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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

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

Ta6nuua 2. CornaweHusi no opopmMneHuno

AnemeHT OnucaHue Mpumep
KapTouka JoKkymeHTa, 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]

CKOOKM
Crartyc gokyMeHTa WpwndT Arial, kypcus Craryc 3apesucmpuposaH
Ccbinka, gencrame WpndT Arial, KaBbl4KM Ccbinka «OunctuTb BCe»
Bknagka WpndT Arial, KypcmB nogyepKHYTbIN Bknagka Ampubymei
HasBaHue knaBuLn LWpundT Arial, nonyxmpHbiin, anoctpodbl Knasuwa ‘Shift’
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II. APM «JIuyHbIN KAOUHET»

APM  «JlnyHbin  kabuHeT» npegHasHayeHo [ffd aBToMaTM3auum MNpoLEecCcoB  KagpOBOro
obecneyeHus.

APM «JInyHbIi kabuHeT» nos3sonset pabotaTb C AOKYMEHTaMM KagpoBOro Aeronpou3BOACTBA.
[ns obecneveHns npouecca paboTbl ¢ oTnyckamm B Cucteme npegycmoTpeHa paboTa co cnegylowmmm
TUNaMu SOKYMEHTOB:

— ['padhuk oTnyckos nogpasgeneHus;
— ['padhuk oTnyckoB opraHMsauunu.

OnuncaHune anemeHToB APM «JlnuHbin kabuHeT» npepctaesneHo B pasgene «V. Pabota ¢ APM»
AOKyMmeHTa «PykoBoACTBO nonb3osatens. Tom 1».

I.1. Paspgen «lnaHnpoBaHue OTNYCKOB»

PaboTHnkam opraHusaumMu AOCTYMHbI cnegylolme npeactasneHvs B pasgene NnaHuposaHue
otnyckoB (PucyHok 1):

— Moe nnaHupoBaHWE — COOEPKUT Haxogswmecs B npouecce (opMUpoBaHUS rpaduku
OTMNYCKOB nogpasgeneHuns, K KoTOpoMy OTHOCUTCS TEKYLLUI Nonb3oBaTesb;

— TnaHupoBaHue No nogpasfaeneHurd — COOEPXKUT Haxoasmecs B npouecce hopMnpoBaHus
rpacdomkM OTMYCKOB MoapasgerieHnidl, COCTaBMIEHHbIE TeKyLW MM Monb3oBaTenieM, a Takke
rpacbmkm nogpasgeneHunii, B KOTOPbIX TEKYLLMIA NONb30BaTeNb SABNSETCA PyKOBOAUTENEM;

— [naHupoBaHMe NO opraHM3auum — COAEPKUT OOCTYMHbIEe TEeKyWeMY Nosib3oBaTersito Fpa(bMKM
OTMYCKOB MO opraHn3aunn o UxX yTBepXxneHus;

— YTBepXAeHHble rpacdmku opraHusauumn — COAEPXKMUT LOCTYMHbIe TeKyLlemy Nnorib3oBaTento
yTBepXXAeHHble rpadhukun opraHmu3aLmn.

o - e e
= @ JIMYHbIiA KabuHeT IH &[4 2 Hapewpa fpomosa v
1 ’ 3 Mot nespoaine HCACTANC BLOpREMALS =
Coapams
3 Mnaxuposatve no
noapasaeneHnio ] lag Moapasgenstne ¥TEEpm Ao Dava yTeepraennn & Cramnyc DefcTann
b
B [ Mnakuposasue No opraduaadmg iR -
= 2024 OTgen no padioTe C NepCaHanoM Ha odoprnesin
Mnatmposarie
oTTYCKOE [ YTeeprasHHbIE rPadikkN
OpraHnsaLmMm
@ 1 nemeH Moxasmisars o 20
HopMmaTneHbie
BOKYMEHTBI
Mossop
nepcoxana
Kagpoesie
LOKYMERTEI

PucyHok 1 — Paspgen «lMnaHMpoBaHne oTNycKoB»
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lll. MnaHupoBaHMe OTNYCKOB NO noapas3faeneHuro

B Cucteme peanv3oBaHa BO3MOXHOCTb COCTaBMIEHUsI rpacdMKOB OTMYCKOB MO MOApa3feNeHusim,
Ha OCHOBaHWM KOTOPbIX B [AarnbHelwem OyaeT OopMUMPOBaTbCA CBOAHLIA Fpadouk OTNYCKOB MO
opraHusaumu.

Cxema XM3HEHHOro umkrna rpaduka OTMyCKOB NoAapasfeneHvs npeacraBneHa B MPUIOXEHUU
(A.1 2KnsHeHHbIM LUmKn rpadmka OTNyCKOB nogpasgaenenus).

lll.1.Co3aaHue rpacdmkoB OoTNYCKOB noapasaerneHus

[laHHOe felicTBMeE BbINOSHAET paboTHMK C PYKOBOASLLEN LOMMKHOCTLIO.

[ns cosgaHusa rpaduka oTnyckoB noapasgeneHns Heobxoanmo:
1. OTkpbITb JINYHBIA KabuHeT (PucyHok 2).

Onucanune paboTbl ¢ APM «JIn4HbIN KabMHET» NpMBEAEHO B AOKYMEHTE « PykOBOOCTBO
nonb3oBatend. Tom 1» (pasgen V. Pabota ¢ APM).

[ns nnaHnpoBaHus oTnyckoB B JIM4HOM KabuHeTe npedycMoTpeH pasgen MnaHmpoBaHue
OTMYCKOB.
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;
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Ha komaHgnposky
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O MpOBEAeHUN ATTECTALIMN NEpCoHana
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PucyHok 2 — APM «JIn4HbIN KaBuHeT»

2. HaxaTtb kHonky [Co3paTtb]:[padmk oTnyckoB noapasaeneHus].
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OTkpoeTtcs oopma Coszgatb padumk oTnyckoB nogpasgeneHus (PucyHok 3).

= @ Cosgarb patduk oTNycKoB NnogpasaeneHus I &8 & Powman Pomenckui v
Bromenna: Npovee
+ MepetawyTe Gaitn cloga Wan HaxkmuTe "+
Cran-obpaa
+ MepeTalyute hain cOAA HAN HBKMUTE +
lop: * 2024 @
Oprannsaumn: * oo ony
Moapazaaenenme: * a8 OTnyckHoe 1
| Be= yueta anoxesHocTH
PYKOBOAKTENE NOAPASAENEHUA: * 2 Pomexcknin Poman BedegukToamy HayanbHuk otaena Otnyce
Cpok npeaocTasneHna [}
caeleHmit: *
CocrasnTens: & Pometickii Poman Bereaukroeny Hayanbhvk otaena OtnyckHoe 1
| ¥reepsaes sre cucTema
Mpumesanne:

PucyHok 3 — ®opma «Cos3partb Mpadmk oTnyckoB nogpasgeneHnsa»

3. 3anonHuTb nons oTkpbiBwencs dopmbl. OnucaHne nonen dopmbl Cospartb [Mpadumk
OTNyCKOB nogpasgeneHus npmseaeHo B Tabnuue (Tabnuua 3).

Ta6nuua 3. OnucaHue nonewn copmbl «Cosnatb Mpadmk oTnyckoB nogpasaeneHnsa»

Mone OnucaHue Cnoco6 3anonHeHus
lNog ["og nnaHnpoBaHus OTMYCKOB BBecTn 3HayeHue C knasmnaTypbl
(o653aTenbHO K 3anonHeH10)
OpraHusauusi OcHoBHas opraHu3auust cCoTpygHuka, 3anonHsieTcs aBTOMaTUYeCKN Ha
co3pgaroLero AokyMeHT (0bs3aTensHo K OCHOBaHWUM OpraHv3aunn TeKyLLero
3anoJSIHEHNIO) COTPYAHMKA C BO3MOXXHOCTLHIO BbliGOpa

Opyron opraHusawmu.
Mpn HEOOBXOAMMOCTU N3MEHNTL 3HAYEHUE,
nucnonb3ysa metoq ABTO3anosIHeHNe, Unn

HaXaTb KHOMKY N yKasaTb
HGO6X0,D,I/IMyIO opraHmn3aumno

MoapasneneHvne CTpykTypHOE noapasaeneHue, KoTopomy 3anonHsaeTcs aBToMaTU4Yeckn Ha
NPUHAANEXUT COTPYOHMK, CO3OatoLLMIA OCHOBaHUW NMoApasaeneHns TeKyLLIero
[OKYMEHT (06A3aTeNbHO K 3amnosHeHuIo) COTpYAHMKA C BO3MOXHOCTbIO BblGopa
JPYroro CTPYKTYpPHOro noApasaeneHns npu
COBMELLIEHUN.

Mpy HeOGXOANUMOCTU U3MEHUTL 3HAYEHMEe,
ncnonb3ys Meton ABTO3arnosiHeHUE, UMK

HakaTb KHOMKY N ykasaTb
HeobxoaMMoe CTPYKTYpHOE

nogpasgenexHve
bes yueta MpusHak «be3 yyeTa BNOXEHHOCTW» YcTtaHoBuTb dnar, ecnm Heob6xoanmo
BINOXEHHOCTU Y4€CTb COTPYAHMKOB BIIOXXEHHbIX
nogpasfaeneHui npu pacyeTe rpaduka
OTMNYCKOB
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Ilnanuposanue omnyckoe no noopazoeneHuro

Mone OnucaHue Cnoco6 3anonHeHus
PykoBoaguTtenb ®UO pykoBoanTensi BbIGpaHHOIo 3anonHsieTcs aBTOMaTUYECKN Ha
noapasaeneHus CTPYKTYPHOro nogpasgeneHust OCHOBaHWM BbIOpaHHOro nogpasaeneHus.

(HepenakTupyemoe none) Ecnu pykoBoanTens nogpasaeneHus

OTCYTCTBYET, yKa3blBaeTCs pyKOBOAUTENb
BbILLECTOSILLEro noapasaeneHuns

Cpok Cpok npegocTaBneHnsi cBeaeHun BBecTu ¢ knaBmaTypbl UNn LWENKHYTb

npeaocTaBneHus paboTHMKaMuK nogpasaeneHus

cBeaeHwi (06513aTenNbHO K 3anonHEHMIo) no 3HayKy M BbIGPaTL 3HaueHNe
13 KaneHgaps

CocTaButenb CoTpyaHUK, co3aaBLUNN JOKYMEHT 3anonHaeTcsa aBToMaTUYECKN

(HepegakTupyemoe none)

YTBEpXaeH BHe
CUCTEMBI

MpusHak «YTBEPXXOEH BHE CUCTEMbI»

YCTaHOBUTb UNWU CHATL donar

[ata yTBepxaeHus

[HaTa yTBepxaeHusi BHe cuctembl. [JaHHoe
none AOCTYMNHO, eCnv ycTaHoBIeH dnar
YmeepxdeH eaHe cucmemMbl

Beectn c KnaBunaTtypbl UNAN LWENKHYTb

Nno 3HauKy
13 KaneHaaps

n Bbl6paTb 3Ha4YeHne

MpumeyaHue

MpumeyaHme K rpaduky OTMNyCKOB

BeecTu ¢ knaBmaTypbl

Ecnn yctaHoBneH cnar B none YmeepxdeH eHe cucmembl Heobxoaumo p[obaBuTb
BnoxeHve B Karteropumto «CkaH-obpa3». [Onaatoro B Tpebyemon Kateropum BROXEHWUN

LLLESNIKHYTb MO 3HAYKy + OTkpoeTcs okHO 3arpy3uTb dannbl B (PUCyHOK 4).

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

3arpysuTh aitnel 8 & [loKyMeHTsI

BbiGepwute annbi

Mo Ny4YWTb CO CKaHepa

OTmeHa

PucyHok 4 — OKHO «3arpy3utb dannbl B»

Cunctema nNo3BoMnsieT BbIMONHUTbL CKaHMPOBaHWE AOKyMEHTa U J06aBUTb NOMYYEHHbIN NEKTPOHHbIV
obpas B ka4eCcTBe BIIOXEHMS KapTOYKM JOKyMeHTa. [JaHHas BO3MOXHOCTb AOCTYMHA Kak Npw 3arpyske
HOBOro dhanna BrnoXeHusi, Tak 1 Npu o6HOBNEHUM Bepcumn dhanna BMOXeEHUS.

4. HaxaTtb kHOnKy [BbiGepute cpannbl] 1 ykasatb dann. B pesynbtate BnoxeHve Oyaer
AobasneHo B (hopMy CO34aHUsa JOKYMEHTa.

Mpy HeobxoanMocTH No aHanornm JobaBuTbL BNOXeHWE B kaTeroputo «lMpoyeer.

5. Haxatb kHonky [Co3aaTtb].

Ecrin

rpacbvn( OTNYCKOB nogpas3aernieHnd  Ha TeKyLLI,I/IIZ

rogq yxe co3aaH, OTO6pa3VITCFI

coobuieHne «IMpadmk nogpasgeneHns Ha ykasaHHbIN rof y>Ke co3gaH».
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B pesynbTate 6yget cosgaH rpaduk OTMYCKOB MoApasgeneHuss B cratyce Ha ogopmrieHuu
(PvcyHok 5). Ha Bknagke [paghuk omryckog aBToMatmyeckm AobaBnaoTca COTPYAHUKM NoApa3neneHns
N yKasblBaeTCsl OCTATOK AHeW OTnycka MO Kaxaomy CcoTpyAaHuky. CoTpygHukam noppasgeneHuns
OTNPaBnATCA YBEOOMSIEHUA O HeOobXOAMMOCTM BHECeHUs WHdopmaumn B rpaduk OTMYCKOB
nogpasgeneHus.

3HayeHuWss OCTaTKOB AHEW OTnycka 6epyTcsi 3 COOTBETCTBYHIOLLEN HACTPOMKUN U TakKe MOryT ObITb
3arpyxeHbl n3 YC.
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= @ 1 TpaduKk oTNycKos nogpasaeneHua: MoapasaeneHue 1 Ha 2024 rog N2 He NpUCBOEHO I3 @ 8 2 PomasPometckwi v

Tpaguk oTNyCcKOB ﬂa

CTatyc: Ha ohopmneHnn
DeicTRHA

Mepeiitn K yTaepRIeHUID

28 CoagaH MepesecTy Ha YTEEPHAEHUE BHE CHCTEM

28 CoagaH AxHynupoBaTh

1 3nemetos: 2

PucyHok 5 — KapTouka rpacmka oTnyckoB nogpasaeneHus

KapTqua rpaq)vn(a OTNYCKOB noAapasaeneHna CoaepKNUT BKITaOKA:

padcbuk ommnyckos — cogepxit I/IH(*)OpMaLI,VHO no niaHnpoBaHUKO OTMYCKOB B noapasaerneHunn.

AmQU6!mbI — COOEepPXUT OCHOBHbIE CBeAEeHUA O OOKYMEHTE.

BrioxeHusi — cooepXuT nepeyeHb BNOXKEHUN, MPUKPENSIEHHbIX K KAPTOYKEe aHHOIrO AOKYMEHTA.
OnuncaHune paboThl C BKNagKkon NpuBeaeHo B JoKyMeHTe «PykoBoacTBo nonb3oBaTens. Tom 2»
(pasgen 11.1.3. Bknagka «BrnioxeHusay).

Cesisu — COOEpXWUT nepeyveHb CBHA3EW C AOKyMeHTamu Bcex TunoB. OnucaHue paboTbl C
BKIagKkon npuBedeHO B AokymeHTe «PykoBogcTtBo nonb3oBatensa. Tom 2» (pasgen
[1.1.4. Bknagka «CBsa3un»).
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

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.MepeBoA rpachmka oTNYCKOB Ha yTBEpPXAeHUe BHEe CUCTEMbI

[aHHoe gencTBue BbINONHAET pykoBoaAuUTENb nogpasaerieHnA.

,D,J'IFI nepesoga rpacbvn(a OTNYCKOB Ha yTBepXaeHne BHe CUCTEMDbI HeOGXOD,I/IMOZ

1.
2.

