyeTcA yTeepwaeHue 3M: Het
= . ¢
I CraTyc pencTenA: (HeT)
NOKyMEHTa
HcnonHuTens: & pomosa Hagewqa MNMeTpoaHa HavanbHyk oTaena Otae yHanoh
0 CoCTaBHTENb: 2 Tpomosa Hagexga MNeTtpoana Hayanbsmk oTaena Otaen no paboTe ¢ nepcoHanom
MeTnn
Dara cozpaHunA: 19.04.2023 13:39
)
HeTopua
MeyaTHole
hopms
KommesTapum
] >
UuTpoc

PucyHok 23 — KapTouka n3ameHeHU JOIMKHOCTHOW MHCTPYKLUMN

HanbHenwass o6paboTka W3MEHEeHUN [OOIHKHOCTHOW WHCTPYKUMKM aHanormdHa obpaboTtke
OOIMKHOCTHOW MHCTPYKUMKN K onucaHa B pasgene |l [JormKHOCTHbIE MHCTPYKLMN.

11l.20.HanpaBneHue AOMKHOCTHOMN UHCTPYKLIMN HA O3HAKOMIIeHue paboTHUKY

[aHHoe aencTBme BbINOMHAET MHULMATOP OOMKHOCTHOW MHCTPYKUMK unn Creyuanucm kadposol
CITYXObI.
KapTouka OOMKHOCTHON MHCTPYKLUMM OOIMKHA HaxoauTbCS B cTaTyce YmeepkdeH.
OTtnpaBka OOMKHOCTHOW MHCTPYKLMM Ha O3HAKOMIEHWEe pabOoTHMKY BbIMOSHAETCS MO aHanoruu c
OENCTBMAMM, OnMucaHHbIMM B pasgene «X.1. OTnpaBka AOKYMEHTa Ha O3HAKOMIEHME» [OOKYMEHTa
«PykoBoacTeo nons3osarens. Tom 3».
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11.21.03HaKkoMneHune ¢ AOMKHOCTHOMN MHCTPYKLUEN

[laHHoe pencTBme BbINOMHAET O3HaKaMITMBAOLMIACA.

OsHakomneHne ¢ OOMKHOCTHOWM MHCTPYKUMEN BbINOMHAETCS MO aHanorum C LOerNCTBUAMM,
onucaHHbiMn B pa3gene «X.7. BbinonHeHve penctensa «O3HAKOMUTBCSA C LOKYMEHTOB» [AOKYMEHTa
«PykoBogcTBo nonb3osatens. Tom 3».

11.22.03HaKoMneHune ¢ 4OMKHOCTHOMN MHCTPYKUMEen BHe Cucremol
[laHHOe aencTBME BBIMOMHAET MHULMATOP AOMKHOCTHOM MHCTPYKUMK unu Crieyuanucm kadpoeol

CITYXKObI.
KapTouka OOMKHOCTHOM MHCTPYKLUMM OOIMKHA HaxoAuTbCS B cTaTyce YmeepkdeH.

O3HakoMneHne ¢ AOOMKHOCTHOW WHCTpyKumen BHe CUCTEMbl BLINOMHSAETCA MO aHanormm ¢
OencTBUAMN, onnucaHHbIMK B pasgenax «X.5. BelnonHeHne gencteunsa «loarsepamTe O3HAKOMIIEHNE BHE
cuctembl» KN «X.6. BbinonHeHne penctBus «O3HakoMIleHME BHE CUCTEMbI» AOnsi BblIOpaHHOro
CoTpyaHuKa» OOKyMeHTa «PykoBoacTBO nonb3oBatend. Tom 3».

l1.23.A3mMeHeHuMe cTaTyca AEeNCTBUA AOMKHOCTHON MHCTPYKLUMKN

[aHHoe gencTeue BbINONHAET MHUUmnaTop OOIMKHOCTHOMN MHCTPYKUUN.

[ns nameHeHus ctatyca 4encTBns 4OSMKHOCTHON MHCTPYKL MM HEODX0OMMO:

1. OTKpbITb KAPTOYKY AOIPKHOCTHON MHCTPYKUMM (CM. PrucyHok 17).

KapTouka OOMKHOCTHON MHCTPYKLUMM OOIMKHA HaxoAuTbCS B cTaTyce YmeepkoeH.

2. Ha dyHkumoHanbHOM naHenu, B cekuun Jelicmeus, Bbibpate aencteme «M3ameHuTb ctaTyc
aencteua» (PucyHok 24).

= @ 4 [onmKHOCTHaA UHCTPYKLUUA: MHXeHep 1 KaTeropum, (Vnpaanewe YCTaHOBKW U SKCNnyaTauuu ... I M (1000 2 Hapexqa fpomosa v
@ ATpHBYTBI B B E
ATDHEYTSI ey
JonKHoCTh: WHmeHep 1 kaTeropuu B
o Jara yTeepwpaennn: 19.04.2023
= CTpyKTypHOE T t sk, Yripasnexue yeTaHOSKM M 3KCNNYaTaUMM 060PYA0BAHUA Dedctayer
Mapuipy?
Ll YTBEpMACH NPAKAZOM: (HeT) Hehcrani
@ YTEepMAaIOWHi: & BynartoB Wropb Bunexoswd MesepanbHbii gupekTop PykoeogcTeo Co3paTo MEpONPUATHE NO SOKYMEHTY
O3HBKOMNEHIE YTEEpIK/AEH BHE CHCTEMbI: Her HaripasuTs Ha 03HaKoMNeH1ne
E T yraepagemis: 19.04.2023 MoATEEpANTE 03HAKOMNEHHE BHE CHCTE.
Co3aaTo H3MEHeHWA
Brosesus Tpebyetca yTeepmpaenue 3M: iG]
MameHnT cTaTyc AefcTEMA
I:é’ CraTyc feHCTBHA: JAencTayet
T McnonHnTeNb: A Ipowmoea Hagexaa MeTposxa HauanbHuk oTaena OThen ro paGaTe ¢ NepcoHanom
1 CocTaBuTeNb: & Tpomosa Hagexaa MetposHa HauanbHik aTaena Otgen no paGote © nepcoHanom
P ———— laTta cozpanus: 19.04.2023 13:05
HoKyMERTS

PucyHok 24 — [lenctBue «MA3MeHUTb cTaTyCc AEACTBUAY
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OTkpoeTtcs oopma U3mMeHUTb cTaTyc genctBusa (PucyHok 25).

M3meHuTb cTaTyc AencTBMA

MpHYrHa W3MEHeHUA: *

m r_l_lr:--!El

PucyHok 25 — ®opma «M3mMeHUTb cTaTyc AencTBUA»

3. B none lMpu4vyuHa uzmeHeHuUs1 BBECTU NPUYNHY U3MEHEHUS CTaTyca AENCTBUS.
4. Haxatb kHonky [OK].

B pesynbrate crtatyc AOEWCTBMA [OOSDKHOCTHOW WHCTPyKumMuM ©Oyaetr wmsmeHeH. B kapTouke
N3MEHEHHOMN AOIMKHOCTHON MHCTPYKLUUM Ha MHGOPMAaLMOHHON NaHenn oTobpasnTcs CCbinika Ha KapTOuKy
N3MEHEHUM.

1l.24. AHHYyNnMpoBaHue AOMKHOCTHON MHCTPYKLUU

[aHHoe gencTaue BbINONHAET NHULMATOP AOSHKHOCTHON MHCTPYKLUUM.
KapTouka JOMKHOCTHOM MHCTPYKLNM O0SMKHA HaxoauTbea B ctaTyce Ha dopabomke.

AHHYNMpOBaHME [OOSMKHOCTHOW WHCTPYKUMW  BBIMOMHAETCA MO aHanoruM Cc  OJencTBuamu,
onucaHHbIMK B pasgene 11.25 AHHynupoBaHne HOpMaTUBHOIO KaApOBOro JOKYMEHTA.
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IV.BHyTpeHHUe KaapoBble AOKYMEHTbI

B Cucteme peanvsoBaHa paboTa co creayowumy BUgamMn BHYTPEHHUX KaApPOBbIX OKYMEHTOB:

— AHanuTunyeckas 3anucka;
— CnyxebHas 3anucka;
— [HoknagHasa 3anucka;

— [poTokon 3acegaHns KOMUCCUN.

Cxema >XM3HEHHOro LMKNna BHYTPEHHEro KaapoOBOro AOKYMEHTa npeacTaBfieHa B NPUOXKEHWUU
(A.3 YKn3HEHHbIN LMKN BHYTPEHHErO KagpOBOro JOKYMEHTA).

IV.1.Co3paHue BHyTpeHHero kagpoBoro aokymeHTa us APM JInyHbIin

KaOuHeT

[aHHOe nericTBME BbINOMHAET NOMNb30BaTeNb C BU3HEC-ponbio BHympeHHUl kadpoesilt doKyMeHm.
Cosdamenu.

[ns co3gaHusa BHYTPEHHEro KaapoBOro AOKyMeHTa Heobxoanmo:
1. OTKpbITb JINYHBIN KABUHET (cM. PrucyHok 1).

Onucanune paboTbl ¢ APM «JIn4HbIN KabMHET» NpMBEaEHO B AOKYMEHTE « PykOBOOCTBO
nonb3oBartensd. Tom 1» (pasgen V. Pabota ¢ APM).