OTKpbITb KAPTOYKY Fpacorka OTNyCKOB.

Ha dyHkumoHanbHOM naHenu, B cekumm [felicmeusi, Bbibpatb pencteue «llepeBectn Ha
yTBEPXAEHNE BHE CUCTEMbI» (CM. PUcyHok 5).

B pesynbtaTte rpacuk otnyckoB OyaeT nepeBedeH Ha yTBepxOeHwe BHe cuctembl. KapTouka
rpacduka otnyckoB OydeT nepeBedeHa B ctaTyc Ha ymeepxOeHuu eHe cucmembi. [lonb3oBatensm
noapasgeneHns CTaHOBUTCSA HEAOCTYNHA BO3MOXHOCTb BHECEHUS CBEAEHUIN B rpadmk OTMNYCKOB.

lMocne nepeBofa rpaduka OTMNYCKOB Ha YTBEPXKAEHWE BHE CUCTEMbI, WHALMATOPY OOCTYMHbI
cnegyolne oencTeus:

[11.3 Jo6aBneHue 3anucu B Tabnuuy «I"paduk oTnyckoB»;
I1l.4 PegaktnpoBaHue 3anucu B Tabnuue «padmk oTnycKoBy;
I11.5 YaaneHue 3anucu B Tabnuue «Ipadumk oTnyckoBy;

111.13 AHHynnpoBaHue rpadmka oTnycKoB.
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

lll.3.Jo6aBneHue 3anucu B Tabnuuy «Fpadmk oTnyckoB»

11.3.1. [JobGaBneHne 3anucu  pykoBoauTesrieM nocre nepesBoaa

AOKYMEeHTa Ha yTBepXxXaeHue BHe CUCTEeMbI

[aHHoe gencTeue BbINONHAET pykoBoaAuTENb nogpasaerieHnA.

Ona npobasneHuns 3anucu B Tabnuuy «IMpaduk oTnyckoB» HEOGX0ANMO:

1. OTKpbITb KapTOYKy rpadmka oTnyckoB K3 pasgena JlmdHoro kabuHeta [MnaHupoBaHue
otnyckoB: [naHupoBaHue no nogpasaeneHuto (cm. PucyHok 5).

KapTouka rpaduka oTnycKoOB JOIKHA HAXOO4UTbCA B cTatyce Ha ymeepxOeHuUU 8He CUCMEMbI.

2. Hap tabnuuen rpaduka oTnyckoB HaxaTb kHomky [[lo6aBuTb] (PUCyHOK 6).

= @ 4 TIpadukoTnyckos nogpasaeneHus: MoapasgeneHue 1 Ha 2024 rog N2 He npuceoeHo I& 87 & Poman Pomenckuit v
g ewomes oon
stk aThyeKos - CraTyc: Ha yTaeprieHMH BHE CHCTEMBI
LoGasuts =
DeicTaua
@ PaBioTHk Hauano  Owonuasue KonuuecTso fHed KommerTapH Cratyo MleAcrava
ATpHSyTEl : AHHYNMpOBaTH
2 BachanuedKo MR 28 Cozpan YTEEPLUTE rpadUK BHE CUCTEMBI
m’ - Pomenckun PB 28 Cospas
Bromerns
a’ 1 InemerTos: 2
CenAsn
YUSCTHUKR
LokymerTa

PucyHok 6 — [lo6aBneHue 3anucu B rpacuke oTnyckoB

OTkpoeTcs popma gobasrneHuns nepmoga otnycka (PucyHok 7).

Buumanue! Kak MUHUMYM, OfIMH W3 Nepuogos oTnycKa paboTHWKa gommeH 6oiTe paseH 14 gHam

PaBoTHuk: *
Hauano: * 01.01.2023 [m}
OKOH4aHME: * 01.01.2023 a

HommexTapui:

PucyHok 7 — [lo6aBneHue nepuoga oTnycka
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Pykoeoocmeo nonvzoeamens

Ilnanuposanue omnyckoe no noopazoeneHuro

3. 3anonHaTtb nons oTKpbiBwencs dopmbl. OnucaHne nonen dopmMbl NpuBeaeHoO B Tabnuvue

(Tabnwuua 4).

Ta6nuua 4. OnucaHue nonen copmbl Ao6aBNeHUs nepmvoaa oTnycka

Mone

OnucaHue

Cnoco6 3anonHeHun

PaboTHuk

PaboTHuK (06a3aTenbHO K 3anofiHEHUIO)

3anonHuTbL ncnonb3ysa Meton

ABTO3anosiHeHWE, UK HaXaTb KHOMKY
OTKpoeTcs OKHO BbiOOpa paboTHMKA.

B cTpoke noncka BBeCTU hparMeHT
damunnumn coTpyaHMKa 1 HaxxaTb KHOMKY
|2 I. B cekunn nemeHmsi Onsi ebibopa
0TO6PasATCs HaaeHHblE COTPYAHVKN.
YKasaTb Heo6X04UMOro COTpyAHMKa.
Psapoom ¢ uMeHeMm coTpyaHuka
oTobpaxkaeTcs MHANKATOP ero
OOCTYMNHOCTY:

- COTPYAHUK OOCTYMNEeH, NpUCcyTcTeyeTt

B ochuce;
@
— @ COTPYOHWK HEOOCTYNEH,

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

— @ NoCTYnNHOCTb He ornpegeneHa

Hauano

[arta Hayana otnycka (o6s3aTtensHO
K 3anosiHeHunto)

Beectn c KnaBunaTtypbl U LWENKHYTb

Mo 3HayKy
13 KaneHaaps

1 BbibpaTb 3Ha4YeHne

OkKoH4YaHue

[laTta okoH4YaHus oTnycka (ob6s3arensHo
K 3aMoJsTHEHUIO)

BBecTu ¢ knaBmaTypbl UK LLENKHYTb

no 3HauKy
U3 KaneHaaps

n Bbl6paTb 3Ha4YeHne

KommeHTapun

KommeHTapun

BBecTun 3HayeHue ¢ KnaBunaTypbl

4. HaxaTb O4HY 13 KHOMOK:

— [CoxpaHuTb 1 co3paTb HOBbIN] — NpY HaXxaTuM AaHHOW KHoMku ByaeT gobasneH nepuos
OoTnycka W aBTOMaTU4eCKu OTKpoeTca dopMa Cco3haHus HOBOro nepuopa oTnycka
(cm. PucyHok 7).

— [CoxpaHuTb M 3aKpbiTb] — NPV HaxXaTUM OaHHOW KHOMKM OyaeT gobaeneH nepuof
oTnycka, popma gobasneHus nepnoaa otnycka 6yaeT 3akpbiTa.

B pesynbtate Gyget gobGaBneH HOBbIM nepuog OThycka Anga coTpyaHuka. JaTbl oTnycka Oyayt
ykasdaHbl B cTonbuax «Havano» un «OkoH4yaHue». B crtonbue «KonuyectBo AaHen» oTobpasuTcs
KONU4YeCcTBO gHEeN oTnycka, B ctonbue «OcTaTok» OCTaTOK He3annaHMpPOBaHHbIX AHEN OTMycKa.
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

11.3.2. [Job6aBneHune 3anucu paboTHUKOM noapasaeneHus

1\ [aHHoe aeicTBMe BbINOMHAET PpaBoTHUK NoapasaeneHus.

Ona npobasneHuns 3anucu B Tabnuuy «Ipaduk oTnyckoB» HEOGXO0ANMO:

1. OTKpbITb KapTOuYKy rpaduka OTNYCKOB W3 MOCTYNMBLUErO YBEOOMIEHUA WNU U3 pasgena
MnaHunpoBaHue oTnyckoB: Moe nnaHupoBaHue (CM. PUCYyHOK 5).

1\ KapTouka rpadovka oTnyckoB AoSKHa HaxoauTbes B cTaTtyce Ha oghopmieHuU.

2. Hap Ttabnuuen rpacdumka oTnyckoB HaxaTtb KHoMKy [[lo6aBuTtb] (PucyHok 8).

|6 M A Wruat Bacunbuedko v

w1 [paduk oTNycKoB nogpasaenedva: Noapasaenenune 1 Ha 2024 rog N2 He npucBoeHO

Ipaduk oTNycKoB E B

rpEticoTIoRoE ; _ Cratye: Ha odopmneran
HoGasuTb HanpaeuTs =
@ DeiicTena
PabaTrink Hauana  Oxonvarve KanwsecTao nref Ocratox  KowmerTapui Cramye NiedcTonn
ATDHEYTEI
& BacunbueHxo W.B 28 CoapaH
Bromeria 1% < 1 InemenTos: 2

Cansn

PucyHok 8 — [lo6aBneHue 3anucu B rpacuke oTnycKoB

OTkpoeTtcs hopma gobasneHus nepunoga otnycka (PucyHok 9).

BrumaHue! Kak MHHUMYM, OQWH W3 NEPUOAOB OTNYCKa paboTHUKa AomKeH ObITh paBeH 14 gHaMm

& BacunbuyeHKo MrHaTt BukTopoeWy MHxedep Noagpaagensqne 1

PaboTHHH: * -

Hauano: * 01.01.2024 (|
OKoHYaHKe: * 01.01.2024 0
KommeHTapui:

PucyHok 9 — [lo6aBneHue nepuoaa oTnycka
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

3. 3anonHuTb nons oTKpbiBWeNnca dopMbl. OnncaHne nonen dopmbl NpuBegeHoO B Tabnuvue
(Tabnwuua 5).

Tabnuua 5. OnucaHue nonen chopmbl Ao6aBNeHUs nepmvoaa oTnycka

Mone OnucaHue Cnoco®6 3anonHeHus
PaboTHuk PaboTHuk (HepgocTynHo Ans MNone 3anonHAeTca aBTOMaTUYECKN
pefakTMpoBaHus)
Hauano [arta Hayana otnycka (o6s3aTtensHO BBecTu ¢ knaBmaTypbl UNun LLENKHYTb

K 3anofHeHuto) A
Mo 3HAYKy ¥ BbIOpaTh 3HaYeHne

13 KaneHaaps

OkoH4YaHue [laTa okoH4YaHusi oTnycka (06s3aTenbHO BBecTu ¢ knaBmaTypbl UK LLENKHYTb

K 3anosiHeHunto) =
no 3Hau4Ky 1 BblOpaTb 3Ha4YeHne

13 KaneHaap4a

KommeHTapui KommeHTapui BBecTn 3HayeHMe ¢ KnaBmaTypsbl

4. HaxaTb 0fHY 13 KHOMOK:

— [CoxpaHuTb 1 co3gaTb HOBbIN] — NPY HaXXaTuUy AaHHOW KHOMKW ByaeT fgobasneH nepuog
OTMycka W aBTOMAaTMYeCKM OTKpoeTcs dopMa CO3haHusA HOBOro nepuopda oOTnycka
(cm. PucyHok 9).

— [CoxpaHnTb M 3aKpbiTb] — NpPU HaxaTum OaHHOW KHOMkM OyaoeT gobaBneH nepuopg
oTnycka, popma gobasneHus nepuoga otnycka bygeT 3akpbiTa.

B pesynbtate Gynet gobGaBneH HOBbIM nepuog OThycka Ana coTpyAaHuka. [JaTbl oTnycka Oyayt
ykasdaHbl B cTonbuax «Havano» n «OkoHyaHue». B crtonbue «KonuyectBo AaHen» oTobpasuTcs
KONU4YeCcTBO OHEeN oTnycka, B ctonbue «OcTaTok» OCTaTOK He3annaHMpPOBaHHbIX AHEN OTMycKa.

lll.4. PegakTnpoBaHue 3anucu B Tabnuue «pacdmk oTnyckoB»

[aHHoe aeicTBMe BbINOMHAET pyKOBOAUTENb UMK paboTHUK NoapasfaeneHus.

[na pegakTnpoBaHua 3anvcu B Tabnuue «Mpaduk oTnyckoB» HEOBXOAMMO:

1. OTKpbITb KapTOuYKy rpaduka OTNYCKOB W3 MOCTYNMBLLErO YBEOOMIEHUA WNU U3 pasgena
MNnaHupoBaHue otnyckoB: [lnaHupoBaHue no nogpasgeneHui wnu [MnaHupoBaHue
otnyckoB: Moe nnaHupoBaHue (cMm. PucyHok 5).

KapTouka rpaduka oTnyckoB JOJKHA HAXOAUTbLCS B cTatyce Ha ymeepxOeHuUU 8He cucmeMbl
(oencTBMe OOCTYMNHO pyKOBOAUTENIO Noapasgaenennst) unu Ha ogpopmieHuu (oenctemne 4OCTYMNHO
paboTHukam nogpasgernenus). Ctatyc pegakTtmpyemblx 3anucen gomkeH obiTe Co3daH unm
OmKIoHeH.

g
2. HaBecTu ykasaTenb MbllUM Ha CTPOKY C HYXHbIM COTPYAHWKOM W HaxaTb MO 3Hauky #
(PvcyHok 10).
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

= @ 1 [paduk OTNYCKOB nogpasaeneHus: Nogpasgenequne 1 Ha 2024 rog N2 He NnpUcBOEHO I @ 87 & Pomax Pomenckuit v
g | emomeo: Don
I e— > i CraTtyc: Ha YyTBep®AEHUI BHE CHCTEMbI
NoGasuTh =
@ OeiicTeua
PaGarsui Hauano Orotdavve Konwuectso grei | Octavox | Kommewtapuid | Crarye HefcTouR
ArpubyTsl AHHYNWPOBATb
- Bacunbuexxo KB 28 Cosgan 5] YTBEPAMTH rpadiKk BHE CHCTEMBI
@, 2 PomeHciwit PB 28 Co3gaH
Bromerus
é’ 1 eMe 2
[#=LED

PucyHok 10 — UameHeHuMe 3anncu B rpadmke oTNyCcKoB

3. B OTKpbIBLLEMCS OKHE M3MEHUTb Ha4ano M OKOHYaHWe oTnycka B nonsx Havaso n OkoH4YaHue
(PucyHok 11).

Mpun gobaeneHnn NepmoaoB OTNycka HEOOXOAMMO YYNTLIBaTb, YTO OOUH U3 MEPMOAOB OTMYyCKa
paboTHMKa OOMKEH ObITb paBeH unu 6onblue 14 gHeRn.

Mpn HeobxoaMMOCTM BBECTU KOMMEHTapuii B norie KommeHmapud.

4. Haxatb kHonky [OK].

BuuMaHWe! Kak MWHHMYM, OgWH W3 NepHofoB OTNycKa paboTHUKA fomKeH ObITh paBeH 14 gHaM

Havano: = 07.01.2023
OxoHYaHne: * 07.01.2023 0
KommeHTapui:

m I:.-r.-hir'j

PucyHok 11 — UameHeHne nepnoaa oTnycka

B pesynbtaTe ana cotpyaHuka OyoeT maMeHeH nepuof OoTnycka, AaTtbl OTrycka OyayT ykasaHbl
B cTonbuax «Havano» n «OkoH4aHue». B ctonbue «KonuyectBo aHen» oTobpasnTcst KONMMYECTBO AHEN
oTnycka, B ctonbue «OcTaTok» 0CTaToOK He3annaHMPOBaHHbIX OHEN OTnycKa.
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

lll.5.YaaneHue 3anucu B Tabnuue «Mpadmk otnyckoB»

[aHHoe gencTBue BbINONHAET pykoBoaAuUTeEb Unn pa60THMK nogpasgeneHna.

Ona yoanenna 3anucu B Tabnuue «I"padumk oTnyckoB» HEOBX0ANMO:

1. OTKpbITb KapTOYKy rpaduka OTMYCKOB W3 MOCTYNUBLUErO YBEAOMIMEHUs WnuM u3 pasgena
MNnaHupoBaHue otnyckoB: [lnaHupoBaHue no nogpasfeneHuto unu [naHupoBaHue
otnyckoB: Moe nnaHupoBaHue (cMm. PucyHok 5).

KapToyka rpadmka oTnyckoB JOSMKHA HaxoauTbCs B cTaTyce Ha ymeepxOeHuu gHe cucmemesl
(OemncTBre [OCTYNHO pykoBOAUTENIO nodpasaenenns) unu Ha ogpopmieHuu (BencTene JoCTynHO
paboTHUKaM nogpasgeneHns ansg co3gaHHbix MU 3anucen). CtaTtyc yaansiemMblxX 3annucen JOMmKeH
ObITb Co3daH unu OMKIIOHEH.

Takke gencTeue OCTYNHO PYKOBOAUTESIO NoapasaerneHns B cratyce JoKyMeHTa Ha oghopmieHuu
[OJ1s aBTOMaTMYEeCKN Co3aaHHbIX 3anucen B ctaTyce Co3daH.

2. HaBecTn ykasaTenb MbIWKN Ha CTPOKY C HY)XXHOM 3anncbio U HaXxkaTb Mo 3HaYKy O (PucyHok 12).

= @ 1 [padwuK OTNycKoB nogpasfeneHus: Nogpasaenenue 1 Ha 2024 rog N2 He npUCBOEHO I, M 2 WrvaT Bacumsuenko v
@ Ipadmk oTnycKos B
Tpagik aTnyexos P P = Cratyc: Ha ofiopMnesuu
DewcTena
a PaGoTHuE Hauano Ororyanne KonnuecTeo ghei Ocrarox Kommentaphi Cramye Leiicrann
ATpuByTsl
& BacunbuyeHxo U.B. 05.02.2024 8.02.2024 4 14 Cozgan
m’ & Bacunbuekko UB 15.04.2024 28.04.2024 4 0 CospaH ra
Bromesus
ap 1 = 3
Caasn

PucyHok 12 — YpaneHue 3anucu B rpacuke oTnyckoB

OTkpoeTcsl OKHO YAanuTb aneMeHT (PucyHok 13).

YoanuTe aneMeHT

Bul cobUpasTecs VOANWTL INEMEHT

PucyHok 13 — OkHO «YaanuTb anemMeHT»

3. Haxatb kHonky [YaanuTb].

B pe3ynbTaTe nepuopa oTnycka 6yaet yoaneH.
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

11l.6.YTBepxxaeHue rpachmka oTnyckoB noapasfaerieHUs BHe CUCTEMbI

[aHHoe gencTBue BbINONHAET pykoBoaAuTENb nogpasaerieHnA.

Ecnu MHUUMaTOp nepesBen rpa(bvu( OTNYCKOB Mnogpa3aerieHnd Ha ytBepXaeHune BHEe CUCTEeMb,

rnocrne ykasaHusi BCEX MepuMogoB OTMYCKOB AN pabOTHMKOB HEO6XOOMMO BbIMOSMHUTL YTBEpPXAeHWe
rpadhuka. [ins atoro HeobxoanMmo:

1. OTKpbITb KapTouKy rpadmka oTnyckoB 13 pasgena [naHupoBaHue OTNYCKOB:
MNnaHupoBaHue no nogpasgeneHuto (cm. PucyHok 5).

KapTouka rpaduka oTnycKOB JOIKHA HAXOO4UTbCA B cTatyce Ha ymeepxOeHuUU 8He CUCMEMbI.

2. Ha dyHKumoHanbHoOM naHenn, B cekuun feltcmeus, BbiGpaTb AENCTBUE «YTBEPAUTb rpadomk
BHe cucTeMbl» (PucyHok 14).

= @ 1 T[paduk oTnyckos noapasaeneHus: Mogpasaenerue 1 Ha 2024 rog N2 He npuceoeHo I, M 87 2 Pomak Pomenckui v
@ Ipadmk oTnyckoe aa
TpaduK aTNyeKoS i . Craryc: Ha yTeepsaeHnn 8He CHCTeMbl
HoOasuTb bl
HehcTama
@ PafioTHiik Havano Oxordanne KonwuecTso gren Oerato KemmeHTaphi Cratyc HefcTauR
ATpHSYTEI AHHYNMPOBATL
A BacunbueHko W.B 05.02.2024 18.02.2024 14 14 CoapaH YTBEPANTS rpadivK BHE CHCTEMYI
@’ & Bacunbuexko W.B 15.04.2024 28.04.2024 14 0 CoagaH
Broeri
& Pomexckuia PB 13.05.2024 26.05.2024 14 14 Coapad
CaAsn L 1 HTOS:

PucyHok 14 — [lenctBue «YTBEepAUTL rpaddMk BHE CUCTEMbI»

OTkpoetca opma BbinonHeHue fencTBusa «YTBepaAuTb rpacdmk BHE CUCTEMbI»
(PvcyHok 15).

Mpy HEOBXOANMOCTUN U3MEHUTL AaTy YyTBEPXAeHMs B none Jama ymeepxoeHusl.

BeinonHeHWe AeWcTBWA "YTEEepAWTb rpadMK BHE CHCTEMbI"
Brumanwe! Tabnuua «Mpabuk OTNYCKOE» JOMKHE COAEMMATD 32MUCK N0 BCEM TIEpMOLAM OTTTYCKOE BCEX COTPYAHWKOE NOOpazaeneHun
WMEHILWMWX NP3E0 HAa OTNYCK

Aata yTeepMASHUA: * 22.03.2023

ﬂ Chrwnck:a

PucyHok 15 — ®opma «BbinonHeHne gencteus «YTeBepanTb rpadpmk BHE CUCTEMbI»
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

3. HaxaTtb kHonky [OK].

Ecnu ana ogHoro vnu HECKOmnbKMX COTPYOHUKOB nogpasgeneHuns byaeT ykasaH nepuog MeHblue
14 gHen, oTobpasnTca cooTBeTCTBYOWEE yBeaomneHne (PucyHok 16).

BeinonHeHue gencTeua "YTEepauTb rpadMK BHE CHUCT...

Kax MUHMMYM, OOMH U3 NEpUONOR OTTYCKE Kamaoro pafoTHMKE A0oMxed
ObiTo paseH 14 OHAM, OTP2OSKTUPYATE OaHHbIe B Ta0nuue

PucyHok 16 — YBegomneHue o6 oTCyTCTBUM Nepuoaa OTNycka paBHOro unm 6onblue 14 aHen

B pesynbTaTe rpaduk OTMyckoB noapasaeneHus OyaeT yTeBepxaeH. [ns kaxaon 3anucu B

Tabnuue «lpadmk otnyckoB» OyaeT ykasaH crtatyc YmeepxoOeH. KapTodka rpaduka oTnyckoB GydeT
nepeBefeHa B CTaTyC YmeepxOeH.

lll.7.OTnpaBka 3anucu rpacpuka oTNyCKOB Ha yTBepXaeHune

[aHHoe gencTeue BbINONHAET pa6OTHMK nogpasgeneHna.

Mocne BHeceHUs Bcex nepmnoaos paGOTHVIK oTnpaBndeTr 3arnuncu rpad)MKa OTMNyCKOB Ha
yTBEepXxaeHune. ,D,J'IFl 3TOro HeO6XOﬂ,VIMO:

1. OTKpbITb KapTOYKy rpachmka OTMYCKOB W3 MOCTYNMMBLUEro yBEOOMIEHWUS WM U3 pasgena

MnaHunpoBaHue oTnyckoB: Moe nnaHupoBaHue (CM. PUCYyHOK 5).

KapTouka rpaduka oTnyckoB JOIKHA HAXOAUTbLCA B cTaTtyce Ha ogpopmneHuu. 3anucu B Tabnuue
rpachmka oTnyCcKOB AOMMKHbI HaxoanTbes B ctatyce Co3daH unu OmKIIOHEH.

2. Hap tabnuuen rpaduka oTnyckoB HaxaTb kHornky [HanpaButb] (cM. PucyHok 12).

OTkpoeTcs okHo HanpaBuTbk (PucyHok 17).

HanpaeuTtb

Bbl 0eACTEUTENEHD XOTHTE BLINCNHWTL AeACTENE "HanpasuTs™?

ﬂ N

PucyHok 17 — OkHO «HanpaButb»
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

3. Haxatb kHonky [OK].

Ecnu B rpachmke oTnyckoB COTpyAHMKA OTCYTCTBYET nepuoa otnycka B 14 aHewn, otobpasmnTca
cooTBeTcTBYlOWee coobuweHne (PucyHok 18). OtnpaBka 3anucen Ha yTBepXAeHue

HeBO3MOXHa. HeobxoamMMo BHECTU NpaBku B NEpUOAbI OTMNycka U OTNpPaBUTb 3anucu rpaduka
OTMYCKOB Ha yTBEPXKAEHME.

Owmnbka

Kak MUHMMYM OSMH W3 MEPUORCE OTNYCKE pafoTHUKE fomwen ObiTs paged

14 nHAM

PucyHok 18 — YBegomneHue o6 oTcyTCTBUM Nepuoaa oTnycka paBHoro unm 6onbiue 14 aHen

Ecnu B rpachmke octanucb HeMCnonb30BaHHbIE AHM OTNycka 0TO6pasnTCa COOTBETCTBYHOLLEE
coobuieHne. [na noaTBepXOeHWs OTNpaBKU 3anucen rpadmka OTMNyCKOB Ha YTBepXOeHue
cnepyet HaxaTb kHonky [MpogomknTb] (PrcyHok 19).

BHumMmaHue

W

¥ BaC OCTanuch HeMcnonb30BaHHbIe AHW OTNYCKS

I:I_L..% i a

PucyHok 19 — YBeaomneHue o HeMCnosib30BaHHbIX AHAX OTNYyCKa

B pesynbtate 3anucum rpaduka oTnyckoB paboTHuKa OyayT OTnpaBneHbl Ha YTBEpXAeHue
MHUUMaTopy (pykoBoauTento nogpasgeneHud). Ons kaxgon 3anucu B Tabnuue «Ipaduk OTNyCcKOB»
OyneT ykasaH ctatyc HanpasseH.

11l.8.YTBepxxaeHue 3anncen rpacdmka oTnyckoB

[aHHOe aelicTBMe BLINOMHAET pyKoBOAUTENb NoapasaerneHus.

[nsa yTeepxaeHuns 3anucen rpacdmka oTnyckoB HEOBX0AUMO:
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

1. OTKpbITb KapTO4Ky rpachmka OTMYCKOB W3 MOCTYNMBLUEro yBEAOMIEHWUS WnuM W3 pasgena
MnaHupoBaHue oTnyckoB: NMnaHMpoBaHue No nogpasaeneHuto (cM. PucyHok 5).

KapTouka rpaduka oTnyckoB JOIKHA HAXOAUTbLCA B cTaTtyce Ha ogpopmneHuu. 3anucu B Tabnuue
rpaduka oTMyCKOB AOMKHbI HAXOAMTBCS B cTaTyce HarnpasrieH.

2. B Tabnuue rpacduvka OTNyCKOB YCTAHOBUTb (hnarn B MOMSX C HYXXHbIMW 3anMcsMU U HaxaTb
kHomMKy [YTBepauTb] (PrcyHok 20).

= @ 7 Tlpaduk oTnycKos nogpasaeneHus: NMoapasaenerue 1 Ha 2024 rog N2 He npucBoeHo I, 87 2 Pomak Pomenckui v
Ipadmk oTnyckoe E n a
o — Craryc: Ha odopmnesnn

Bt [oBasuth Hanpaeutb OTKNOHHTD b

o

@ DeAcTeuA
| PaioTHumi Hasano Owonyatine  Konuyectso ghed  Octarox  Kommentapuin  Cratyc NercTama
ATPUEYTE - TepedTi K yTBEPRAEHAO
2 BacunbueHkoMB. 12022024 25027024 14 14 Hanpasnex T1EPEBECTH Ha YTHEPKACHHE BHE CHCTEM...
m’ & Bacunbuesko M B 13.052024 26052024 14 o Hanpasnex AHHYNMPOBAaTL
Brosmerits
[[] & PomenckuinPE 28 Co3gak
e | 1 Snemermos: 3

PucyHok 20 — YTBepxaeHue 3anucen rpadmka oTnyckoB

INMBo HaBeCTU Kypcop MbILLKM HA HYXKHYIO 3aMKCh M HaXaTb Ha 3Havok I (PucyHok 21).

= @ = Fpad)MK OTNYyCKOB Nogpa3sfeneHuna: NogpasgeneHue 1 Ha 2024 rog N2 He npucBoeHo 15 ez = PomaH Pomenckuit v
R — ooo
Tpad KO Cratye: Ha odiopMnesni
ik OoBasuTh HanpaeuTs YTaepauTs CTKNOHUTD =
DedcTeus
@ PaGoTHui Hauano OwxoruaHve  Konwyectso ghe Ocratok  Kowmmentapwin  Cratyc LedcTann
ATpusyTEl - MEepafTi K yTEEPRASHHID
[ 2 BacunouewkoMB. 12022024 2502.2024 14 14 Hanpasnex o TIEPeBECcTH Ha YTEEPKABHHE BHE CHCTEM...
m’ & Bacunbuerko U.B 13.05.2024 26.05.2024 14 0 Hanpasnex AHHYNWpoEaTE
BromeHus
& Pomexckui PB 28 CoagaH
Caasm | 1 Snemenros: 3

PucyHok 21 — YTBepxaeHue 3anucu rpacpmka oTnyckoB

OTkpoeTcs okHO YTBepauTb (PrucyHok 22).
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

YTeepgnuTe

Ebl AeRCTEBHTRABHO XOTHTE BoINONHUTE AeACTENE "YTEREpONT: ?

m e

PucyHok 22 — OkHO «YTBepAUTb»

3. Haxatb kHonky [OK].

B pesynbTtate 3anucu rpadumka oTnyckoB OyayT yTBepxaeHbl. [1ns BbibpaHHbIX 3annucen B Tabnvue
«Ipaduk oTnyckoB» OyOeT ykasaH ctaTtyc YmeepxoeH.

111.9. OTKNnOHeHue 3anncen rpaduka oTNycKoB

[aHHoe gencTBue BbINONHAET pykoBoaAuTENb nogpasaerieHnA.

,D,J'Iﬂ OTKITOHEHUS 3anucen rpa(bMKa OTNyCKOB HeO6XOLI,VIMO:

1. OTKpbITb KapTO4Ky rpacuka OTNYCKOB W3 MOCTYNUBLLEro YBeOOMSEHUS WNu u3 pasgena
MnaHnpoBaHue oTnyckoB: NnaHMpoBaHue No noapasfeneHuto (M. PUCYHOK 5).

KapTouka rpaduka oTnyckoB JOIKHA HAXOAUTbLCA B cTaTtyce Ha ogpopmneHuu. 3anucu B Tabnuue
rpaduka oTMyCKOB AOMMKHbI HAXOAMTBCS B cTaTyce HarnpasrieH.

2. B Tabnuue rpadumka oTnyckoB YCTaHOBUTb doriark B NOMASX C HY>XHbIMW 3anncsaMU U HaxaTb
kHonKy [OTknoHuUTb] (PucyHok 23).

= @ 1 Tpaduk oTNYcKOB noapasfenenHus: Noapasaenetune 1 Ha 2024 rof Ne He NpUCBOEHO I, & 87 & Pomas Pomenckiil v

Ipaduk oTNycKoB E Ba

CraTyc: Ha ofopmnesui

o

Tpatk oTnyekos z B
HoBasuth HanpaeuTts YyTaepauTh

DedcTeun

fm

| PafoTHik Hauano OxoHuyarne Konwyecteo grei OcraTok Kommentapuin  Cratyc NefcTams
ATpusyTEl MepafTit K yTEEPRASHUID

2 BacunbuewkoMB. 12022024 25027024 14 14 Hanpasrien B T T TR N

=

& Bacunbuexko UB 13.05.2024 26.05.2024 14 0 HanpasneH AHHYNMPOBATL
BromeHus

& Pomexckui PB 28 Coagak

A

Caasn I 1 Anemeros: 3

PucyHok 23 — OTknoHeHue 3anucen rpadpmka oTnyckoB

NTM60 HaBECTM Kypcop MbILLK Ha HYXKHYIO 3annChb U HaxaTb Ha 3Hadok &' (cm. PucyHok 21).