2. Haxatb «kHonky [Co3paTb]:[BHyTpeHHuUn kagpoBbin pokymeHT]. OTkpoeTca dopma
Cospatb BHYTpeHHU KagpoBbIM AOKYMEHT (PUCyHOK 26).
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BroMeHuA:

Bupj pokymenTa: ¥

Henonumens: *

CocTaBWTeNb: *

3aronoBoK: *

Copepwanune:

Appecatbl:

YTBepHAalouHi:

Mpumeyakmne:

Cornacosanue:

MoAnucanne:

= @ Co3aaTb BHYTPEHHWI KaApOBbIit JOKYMEHT

Hoxyment
+ MepeTaluTe Gain clofa KNk HaxmuTe "+
Mpoyee
+ MepeTauate Giain crma v HammuTe "+
CkaH-obpasz

+ MepeTawute Gann cofa KW HaxmuTe "+

& Tpomoea Hagewga MeTpoeHa Havanbswk oTgena.. —

A Tpomoea Hagexna MeTpoeHa HauankHuk oTaens OTh

[T] noanwcak exe cuctembl

CO3AaTh MAPWPYT

Co3pars MapupyT «

Coapatb Otmeta

4 M 1032 2 Hapewns Tpomosa v

3. 3anonHuTb Nonsa oTKpbIBLUENCHA (POPMBbI.

PucyHok 26 — ®opma «Co3gaTb BHyTpeHHUI KaapoBbIi JOKYMEHT»

OnucaHne nonen ¢opmbl Co3pgaTb BHYyTpeHHUM KagpoBbiA _AOKYMEHT MpvBEOEeHO B
Tabnuue (Tabnuua 10).

Ta6nuua 10. Onucanume nonen opmbl «Co3paaTe BHYyTpeHHUI KaapOBbIN JOKYMEHT»

Mone

OnucaHue

Cnoco6 3anonHeHus

Bug gokymeHnTa

Bua gokymeHTa (06s3aTenbHO K
3anoJSIHEHNIO)

3anonHuTb, ncnonb3ya metoa

ABTO3anofnHeHne, Unm HaxaTb KHOMKY
Bbibpatb HeobxogmMmMmoe 3Ha4YeHne
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Mone

OnucaHue

Cnoco6 3anonHeHus

Wcnonuutenb

VcnonHntenb gokymeHTa (00s13aTENbHO K
3anorHEHNIO)

3anonHseTcs aBTOMaTUYECKN.
an HeoOX04MMOCTM U3BMEHUTbL 3HAYEHME,
ncnonb3ysa Meton ABTO3anonHeHue,

UM HaXkaTb KHOMKY . OTKpoeTCs OKHO
BblIGOpa mncnonHutens. B cTpoke nowncka
BBECTW hparMeHT pamunmm coTpyaHuka u

2]

HakaTb KHOMKY l. B cekumn dnemeHmsl
0dns1 ebibopa 0TOOpasATCcA HalaeHHble
COTpPYAHWKKN. YKasaTb Heobxoanumoro
NCNoNHUTENS.

Psagom ¢ umeHeM coTpygHuka
oTobpaxkaeTcs MHANKATOP ero
[OCTYMHOCTH:

- COTPYOHWUK OOCTYMNEH, NPUCYTCTBYET
B ochuce;
<]
— @ COTPYOHWK HEOOCTYMEH,

3adhnKCUPOBAHO OTCYTCTBUE (OTMYCK,
BOONbHNYHbIN, KOMaHAMPOBKA U T.M.);

— @ NoCTYNHOCTb He orpegeneHa

CocTtaButenb

CoTpyaHUK, CO30aBLUNIA AOKYMEHT
(HepegakTupyemoe nosne)

3anonHaeTcss aBToOMaTU4ECKN

3aronoBok

3aronoBok JOoKyMeHTa (06s3aTenbHO K
3anofIHEHNIO)

BBeecTtu ¢ knasunaTypbl

CopepxaHue

CopepxaHue JOKyMeHTa

BBeecTtu ¢ knasunaTtypsl

Appecartbl

AfgpecaTtbl 4OKyMeHTa

3anonHnTL ncnonb3ya Mmetoq

ABTO3anonHeHne, U Haxatb KHOMKY
OTKpoeTcs OKHO BblIbOpa aapecaTos.

B cTpoke novcka BBeECTU oparMeHT
chamunum coTpyaHUKa 1 HaxxaTb KHOMKY

| i | B cekunn dnemeHmsi Onsi ebibopa
0TO6pasATCs HaldeHHble COTPYAHMKN.
YkasaTtb HeobxoAnmMoro agpecaTa.
Psagom ¢ meHeMm coTpyaHuKa
oTOGpaxkaeTcs NHANKaTop ero
OOCTYMHOCTY:

- COTPYOHWUK QOCTYMNEH, NPUCYTCTBYET
B ochuce;
<]
— @ COTPYOHWK HEOOCTYMEH,

3acpmMKcuMpoBaHo OTCYTCTBUE (OTMNYCK,
OONMbHNYHbBIN, KOMaHAMPOBKA U T.M.);

- @ [DOCTYMNHOCTb He onpegernexHa

lNognucaH BHe
CUCTEMBbI

MpusHak «lMognucaH BHeE cUCTEMbI»

YCTaHOBUTb UNK CHATL donar
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Mone

OnucaHue

Cnoco6 3anonHeHus

MNognucaHTbl

MognucaHTel AokymeHTa. [None gocTynHo
npu yctaHoBke ¢pnara «lognucaH BHe
cuctembl» (06593aTenNbHO K 3anoSTHEHNIO)

3anonHnTL ncnonb3ya Mmetoq

ABTO3anonHeHne, U Haxatb KHOMKY
OTKpoeTCcs OKHO BblIGOpa NOANUCAHTOB.
B cTpoke novcka BBeECTU oparMeHT
hamMunnum coTpyaHMKa U HaxaTb KHOTKY

| a |

L] B cekumn dnemeHmsl Onsi eblibopa
0TOGPAasATCA HalOeHHble COTPYOHVKN.
YkasaTb HE06X0AMMOro NoAnucaHTa.
Psagom ¢ meHeMm coTpyaHuKa
oTobOpaXxkaeTcs MHOUKATOP ero
OOCTYMHOCTY:

- COTPYOHWK OOCTYMNEH, NPUCYTCTBYET
B ochuce;
52
— @ COTPYOHWK HEOOCTYNEH,

3adhUKCUPOBAHO OTCYTCTBUE (OTNYCK,
BOONbHNYHbLIN, KOMaHAMPOBKA U T.M.);

- @ [DOoCTYMNHOCTb He onpegernexHa

[ata noanucaHusa

[ata nognucaHusa gokymeHTa. lNone
OOCTYMNHO Npu yCTaHoOBKe chnara
«lMoanucaH BHe cucteMbl» (0653aTENBHO K
3anoJIHEHNIO)

BBecTu ¢ knaBmaTypbl UK LLENKHYTb

no 3HauKy
13 KaneHaaps

n Bbl6paTb 3Ha4YeHne

YTBEpXOaroLWwmnn

YTBepxaawLwmn aokymeHTa (obssaTtensHo
K 3aMoJSTHEHUIO)

3anonHuTb, ncnonb3ya metoa

ABTO3anofnHeHne, UM HaxaTb KHOMKY
OTKpoeTcs OKHO BbIOOpa YTBEPXKOAMOLLErO.
B cTpoke noncka BBeCTU hparMeHT
haMunum CoTpyaHUKA N HaxXaTb KHOMKY

| a |

L] B cekumn dnemeHmsI Onsi eblibopa
oTobpassATcs HaaeHHbIe COTPYAHUKN.
YkasaTb HE06X0AMMOro yTBepXKaatoLero.
PsigoM ¢ nMeHeM coTpyaHuka
oTobpaxkaeTcs MHANKATOP ero
[OCTYMHOCTU:

- COTPYAHWK OOCTYMNEH, NPUCYTCTBYET
B ochuce;
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— @ COTPYOHWK HEOOCTYNEH,

3adhUKCUPOBAHO OTCYTCTBUE (OTNYCK,
BOONbHNYHBLIN, KOMaHAMPOBKA U T.M.);

— @ NoCTYNHOCTb He orpegeneHa

YTBepXaeH BHe
CUCTEMBI

MpusHak «YTBepXaeH BHE CUCTEMbI»
(oToOpaxaeTcsi, ecrnv 3anosiHeH aTpuoyT
Ymeepxdarowuil)

YCTaHOBUTb UNK CHATL donar

[ata yTBepxaeHus

Jata yTBepxaeHus fokymeHTa (none
ZAOCTYMHO MpW YCTaHOBKE Npu3Haka
«YTBEPXOEH BHE CUCTEMbI»)

BBecTu ¢ knaBmaTypbl UK LLENKHYTb

no 3HauKy
U3 KaneHaaps

n Bbl6paTb 3Ha4YeHne

MpumeyaHne

MprMeYaHue K BHyTPEHHEMY KaZpOBOMY
JOKYMEHTY

BBecTtu ¢ knasunaTypbl
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B none CoesnacosaHue npu HeobXxoAMMOCTM cO34aTb MapLUpyT cornacoBaHuda. Takke
MapLLpPYT COrflacoBaHMs MOXHO CO3A4aTb NOCIE COXPaHEHUSA KapTOYKM BHYTPEHHEro KagpoBOro
AokyMeHTa. Paborta € MapLupyTom corracoBaHusi onucaHa B AOKyMeHTe «PykoBOACTBO
nonb3oBartend. Tom 3» (pa3gen V. PaboTa ¢ cornacoBaHuem).