OTkpoeTtcst okHO OTKNOHUTL (PycyHok 24).
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

OTKNOHWUTE

Bl 0eACTENTENBHD XOTWTE BRINONHWTE AencTEMe "OTKNOHATE ?

n T

PucyHok 24 — OkHO «OTKNOHUTb»

3. Haxatb kHonky [OK].

4. B OTKpbIBLLEMCS OKHE BBECTM KOMMeEHTapuin B none Kommenmapuil v HaxaTb kHomnky [OK]
(PvcyHok 25).

OTKNOHMTD

KommenTapuin: © |

PucyHok 25 — BBog KOMMeHTapus Npu OTKIIOHEeHUU 3anucen rpadmka oTnyckoB

B pesynbTaTe 3anucu rpadumka oTnyckoB O6yayT OTKIOHEHbI. [0ns BbibpaHHbIX 3anucen B Tabnuvue
«[padpuk otnyckoB» Byaet ykasaH ctatyc OmK/IOHeH.

Mocne OTKNOHeHMA 3anucu paboTHUMK MOXET Npu HEeOOBXOAMMOCTU BHECTWU MpaBkM B Nepuoabl
oTnycka U NOBTOPHO OTNPaBUTL €ro Ha yTeepXaeHue pykosoautento (cm. pasgen ll.7 Otnpaska 3anucu
rpaduvka OTrnyCcKoB Ha yTBEpPXAEHUE).

1.10.0OT™meHa 3anuceun rpacpmka oTnyckKkoB

[aHHoe gencTeue BbINONHAET pa6OTHMK nogpasgeneHna.

[nsa oTMeHbl 3anucen rpadmka oTnyckoB HEO6X0aUMO:

1. OTKpbITb KapTOuYKy rpaduka OTNYCKOB W3 MOCTYNMBLLErO YBEOOMIEHUS WNU U3 pasgena
MnaHnpoBaHue oTnyckoB: Moe nnaHupoBaHue (CM. PUCYyHOK 5).

KapTtouka rpaduka oTnyckoB JOSKHA HAaXOAMTbLCA B cTatyce Ha ogpopmneHuu. 3anucu B Tabnuue
rpacprka oTnycKoB AOMKHbI HAXOAUTLCS B cTaTyce YmeepxxoeH.

2. B Tabnuue rpacuka OTMNYCKOB HABECTN KypCOP MbILLM Ha HYXHYIO 3aMiCb U HaXaTb MO 3HAYKy
& (PucyHok 26).
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

M M & Wrxar Bacwnouesxo v

= @ 1 [Ipaduk oTnyckos nogpasgenenun: Moapasgenexune 1 Ha 2024 rog N2 He npuceoeHo I

Ipadmk oTNycKoB E na

Cratyc: Ha ofopmnerni

o

Tpaduk oTnyckos —
OoBasuts =

DeicTeNA
@ Pafotrnk Hauano Okonuanne KonwyecTso gHed TATOK KommernTs Cram DefcTaun
ATpuHSyT=l
2 Bacunbuenka B 12022024 25022024 14 14 Viepmaen
@’ & Bacunbuenko M.B 13.05.2024 26.05.2024 14 0 YTBEpHASH
BromeHus
gz' 1 » | Inemertos: 3

Casan

PucyHok 26 — OTmeHa 3anucu rpacuka oTnyckoB

OTkpoeTcst okHO OTMEeHUTb (PrcyHok 27).

OTMeHHTE

Bbl OeRCTEATENBHO XOTHTE BhINONHWTE AeACTEHE "OTMEHUTL?

n I:I_r-li-:-'a

PucyHok 27 — OKHO «OTMeHUTb»

3. Haxatb kHonky [OK].

4. B OTKpbIBLLEMCS OKHE BBECTM KOMMeEHTapuin B none Kommenmapuil v HaxaTb kHomnky [OK]
(PucyHok 28).

OTKNOHUTE

KommenTapuii: * ‘

m L;I TEnE

PucyHok 28 — BBog KOMMeHTapus Npu oTMeHe 3anucu rpadmka oTrnycKoB

B pesynbTaTte 3anvcb B rpadmke OTMYCKOB paboTHUKa ByaeT oTMeHeHa, U OTMedeHa B Tabnuue
«paduk oTNyckoB», Kak OTMEHEHHas.
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

lll.11.MepeBoA rpachmka oTNyCcKOB Ha yTBepXaeHue

,ElaHHoe ,El,eIZCTBI/Ie BbINONHAET pyKOBOAUTESb Nogpa3geneHuns.
Mocne yTBepXOEHUSI BCeX 3anucer rpaduka OTMyCKOB pPyKOBOAWUTENb NepeBoauUT rpadmk OTnycK
Ha yTBepxaeHue. [ins aTtoro Heo6xoaMmo:

1. OTKpbITb KapTO4Ky rpacuka OTMYCKOB W3 MOCTYNUBLLEro YBeOOMSEHUS WNu u3 pasgena
MnaHnpoBaHue oTnyckoB: NnaHMpoBaHue No noapasfeneHuto (M. PUCYHOK 5).

KapTtouka rpaduka oTnyckoB JOSKHA HAaXOAMTbLCA B cTatyce Ha ogpopmneHuu. 3anucu B Tabnuue
rpacpmka oTnycKoB AOMKHbI HAXOAUTLCS B cTaTtyce YmeepxxdeH. [JonyckaeTcs Hanuume 3anncen B
cmamyce OMmMMEHEH.

2. Ha dyHkumoHanbHoOM naHenun, B cekuun JJelicmeusi, BbibpaTb gencteue «llepentn kK
yTBEPXAEHNIO» (CM. PucyHoK 26).

B pe3ynbTaTe rpacduk oTnyckoB 6yaeT nepeBeneH B ctatyc Ha ymeepxadeHuu.

lll.12.YTBepxaeHue rpachmka oTnyckoB

[aHHOe aelicTBMe BLINOMHAET pyKoBOAUTENb NoapasaerneHus.

[nsa yTeBepxaeHna rpacdmka oTnyckoB HEOBX0AUMO:

1. OTKpbITb KapToOuKy rpadmka oOTnyckoB 13 pasgena [naHupoBaHue  OTNYCKOB:
MNnaHupoBaHue no nogpasgeneHuto (cm. PucyHok 5).

KapTouka rpadvika oTnyckoB J0SKHA HaxoQuTbes B cTaTtyce Ha ymeepxoeHuu.

2. Ha dyHKunoHanbHon naHenu, B cekummn fJeticmeusi, BolbpaTb AencTBre «YTBepauTb rpadonk»

(PucyHok 29).
= @ " [paduK OTNycKoB nogpasaeneHun: Mogpasaenerne 1 Ha 2024 rog N2 He npucBoeHo I, 87 2 Poman Fomencriit v
@ Ipaduk oTnyckor na
Tpadiik oTnyCKoS _ Cratyc: Ha yTBepaasHn
LencTaua
a aBoTHME Havano Oxorvanne KonuuecTso greh Ocraton Kommerrapui Cratyc HencTaws
ATpEYTS AHHYNWPOBaTD
& Bacunbuexxo MB 12.02.2024 25.02.2024 4 14 YToepwaeH YTeepavnTs rpadux
m’ = Bacunsuexxo UB 13.05.2024 26.05.2024 2 o YTeepwaeH
Brnomexua
= Pomexckuid PB 10.06.2024 23.06.2024 4 14 YTBEepmOeH
= E0 1 HVEMER FTRE L

PucyHok 29 — [lencTtBue «YTBEpAUTbL rpaduk»

OTkpoeTcs okHo BeinonHeHue aencreus (PucyHok 30).
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

BreinonHenwe gencTEBUA

MogTeEepaUTE BLINONHEHWE AR 3TOMD JOKYMEHTA JeNCTEWA " YTBEpOHTh
rpatuk’.

PucyHok 30 — ®opma «BbinonHeHne gencreusi»

B pesynbTaTe rpacduk oTnyckoB nogpasneneHus byaet yteepxaeH. KapToyka rpaduka oTnyckoB
OyneT nepeBeeHa B cTaTyc YmeepxOeH.

llIl.13.AHHYynupoBaHue rpacmka oTnyckoB

[aHHoe felicTBMe BLINOMHAET pyKoBOAUTENb NoapasaerneHus.

[ns aHHynupoBaHus rpaduka oTnyckoB HEOH6XOANMO:

1. OTkpbITb KapToOuKy rpacmka oOTnyckoB 13 pasgena [naHupoBaHue  OTNYCKOB:
MNnaHupoBaHue no nogpasgeneHuto (cm. PucyHok 5).

KapTtouka rpaduka oTnycKOB JOSMKHA HAaxXo4UTbCA B ctatyce Ha ogpopmrieHuu, Ha ymeepxoeHuu nnu
Ha ymeepxdeHuu eHe cucmemsbi.

2. Ha dyHKkunoHanbHon naHenun, B cekumn [fJelicmeusi, BbiOpaTb AeNCTBUE «AHHYNIMPOBATbY

(PucyHok 31).
= @ 7 [paduK OTNycKoB nogpasaeneHun: Mogpasaenerne 1 Ha 2024 rog N2 He npucBoeHo I & 87 2 PomanPoMenckui v
@' Ipaduk oTnyckor E a
Tpadik oTnycKos L Cratye: Ha yTeepxasHm
JeiicTans
a PaBortu Havano Oxorvanne KonuuecTso greh Ocraton Kommerrapui HeneT
ATpMBYTHI AHPyJ'II‘SSE‘STb
12.02.2024 25.02.2024 4 14 YToepwaeH ¥TBepANTS rpadiii
m’ acuUnpyeHko U.B 13.05.2024 26.05.2024 2 o YraepmaeH
Brnomexua
= PoMmeHckunit PB 10.06.2024 23.06.2024 4 14 YTaepmaeH
CaAzn 1 InemenTos: 3

PucyHok 31 — [lenicTBMe «AHHYNUpoOBaTb»

OTkpoeTcst okHO BeinonHeHue aencteus (PucyHok 32).
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Pykoeoocmeo nonvzosamens Ilnanuposanue omnyckoe no noopazoeneHuro

BeinonHeHne 4encTBUA

MoOOTEEpOWTE BoINMDNHEHWE ONA 3TOM0 OOKYMEHTE DEACTENA

AHHYNWpOBATY
ﬂ ::\IT.'L*_:‘ﬁa

PucyHok 32 — ®opma «BbinonHeHne pgencreusi»

B pesynbTate rpaduk OTNYCKOB nogpasgeneHnss Oyaetr adHHynupoBaH. KapTtouka rpadiumka
oTnyckoB ByaeT nepesefeHa B cTaTyc AHHYIUPOB8aH.
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PyKoeodcmso nojib3oeamein Hﬂauupoeanue OmnyCKoe no opzarnusauyuu

IV.MnaHupoBaHMe OTNYCKOB NO opraHU3auuu

[lo co3gaHnsa rpadmka OTNyCcKOB OpraHM3aLmm 4OMMKHbI ObiTb YTBEPXKOEHbI rpadunKkn OTMYCKOB BCEX
noapasgeneHun.

IV.1.Co3aaHue rpadmka otnyckoB

[laHHOe JencTBME BBIMOMHAET COTPYAHMK C Bu3Hec-ponbto Crieyuanucm kadposol CriyXKbbl.

[na cosgaHnsa rpadmka oTnyckoB opraHm3auum HeobxXxoanmo:
1. OTKpbITb JINYHBIN KABUHET (CM. PncyHok 2).
2. HaxaTtb kHonky [Co3paTtb]:[padmk oTnyckoB opraHusauum].

OTkpoeTcs popma Cosaatb pacdhmk oTnyckoB opraHusaumm (PucyHok 33).

= @ Co3garb MpaduK OTNYCKOB OpraHu3auum [ A 32 2 vpaupa ArTorosa v
Bnoxenua: Cran-obpas
+ MepeTawmnTe gann clofa UAn HamMuTe '+
Mpotuee
+ MepeTtawwre gann ad v Ha! WTe
Top: * 2024 o]
Opranuzatmua; * 0oDo ony

PykoBOAWTENb OpraHK3auuu: * - AHTOHOBA Mpaupa MeTposHa HavyanoHuk oTaena OTNYCKH.

PyKoBOAWTENDb KaiPOBOW & AHTOHOBaA Mpaupa MNeTpoaHa HavansHuk otaena O
caymBbI:

CocTasutens: * A AnTtoHoBa Mpaupa Metposra HauanbHik oTaena OTnyckH.
[[] vreepxaeH sxe cucTembl

Mpumesanne:

PucyHok 33 — ®opma «Co3spaTb Mpachmk oTnyckoB opraHnsaumm»

3. 3anonHuTb nons oTkpbiBwencs dopmbl. OnucaHne nonen dopmbl Cospartb [padumk
OTNYCKOB OpraHusauuu npmeeneHo B Tabnuue (Tabnuua 6).

Ta6nuua 6. Onucaxue nonen copmbl «Cosnatb Mpacduk oTNyCKOB opraHusaummn»

Mone OnucaHue Cnocob 3anonHeHus
lNog "log nnaHMpoBaHus OTMYCKOB BBecTu 3HayeHue ¢ knasmnaTtypsl. 1o
(o653aTenbHO K 3anonHeHM0) YMOJ4YaHMIO NPeaCcTOALNIA roa
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Pykoeoocmeo nonvzoeamens

Hﬂauupoeanue OmnyCKoe no opzarnusauyuu

Mone

OnucaHue

Cnoco6 3anonHeHus

OpraHusauusi

OcHoOBHas opraHusauns coTpyaHuka,
co3fatoLLero JOKyMeHT (06A3aTenbHO K
3anoJSIHEHNIO)

3anonHsieTcs aBTOMaTUYECKN Ha
OCHOBaHWM OpraHu3auumn TekyLLero
COTPYAHMKA C BO3MOXHOCTLHIO BbliGOpa
Opyron opraHvsawmu.

Mpn HEOOXOAMMOCTU N3MEHNTL 3HAYEHUE,
nucnonb3ysd meto ABTO3anosIHEHNE, Unn

HaXaTb KHOMKY N yKasaTb
HGO6X0,D,I/IMyIO opraHmn3auuno

PykoBoautenes
opraHusaumm

®UNO pykoBOANTENS OpraHu3aumnm
(HepegakTupyemoe none)

3anonHaeTcss aBTOMaTU4ECKN

PykoBoautenes
KaZgpOoBOW CryX0Obl
opraHmsauum

®UNO pykoBOaNTENS KAOPOBOW CNYXObI
opraHmsaumm

3anonHaeTcs aBToMaTUYECKu.
Mpy HeOGXOANUMOCTU U3MEHUTL 3HAYEHMe,
ncnonb3ys MeToa ABTO3arnonHeHue,

UNU HaxaTb KHOMKY . OTKpoeTcs OKHO
BblbOpa pykoBOAUTENS KAOpPOBOW CNYXObl.
B cTpoke noucka BBectu oparmMeHT
damMunun coTpyaHUKa 1 HaxaTb KHOMKY

| a |
L] B cekumn dnemeHmsI Onsi eblibopa

0T0GpasATca HangeHHbIe COTPYOHUKM.
YkasaTb HEOGXOAMMOrO COTPYOHMKA.
Pagom ¢ umeHeM coTpyaHuKa
oTobBpaXkaeTcs MHAMKATOP ero
JOCTYNHOCTU:

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

3acpmMKcupoBaHo OTCyTCTBUE (OTMNYCK,
OONMbHNYHbBIN, KOMaHAMPOBKA U T.M.);

- @ [DOCTYMNHOCTb He onpegernexHa

CocTaButenb

CoTpyaHUK, co3aaBLUNIA JOKYMEHT
(HepegakTupyemoe none)

3anonHseTcs aBTOMaTUYeCKn

YTBepXaeH BHe
CUCTEMBI

MpusHak «YTBepXaeH BHE CUCTEMbI»

YCTaHOBUTb UNK CHATL donar

[ata yTBepxaeHus

[HaTa yTBepxaeHusi BHe cuctembl. [JaHHoe
none AOCTYMNHO, eCnv ycTaHoBIeH dnar
YmeepxdeH eaHe cucmemMbl

Beectn c KnaBunaTtypbl UK LWENKHYTb

Nno 3HauKy
13 KaneHaaps

n Bbl6paTb 3Ha4YeHne

MNpumeyaHne

MpumeyaHue K rpadouky OTNyCcKoB

BBecTtu ¢ knasunaTypbl

Ecnn yctaHoBneH cnar B none YmeepxdeH eHe cucmembl Heobxoaumo p[obasutb
BNoxeHne B kaTeroputo «CkaH-o6pa3dy». [nsiatoro B Tpebyemonm KaTeropum BNOXEHUN
LLLEeSNIKHYTb MO 3HAYKy + OTkpoeTcs okHO 3arpy3uTb dannbl B (PucyHok 34).