B none lModnucaHnue npu HeOOXOAMMOCTM co3daTb MapLUPYT nognucaHus. Takke MapLipyT
nognucaHus MOXHO co3faTb NOCcMe COXpaHEHNA KapTOYKU BHYTPEHHEro KapoBOro AOKYMeHTa.
Pabota ¢ wmapwpytom nognucaHuss  OonNMcaHa B AOkKymeHTe  «PykoBopgcteo
nonb3oBartend. Tom 3» (pasgen VIl. Pabota ¢ nognucaHuem).

4. Ecnu yctaHoBneH dnar B none llodnucaH eHe cucmembi W/vnn YmeepxoeH eHe cucmembl
Heobxoanmo pobaBuTb BroxeHuve B kaTeroputo «CkaH-o6pasy». [na atoro B Tpebyemon
KaTeropum BrOXEHWUA LWENKHYTb MO 3Ha4Ky =+. Ortkpoetcs okHo 3arpysutb dpainbl B
(cm. PucyHok 3).

Takke Cuctema nossongaet 4obaBnaTh BNoxeHue, ncnonb3ys metoa Drag-and-drop.
Ona nobaBneHns BnoxeHus ¢ nomollbio Metofa Drag-and-drop Heobxoamnmo «nepeTtawmntb» dann B
Tpebyemyto kaTteroputo. B pesynbrate BnoxeHue 6ynet fobasneHo B hopMy CO30aHUSA AOKYMEHTA.

CuncTtema No3BonsieT BbINONHUTE CKAHUPOBaHUE JOKYMeHTa U 06aBUTb NOMYyYEHHbIN 3NEKTPOHHbIN
06pa3 B KayeCTBE BIIOXEHUS KapTOYKU JOKYMeHTa. [JaHHas BO3MOXHOCTb JOCTYNHa Kak npu 3arpyske
HOBOro dhanna BroXeHusi, Tak 1 Npu o6HOBNEHUM Bepcumn dhanna BNOXeEHMS.

5. Haxatb kHonky [Bbibepute damnbl] n ykasatb ¢ann. B pesynbTate BnoxeHue 6yger
AobasneHo B (hopMy CO34aHMsa JOKYMEHTa.

Mo aHanornn pob6aensTCca BNOXeHUs B kaTeropuun «[JokymeHT» u «lpoyeey.
6. HaxaTtb kHonky [Co3paTthb].

B pesynbtaTte 6yaeTt co3gaH BHYTPEHHUI KaapoBbl AOKYMEHT B cTatyce YepHosuk (PucyHok 27).

50



Pykoeoocmeo nonvzoeamens Buympennue kaopoevie 00KymeHnmuwl

—_ “ o : - e ” i
= @ 41 BHYTpPeHHWA KagpoBbii OOKYMeHT: CnyxebHas 3anucka N2 He npuceoeHo oT 20.... [ @ 1032 2 HanewnaTpomosa »
@ ATpHbYTBI aﬂ
ATDHEYTEI Cy q
aTyc: HepHosmk
Hata coznaHua: 20.04.2023 T¥e: P
4 F DedcTBHA
= Bup goKymenTa: CnywebHan sanucka
MapLupyt
norymerTa : | o R e e e e GMBRA B A0 BARGTE & AR GAHAR HanpaenTb Ha NoAnuCcaHue
McnonHuTens: & lpomosa Haaewaa MeTpoBHa HayanbHKWK oTAena Otaen o paboTe ¢ nepcoHanom P a
@ CocTaBuTenb: A pomoea Hageswas Netpoeka HauaneHuk otgena OTAen no paboTe ¢ nepeoHanom e
= _ B HanpaBuTh Ha COTNacoBaHue
HatiaxnMsne 3aronoBoK: CnywelHar sanncka
HanpaBuTh Ha yTEEPXEHME
m, CofepwanHue: (Het)
CosgaTo MEPONPUATHE 10 LOKYMEHTY
BromeHus Appecartbi: & Meanosa Mapus MeTpoeda UHxenep 1 kaTeropuy OTAEN aBTOMATUZNPOBAHHDIX CUCTEM M CHC
‘2, MoanucaH BHe CHCTEMbI: Het
Cana YTBepMAAIOWIHA: & BynaTos Wropo BunexHoewuY MeHepanoHbid AWpexTop PyKOBOACTEO
_': YTBepMEeH BHE CHCTEMbI: Het
YUBCTHUKI MpumMeyanne: (Het)
LOKYMEHTA
MeTnn
O
WecTopus
MedaTHoie
opme:
KOMMEHTE AN
o g
LUnTpoc

PucyHok 27 — KapTouka BHYTpPEeHHEro KaapoBoro JOKyMeHTa

KapTqua BHYTPEHHEro KagpoBoro JOKYMEHTa COAEPXKUT BKITAOKW:

AmQU6!mbI — COOEepPXUT OCHOBHbIE CBeAeHUA O OOKYMEHTEe.

Mapwpym OokymeHma — oTobpaxaeT MWHMOPMaLMIO O COrnacoBaHWM W NoANUCaHUM
AokyMeHTa. OnwucaHve paboTbl C BKNagKOW MpuBeAeHO B AOKyMeHTe «PykoBoacTBo
nonb3oBatens. Tom 2» (pa3gen I1.1.1. Bknagka «MapLupyT AOKyMeHTa»).

Omeembl — cOAepXUT OTBETHI, CO3A4aHHbIe NOonyvyaTensaMm BHyTPEHHEro KagpoBOro 4OKyMeHTa
(Bknagka oTobpaxaeTcsi ecnu co3gaH OTBET nonyyatenem AokymeHta). OnucaHue paboTbl
C BKNagkown npmeeaeHo B pasgene V.23 Co3gaHue otBeTa agpecaToMm.

OsHakomneHue — oTobpaxaeT MHgopmaumio 06 O3HaKOMNeHUM € AokymeHToM. OnucaHve
paboThbl C BKNagkow npuBeneHoO B AOKYMeHTe «PykOBOACTBO nonb3oBatens. Tom 2» (pasgen
[1.1.2. Bknagka «O3HakommneHuey).
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— BrnioxeHusi — cogepXXuT nepeyeHb BIIOXKEHUIA, NPUKPENSIEHHbIX K KAPTOYKe AaHHOro AOKYMEHTA.
OnucaHue paboTbl ¢ BKNagKon NpMBedeHo B AOKYMeHTe « PykoBOACTBO nonb3oBaTtens. Tom 2»
(pasgen 11.1.3. Bknagka «BrnioxeHusay).

— Cesd3u — coOepXuT nepeyeHb CBA3ENM C AOKYMeHTamMu Bcex TunoB. OnucaHue paboTbl C
BKIagKkon npuBedeHoO B AokymeHTe «PykoBogctBo nonb3oBatensa. Tom 2» (pasgen
[1.1.4. Bknagka «CBs3uny).

—  YyacmHuku QOKyMeHma — COLEPXMUT NnepeyeHb y4acTHUMKOB AoKymeHTa. OnucaHune paboTbl C
BKMagKkon npuBeoeHO B OOKyMeHTe «PykoBoAcTBO nonb3oBaTtens. Tom 2» (pasgen
[1.1.5. Bknagka «Y4acTHUKM OOKYMEHTa»).

— Memku - cogepXxuT nepedeHb METOK, MPUCBOEHHbIX AOKyMeHTy. OnucaHne paboTbl C
BKMagKkon npuBeoeHO B OOKyMeHTe «PykoBoAcTBO nonb3oBaTtens. Tom 2» (pasgen
[1.1.6. Bknagka «MeTku»).

— MHcmopussi — BKMagka npegHasHadyeHa Ans NpocMoTpa  UCTOpUMUM  OENCTBUA, KOTOpble
NPOMN3BOANIIN C KAPTOYKOM AOKyMeHTa. OnncaHue paboTbl C BKNALKON NPUBEAEHO B JOKYMEHTE
«PykoBogcTeo nonb3oartens. Tom 2» (pasgen 11.1.7. Bknagka «Mctopusy).

— [leyamHbie hopMbl — COOEPXKUT CChINKN Ha neYaTHble OPMBbI.

— KommeHmapuu — Bknagka npegHasHayeHa [ANA CO3[aHWs U MpocMoTpa KOMMEHTapues
K AOKymMeHTy. OnucaHve paboTbl C BKNagkon npuBefeHo B [JOKYMeHTe «PyKoBoACTBO
nonb3oBatens. Tom 2» (pasgen 11.1.8. Bknagka «KommeHTapumy).

MoopoGHoe onucaHve 3MNEMEHTOB W BKIAO4OK KapTOveK OOKYMEHTOB MPUBELEHO B AOKYMEHTE
«PykoBogctBo nonb3oBatens. Tom 2» (pasgen |l PaboTta ¢ KapToukon JOKyMeEHTa).

IV.2.Co3aaHue BHYTPEHHEro KaapoBOro 4OKYMEHTa Mo WabnoHy

[laHHOe aelicTBME BBIMOSHAET NOMb30BaTENb C OM3HEC-pPOoNnblo BHympeHHUl Kadpoabili OKyMeHm.
Cosdamenu.

B0o3MOXHOCTb CO3aaHMs YepHOBUKA AOKYMEHTA Ha OCHOBE LWabnoHa JOCTYNHa ecnn AaHHble
WabnoHbl 6bIM NpeaBapuUTEnbHO co3aaHbl B Cucrteme.

Cos3paHne BHYTPEHHEro KagpoBOro AOKYMeHTa Mo LwabrioHy BbINOMHAETCA MO aHanormmM ¢
OEeNncTBMAMMK, onncaHHbiMK B pasgene «ll Pabota ¢ wabnoHamn JOKyMeHTOB» dokymeHTa «K3OO B
4YacTn MexaHN3MoB paboTbl C AOKYMEHTaMM».

IV.3.Co3aaHue BHYTpPEeHHEro KaapoBoro 4OKyMeHTa NyTeM KOnupoBaHus

[laHHOe aelicTBME BBIMOSHAET NOfb30BaTENb C OM3HEC-poNnblo BHympeHHUl Kadpoabili OKyMeHM.
Cosdamenu.

,D,J'IFI CcOo34aHNA BHYTPEeHHEero Kagposoro JOKymMmeHTa nytemM KonmposaHuA H606XOLI,VIMOZ

1. OTKpbITb KAPTOUYKY BHYTPEHHErO KAAPOBOro 4OKYMEHTa (CM. PucyHok 27).

2. Ha naHenu gononHUTENbHbIX AEUCTBUN HaXaTb KHOMKY .

KHonka [OOCTYyNHa TOJ1bKO B Cliy4Yae, eCJ1n y nofib3oBaTerid eCTb NnpaBa Ha co3faHne JOKYMEHTOB
OaHHOro TMna, a Takke, ecnun and gaHHOro tmna OKyMeHTOB OOCTYNHO Co3aaHne KapTO4Kn
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OOKyMeHTa KonnpoBaHUEM.

B pesynbTate OTKpoeTcss dopmMa co3gaHus OOKYMEHTA, HEKOoTopble Mnonsi KoTtopow ©OyayT
3anornHeHbl 3Ha4YeHNAMU Nosiern KoNMpyemMoro AoKyMeHTa.

IV.4.PepakTnpoBaHue KapToO4YKku BHYTPEHHEro KagpoBoro AOKyMeHTa

[aHHoe aeicTBMe BbINOMHAET MHULMATOP BHYTPEHHEro KapoBoro JOKYMEHTA.

,D,J'Iﬂ penaktmpoBaHUA KapTO4YkM BHYTPEHHEro KaapoBoro 4OKyMeHTa HeO6XOD,I/IMO:

1.

3.
4.

OTKpbITb KAPTOYKY BHYTPEHHETO KagpoBOro AokymeHTa (cM. PucyHok 27).

KapToyka BHYTpPeHHEro kagpoBOro JOKYMEHTa JOJKHA HaxoauTbesl B ctaTtyce YepHosuk nnn Ha
Oopabomke.

Ha naHenn pononHuTenbHbIX OENCTBUM  HaXaTb  KHOMKY ﬂ OTkpoeTtcss  dopma
pefakTMpoBaHus.

BHecTn Tpe6yeMb|e N3MEHEHNA.

HaxaTb kHonky [CoxpaHuThb].

Ha Bpemsi pefakTMpoBaHusi kapToyka OokyMeHTa OyaeT 3abnokupoBaHa OT pefakTUpOBaHWSA
APYruMuy nonb3oBaTensimu.

IV.5.NMoanncaHne BHYyTpeHHEro KaapoBoro 4OKyMeHTa BHe CUCTEMbI

Ecnu npu cosgaHum wnn  peaakTUpPOBaHUM KapTOYKM BHYTPEHHEro KagpoOBOro AOKYMeHTa
yCTaHOBreH npu3Hak lMlodnucaH eHe cucmembi (cM. Tabnuua 10), gokymeHT OyaeT nepeBedeH B
ctatyc [lodnucaH.

NHWLmaTopy BHYTPEHHErO KaApOBOro LOKYMeHTa He0b6X0AMMO NPUHATL peLleHne No LOKYMEHTY:

HanpaButb Ha yTBEpXXaeHWe (eCnv yKa3aH yTBEpKAaloLWNIA B KAPTOYKe JOKYMEHTA);
Hanpaeutb agpecaTtam (ecnv ykasaHbl agpecaTthbl B KapTOYKe JOKYMEHTa);
Hanpaeutb Ha 03HaKOMMeHue;

YTBEPAUTL BHE CUCTEMbI;

3aBepLmnTb pabory.

IV.6.YTBepxxaeHue BHYTPEeHHEro KaapoBoro 4OKyMeHTa BHe CUCTEMbI

Ecnu npu cosgaHum wnn peaakTUpPOBaHUM KapTOYKM BHYTPEHHEro KagpoBOro AOKYMeHTa
YyCTaHOBIEH Npu3HaK YmeepxodeH eHe cucmembl (cM. Tabnuua 10), gokymeHT OyaeT nepeBedeH B
cTtatyc YmeepxOeH.
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NHWLmaTopy BHYTPEHHETO KaApOBOro LOKYMeHTa He0b6X0AMMO NPUHATL peLleHne No LOKYMEHTY:
— HanpaBuTb agpecatam (ecnu ykasaHbl agpecatbl B KapTOYKe JOKYMEHTA);
— HanpaBuTb Ha 03HaKOMIEHUE;

— 3aBepwuTb paboTy.

IV.7.HanpaBneHue BHYTpeHHeEro KagpoBOro AOKYMeHTa Ha corfiacoBaHue

ﬂaHHoe /:l,eI7ICTBI/Ie BbINONMHAET MHUUMATOP BHYTPEHHEro KagpoBoro OKyMeHTa.
KapTqua BHYTPEHHEro KagpoBoro 4OKyMeHTa AO0JKHa HaxoanTbCA B cTaTyce qepHOSUK, Ha
Oopabomike.
HanpasneHne BHYTPEHHEro KaapoBOro JOKYMEHTa Ha corflacoBaHue BbINOMHAETCA No aHanorum ¢
AencTBMAMM, onucaHHbiMM B pasgene «V.3. OTnpaBka [OKyMEHTa Ha MNEpBUMYHOE COrfiacoBaHMe»
OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».

IV.8.NMpuHyanTenboHoe cornacoBaHue BHYTPEHHEro KagpoBoOro AOKYMeHTa

[aHHoe gencTBue BbINONHAET MHNUMATOP BHYTPEHHEro KaapoBoro AOKyMeHTa.
KapTqua BHYTPEHHEro KagpoBoro 4OKyMeHTa AO0JKHa HaxoanTbCA B cTaTyce Ha coenacosaHuu.

MNpuHyanTensHoe cornacoBaHve BHYTPEHHEro KagpoBoro JOKyMeHTa BbINOMHAETCS No aHanornm ¢
AeNCTBUSAMM, onucaHHbIMK B pasgene «V.6. MNpuHyauTenbHoe corracoBaHne OOKYMeHTa» [LOKyMeHTa
«PykoBoacTBo nons3osarens. Tom 3».

IV.9.013bIB BHYTPEHHEro KafgpoBOro JIOKyMeHTa C corfacoBaHus

[aHHoe gencTBue BbINONHAET MHNUMATOP BHYTPEHHEro KaapoBOoro AOKyMeHTa.
KapTqua BHYTPEHHEro KagpoBoro 4OKyMeHTa AO0JKHa HaxoanTbCA B cTaTyce Ha coenacosaHuu.

OT3blB BHYTPEHHEro KagpoBOro [OKyMEHTa C COrfacoBaHUSA BbINOMHAETCA MO aHanorum ¢
AeNCTBUAMM, onucaHHbiMM B pasgerne «V.4. OT3biB [JOKyMEHTa C COrfacoBaHusi» [OKyMeHTa
«PykoBopacTeo nons3osarens. Tom 3».

IV.10. Bo3BpaT BHYTpeHHero KagpoBoro AOoKyMeHTa Ha 4opaboTKy

[aHHoe gencTBue BbINONHAET MHNUMATOP BHYTPEHHEro KaapoBoro AOKyMeHTa.
KapTqua BHYTPEHHEro KagpoBoro 4OKyMeHTa AO0JKHa HaxoanTbCA B cTaTyce CoenacosaH.

OT3bIB BHYTPEHHEro KagpOBOro AOKYMEHTa Ha AopaboTKy BbIMNOSIHAETCA MO aHanormm ¢
OencTBMaAMM, onncaHHbiMM B pasgene «VI. BosspaT pokymeHTa Ha gopaboTKy» [AOKYMEHTa
«PykoBopacTBo nons3osarens. Tom 3».
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IV.11. CornacoBaHue BHYTPEHHEro KagpoBoro AOKyMeHTa

[aHHoe gencTaue BbINOMHAET COrnacyoLwmi.
KapTouka BHYTpEeHHEro kagpoBoro AOKyMEHTa AOIMKHA HaxoauTbCsl B cTaTyce Ha coanacogaHuu.

CornacoBaHne BHYTPEHHEro KagpoOBOro AOKYMEHTa BbINOSIHAETCS MO aHanorum ¢ OEevNCTBUAMM,
onucaHHbiMM B pasgene «V.7. BbinonHenne 3agaum «CornacoBatb» AOKyMeHTa «PykoBoacTBO
nonb3oBartens. Tom 3».

Ecnu cornacosaHve 3aBeplueHo co cTatycoMm CoenacosaHo ¢ 3ameyaHusmu vwnn CoanacosaHo,
KapToyka BHYTPEHHEro kaapoBoro AokymeHTa OyaeT nepeBedeHa B ctatyc CoesracosaH. MHuumaTopy
BHYTPEHHEro KagpoBOro AOKyMeHTa HEOGXOAMMO NPUHATL PELLEHME MO OOKYMEHTY:

— BepHyTb Ha gopaboTky;

— HanpaBuTb Ha nognucaHwe;

— HanpaBuTb Ha yTBepxaeHve (ecnu ykasaH yTBepXXAatoLLMii B KapTOYKe JOKYMEHTA);
— HanpaBuTb Ha 03HaKOMIEHUE;

— HanpaBuTb agpecatam (ecnu ykasaHbl agpecaTtbl B KApTOYKe JOKYMEHTA);

— TopnucaTb BHE CUCTEMBI;

— YTBEpauTb BHE CUCTEMBbI;

— 3aBepwuTb paboTy.