Takke Cuctema no3ponsaeT 4o0aBnATb BIOXeHWe, ncnonb3yst metog Drag-and-drop.
[na nobaBneHust BNoXxeHUs ¢ nomollbio Metoga Drag-and-drop Heob6xoamnmo «nepeTtawmtb» dann B
Tpebyemyto kaTteroputo. B pesynbrarte BrnoxeHue 6yaet gobdasneHo B hopMy CO30aHUSA AOKYMEHTA.
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3arpysuTh aitnel 8 & [loKyMeHTsI

Bbibepute dawnb

OTmeHa

PucyHok 34 — OkHoO «3arpy3utb ¢annbl B»

Cuctema no3BonsieT BbIMNONHUTL CKaHupoBaHne OOKYMEHTa U1 nobaBuTb I'IOJ'Iy‘-IeHHbIﬁ SJ'IeKTpOHHbII7I

obpas B ka4eCcTBe BIIOXEHMS KapTOYKM JOKyMeHTa. [JaHHas BO3MOXHOCTb AOCTYMHA Kak Npw 3arpyske
HOBOro dhawna BroXeHusi, Tak 1 Npu 0OHOBMNEHUM BepCUM harina BOXEHMSI.

4. HaxaTb kHOMky [BbibepuTte danmnbl] n ykasatb dann. B pesynbtate BnoxeHue 6yaet
pobaeneHo B OpMy CO3AaHUSA AOKYMEHTA.

I'Ipm HeOGXOLI,VIMOCTI/I Nno aHarornum ,EI,O6aBI/ITb BJ1OXXEHNEe B KaTeroputo «I'Ipo‘-lee».

5. HaxaTtb kHonky [Co3paTthb].

Ecnn rpaduk oTnNyCcKOB OpraHmM3aumm Ha TeKyLMn rof yXe cosfdaH, oTobpasuTtcst coobuieHne
«I'pacpmk opraHMsaLmm Ha yKasaHHbIN rof yXXe co3faH».

B pesynbTate 6yaeT cosgaHa KapToyka rpadmka OTnyckoB opraHu3aumm B ctatyce YepHosuk
(PucyHok 35).

PykoBoauTenb opraHm3auuM aBToMaTUYeCKN ykasaH B none Ymeepxoarowuu.

= & 1 Mpatmk oTnycKkos opradnsauun: 000 ONY Ha 2024 rog N® He npuceoeHo IH & 2

2 Wpasgs AHToHoRE =

& Fpadik oTRYCKOE BE

Crarye: Hesiot
1 BOOAMMREA T EATHYI (opas WAMTH (o B ke Jarpymers wa (hains =
@ AeicTan

YaannTn

PucyHok 35 — Kaptouka rpacmka oTnyckoB opraHusauum
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KapTouka rpaduka oTnyckoB opraHv3aLMm COAepXXMT BKNaOKM:

pagbuk omyckog — COAepP>KMUT MHpopMaLUIO MO MaHMPOBaHMIO OTNYCKOB B OpraHM3auuu.

AmQU6!mbI — COOEepPXUT OCHOBHbIE CBeAEeHUA O OOKYMEHTE.

Mapwpym OokymeHma — oTobpaxaeT WHPOPMAUMIO O COrnacoBaHWW, MOAMUCAHUN 1
yTBEepXaeHun pJokymeHTa. OnucaHue paboTbl C BKNaAKOW NpuUBEAEHO B OOKYMeHTe
«PykoBopacTBo nonb3osatens. Tom 2» (pasgen 11.1.1. Bknagka «MapLpyT 4OKyMeEHTa»).

BrioxxeHusi — cooepXXuT nepeyveHb BIOXEHWI, NPUKPENIIEHHbIX K KAPTOYKE AAaHHOrO AOKYMEHTA.
OnwucaHne paboTbl C BKNaAKoN NpMBEAEHO B AOKYMEHTe «PyKoBOACTBO Nonb3oBaTensi. Tom 2»
(pasgen 11.1.3. Bknagka «BnoxeHusay).

Ces3u — coOOepXuT nepedeHb CBA3eN C gOKyMeHTamu Bcex TunoB. OnucaHue paboTbl C
BKMagKkon npuBeoeHO B OOKyMeHTe «PykoBoAcTBO nonb3oBaTtens. Tom 2» (pasgen
[1.1.4. Bknagka «CBs3uny).

YyacmHuku _QoKyMeHmMa — COAEPXKUT NepeyeHb y4acTHUKOB gOokyMeHTa. OnucaHune paboThbl C
BKMagkon npuBegeHO B OOKyMeHTe «PykoBoAcTBO nonb3oBaTtens. Tom 2» (pasgen
11.1.5. Bknagka «Y4aCTHUKMN OOKYMEHTa»).

Memku — copepXuT nepevyeHb METOK, MPUCBOEHHbIX AOKYMeHTy. OnucaHume paboTbl C
BKMagKkon npuBeoeHO B OOKyMeHTe «PykoBoAcTBO nonb3oBaTtens. Tom 2» (pasgen
11.1.6. Bknagka «MeTku»).

Hcmopuss — BKnagka npegHasHadeHa [gna nNpocMoTpa  WUCTOpUM  OENCTBUK, KOTOpPble
NPOM3BOANIN C KapTOYKON AOKyMeHTa. OnucaHmne paboTbl C BKNagKoW NPUBEAEHO B AOKYMEHTE
«PykoBogcTteo nonb3oartens. Tom 2» (pasgen 11.1.7. Bknagka «Mctopusy»).

OsHakomneHue — oTobpaxaeT MHgopmaumo 06 O3HaKOMNeHUM € AokymeHToM. OnucaHve
paboTbl C BKNagkon npuBeneHo B AOKyMeHTe «PykoBoacTBO nonb3oBatens. Tom 2» (pasgen
[1.1.2. Bknagka «O3HakoMmmneHuey).

[NevyamHble chopMbl — COAEPXXUT CCbIJIKM Ha neYvaTHble d)OprI.

KommeHmapuu — Bknagka npefHasHadyeHa ANna cos3gaHust M NpocMoTpa KOMMEHTapueB
K AokymeHTy. OnucaHme paboTbl C BKMNagkoM nNpuBeAeHO B [[OKymMeHTe «PykoBoacTBo
nonob3oBartens. Tom 2» (pasgen I1.1.8. Bknagka «KommeHTapuny).

MNoapobHoe onucaHwe 3nNeMeHTOB M BKNAAOK KapToyek AOKYMEHTOB NPMBEAEHO B OOKYMEHTE
«PykoBogcTBo nonb3osartens. Tom 2» (pasgen |l PaboTta ¢ kapTOYKom 4OKYMEHTA).

IV.2.PepakTnpoBaHue KapTo4ku rpacpmka oTnyckoB

[laHHOe pencTBMe SOCTYMHO MHULMATOPY U COTPYAHMKY ¢ BusHec-ponbto Crieyuanucm kadposol
CITYXKObI.

[lna pegakTnpoBaHus rpadunka oTnyckoB HEOOXOAMMO:

1.

OTKpbITb KAPTOYKY rpadpmka OTNycKoB opraHmsaumm (cm. PucyHok 35).
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KapTtouka rpaduka oTnyckoB JOIMKHA HaXoauTbesa B ctatyce YepHosuk unu Ha dopabomke

Ha naHenn pononHuTenbHbIX OENCTBUM  HaxaTb  KHOMKY ﬂ OTkpoeTtcss  dopma
pefakTMpoBaHus.
3. BHecTtu Tpebyemble n3amMeHeHus.

4. HaxaTtb kHonky [CoxpaHunTb].
Ha Bpems pepakTupoBaHWs KapTodka AOKyMeHTa OygeT 3abrnokmpoBaHa OT pefakTMpoBaHWS

ApyrmMiu norib3oBaTtendamn.

IV.3.YaaneHue kapTo4yku rpacpuka oTnyckoB

[aHHOe gencTBue BbINOMHAET NHULMATOP.

Ana ynaneHuns kapTo4ku rpadmka oTnyckoB Heobxoaumo:

1. OTKpbITb KAPTOUKy rpadmnka oTnyckoB (CM. PucyHok 35).

KapTqua rpad)vn(a OTMYCKOB OOJIKHA HaxoAnTbCA B CTaTyce L'/e,OHOGUK.

2. Ha dyHKunoHanbHon naHenu,
OTkpoeTcst OKHO noaTBepXAeHus yganeHus (PucyHok 36).

BeinonHerne geMcTEMA

MoaTeepanTe BRNONHEHWEe AefcTEMA "YoanuTs'

ﬂ L:.ITI!E-'H

PucyHok 36 — OKHO noaTBepXXAeHUs yaaneHus AOKYMeHTa

3. Haxatb kHonky [OK].

B pesynbTaTte YepHoBUK rpadmka oTnyckoB OyaeT yaaneH.

IV.4.3arpy3ka rpacumka otnyckoB n3 dauna

[aHHoe aencTBME BbINOMHAET MHULMATOP UK COTPYAHUK ¢ BusHec-ponbto Creyuanucm kadposol
CITYXObI.

[na 3arpysku rpagurka OTNyckoB U3 gpanna Heobxoanmo:

1. OTKpbITb KAPTOYKY rpadumka oTnyckoB (CM. PucyHok 35).

B cekumn [Jelicmeus, BbiOpaTb AeWCTBUE «YOanuUTby.
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KapTqua rpacbvn(a OTMYCKOB OOJIKHA HaxoAnTbCA B CTaTyce L‘Ie,DHOGUK.

2. Ha Bknagke [paghuk omnyckoe, Hag Tabnuuen, HaxaTb KHOMKy [3arpy3uTb u3 channa]
(PvicyHok 37).

= & 1 Mpatmk oTnycKkos opradnsauun: 000 ONY Ha 2024 rog N® He npuceoeHo IH & 2

2 Mpasps AHToHoBE »

Tpadmk oTnyckos

= ooe

TB3GUN CTTEHED = Crarye: Hegnod

AeicTan

YaannTn

at

PucyHok 37 — KHonka «3arpy3unTb u3 canna»

3. B oTkpbiBwemca okHe B none Paln epaghuka ommnyckoe LLEfKHYTb MO 3HAYKy +
(PucyHok 38).

@ain rpadMKa OTNYCKOE: I

PucyHok 38 — 3arpy3ka cpaina rpacuka otnyckoB

OTkpoeTcs okHO 3arpy3uTb ¢hannbl B lokyMeHTbI (PucyHok 39).

Takke Cuctema nossonget 4obaBnaTb BNoxeHue, ncnonb3ys metoa Drag-and-drop.

Ona nobaBneHns BnoxeHus ¢ nomoLlbio Metofa Drag-and-drop Heobxoamnmo «nepeTtawmntb» dann B
OKHO 3arpysku BnoxeHusi. B pesynbtate BnoxeHue GyaeT 3arpyxeHo.
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4

3arpysuTe hannel 8 = JoKyMeHTBI

BoibepuTe thanno

OTMeHa

PucyHok 39 — OkHo «3arpy3utb dannbl B [JOKyMeHTbI»

. Haxatb kHonky [BbibepuTe thannbl] 1 ykasatb ann.

darina rpacmka oTnyckoB AosmkeH 6biTb B hopmaTe Excel u cogepxatb crieqyowme KONMOHKK:
e PaboTHuK;

e Hauano (rpadwmk);

e OkoH4aHue (rpaduk);

e [Hen (rpadmk)

B pesynbtate Gyaget 3arpyxeH ¢hann u 3anonHeHa tabnuua rpaduka OTNyCcKOB MO opraHmM3auunm
(PucyHok 40). B Tabnuua rpadmka oTnycKoB yka3aHbl crieqyolme aHHble:

MogpasneneHwue;
PaboTHuk;

Hauano (rpaduk);
OkoHuaHue (rpaduk);

OHen (rpaduk).

= @

i.r.mpoé

~

Ipaduk oTNYcKoB opranusayun: 000 ONY Ha 2024 rog NP He npucBoEHo I & 32 & Wpseas AdToHoss
Tpagueormyenon 02 ooB
Crarye: oot
! e Bt i 1 3 A =
AehcTonm
2 > = Hanpaenth Ha nognscaine

2 Bacunpueskn WE 12.02 2024 25,02 2024 ] YRaiiTS

14 HanpagHms Ha comacoasme

PucyHok 40 — 3anonHeHHasa Tabnuua rpacgpumka oTnyckoB
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[nsa npocmoTpa nonHon Tabnuupbl rpaduka oTnyckoB Heobxoammo HaxaTb kHOMKy [MokasaTb
nonHoctbio] (cM. PucyHok 40). B pesynbtaTe OTKpoeTcs nonHas Ttabnuua rpaduka OTNyCcKOB CO
cnepyowmmn ctonéuamm (PucyHok 41):

— PaboTHuk;

— Hauano (rpadwvk);

— OkoHyaHue (rpaduk);
—  [Hen (rpadpuk);

— Havano (nepeHoc);

— OkoH4aHue (nepeHoc);
— [OHeit (nepeHoc);

— O6ocHoBaHWe nepeHoca;
— Havano (takT);

—  OkoHuaHwue (dakT);

—  [OHewt (dakT);

— [MpnmeyvaHne.

IpadMK 0TNYCKOB OpraHu3aLum

PucyHok 41 — MNonHaa Tabnuua rpacpmka oTnycKkoB

Mocne 3arpy3ku dhanna rpacmka oTNyCKOB MHMLMATOPY M CNeuuanncTy KagpoBOW CryKObl CTaHyT
OOCTYMNHbI cneaylolme AencTBuUs:

— PepaktnpoBaHue 3anucen Tabnuubl rpadmka otnyckoB (cMm. pasgen V.6 PepaktuposaHue
3anuncu Tabnuubl rpacmka OTNycKoB);

— OrtnpaBka Ha cornacoBaHue (cMm. pasgen V.9 HanpaesneHue rpacumka oTnyckoB opraHusaumm
Ha cornacoBaHue);

— OrtnpaBka Ha nognucaHune (cm. pasgen V.16 HanpaeneHne rpaduka OTnycKOB OpraHu3auum
Ha nognucaxue);
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— OrtnpaBka Ha yTBepxaeHue (cm. pasgen 1V.19 HanpaBneHve rpadmka OTNYyCKOB Ha
yTBEPXAEHUE);

— ®opmupoBaHue nedvatHou dopmbl (cMm. pasgen V.29 ABTomartudeckoe ¢opmMupoBaHme
nevyaTtHoOn OOpPMbl C USMEHEHUAMM rpadrka OTMYCKOB);

— Ypanenue (cMm. pasgen V.3 YoaneHne kapToyku rpadumka OTMYCKOB) — OEWCTBME OOCTYMHO

TOJIbKO MHULMATOPY.

IV.5.®opmupoBaHue rpacdmka oTrnyckoB

[aHHoe aencTBME BbINOMHSAET MHULMATOP UK COTPYAHUK ¢ BusHec-ponbto Creyuanucm kadposol
CITYXObI.
B Cucteme pomxHbl 6bITb YTBEPXKAEHHbBIE rPadhvKm OTNYCKOB MO NoApasaeneHusMm.

[ns doopmmpoBaHmsa rpadmka oTnyckoB HEO6XOAMMO:

1. OTKpbITb KAPTOYKY rpadumka oTnyckoB (CM. PucyHok 35).

KapTouka rpadmka oTnycKoB LOMKHA HAaXoaUTbCA B cTatyce YepHOBUK.
2. Ha dyHkumoHanbHon naHenu, B cekuun [etcmeusi, BoibpaTb gencteue «CdopmmpoBaTb
rpadpmk» (cm. PucyHok 35).