Ecnn cornacoBaHve 3aBeplueHO co ctatycoM OMmK/IOHEHO, KapTovka BHYTPEHHEro KagpoBOro
AOKyMeHTa OyaeT nepeBegeHa B crtatyc Ha dopabomke. VHuumMaTopy BHYTPEHHEro KagpoBOro
AOKYyMeHTa HeOBX0AMMO MPUHSATL PELUEHNE MO JOKYMEHTY:

— HanpaBuTb Ha cornacosaHue;
— HanpasuTb Ha nognucaHue;
— HanpaBuTb Ha yTBepXaeHue;
— [NoanucaTb BHE CUCTEMBI;

— YTBEpauTb BHE CUCTEMbI;

— AHHYNMpoBaTb JOKYMEHT.

B oboux craTycax WCMOMHUTEMN BHYTPEHHEro KaapoBOro [OKYMEHTa [OCTYNHO [AeilcTBue
«Moanucatb 1 HanpaBuTb» (ECNY ykasaHbl agpecaTbl UNW YTBEPXKAaLWMiA B KAPTOYKe AOKYMEHTA).
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IV.12. HanpaBneHue BHyTpeHHEro KagpoBoro AOKyMeHTa Ha
nopgnucaHue

[aHHoe genicTBME BBINOMHAET MHMLMATOP BHYTPEHHErO KagpOBOro AOKYMEHTA.
KapTouyka BHyTpeHHero kagpoBoro AoOKyMeHTa A0S/MKHa HaxoauTbes B ctatyce YepHosuk, Ha
Oopabomke, CoaracosaH.

HanpasneHne BHYTPEHHEro KagpoBOro AOKYMEHTa Ha MoAnMcaHue BbIMNOMHAETCA No aHanornm c
OenctemamMu, onmncaHHbiMn B pasgene «VILL.4.3. OTtnpaBka [OKyMeHTa Ha nepBUYHOE MNOAMMCaHUE»
OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».

IV.13. OT3bIB BHYTPEHHEro KaapoBOro AOKyMeHTa ¢ noanucaHus

[aHHoe fencTBMe BbINOMHSAET UHULMATOP BHYTPEHHETO KaapoBOro JOKYMEHTa.
KapTouka BHyTpeHHEro kaJpoBoro AOKyMeHTa AOIkHa HaxoanTbes B cTaTyce Ha nodnucaHuu.

OT3blB BHYTPEHHEro KagpoOBOro AOKYMEHTa C noanucaHusi BbINOMHAETCS MO  aHanormm ¢
OencTBmaAMM, onucaHHbiMn B pasgene «VIl4.4 OT3biB OOKYMEHTa C nognucaHus» OOKYMeHTa
«PykoBogcTBo nonb3osatens. Tom 3».

IV.14. NoanncaHne BHyTpeHHeEro KaapoBoro AoKymMeHTa BHe Cucrembl

[aHHoe peicTBME BbINOMHAET MHMLMATOP BHYTPEHHETO KA4POBOro AOKYMEHTA.
KapTouka BHyTpeHHEro KagpoBoro JoKyMeHTa A0MKHa HaxoauTbest B ctatyce CoenacoeaH, Ha
dopabomke.

lMoanncaHne BHYTPEHHEro KagpoBOro AOKymMeHTa BHe CuUCTeMbl BbIMNOMHAETCA MO aHanorum ¢
OencTBuaAMK, onucaHHbiMu B pasgene «VIl.4.2 BoinonHeHne pencteus «llognucatb BHE CUCTEMBbI»
AOKyMeHTa «PykoBOACTBO nonb3osatens. Tom 3».

Mocne nognucaHns BHYTPEHHUIA KaapOoBbIN JOKYMEHT ByaeT nepeBeneH B ctatyc TodnucaH.

IV.15. NoanuncaHne BHyTpeHHEro KaapoBOro AOKYMeHTa, He

Tpebyrowero I

[aHHoe OencTBMe BbINOMHAET NOAMUCAHT.
KapTouka BHyTpeHHEro kaJpoBoro AOKyMeHTa AOIkHa HaxoanTbes B cTaTyce Ha nodnucaHuu.

MoanncaHme BHYTPEHHEro KagpoBoro JOKyMeHTa, He Tpebytowero Ol1, BEINOMHAETCS N0 aHanorum
C AenctBuaMM, onncaHHbiMu B pasgene «VI.4.6.3 BbinonHeHne 3agaun «lMognucatb OOKYMEHT» Ang
AOKyMeHTa, He Tpebytowiero OlM» gokymeHTa «PykoBoacTBo nonb3oBatens. Tom 3».

MNMocne nognucaHusi BHyTPEeHHWI kKaapoBblii 4OKYMEHT 6yaeT nepeBefeH B cTatyc [TodnucaH.

Ecnu BHYTPEHHUI KagpoBbld LOKYMEHT OTKMOHEH C NOAMuUCaHus, OOKYMEHT nepenjeT B cTaTyc
Ha dopabomke.
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IV.16. NoanuncaHne BHyTpeHHeEro KaapoBoro AOKyMeHTa, Tpebyrowero
Al

[laHHOe pencTBme BbINOMHAET NOAMNUCAHT.
KapTouka BHYTpEeHHEro kagpoBOro AOKyMEHTa O0JKHA HaxoauTbes B cTaTyce Ha nodnucaHuu.
Tpe6OBaH|/|e nognncaHumsa an HacTpanBaeTCA B CripaBO4YHUKE «BI/I,EI,I:I KagpoBbIX JOKYMEHTOBY.
MognucaHne BHYTPEHHEro KagpoBOro AoKyMeHTa, Tpebytowero M, BbINONHAETCA N0 aHanorum ¢
aenctemamMu, onucaHHeiMn B pasgene «VI.4.6.1 BoinonHeHne 3agaun «llognucatb OOKYMEHT» ANis
OoKymeHTa, Tpebytowwero Al» gokymeHTa «PykoBogcTBo nonb3osatens. Tom 3».

Mocne noanucaHus BHYTPEHHWUIA KaapOBbIN AOKYMEHT ByaeT nepeBeneH B ctatyc [TodnucaH.

Ecnu BHYTpeHHUN KagpoBbI LOKYMEHT OTKIOHEH C MOAMMCaHus, AOKYMEHT nepenaeTt B cTaTyc
Ha dopabomke.

IV.17. NMoanucaHue n HanpaBrieHUe BHYTPEHHEro KagpoBOro AOKYMEeHTa

[aHHoe gelnicTBME BbINOMHAET MHMLMATOP BHYTPEHHErO KagpOBOro AOKYMEHTA.
KapTouyka BHyTpeHHero kagpoBoro AOKyMeHTa A0S/hKHa HaxoauTbes B ctatyce YepHosuk, Ha
dopabomke, CoanacosaH.

B kapTouyke BHYTPEHHEero kagpoBoro A0KYMEeHTa AOIMKHbI OblTh 3anofIHEHbI NONs Ymeepxoarow,ul
n/vnn Adpecamei.
MoanucaHne n HanpaBneHue BHYTPEHHEro KagpoBOro AOKYMEHTa BbIMOSHAETCA MO aHanorum c
aenctemamMu, onucaHHeiMn B pasgene «VIL.3. lMognucaHne un oTnpaBka AOKYMEHTa» OOKYMEHTa
«PykoBopacTeo nons3osarens. Tom 3».

Ecnu B KapTouyke BHYTPEHHEro KaapoBOro AOKyMeHTa 3arnonHeHo none Adpecambl U He
3anonHeHo none Ymeepxaoarowjuli, kKapTouka AOKyMeHTa BGyaeT nepesefeHa B ctaTyc HarnpasereH.

Ecnn B kapTouyke BHYTPEHHEro KaapoBOro [AOKyMeHTa 3arofiHeHo none Ymeepikdarowudl,
KapTouka AoKyMeHTa ByaeT nepeBefeHa B cTaTyc Ha ymeepxoeHuu.

IV.18. HanpaBneHue BHYTpeHHero KagpoBoro AOKyMeHTa Ha
yTBepXxaeHuve

[aHHoe foencTBMe BbINOMHSAET UHULMATOP BHYTPEHHETO KagpoBOro JOKYMEHTa.
KapTouyka BHyTpeHHero kagpoBoro AOKyMeHTa A0S/MKHa HaxoauTbes B ctatyce YepHosuk, Ha
dopabomke, CoanacosaH, lodnucaH.
HanpasneHne BHYTpeHHEro KagpoBOro JOKYMEHTA Ha YTBEPXAEHUE BbINOSTHAETCA N0 aHanormm ¢
AencTemamMu, onucaHHeiMu B pasgene «VIIL.3. OTnpaBka OOKyMEHTa Ha NepBUYHOE YTBEPXKOEHMEX
AOKyMeHTa «PykoBOACTBO nonb3osatens. Tom 3».
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IV.19. OT3bIB BHYTPEHHEro KafapoBOro AOKyMeHTa C YyTBepXXAeHUs

[aHHoe foencTBMe BbINOMHSAET UHULMATOP BHYTPEHHETO KagpoBOro JOKYMEHTa.
KapTouka BHyTpeHHEro kaJpoBoro AOKyMeHTa AOMkHa HaxoamTbesl B cTaTyce Ha ymeepxOeHuu.

OT3bIB BHYTPEHHEro KagpoBOro [AOKYMEHTa C YTBEPXKAEHMS BbINOMHAETCA MO aHanormm c¢
AencTBuMAMM, onucaHHbiMn B pasgene «VIllL.4. OT3biB AOKYMEHTa C YTBEPXAEHMS» [OOKYMEHTa
«PykoBogcTBo nonb3osatens. Tom 3».

IV.20. YTBepxaeHue BHYTPEHHEro KaapoBoro AoKyMmeHTa BHe Cuctembl
no AeUCcTBUIO

[aHHoe geicTBME BbINOMHAET MHMLMATOP BHYTPEHHETO KA4POBOro AOKYMEHTA.
KapToyka BHYTpPEHHEro kapOBOro OKYMEHTA JOSKHA HaxoauTbes B ctatyce CoenlacosaH,
lodnucaH, Ha dopabomke

YTBEpXXAEHME BHYTPEHHEro KagpoBOro AOKyMeHTa BHe CMCTEMbl BbIMOMHAETCA MO aHanormm c
OencTBMaAMK, onucaHHbiMM B pasgene «VII.2. BbinonHeHne pencrema «YTBEPAUTb BHE CUCTEMbIY»
OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».

Mocne yTBepXXAeHUs BHYTPEHHUI KaApOBbI JOKYMEHT OyAeT NepeBefieH B cTaTyc YmeepKOeH.

IvV.21. YTBepXXaeHue BHYTPEHHEro KagpoBoro AOKyMeHTa

[aHHoe gencTBue BbINONHAET yTBEPXKOAOLWUA.
KapTouka BHYTpEHHEro kagpoBOro AOKyMEHTa A0JPKHA HaxoauTbCs B cTaTyce Ha ymeepxOeHuu.

YTBepxaeHne BHYTPEHHEro KaapoBOro AOKYMEHTa BbIMOMHAETCA MO aHanorun ¢ AencTBuaAmMuU,
onucaHHbiMn B pasgene «VII.6. BoinonHeHne 3agaun  «YTBepOauMTb  LOOKYMEHT»  OOKYMEHTa
«PykoBogcTBo nonb3osatens. Tom 3».

Mocne yTBepXXAeHUs BHYTPEHHUI KaApoBbI JOKYMEHT OyAeT NepeBefieH B CcTaTyC YmeepKOeH.

Ecnu BHYTpeHHMI KaopOBbIN LOKYMEHT OTKIMOHEH C YTBEPXAEHWS, AOKYMEHT nepenaeTt B cTaTyc
Ha dopabomke.

IV.22. OTnpaBKa BHYTpeHHEro KaapoBoOro AOKyMeHTa agpecaram

[aHHoe gencTBue BbINONHAET MHNUMATOP BHYTPEHHEro KaapoBoro AOKyMeHTa.

[ns oTnpaBKku BHYTPEHHEro KagpoBOro AOKyMeHTa agpecaTtam HeobXoaMmo:
1. OTKPbITb KAPTOYKY BHYTPEHHETO KaflpOBOro AOKYMeHTa (CM. PUCyHOK 27).

KapTouka BHyTpeHHEro kagpoBoro JOKyMeHTa AOMKHA HaxoauTbes B cTatyce YepHosuk (none
Ymeepxodarowuti He 3anonHeHo), CoenacosaH (none Ymeepxxdarow,uli He 3anonHeHo), lTodnucaH
(none Ymeepixdarow,uli He 3anonHeHo), YmeepxoeH.
2. Ha dyHkumMoHanbHOM naHenu, B cekuun [Meticmeusi, BbiGpaTb Aenctene «HanpasuTb
agpecatam» (PucyHok 28).

58



Pykoeoocmeo nonvzoeamens

Buympennue kaopogsie 00KymeHmul

1]

&

ATpHBYTBI

<4

MapwpyT
[OKYMEHTS

@

DzHaKOMNSHKE

&

BromeHnA

5

CaAzu

ATpubyTbI

JDaTa co3paHuR:

Buj AOKYMeHTa:
Hcnonuutens:
CocTaBuTens:
3aronoBok:
Copepmanne:
Anpecarbi:

MoAMMcaH BHe CHETEMbI:

YTEEPMAIIOLWA:

@ T BHYTpeHHWW KagpoBblil AOKYMEHT: Cny»xe6Haa 3anucka N2 00013/23 o1 20.04.2...

20.04.2023

CrywedHas sanucka

=~ lpomosa Hagexaa Metposxa Hauanouwk otgena Ovgen no paboTe © nepcoHanom
& pomosa Hagewpaa MNetposxa Hauanpunk oTaena OTgen no paboTe © nepcodanom
CnyxebHan 3anucka

(HeT)

A Weatiosa MapuA MNeTpoBHa MHMerep 1 Kateropuy OTAEN SETOMATHSUDOBAHHDIX CUTTEM ...

Het

A EynaTos Mrops BuieHoBWY TEHepansHEId AMpexTop PYKoBOACTED

1 YTBepMAeH BHE CHCTEMbI: Her
NumerHnc Mpumesanme: (Het)
OOKYMEHTA

I8 A 1032 2 Hanewaa lpomosa v

3 Ooon
Craryc: YTeepsaeH
fata yTeepwaeHna: 20.04.2023

OeicTenA

Hanpasuts agpecatam

CO3AaTs MEPOTIPUATHUE M0 JOKYMEHTY
HanpasuTs Ha 03HaKoMIEHNE
MOATEEPAMTL D3HAKOMITEHME BHE CHOTE...

3a8eplWnTE pabioty

PucyHok 28 — [lenctBue «HanpaButb agpecatam»

3. B OTKpPbIBLUEMCA OKHE NnoATBepAnTb OTNpaBKy BHYTPEHHEro KagpoBoro JOKyMeHTa agpecatam,

HaxaBs kHorky [OK] (PucyHok 29).

aapecaram

BeinonHeHwe gencTeMA

MogTEEpOUTE BRINONHEHWE ANA 3TOMD JOKYMEHTS OSACTEMA "HanpaBuTh

n OTMeHa

PucyHok 29 — lNoaTBepxaeHMe oTnpaBku AOKYMEHTa agpecaTtam

B pesynbTaTe BHYTPEHHWA KagpOBbLIM [OOKYyMEHT OydeT oTnpasneH agpecatam. [okyMeHT
nepengeT B ctaTyc HarpaereH.
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IV.23. Co3paHue oTBeTa agpecaTtom

[aHHoe feincTBre BLINMOMHSIET NosyvaTernb BHYTPEHHEro KagpoBOro 4OKYMEHTa.

[nsa co3gaHuna oTBeTa agpecary Heobxoaumo:

1. OTKPbITb KAPTOYKY BHYTPEHHETO KalpOBOro AOKYMeHTa (CM. PUCyHOK 27).

KapTqua BHYTPEHHEro KagpoBoro JOKyMeHTa AO0JKHa HaxoanTbCA B cTaTyce HanpaeneH.

2. Ha dyHKkunoHanbHOM naHenn, B cekumn [Jelicmeus, BblOpaTb gencrteme «OTBETUTLY

(PucyHok 30).
= @ T BHyTpeHHWA KagpoBbii JOKYMEHT: CnyxebHana sanucka N2 00013/23 o1 20.04.2023 5 @ 88 I Mapus Meanosa v

@ ATpubyThbi

ATpHEYTEI
CraTyc: Hanpaenex
[ata coafaHua: 20.04.2023 ¥ P
0 HAara yreepncaenna: 20.04 2023

= Bua AoKyMeHTa: CnyxebHan zanicka
MaplpyT DelicTann
ATYMETS Henonuurens: = pomosa Hagewaa Metpoada HayanoHvk otaena Otaen no paboTe ¢ nepcoHanom

I OTBETUTE
@ CocTaBuTens: & TpomoBa Hapewas MeTpoesa HauanoHuk oTaena OTaen no padoTe ¢ NepcoHanom
3apeplnTL paboty
Osaromnesie 3aronoBok: Cnysebran 2anucka = ~
: HanpasuTs Ha o3HakomneHue

m Copepmanne: (HeT) MOATEEpANTE O3HAKOMASHUE BHE CHCTE.
Bromenua AppecaTsl: & WsaHoBa MapuA MeTposHa MexeHep 1 KaTeropun OTOEN BETOMATUINDOBAHHEIX CUCTEM .

&? MoanKcaH BHe CHCTEMbI: Het

Canan YTBepMAaIOLLIMA; aros Mrops Bunenosuy MesepantbHeii AvpexTop PykosoacTeo

YTBepMaeH BHe CHCTEMbI: Het

YUACTHUKK Mpumeyanne; (Her)
AOKYMEHTE

PucyHok 30 — [lencTtBue «OTBETUTLY»

3. B oTkpbiBWEMCS OKHe BblGpaTh BapuaHT oTBeTa (PucyHok 31):

MpuHATL kK cBeaeHWIo — Ha BKknaake Omeemsl 6yaeT 3admkcMpoBaHo pelueHne «MpuHATo
K CBEAEHUIO».