3. B oTKpbIBLLEMCA OKHE NoATBEpPAUTb dopMMpOBaHME rpaduka OTMyCcKoB, HaxaB kKHorky [OK]
(PvicyHok 42).

BrinonHeHWe geWcTBUA

MNogTeepoUTe BRINDNHEHWE ANA 3TOMD JOKYMEHTA AeACTEHA

ChopMUpoBaTE rpadvk
n i:l_r.‘_:._: 3

PucyHok 42 — lNoaTBepxaeHue popmMmupoBaHus rpacmka oTnyckoB

B pesynbTtate 6yaet cdoopMmpoBaH rpadmk OTNyCKOB OpraHM3auum Ha OCHOBaHUW yTBEPXKOEHHbIX
rpadukoB OTMNYCKOB noapasgeneHuin. B tabnuvua rpadumka oTnyckoB ykasaHbl crnegylolwime OaHHble
(cm. PucyHok 40):

— TlNoppasgenexue;
— PaboTHuk;
— Havano (rpacwik);

— OkoHuaHwue (rpaduk);
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OHen (rpaduk).

Ona npocmoTpa nonHon Tabnuubl rpaduka OTNYCKOB HeobxoauMMo HaxaTb KHOMKy [[MokasaTtb
nonHocTb] (cm. PucyHok 40). B pesynbrarte oOTkpoeTcsi nonHas Ttabnuua rpaduka OTNyCcKOB CO
cnegyowmmmn ctonbuamm (cm. PucyHok 41):

PaboTHuK;

Hauano (rpaduk);
OkoHuaHue (rpaduk);
[Hen (rpaduk);
Hauano (nepeHoc);
OkoH4aHue (nepeHoc);
[Hen (nepeHoc);
O6ocHoBaHWe nepeHoca;
Hauvano (dakT);
OkoHuaHue (thak);
[OHen (dbakT);

MpymeyaHwne.

MNMocne copmmpoBaHus rpadmka OTNYCKOB MHMLMATOPY U CNeumanucTy KagpoBon Cryx0Obl cTaHyT
[AOCTYMHbI creayoLwme AeicTBUS:

PepaktupoBaHve 3anucen Tabnuubl rpaduka otnyckoB (cm. pasgen 1V.6 PepaktupoBaHue
3anucm Tabnuubl rpaduka oTNycKoB);

Otnpaeka Ha cornacoBaHue (cMm. pasgen 1V.9 HanpasneHue rpaduka oTnycKOB OpraHv3aumm
Ha cornacoBaHue);

OtnpaBka Ha nognucaHue (cm. pasgen V.16 HanpaeneHue rpadmka OTnycKoB OpraHusaumm
Ha nognucaHue);

OTtnpaBka Ha yTBepxgeHue (cm. pasgen V.19 HanpaBneHue rpaduka OTNYCKOB Ha
yTBEPXOEHUE);

dopmupoBaHme nevatHon dopmbl (cm. pasgen V.29 ABTomatmyeckoe hopmMmmpoBaHme
neyaTHOM YOPMbI C U3MEHEHMAMM rpadomKa OTNYCKOB);

YaoaneHue (cm. pasgen IV.3 YganeHne kapTouku rpadumka OTMYCKOB) — OEWCTBME OOCTYMHO
TONBbKO MHMLMNATOPY.
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IV.6.PepakTnpoBaHue 3anncu tTabnuubl rpacdmka oTnyckoB

[aHHoe aencTBME BbINOMHAET MHULMATOP UK COTPYAHUK C BusHec-ponbto Creyuanucm kadposol
CITYXObI.

[lna pepakTnpoBaHus 3anvceit Tabnuupbl rpadgumka oTnyckoB Heo6xoauMmo:

1. OTKpbITb KAPTOYKY rpadumka oTnyckoB (cM. PucyHok 35).

KapTouka rpadovka oTnyckoB AoSkHa HaxoauTtbes B ctatyce YepHosuk unu Ha dopabomke.

g
2. Haectu yKa3aTtellb MbIlWK Ha CTPOKY C HYXHbIM COTPYOHUMKOM WU HaXaTb MO 3HA4Ky /

(PncyHok 43).
= & 1 MpatuK 0TNYCKOB opraHusaluuu: 000 ONY Ha 2024 rog N° He npUcaoeHo IH R 32 2 Mpoeps AdTooss
g eemoms ooo
TRIMK CTICKEE Crarye: Hegiodit
Flouasars BOSARORETE M ETHYK thopir Bl pyauTh (padiik B halr Barny s s habi =
AshcTans
ArpugyTi Hanpam s wa noggmecanin
& .6 i L) YaannTe
£ = " .
S B
m - At n 1 £y 4
Enomenns
= 11.08.2024

fa

PucyHok 43 — UameHeHuMe 3anmucu B rpadmke oTNyCcKoB

3. B oTKpbiBLUEMCHA OKHE W3MEHUTb KONMYECTBO OHen B rpaduke B none [Hel (epaghuk)
(PucyHok 44).

I'Ipm H806XOLI,VIMOCTI/I BBECTU NnpunmMmeyaHune B rnorlie ﬂpumeanue.

4. Haxatb kHonky [OK].

Mepuop oTnycka

PaloTHHK: & Bacwnpuenko Mruat Bukropoeny WHxewep Mogpazgensqwe 1

Hauano (rpadmk): * 2.02.2024

OkoH4aHWE (rpaduk): * 25.02.2024

Lueit (rpadmx): * 14
Mpumedanua:

n Omess

PucyHok 44 — N3ameHeHue aHen B rpacuke
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B pesynbTate Ana corpyaHuka 6yaeTr M3MEeHEHO KOMWYecTBO OTMYCKHbIX AHen B rpaduke.
B ctonbue «[Hen (rpacuk)» Tabnuubl rpacdurka oTnyckoB OyaeT ykazaHO HOBOE 3HayeHue.

IV.7.®opmupoBaHune neyatHou hopmbl rpacpuka oTnyckoB

[aHHOe fericTBMe BbINOMHAET NHULMATOP UMK COTPYAHUK ¢ BusHec-ponbio Crieyuanucm kadpoegol
CNYyXO6bI.

[na dopmmpoBaHmsa nevatHon opmbl rpadmka oTNycKoB HEOOBXOANMO:

1. OTKpbITb KAPTOUKy rpadmnka oTnyckoB (CM. PucyHok 35).

KapTouka rpaduka oTnyckoB JOIKHA HAaxXoauTbes B ctatyce YepHosuk unn Ha dopabomke.

2. HaxaTtb kHonky [CchopmupoBaTthb nevaTHyro hopmy] (PrcyHok 45).

2 Wpang

Bn

[l

T [pabuvk oTnyckoB opradusauun: 000 ONY va 2024 rog NE HE NpUcBoEHD H &

:f Tpadmk oTnyckoe E

Crarye: Yumeosin

21 it G | I —— e

Hanpagims H7 noanicaiie

YazannTs

PucyHok 45 — ®dopmupoBaHue nevyatHon ¢popMbl

B pesynbTtaTte 6ygeT chopmmpoBaHa nevatHas popma rpaduka oTnyckoB, KoTopas oTobpasntca
Ha Bknagke BroxeHus (PucyHok 46).
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PucyHok 46 — lNeyaTHasa ¢popma rpachuka otnyckoB

IV.8.YTBepxaeHue rpacmka oTnyckoB BHEe CUCTEMbI

Ecnv npu cosgaHun vnv pegakTMpOBaHUM KapTOYkM rpadhuka OTMYCKOB YCTAHOBMEH MpU3HaK
YmeepxdeH eHe cucmembl (cM. Tabnuua 6), AoKymeHT OyaeT nepeBedeH B cTaTtyc YmeepxO0eH

N aBTOMaTU4eCckn ccopmMupyeTcsa MapLlpyT NOAMMCaHMS, B KOTOpbIM OyaeT BKMOYEH PYKOBOAMTESb
KagpoBOW Cry>0bl.

Ecnn cdopmmpoBaHa Tabnuua rpaduvka OTMAYCKOB, YKasblBAOTCA 3HAYEHUS OTCYTCTBUS
COTPYOHMWKOB:

— Havano otcytctBus — B ctonbue «Havano (rpaduk)»;
— KoHey otcytcTBUs — B ctonbue «OkoHYaHue (rpaduk)y;
— [lpuymnHa oTCcyTCTBMSA — OTNYCK.

3a 14 pgHel OO HacTynneHust oTnycka paboTHMKaM MNOCTYNSAT YBEAOMIIEHMSI O MPUBRMKEHUN
oTnycka, aBTomatuyeckm B Cucteme OyaeT co3gaHo 3asiBrieHve O npepocTaBneHun oTnycka. [pu

HeobXxoanMocCTH, pa6OTHl/IK MOXeT NMoAroToBuUTb 3adBlieHMe O nepeHoce Ui Ha OTMEeHY eXerogHoro
onavymBaemMoro oTnycka.

Mo oKkOHYaHWMM roga YTBEPXKAEHHOro rpadmka OTMyCKOB, OH aBTOMAaTMYECKM NepenaeTt B CTaTyc
3akpbim.
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IV.9.HanpaBneHue rpacpuka oTNnycKOB opraHM3auum Ha corfnacoBaHue

[aHHoe fericTBME BbINOMHAET NHULMATOP UMK COTPYAHUK ¢ BusHec-ponbio Creyuanucm kadpoegol
CITYXObI.
KapTtouka rpaduka oTnyckoB JOIKHA HAaxoauTbes B ctatyce YepHosuk unn Ha dopabomke.
HanpasneHne rpaduka OTNyCKOB OpraHvMsauum Ha cornacoBaHWe BbIMOMHAETCS MO aHanorun ¢
AencTBMAMM, onucaHHbiMu B pasgene «V.3. OTnpaBka [OKyMEHTa Ha MNEepBUMYHOE COrfiacoBaHME»
AOKyMeHTa «PykoBoACTBO nonb3osatens. Tom 3».

IV.10. NpuHyanTenbHoOe 3aBeplueHMe cornacoBaHusA rpadmka oTnycKkoB

[laHHOe aenicTBME BBIMOMHAET MHALMATOP UM COTPYAHUK ¢ BusHec-ponbto Creyuanucm kadpoegol
CITYXObI.
KapTtouka rpadmka oTnyckoB JOIMKHA HAaXOAMTLCA B cTatyce Ha coanacosaHuu.
MpuHyouTenbHOE cornacoBaHue rpadguka OTNYCKOB OpraHv3aumu BbINOSHAETCS Mo aHanormm ¢
OEeNCTBMAMMK, onucaHHbIMK B pasgene «V.6 lNpuHyguTenbHOE corfacoBaHMe AOKYMEHTa» AOKYMeEHTa
«PykoBogcTBo nonb3osartens. Tom 3».

IV.11. OT3bIB ¢ cornacoBaHus rpacuka oTnyckoB

[aHHOe nericTBME BbINOMHAET MHULMATOP UMK COTPYAHUK ¢ BusHec-ponbio Crieyuanucm kadpoegoli
CNYyXObI.
KapTouka rpadmka oTnyckoB JOSKHA HAaxoauTbes B cTaTyce Ha coenacosaHuu.
OT3biB rpacvka OTNYCKOB OpraHusaummM C COrfacoBaHWsl BbINOMHAETCSA MO  aHanormm ¢
OENCTBMAMM, onucaHHbiMM B pasgene «V.4 OT3blB AOKYMEHTA C COrflacoBaHWA» OOKYMEHTa
«PykoBogcTBo nonb3osatens. Tom 3».

IV.12. CornacoBaHue rpacpuka oTnyckoB

[aHHoe OencTBre BbINOMHAET COrnacyoLLmMi JOKYMEHTa.
KapTouka rpadovka oTrnyckoB JoSKHa HaxoOAuTbCs B cTatyce Ha coanacosaHuu.

CornacoBaHue rpaduka OTMYCKOB OpraHum3auuMu BbINOMHSAETCA MO aHanorum ¢ LerWCTBUAMWU,
onucaHHbiMM B pasgene «V.7 BbinonHeHne 3apaun «CornmacoBaTb» [OKyMeHTa «PykoBoacTtso
nonb3oBaTtens. Tom 3».

Ecnn cornacosaHve 3aBeplieHO co ctatycom OmK/IOHEeHO, KapToyka rpaduka oTnyckoB Oyaet
nepesefeHa B ctatyc Ha dopabomke.

Ecnn cornacoBaHue 3aBeplueHo co ctatycom CoenacosaHo unu CoaracoeaHo ¢ 3amedyaHusiMu v
BbIKINOYEHA HacTporka «ABTOMaTUYeCKas MapLipyTu3aums nocne corrfiacoBaHus», KapTodka rpaduka
OTnyckoB ByaeT nepesefeHa B ctaTyc CoanacosaH.

Ecnu 3anonHeHo none Pykoeodumesib KadpoeolU ciiyx6bl W BKIKOYEHA HacTponka
«ABTOMaTM4eckass MapLlpyTM3aums Mocrne CcornacoBaHusiy, KapTouyka rpadmka oTtnyckoB Oyaer
oTnpaBneHa Ha noanucaHue u nepeBefeHa B ctaTyc Ha nodnucaHuu.

Ecnu none Pykoeodumenb kadpoeol cnyx6wbl He 3anofHeHO W BKMKYEHa HacTponka
«ABTOMaTMYECKas MapLupyTu3auus rocne CcorfacoBaHusi», KapTodyka rpadumka OTnyckoB Oyaet
OoTMpaBrieHa Ha yTBepXXAeHWE 1 NepeBedeHa B cTaTyc Ha ymeepxxdeHuu.
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IV.13. YTBepxaeHue rpacdmka oTnycKoB BHe CUCTEMbI NO AEUCTBUIO

[aHHoe fericTBME BbINOMHAET NHULMATOP UMK COTPYAHUK ¢ BusHec-ponbio Creyuanucm kadpoegol
CITYXObI.
KapTouka rpaduka oTnyckoB JOImKkHA HaxoguTbes B ctatyce CoesiacogaH wunu lodnucaH.
YTBepxxaeHne rpadmka OTnyckoB opraHmsaumm BHe CUCTeMbl BbINOMHAETCA MO aHanormm ¢
nencTeuaMn, onmcaHHbiMn B pasgene «VII.2. BbinonHeHMe OenctBust «YTBEpPAUTb BHE CUCTEMBbI»
AOKyMeHTa «PykoBoACTBO nonb3osatens. Tom 3».

KapTouka rpadumka oTnyckoB opraHusauumn 6ygeT nepesedeHa B cTatyc Ymeep kOeH.

3a 14 pgHen [o HacTynneHust oTnycka paboTHMKam MOCTYNAT YBEAOMIIEHMS O NPUBRAVKeHun
oTnycka, aBToMatudeckm B Cucteme OyaeT cosgaHo 3asiBNeHWe O npepoctaBneHunm otnycka. [Mpu
HeobxoanumMocTK, paboTHMK MOXET NOAroTOBUTHL 3asiBIEHME O NEPEHOCEe WM Ha OTMEHY €XerogHoro
onfaynBaemoro oTnycka.

Mo oKOHYaHMW roga yTBEepPXXOEHHOro rpaduka OTMYCKOB, OH aBTOMaTM4YecKku nepenaeT B craTyc
3akpbim.

IV.14. Bo3BpaT AOKyMeHTa Ha AOopaboTKy

[aHHOe fericTBMe BbINOMHAET NHULMATOP UMK COTPYAHUK ¢ BusHec-ponbio Creyuanucm kadpoegol
CNYyXObI.
KapTouka rpadmka oTnyckoB JoSmKHA HaxoauTbes B ctaTyce CoeniacosaH.
OT3bIB rpacmka OTNYyCKOB OpraHmM3aumn Ha gopaboTKy BbIMOMHAETCA NO aHanorum ¢ 4eNCTBUAMMU,
onucaHHbiMM B pasgene «VI. BosBpaT agokymeHTa Ha [JopaboTky» AokymeHTa «PykoBoacTBO
nonb3osarens. Tom 3».

IV.15. NMoanucaHue rpacduka oTNYCKOB BHE CUCTEMbI NO AEUCTBUIO

[laHHOe aencTBME BBIMOMHAET MHALMATOP UM COTPYAHUK ¢ BusHec-pornbto Creyuanucm kadpoegol
CITYXObI.
KapTouka rpaduka oTnycKkoB JOIMKHA HAaX0AuTbes B ctaTtyce CoasiacosaH.
MoanucaHme rpadpuka OTNYCKOB opraHm3aumm BHe CuCTeMbl BbIMOMHAETCS MO aHanorum ¢
aenctemaMu, onucaHHeiMu B pasgene «VIl.4.2. BoinonHeHne pgencteusa «llognucatb BHE CUCTEMBbIY
AOKyMmeHTa «PykoBoACTBO nonb3osatens. Tom 3».

Ecnu BbikntoueHa HacTporika «ABTOMaTUYeckas MapLupyTM3auusa nocre NoAnMcaHusa», KapTodka
rpadhuka otnyckoB bygeT nepeseneHa B ctatyc llodnucaH.

Ecnu BkntoyeHa HacTponka «ABTOMaTUYeckass MapLUpyTM3aumnsa nocrne nognucaHusay», KapTodka
rpacmka otnyckoB 6yaeT oTnpaBneHa Ha yTBepXXaeHne 1 nepeBefeHa B ctatyc Ha ymeepxoeHuu.
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IV.16. HanpaBneHue rpacpuka oTnycKoB opraHM3auum Ha nognucaHuve

[aHHoe fericTBME BbINOMHAET NHULMATOP UMK COTPYAHUK ¢ BusHec-ponbio Creyuanucm kadpoegol
CITYXObI.
KapTouka rpaduka oTnyckoB JOJKHA HaxoauTbes B cTatyce YepHoesuk, Ha dopabomke,
CoenacosaH.
HanpasneHne rpacduka OTNYCKOB OpraHusauuuM Ha noanucaHue BbINOMHAETCS MO aHanorun c
AencTBMAMM, onucaHHeiMu B pasgene «VIL.4.3. OtnpaBka OOKyMEHTa Ha MNepBUYHOE NoAnMcaHue»
AOKyMeHTa «PykoBOACTBO nonb3oBatens. Tom 3».

IV.17. OT3bIB rpadmuka oTnyckoB ¢ nognmucaHus

[laHHOe aenicTBME BBIMOMHAET MHALMATOP UM COTPYAHUK ¢ BusHec-pornbto Creyuanucm kadpoegol
CNYyXObI.
KapTqua rpachKa OTMYCKOB OOJIKHA HaxoAnTbCA B CTaTyce Ha nodnucaHuu.
OT3bIB rpacdmka OTNYCKOB OpraHM3auum ¢ NoanMcaHus BbINOSHAETCA MO aHanorum ¢ 4enNcTBUAMuU,
onucaHHbiMn B pasgene «VIl.4.4. OT3biB AOKYyMEHTa C nognucaHus» OOKyMeHTa «PykoBo4CTBO
nonb3oBartens. Tom 3».

IV.18. NoanuncaHune rpadmka oTNyCKOB opraHM3auumn

[aHHoe gencTBMe BbINOMHAET NOANUCAHT AOKYMEHTA.
KapTouka rpaduka oTnycKkoB JOIKHA HAXOAUTbLCS B cTaTtyce Ha nodnucaHuu.

MoanucaHve rpaduka OTNYCKOB OpraHU3auuu BbIMOMHAETCA MO aHanorum ¢ OencTBuamu,
onucaHHbiMn B pa3sgene «VI.4.6.3. BoinonHeHue 3agaun «lMognucaTb OOKYMEHT» ANS AOKYMEHTa, He
Tpebytowero Al» gokymeHTa «PykoBoACTBO nonb3oBatens. Tom 3».

Ecnn nognucaHne 3aBepweHo co crtatycom [lodnucaHO W BbIKIIKOMEHA  HacTpowvka
«ABTOMaTtm4eckass MapLipyTM3auusa nocne nognucaHusa», KapTodka rpaduka oOTnyckoB Oyaer
nepeBefeHa B ctatyc [Todnucan.

Ecnun nognucaHmne 3aBepLueHo co ctatycoM [1odnucaHo v BKOYeHa HacTponka «ABTomaTnyeckas
MapLupyTM3aumsi nocre noAanucaHnsi», KapToyka rpadmka oTtnyckoB OydeT nepeBedeHa B CTaTyc
Ha ymeepxderuu.

Ecnu rpachmk oTNyCKOB OTKIMOHEH C NognMcaHus, AOKYMeHT nepenaeT B ctatyc Ha dopabomke.

IV.19. HanpaBneHue rpacpyka oTNyCKOB Ha yTBepXaeHue

[aHHOe fericTBME BbINOMHAET NHULMATOP UMK COTPYAHUK ¢ BusHec-ponbio Crieyuanucm kadpoegol
CNYyXObI.
KapTtouka rpaduka oTnyckoB JOIMKHA HaxoauTbcH B ctatyce YepHosuk, Ha dopabomke,
CoanacosaH, lNodnucaH.
HanpasneHve rpaguka OTNyCKOB OpraHuM3auum Ha yTBepXOeHue BbINOMHAETCs MO aHanoruu ¢
AencTemamMM, onucaHHeiMu B pasgene «VIIL.3. OTnpaBka OOKyMEHTa Ha NepBUYHOE YTBEPXKOEHMEX

OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».
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IV.20. OT3bIB rpacdmka oTNyCKOB C yTBEPXAECHUA

[aHHoe fericTBME BbINOMHAET NHULMATOP UMK COTPYAHUK ¢ BusHec-ponbio Creyuanucm kadpoegol

CITYXObI.
KapTouka rpaduka oTnyckoB JOIKHA HAXOOUTbLCS B cTatyce Ha ymeepxOeHuu.

OT3biB rpadmka OTNYCKOB OpraHuM3aumMm C YTBEPXOEHUS BbIMOMHSAETCA MO aHanormm ¢
AencTemaAMM, onucaHHbiMn B pasgene «VIllL.4. OT3biB OOKYMEHTa C YTBEPXAEHMS» [OOKYMEHTa
«PykoBopacTeo nons3osarerns. Tom 3».

IvV.21. YTBepxaeHue rpacdmka oTnyckoB

[aHHOe felricTBME BbINOMHAET YyTBEPXKAAOLLMNA.
KapTouka rpaduka oTnycKOB JOSMKHA HAaX0O4UTLCA B cTatyce Ha ymeepxxOeHuu.

YTBepxaeHne rpadmka OTMYCKOB OpraHmMsaumy BbIMOSHAETCS MO aHanormm C OencTBUAMM,
onucaHHbiMn B pasgene «VII.6. BoinonHeHne 3agaum  «YTBepauMTb  LOOKYMEHT»  OOKYMEHTa
«PykoBoacTeo nons3osarens. Tom 3».

Mocne yTBEepXaeHusa kapTodka rpaduka OTnyckoB byaeT nepesegeHa B cTaTyc YmeepxOoeH.
B Tabnuue rpacurka oTnyckoB yKa3blBalOTCH 3HAaYEHNS OTCYTCTBUS COTPYAHWUKOB:

— Hauvano otcytctBust — B ctonbue «Havano (rpaduk)»;

— KoHew otcyTcTBuMs — B cTonbue «OkoHYaHue (rpaduk)»;

- anI‘-II/IHa OTCYTCTBUA — OTMNYCK.

3a 14 pgHen [o HacTynneHust oTnycka paboTHMKam MOCTYNAT YBEAOMIIEHMS O NPUBRAvKeHun
oTnycka, aBToMatudeckm B Cucteme OyaeT cosgaHo 3asiBNeHWe O npepoctaBneHunm otnycka. [Mpu
HeobxoanumMocTK, paboTHMK MOXET NOAroTOBUTHL 3asiBIEHME O NEPEHOCE WM Ha OTMEHY €XerogHoro

onfavymnBaemMoro oTnycka.

Mo OKOHYaHMKM roga YTBEpPXXOEHHOro rpaduka OTMYCKOB, OH aBTOMaTM4YecKku nepenaeT B craTyc
3akpbim.

Ecnu rpachmk OTNyCKOB OTKIMOHEH C YTBEPXAEHWS, LOKYMEHT nepenaeT B ctaTyc Ha dopabomke.

IV.22. HanpaBneHue rpacpyka oTnycKoB Ha O3HaKOMIleHue

[aHHoe aeicTBMe BLINOMHAET MHULMATOP UMK COTPYAHUK ¢ BuaHec-ponbio Creyuanucm kadposoli

CITYXObI.
KapTouka rpadhmka oTnyckoB JOJKHA HAaX0OUTLCS B cTaTyce Ymeep KOeH.

OtnpaBka rpaduka OTNYCKOB OpraHusaumm Ha O3HakomneHue paboTHMKaM BbINOMHAETCS Mo
aHanormm ¢ OenucTBusaMK, onucaHHbiMM B pasgene «X.1. OTnpaBka AOKYMEHTa Ha O3HaKOMSIEHUE»
OoKyMeHTa «PyKoBOACTBO nonb3oBatensi. Tom 3».
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IV.23. O3HakomneHue ¢ rpachKomM OTNycKoB

[laHHOe faelicTBME BbIMOSTHAET O3HaKaMITMBaKOLWNACSA pabOTHUK.

O3sHakomneHne ¢ rpadMKoM OTMYCKOB OpraHM3auun BbINOSHAETCA NO aHanorum ¢ SEerMcTBUAMM,
onucaHHbiMM B pasgene «X.7. BbinonHeHne pencteust « O3HAKOMUTBLCA C OOKYMEHTOB» [OKyMEHTa
«PykoBogcTBo nonb3osatens. Tom 3».

IV.24. O3HakomMneHue ¢ rpadKomM OTNYCKOB BHE CUCTEMbI
[laHHOe aencTBME BBIMOMHAET MHALMATOP MM COTPYAHUK ¢ BusHec-pornbto Creyuanucm kadpoegol

CITYXObI.
KapTouka rpaduka oTnyckoB JOIKHA HAXOOUTBLCS B cTaTtyce YmeepxOeH.

O3HakoMneHue ¢ rpadmMkomM OTMYCKOB OpraHu3aumm BHe CUCTEMbl BbIMOMHSETCA NO aHanormm ¢
OencTBUAMN, onnucaHHbIMK B pasgenax «X.5. BelnonHeHne gencteunsa «loarsepamTe O3HAKOMIIEHNE BHE
cuctembl» KN «X.7. BbinonHeHne penctBus «O3HaKoOMIleEHME BHE CUCTEMbI» AOnsi BblIOpaHHOro
CoTpyaHuKa» OOKyMeHTa «PykoBoacTBO nonb3oBatend. Tom 3».

IV.25. AHHYnupoBaHue rpadmka oTrnyckoB

[aHHoe gencTeue BbINONHAET MHUUnaTop.

[ns aHHynupoBaHus rpaduka oTnyckoB HEOH6XOANMO:

1. OTKpbITb KAPTOUKY rpadmka oTnyckoB (cM. PucyHok 35).

KapTouka rpaduka oTnyckoB JOIKHA HAaXo4UTbCs B ctatyce Ha dopabomke.

2. Ha dyHkumMoHanbHOM naHenu, B cekuun [etcmeus, BbibpaTb OeNCTBME «AHHYNMPOBATb»
(PvicyHok 47).
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PucyHok 47 — leicTBUe «AHHYNMpOBaTb»

3. B oTKkpbIBLLEMCSA OKHE MOATBEPAUTH aHHYNUpoBaHWE rpaduka oTnycka, Haxae kHomnky [OK]
(PucyHok 48).

BbinonHeHWe gencTeus

MogreepguTe BoiNDAHEHWE LA 3TOr0 OOKYMEHTS OelcTENA

AHHYNWPOBaTE
“ DTmeHa

PucyHok 48 — lNoaTBepxaeHMe aHHYNMPOBaHUA OOKYMEHTa

B pesynbtate rpaduk otnyckoB 6yaeTt aHHynvpoBaH. [JokyMeHT nepenaeT B OUHamNbHbIN CTaTyc
AHHynuposaH. PaboTta no aokymeHTy 6yaeT 3aBepLueHa.

IV.26. BHeceHue dpakTUyeCKMx aaT oTnycka

BHeceHve akTuyeckux [naT OTrnycka BbIMOMHSAETCS Kak aBTOMaTMYecku npu nognucaHum
COOTBETCTBYHLLMX NMPUKA3OB MO TIMYHOMY COCTaBY, Tak U BPYYHYHO.
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IV.26.1. ABTOMaTUyeckoe BHeceHMe (pakTUYeCKUX AaT oTnyckKa

Mocne nognucanust [pukasoB MO JIMYHOMY COCTaBy O MPEAOCTaBIEHUN  E€XEro4HOro
onnayvBaemMoro oTnycka paboTHWMKa, OT3biBE M3 OTNycKa, NPOAMEHMUN eXeroaHoro oTnycka paboTHUKa
(cm. pasgen VIl O6paboTka nprka3oB MO NIMYHOMY COCTaBy B 4acTM OTMYCKOB) aBTOMAaTUYECKM

BHOCSITCS (paKTMYeCcKne Aathbl OTNycka B YTBEPXKAEHHbIA rpadnk OTNYCKOB OpraHu3auun B cnegyroLimne
cTon6ubl Tabnuubl:

— Hauano (cakT);
—  OkoHyYaHue (akT);

— [OHen (dakT).
IV.26.2. BHeceHue hakTU4eCKMX gaT oTrnycka Bpy4HYrO

Mpn HeobxooMMOCTM (paKTMYecKMe AaTtbl OThycka MOryT ObiTb BHECEHbl BpyYHyr. [ns aTtoro
HeobxoanMmo:

[aHHOe fericTBMe BbINOMHAET COTPYAHUK C Bu3Hec-ponbto Crieyuanucm kadpoeol CriyXbhbl.
1. OTKpbITb KAPTOUKy rpadmnka oTnyckoB (CM. PucyHok 35).
KapTouka rpaduka oTnycKkoB JOIMKHA HAXOAUTBLCS B cTaTtyce Ymeep xOeH.