OTBETHbLIN JOKYMEHT — HaXaTb KHOMKY N B OTKPbIBLUEMCHA OKHE CO3[aTb OTBETHbIN
BHYTPEHHWUI KagpOBbIN AOKYMEHT MO aHanormm ¢ 4eNCTBUAMU, ONUCAHHBIMK B NyHKTax 3-
6 pasgena V.1 CosgaHve BHYTpPeHHero kagpoBoro AokymeHta u3 APM. O6pabotka
OTBETHOIO BHYTPEHHEr0 KagpOBOro [JOKYMEHTa aHarnormyHa obpaboTtke o06blMHOro
BHYTPEHHEro KagpoBOro AOKYMeHTa W onucaHa B pasgene |V BHyTpeHHMe kagposble
OOKYMeHTbI. Mocne Toro, kKak OTBETHbIN BHYTPEHHUI KaapOBbIN AOKYMEHT CMEHUT CTaTyC
Ha nobon, OTNMYHbIM OT YepHOoBUK, B WUCXOOHOM KagpoOBOM [OKYMEHTE Ha BKnagke
Omeemebi 6yneT ykasaHa CChifika Ha OTBETHbINA AOKYMEHT.
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- KpaTKVII7I OTBET — BBECTU KpaTKVII7I OTBET C KraBuaTtypbl 1 Npu HeOGXO,EI,VIMOCTVI ,EI,OGGBI/ITb
BroxeHue. Ha Bknagke Omeemebi 6y,u,eT YKa3aHa CCblJika O5d npoCcMOTpa KpaTKoro
oTBeTa 1 [oOaBNEHHOrO BrIOXEHUS.

OTBEeTUTE

) TIpWHATD K CBEAEHWD
) OTBeTHBIRA DOKYMEHT

) KpaTxwi oTeET

PucyHok 31 — Bbi6op BapuaHTa oTBeTa

4. HaxaTb kHonky [OK].

B pesynbTate agpecatom BHYyTpEHHEro KagpoBoro AokymMeHTa bydeT cospaH oteeT. Ha Bknagke
Omeemabi oTobpasntca PUNO coTpyaHMKa, co3aaBLUEro OTBET, AaTa CO3faHusA OTBETa U BapuaHT oTeeTa
(PucyHok 32).

= @ 4 BHYTPeHHWA KaApOBbiil AOKYMEHT: CnyxebHas 3anuncka N2 00013/23 ot 20.04.2023 I A8 2 MapusUeanosa v
@ OTBeThI E
ATPUEYTEI Crarye: Hanpaenex
Homep Dars Oreer fata yTeepwaedna: 20.04 2023
174 ]
=1 1 = Meanoea M.MN 20.04.2023 MNpHHATD K CBESEHUID AedcTenA
Mapuipyt
nokymERTa OTEETUTB
| 1 > dnemertos: 1
Q 3asepluuTh paboty
Graet HanpaenTh Ha 03HaKOMNEHWe
MOATEEpPANTD OIHEKOMNEHWE BHE CHOTE
Danakomnetue
BriowesnA

PucyHok 32 — Co3pgaHHbIN OTBET nony4yartenemM AOKyMeHTa
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IV.24. 3aBepLueHue paboTbl C BHYTPEHHUM KaapOBbIM AOKYMEHTOM
agpecatamu
,D,aHHoe ,El,eIZCTBI/Ie BbINONMHAET nony4vaTtesib BHYyTPpeHHEero KagpoBoro OKyMeHTa.

[nsa 3aBepLueHnst paboTbl C BHYTPEHHUM KaJpOBbIM JOKYMEHTOM agpecaToM Heo6XxoaAnMo:

1. OTKpbITb KAPTOYKY BHYTPEHHErO KAAPOBOro 4OKYMEHTa (CM. PucyHok 27).

KapTouka BHyTpEHHEro KagpoBOro AOKyMeHTa AOJKHA HaxoauUTbCs B cTaTyce HarpassieH.

2. Ha dyHKumoHanbHoM naHenu, B cekummn feticmeusi, Bbibpatb gencrene «3aBepuntb paboTy»

(PvicyHok 33).

—_— T BHyTDEHHW:‘l Ka,ﬂ.pOBbm AOKYMEHT: Cﬂy}{(ﬁéHaﬂ 3anucka N2 00013/23 o1 20.04.2023 g 4 83 o Mapua MeaHoBa v
g e @ o]+ ]=
ATPHBYTHI

Craryc: Hanpaene
OaTa co3ganun: 20.04.2023 y 2
0 AaTa yTeepwpaesna: 20.04.2023
= Bua pokymenTa: CnywelHan 3anucka

MaplpyT OeicTena

A WcnonHutens: & pomosa Hagewaa Metpoada HauanoHWk oTaena OTaen no paboTe ¢ Nnepcosanam
OTeeTHTH
@ CocTaBuTENk: & pomosa Hagempa MNetposda HavanoHwk oTaena CTaen no paboTe ¢ nepcodanom
3asepwnTh paboty
Osnaxomnenue 3aronoBok: Cnymxebran sanucka i _
HanpasuTs Ha 02HaKOMNEHKE
@ Copepmanne: (Her) MOATEEPANTE O3HAKOMIIEHUE BHE CUCTE.
Bromesua Appecatbl: = MeaHoea Mapua MeTpoeHa MHExeHep 1 KaTeropuu OTLen aeTOMaTHIMPOBSHHBIX CUCTEM ..
12’ MoAnMcaH BHE CHETEMBI: Het
Cansn YTEEPMAaHOLLMIA: = Bynatos Wrops Bunedoewny MexdepanbHbld aupexkTop PykosogcTeo
YTeepMAeH BHe CUCTEMbI: Het
T MpuMeyanme: (HeT)
OOKYMEHTA

PucyHok 33 — [lenctBue «3aBeplunTb paboTy»

3. B oTkpbiBlEMCA OkHe noaTBepAMTb 3aBeplueHne paboTbl C BHYTPEHHUM KagpoOBbIM
AOKYyMeHTOM, HaxaB kHornKy [OK] (PucyHok 34).

BeinonHeHWe gerdcTEMA

MoATEEpOUTE E8INDNHEHWE ASACTEMR “3a38epWNTE padaTy’

m S

PucyHok 34 — MNoaTBepxaeHMe 3aBepLUeHUs paboTbl C AOKYMEHTOM
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B pesynbTate paboTta agpecarta ¢ BHyTPeHHUM KaapoBbIM AOKYMeHTOM ByaeT 3aBeplieHa. ocne
3aBeplleHns paboTbl C AOKYMEHTOM BCEMW agpecaTtaMu, OOKYMEHT nepengeT B uHanbHbIA CTaTyc
Paboma 3asepuieHa.

IV.25. 3aBepLueHue paboTbl C BHYTPEHHUM KaapOBbIM AOKYMEHTOM

MHNLUMNATOPOM

[aHHoe aeicTBMe BbINOMHAET MHULMATOP BHYTPEHHEro KapoBoro AOKYMEHTA.

,D,J'IFI 3aBepLlieHunsa pa6OTbI C BHYTPEHHUM KaapoBbliM JOKYMEHTOM NHULNATOPOM HeO6XOD,I/IMOZ

1. OTKpbITb KAPTOYKY BHYTPEHHErO KAAPOBOro 4OKYMEHTa (CM. PucyHok 27).

KapToyka BHYTpPEHHEro kaapoBOro OKYMEHTa JOJKHA HaxoauTbes B ctatyce CoenacosaH,
lNodnucaH, YmeepxOoeH.

2. Ha dyHKumnoHanbHom naHenu, B cekumu fJeticmeusi, Bbibpatb gencTBne «3aBepuntb paboTy»
(cm. PucyHok 33).

3. B OTKpbiBLLEMCS OKHE nNOATBEPAUTb 3aBepluieHne paboTbl C BHYTPEHHWM KagpOBbIM
OOKYMEHTOM, HaxaB kHorky [OK] (cm. PucyHok 34).

B pesynbtate paboTta C BHYTPEHHUM KagpoBbIM [OKYMeHTOM OyaeT 3aBeplueHa. [JoKkymeHT
nepenget B puHanbHbIM ctatyc Paboma 3aseplueHa.

1IV.26. HanpaBneHue BHYTpeHHero KagpoBoro AOKyMeHTa Ha
O3HaKoMJieHue paboTHUKY

[aHHoe gencTBME BbINOSHAET MHMLMATOP BHYTPEHHENO KAgpPOBOro AOKYMEHTAa, KapTovka AOKYMEHTa
[OIMKHA HaxoauTbea B ctatyce CoenacoesaH, lodnucaH, YmeepxoeH.
[aHHoe geiicTBue BbINOMHSET NonyYaTerib BHYTPEHHEro KaApOBOro OKYMEHTA, KapToyka AOKYMEHTa
[oMmkHa HaxoauTbcs B cTaTtyce HanpasneH.
OTnpaBka BHYTPEHHEro KagpoBOro AOKYMEHTa Ha O3HaKOMMeHue pPabOoTHUKY BbIMOSIHAETCA MO
aHanormm c OencTeBusiMK, onucaHHbiMM B pasgene «X.1. OTnpaBka OOKYMEHTa Ha O3HAKOMMEHWEe»

AOKyMeHTa «PykoBOoACTBO nonb3osatens. Tom 3».

IV.27. O3HakoMneHue ¢ BHYTPEHHUM KafipOBbIM AJOKYMEHTOM

[laHHoe gencTeue BbINONHAET 0O3HaKaMIMBAIOLLNACS.

O3HakoMneHne ¢ BHYTPEHHMM KaapOBbIM LOKYMEHTOM BbINOSTHAETCS MO aHanormm ¢ 4ENCTBUSMN,
onucaHHbiMn B pasgene «X.7. BoinonHeHne genctensd «O3HAKOMUTLCS C AOKYMEHTOB» [OKYMEHTA
«PykoBopacTeo nons3osarerns. Tom 3».
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IV.28. O3HakoMneHue ¢ BHYTPEHHUM KaapOBbIM AOKYMEHTOM BHe
Cuctembl

[aHHoe geicTBME BbINOMHSAET MHMLMATOP BHYTPEHHEro KagpoBoro AOKYMEeHTa, KapTovka JOKyMeHTa
[OIMKHA HaxoauTbea B ctatyce CoenacoesaH, lodnucaH, YmeepxOeH.

,ElaHHoe /J,eI7ICTBI/Ie BbINONMHAET nony4vaTtesib BHYyTPpeHHEro KagpoBoro OKyMeHTa, KapTodka AOKYMEHTa

OOJKHa HaxoaAUTbCA B cTaTyce HanpaeneH.
O3HakoMneHne ¢ BHYTPEHHUM KagapoBbiM AOKYMEHTOM BHEe CUCTEMbI BbIMOMHAETCA NO aHanormm ¢
OencTBUAMN, onnucaHHbIMK B pasgenax «X.5. BeinonHeHne gencteunsa «lloarsepamTe O3HAKOMIIEHNE BHE
cuctembl» K «X.6. BbinonHenne penctBua «O3HaAKOMIIEHME BHE CUCTEMbI»

anst  BblbpaHHOro
COTpYyAHMKa» OOKYMeHTa « PykoBoACTBO norib3oBatend. Tom 3».

IV.29. AHHYNMpoBaHMne BHYTPEHHEro KagpoBoro AOKyMeHTa

[aHHoe aeicTBMe BbINOMHAET MHULMATOP BHYTPEHHEro KapoBoro JOKYMEeHTA.
KapTouka BHyTpeHHEero KagpoBoro JOKyMeHTa [I0MMKHa HaxoauTbes B ctaTyce Ha dopabomke.

AHHyJ'II/IpOBaHI/Ie BHYTPEHHEro KagpoBoro OOKYMEHTa BbINONIHAETCA Mo aHanornn c OENCTBUAMM,

onucaHHbIMWM B pasgene [1.25 AHHYNMpOBaHME  HOPMATMBHOIO  KaAgpOBOro  JOKyMEHTa.
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Pykoeoocmeo nonvzoeamens

Kusnennvte yukivl 0OKyMeHmMos

MpunoxeHue A. XKXusHeHHble LUKINbl AoKyMmeHTOB K93[O

A.1 XKXN3HEeHHbIN LUKN HOPMATUBHOIO KaapoOBOro AOKYMeHTa

YKN3HEHHbBIV LMK HOPMaTUBHOIO KagpoBOro AOKYMeHTa npeactaBneH Ha pucyHke (PucyHok 35).

Hen

3HaueHMe aTpnbyTa «YTBEPKAEH BHE CUCTEMbI»
pasHo true
wn
(3HaueHue aTpubyTa «YTBEpPKACHMEY
paBHO «/JOKYMEHTOM B CUCTEME/BHE CUCTEMbI» 1
aTpUBYT «YTBEPKAAIOLWMIA SOKYMEHT»

C03/1aTb HOPMATUBHBbIN KaZPOBbIA AOKYMEHT

Cosparb
Y

YpaneH

CTOM)

Ha

AHHYAMpPOBaH

O<~AHHynMpoaabe

npaBuTb Ha yTBEpXKAeHNE— — |

YepHoBUK

——Ypan mh—bo

Hanpasutb

T
HanpasuTb
Ha cornacosaHme

Ha cornacosaHue }

OTKNOHeHo/

le— —
Ha popaborke OT038BaTb C COrNacoBaHna

Ha cornacosaHuu

(CornacosaHo 1 (ABTOMaTUYECKaA MapiLpyTU3aLua
nocne cornacosaHua — false unu
(«YTBEPMKAEHMEY PABHO «[LOKYMEHTOM B CUCTEME/BHE CUCTEMbI» U
«YTBEPHKAAIOWMIA LOKYMEHT» HE 3aNOHEH))

(3HaveH

wn
COrnacoBaHo € 3aMeyaHuAMn CornacosaHo,
«YTBEpKAEHMEY PaBHO «PyKOBOAUTENEM B CUCTEMEY,
ABTOMATUYECKaA MapLIpyTM3auus
nocse cornacosaHua - true
BepHyTb Ha A0pPaboTKY- CornacoBaH
TKNOHUTL HanpasuTb Ha yTBepxaeHNe
v

—HanpasuTb Ha yTBepaeHne—»| Ha yTBEepKAeHUn

3HaueHwe aTpubyTa «

YT1BEpXAEH BHE CUCTEMbI»

pasHo true
wn
e aTpubyTa «YTBEpKAEHMEY

PaBHO «[lOKYMEHTOM B CUCTEME/BHE CUCTEMbI» U

aTpubyT

«YTBEPKAAIOLLMI LOKYMEHT?
He nycToi)

YTBepauThL

YTBEPANTL AOKYMEHTOM

YTeepxaeH

PucyHok 35 — X)KM3HeHHbIN LIMKIT HOPMAaTUBHOIO KaApPOBOro AOKYMEHTa
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Pykoeoocmeo nonvzoeamens Kusnennvte yukivl 0OKyMeHmMos

A.2 YXN3HeHHbIN LUKN OOIMKHOCTHON MHCTPYKLUMU

YKN3HEHHbIV LMK OOMKHOCTHOWN MHCTPYKL MK NpeacTaBneH Ha pucyHke (PucyHok 36).

Co3pate
YepHoBuKK
«YTBEpXAEH BHE
“ CUCTEMbBIN=
BbinonHeHo aeictene «Hanpasutb true
Ha cornacoBaHwve»

BbinosiHe Ho aeicTene

f—————
v «HanpasuTb Ha cornacosaHne»

Ha cornacosaHuv ——OTKn0oHeH0/OT038aTh C cornacosaHus—M  Ha gopabotke AHHyIMPOBa b—bo
AOKYMEHT
AHHyNMpoBaH
A
Bb"::;";:p:‘:ff :;BME («CornacosaHo»/CornacosaHo
TeepaeHien NPUHYAUTENBHO
Y M «ABTOMaTUYeCKan MapLpyTu3aums
noccne cornacosaHusa»=-false) NN «YTBEPAEH BHe
«CornacoBaHo C 3amMe4aHNAMU» BeimonHero aelicrane cnCTeMbIYtIue
«CornacoBaHo»/CornacosaHo Orossars ¢ yeepwaeHA «BepHyTb Ha AOpaboTKy»
NPUHYAUTEIbHO U
«ABTOMaTHYE CKas
MapLipyTusauma
nocne CornacoBaH

cornacosanus=true

BbinonHeHo aeiictene
| «YTBEPAUTb NPUKazoM»/
«YTBEPAUTb BHE CUCTEMBI»

BbinonHeHo aeiictene
«HanpasuTb Ha yTBEPXAEHME

A

BbinonHeHo AeicTene
Ha yTee piaeHun «YTBEPAUTbY -

YTBepxaeH
[

BbinosiHe Ho AeicTue « OTKNOHWUTbY

PucyHok 36 — X)KM3HEeHHbIN LMKI JOJMKHOCTHOM MHCTPYKLUUN
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Pykoeoocmeo nonvzoeamens Kusnennvte yukivl 0OKyMeHmMos

A.3 XXU3HEeHHbIN UMKN BHYTPEHHEro KagpoBOro AOKYMeHTa

YKN3HEHHbBIV LMKN BHYTPEHHErO Ka4poBOro 4OKYMEHTa npeactaBneH Ha pucyHke (PyucyHok 37).

Co3aTh BHYTPEHHMIA AOKYMEHT
YTBepX/IEHO BHE cucTembl pasHo false,
Moanm1caHo BHe CUCTEMbI PaBHO true
CoxpaHuTb
Ypanen ¥
O«—yganmb YepHoBuK
Hanpasuts
Ha cornacoanme HanpasuTs
) Ha yTBepKaeHne
’ namn
Ha cornacoanme Omnoreno/ Ha cornacosaHum Moanucars 1 HanpasmTb U
—] «YTBEPIKARIOWMIT HE MYCTOH»
YTBEpPHKAEHO BHE CUCTEMbI PaBHO true 0T03BaTb C COFACOBAHMA PRKA; Y
CornacosaHo
g Bepwmema AOPaGOTKY: CornacosaH
Ha nognucaxve f
O T Ha aopaborke HanpasuTb Ha nognucamue
HanpaenTb
Otknorieno/ Ha nognucanun f«—— —
0T03BaTL C NOANMUCAHMA Ha noafucanue
Moanmcars BHe cuctembl
MNoanucary BHe cuctembl Moanycaro
Noanucax
Hanpasuto ‘
P HanpaeuTb Ha yTeepxaeHne Hanpasuts
Ha yTBEpXAEHME Ha yTBepKAEHME
Ha YTBEPANTD BHE CUCTEMbI
OTKNoHeHo/ yr
0T038aTb yTBEPKACHNA
YTBepxAeHO Hanpasutb
Aapecatam
YTBEPANTD BHE CHCTEMBI
vr H
-YTBepanTH BHe CUCTEMb Hanpasute
anpecaram
HanpaewTb agpecatam
HanpasneH
«——HanpasuTb agpecatam
3asepwuTb paboty
3aBepLwuTb paboTy——| b paborty
Pabora 3dBepweHa
3asepwunTb paboty

PucyHok 37 — X)KM3HEeHHbIN LMK BHYTPEHHEro KagpoBoro AOKyMeHTa
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