2. HaBecTu ykasaTenb MbIlM Ha CTPOKY C HYXHbIM COTPYAHUKOM M HaxaTb Mo 3Hauky &
(PvicyHok 49).

= @ 1T TpahuK oTNycKoB opraHv3aumy: 000 ONY Ha 2024 roa N2 00009/23 B4 M@ 32 I WpawssanTonosa v

@. IpadMK oTnycKoB E E B
2

CraTye: ¥Taepmass
[aTa yTReERAHART 18 04 2073

AecTEmm

& Bacwmmeeskn W8 1202 2024 ab 2 2024 14 EBle o COMIETE M

. §

Lwrpoc

PucyHok 49 — BBop chakTuyeckux gart oTnycka

3. B otkpbiBwencs dopme 3anonHutb nons (PucyHok 50). OnucaHue nonen NpvBE4EHO B
Tabnuue (Tabnuua 7).
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Pykoeoocmeo nonvzoeamens

Hﬂauupoealme OmnyCKoe no opzarnusauyuu

Tabnuua 7. OnucaHue nonen dopmbl «lepuoa ornyckar

Mone

OnucaHue

Cnoco6 3anonHeHun

Hauvano (cakT)

dakTuyeckasi gaTa Hadana oTnycka
(0653aTENbHO K 3aNONIHEHMIO)

Beectn c KnaBunaTtypbl U LWENKHYTb

no 3Ha4Ky B n Bbl6paTb 3Ha4yeHne
13 KaneHagapsa

OxkoHuaHue (dakT)

dakTuyeckas gaTa OKOHYaHWS OTnycka
(obsas3aTenbHO K 3anofnHEeHN0)

BBecTu ¢ knaBmaTypbl UK LLENKHYTb

no 3Ha4Ky B n Bbl6paTb 3Ha4yeHne
13 KaneHaap4a

OHen (dakT) dakTnyeckoe KONMYECTBO AHEN oTnycka PaccuuntbiBaeTca aBToMaTMyecku Ha
(0653aTENBHO K 3aMNONTHEHMIO) OCHOBaHWM 3HAYEHWI, YKa3aHHbIX B NMOJIAX
Hayarno (¢pakm) n OkoH4YaHue (ghakm).
Mpn HEO6XOAMMOCTU BHECTU NPAaBKN NyTEM
BBOJA C KnaBmatypbl
MNpumeyaHus MNpumeyaHus BBecTu 3HayeHue ¢ KnasmnaTypbl

Mepuop oTnycka

PaboTHHK:

Hauano (rpadux): =

DOHed (rpaduw): ©
Ha4ano (axT): *
OxoH4aHuKe (hanT): =
Aued (haut): *

MpumevaHna:

OxoH4aHKe (rpapuK):

= BacunoyeHko Mruat Buktopoewdy MHxeHep MNogpa3agenexne 1

I

12.02.2024

* LR v R i o

LML LUL

0

PucyHok 50 — U3meHeHue chakTMUecKux gat oTnycka B rpacuke

4. HaxaTb kHonky [OK].

B pesynbTate Ans cotpygHuka 6yayT ykasaHbl dakTuydeckme gatel otnycka. B ctonbuax «Havano
(dpakT)», «OkoH4YaHue (chakTt)», «OHen (dakT)» n «lprmedaHusa» Tabnuubl rpaduka oTnyckoB OyayT
yKasaHbl COOTBETCTBYyKOLUME 3HaveHus. [ns ux npocMoTpa HeobXoAMMO OTKPbITb MOMHYK Tabnuuy
rpaduka oTnyckoB, HaxaB KHOmMKy [[Toka3zaTb nonHocTbo] (CM. PucyHok 49).
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Pykoeoocmeo nonvzoeamens

Hﬂauupoeanue OmnyCKoe no opzarnusauyuu

IV.27.

BHeceHue H(opmaumm o nepeHoce oTnycKa

BHeceHune MHdopmauum o nepeHoce OTrycka BbIMOMHAETCSA Kak aBTOMaTUYecKu Npu nognucaHum
COOTBETCTBYHOLLErO Nprkasa no fIM4HOMY COCTaBY, Tak U BPYYHYO.

IV.27 1.

ABTOMaTnyeckoe BHeceHue nHdopmalmm o nepeHoce oTnycka

Mocne nognucanua [lNpukasa o nepeHoce otnycka (cm. pasgen VI O6paboTka npukasoB Mo
NINYHOMY COCTaBy B 4acTM OTMYCKOB) aBTOMATMYECKU BHOCUTCHA MH(OpMaumsi O mMepeHoce oTnycka
B YTBEPXXOEHHbIV rpachmk OTNYCKOB OpraHmM3aumun B cnegyrowmne ctonbupl Tabnmubi:

— Havano (nepeHoc);

— OkoHuaHwue (nepeHoc);

— [Hen (nepeHoc);

— OcHoBaHMe nepeHoca — Ccbifika Ha Npukas o nepeHoce oTnycKa.

IV.27.2.

BHeceHue nHdopmMaumm o nepeHoce OTNyCKa BPYUHYHO

Takke npuM HeOOGXOAMMOCTU BHECTU WHGOPMALMIO O MNepeHoce OTnycka MOXHO BPYYHYIO.
JAnsa aToro Heo6xoaMMo:

[aHHOe fericTBMe BbINOMHAET COTPYAHUK C Bu3Hec-ponbto Crieyuanucm kadpoeol CriyxXbhbl.

1. OTKpbITb KAPTOUKY rpadmnka oTnyckoB (CM. PucyHok 35).

KapTtouka rpaduka oTnycKkoB JOIMKHA HAXOAUTBLCS B cTaTtyce Ymeep xOeH.

2. HaBecTu ykasaTenb MbIlM Ha CTPOKY C HYXHbIM COTPYAHUKOM W HaxaTb MO 3Hauky L
(cm. PucyHok 49).

3. B otkpbiBwenca dopme 3anonHuTb nons (PucyHok 51). OnucaHue nonew npuBegeHo B
Tabnuue (Tabnuua 8).

Ta6bnuua 8. OnucaHune nonen dopmbl «lepuoa ornyckar

Mone

OnucaHue

Cnoco6 3anonHeHus

Hayvano (nepeHoc)

[JaTa Hayana nepeHeceHHOro oTnycka
(0653aTeNbHO K 3aNONIHEHMIO)

Beectn c KnaBunaTtypbl UK LWENKHYTb

Nno 3HauKy
13 KaneHaaps

n Bbl6paTb 3Ha4YeHne

OxkoHuaHue (nepeHoc)

[aTa oKoHYaHWs nepeHeceHHoro oTnycka
(obsas3aTenbHO K 3anofnHEeHN0)

Beectn c KnaBunaTtypbl U LWENKHYTb

Mo 3HayKy
13 KaneHaaps

1 BbibpaTb 3Ha4YeHne

[Hen (nepeHoc)

dakTnyeckoe KONMYECTBO AHEW OTMycKa
(0653aTENBHO K 3aMNONTHEHMIO)

PaccuutbiBaeTcs aBTOMaTUYeCKM Ha
OCHOBaHUW 3HAYEHWUIA, YKa3aHHbIX B MOMNSAX
Ha4ano (nepeHoc) n OkoH4YaHue
(nepeHoc).

Mpy Heo6Xx0AMMOCTU BHECTU NPABKN MyTEM
BBOAA C KMaBuaTyphbl

O6ocHoBaHMe

O6ocHOBaHKE nepeHoca

BbibpaTb npuvkas no NMYHOMY COCTaBy O
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PyKoeodcmso nojib3oeamein Hﬂauupoeanue OmnyCKoe no opzarnusauyuu

Mone OnucaHue Cnoco6 3anonHeHus
nepeHoca nepeHoce oTnycka no paboTHUKY
MpumeyaHus MpumeyaHus BBecTu 3Ha4YeHue ¢ knaBmaTypbl

Mepwog oTnycka

PaGoTHHK: * = Bacunwuyedko Mruat BukTopoewy Mukedep MNoopasgenexHue 1

Ha4ane (rpadgmk): * 12.02.2024

OxoH4aHue (rpadme): * 25.02.2024

Oueit (rpadmw): * 14 @

0 |

Havano (nepeHoc): *

OxonvyaHue (nepeHoc): *

O |

DOwHeit (nepexoc): *
OfocHOBaHKE NEpeHocE:

MpuMeyaHnAa:

m I:I._LI_: _ia

PucyHok 51 — BeBoa nHcopmauum o nepeHoce aart oTnycka B rpaduke

4. HaxaTb kHonky [OK].

B pesynbTate gnga coTpygHuka OydeT ykasaHa uHdopmauusi o nepeHoce oTnycka. B ctonbuax
«Havano (nepeHoc)», «OkoH4aHue (nepeHoc)», «[Hen (nepeHoc)», «OBGOCHOBaHME nepeHoca» W
«MNpumevaHua» Tabnuubl rpaduka oTnyckoB OyayT ykasaHbl COOTBETCTBYHOLUME 3Ha4veHus. Ona ux
npocmoTpa HeobxoAMMO OTKPbITb MOMHYH Tabnuuy rpaduka OTNYyCcKoB, HaaB KHoOMKy [[loka3aTb
NONHOCTbI] (CM. PrucyHok 49).

IV.28. OTmeHa oTnycka

OTMeHa oTnycka BbINOSHAETCS Kak aBTOMaTUYECKV NPy NoANMCcaHUM COOTBETCTBYIOLLErO NpuKasa,
TaK U BPYYHY!IO.
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PyKoeodcmso nojib3oeamein Hﬂauupoeanue OmnyCKoe no opzarnusauyuu

IV.28.1. ABTOMaTM4yecKas OTMeHa OTrnycKa

Mocne nognucaHus [lMpukasa o6 oTmeHe otnycka (cm. pasgen VI O6paboTka npukasoB Mo
NINYHOMY COCTaBY B 4acTW OTMYCKOB) aBTOMATUYECKM BHOCUTCS MHopmMauus o6 oTMeHe oTnycka
B YTBEPXXOEHHbIV rpachmk OTNYCKOB OpraHvM3aumnu.

B pesynbTarte otnyck 6yaet oTmeHeH. 3anucb B Tabnuue «[paduk otnyckoBy» byaet oTMedveHa,
KaK OTMEeHeHHas.

IV.28.2. OTmeHa oTnycKa BPY4HYHO

Takke npn Heob6Xxo4MMOCTM BHECTU MHApOpMaLMo 06 OTMEHE OTMyCKa MOXHO BPYYHYt0. [nst aToro
HeobxoanMmo:

[aHHOe pericTBMe BbINOMHAET COTPYAHUK C Bu3Hec-ponbto Crieyuanucm kadpoeol CriyxXbhbl.

1. OTKpbITb KAPTOUKy rpadmnka oTnyckoB (CM. PucyHok 35).

KapTouka rpaduka oTnycKkoB JOIKHA HAXOAUTBLCS B cTaTtyce Ymeep xOeH.
2. HaBecTn ykasaTenb MbIWW Ha CTPOKY C HYXHbIM COTPYAHWKOM W HaxaTb MO 3HAuYKy e
(cm. PucyHok 49).

3. B oTkpbiBwenca dopme 3anonHuTb nons (PucyHok 52). OnucaHwe nonew npuBegeHo B
Tabnuue (Tabnuua 9).

Ta6bnuua 9. OnucaHue nonen dopmbl «lepuoa ornyckar

Mone OnucaHue Cnoco6 3anonHeHus
O6ocHoBaHue oTMeHbl | OGoCHOBaHNE OTMEHDI BbibpaTtb npuka3 o6 oTMeHe oTnycka
paboTHuMKa
MpumevaHus MpumevaHus BBecTu 3HayeHuWe c knaBnaTypbl
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PyK06000m80 nojib3oeamein Hﬂauupoeanue OmnyCKoe no opzarnusauyuu

Mepuop oTnycKa

PaboTHHK: * = BacunouyeHko Mruar Bukropoeny MHxedep Moapasgenedve 1
Havano (rpagmk): * 12.02.2024
OkoH4aHue (rpadmk): 25 02 2024

Ouei (rpadmx): *

Ja
@

0B0oCcHOBEHWE OTMEHBI:

MpumMevarua:

n I;_P.‘e-‘-;l

PucyHok 52 — BBog uHdopmaumm 06 oTMeHe oTnycka

4. HaxaTb kHonky [OK].
B pesynbtate oTnyck 6yaeTt oTmeHeH. 3anuck B Tabnuue «lpadumk oTnyckoB» OyaeT oTMeveHa,

KaK OTMEHEHHaA.

1IV.29. ABTOMaTnyeckoe cpopmmpoBaHme ne4yatHon hopmbl €

M3MeHeHUsiMU rpadmka oTNycKoB
Mpy BHECEHMM U3MEHEHWI B rpadduk OTMYCKOB opraHm3auum (NepeHoc OTrnycka, OT3biB U3 OTNYyCKa,
npoasieHne oTnycka u T. 4.) NPoOn3BOAUTCSt aBTOMaTUYeckoe hopMUpoBaHMe nevaTHoM hopMbl.

MeyaTHas popma pasmellaeTcs Ha Bknagke BroxeHusi, B kaTeropuun «W3ameHeHus rpadukar»
(PucyHok 53).
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Pyxoeodcmso nojib3oeamein Hﬂauupoeanue OmnyCKoe no opzarnusauyuu

= @ 1 Tpacduk 0TNycKoB opraHusayuu: 000 ONY Ha 2024 rog N2 00009/23 I8, M 32 2 Upawaa AwTorosa v

@ BrnoxeHusa E B

Tpaguik oTyCKoS = Craryc: YTaepHaeH
Dara yTeepsaenun: 28.04 2023
LoKymMeHT
@ AefcTeNA

ATPUBYTE Tpatmk oTNycKoB opraHnsaumn.pdf <o & Ckaua
Coapaso 28.04 2023 09:52:59 none3aosarenem AHTOHOES Mpawaa NeTpoexa 50 KB [ NpocmoTpers & 6paysepe CospaTh MEPONPUATHE ND AOKYMEHTY
74 MoATBEpAHTE 03HAKOMNEHUE BHE CHCTE
= ATeep/

Mapuipyr
HorymenTa

a8

BroxmeHus

HanpaswTb Ha 03HaKOMNEHHE

Ynanutb rpaguk 6e3n038paTHO

WsmeHeHHA rpadnka

rpatuk oTnyckoe opranuaauum.pdf o & CKauaTs
d? —_— Co3paro 28.04 2023 10:26:57 none3osatenem A4ToHOBa Mpanna MeTtpoada 51 KB [ Mpocmotpers 8 Bpayaspe

Caazn

YuacTHkm
IoKyMeRTa

<&

MeTrn

i.l,wrpoé

PucyHok 53 — NeyaTHas chopma rpadmka oTnyckoB ¢ UBMEHEHUAMU

1IV.30. Bbirpyska rpacdumka otnyckoB B chann

[na BbIrpy3ku rpacpmka oTnyckoB B chann HeobxogmMmo:

1. OTKpbITb KAPTOYKY rpadmka oTnyckoB (CM. PucyHok 35).
KapTqua rpachKa OTMYCKOB OOJIKHA HaxoOunTbCA B CTaTtyce YmeepmdeH.

2. HaxaTtb kHonKy [Bbirpy3antb rpadmk B chann] (PucyHok 54).
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= @ T Tpapuk oTnycKos opradnaauwu: 000 ONY Ha 2024 rog N2 00009/23 I &3z 2
a Tpadimk oTnycKoe E
Tt ot tpeecn = CraTye: ¥Taepmass
NokazaTs nomsocTwo hopmposats nedatTHyo hopuy i - Aava yTeepmaemnan 28 04 2023
E DecTmam
14
4 Lk} ™
ZoujuesTE it}
FALNMTE FRafiK GEIEoEaiaTHY
ﬂ "
Bnomowes
a 14
= : L.
MeTin
UuTtpoc

PucyHok 54 — Bbirpy3ska rpacdmka otnyckoB B ¢hann

3. B oTkpbiBLLEMCS OKHE B none ®opmam ebigolda BbibpaTb popmat XLSX unm XLS n HaxaTb
kHonky [OK] (PucyHok 55).

3apaHue napaMeTpoB OTUYETa

MapameTpbl OT4ETa: HoBble NapaMeTpbl v COXpaHWTD KaK

‘I’UPM dT BblBofga: ALSX

PucyHok 55 — 3agaHue napaMeTpoB oT4eTa

B pesynbTate rpaduk oTnyckoB 6yaeT BoirpyeH B dann doopmaTta Excel.
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Pykoeoocmeo nonvzosamens Ogopmnenue omnycka

V. OcdopmneHune oTnycka

B Cucrteme npegycMmoTpeHa BO3MOXHOCTb 00paboTku crieayrolmx 3asiBieHnn npu odhopmMneHnm
oTnycka:

— Ha npepocTaBneHue exerogHoro onnadyvBaemoro oTnycka;
— Ha npepocraBneHne exerogHoro onna4nBaeMoro oTrnycka ¢ nocrneayrLwmm yBoribHEHNEM.

Cos3paHve n obpaboTka 3asBneHur Buaga «Ha npegocTaBneHve eXerogHoro onavyvMBaemoro
oTnycka» W «Ha npegocTtaBneHwe exerogHoOro onfnayvMBaeMoro oThnycka C  nocrnegyrolmm
YBOJIbHEHVEMY» BbINOMHAETCS MO aHanornM ¢ AencTBuAMK, onucaHHeiMu B pasgenax «lll.1. CosgaHue
3aaBneHua u3 APM» — «lll.16 AHHynupoBaHue 3asBneHns» AoKymeHTa «PykoBoOCTBO Mofb3oBaTens.
Tom 5».

Mocne yTBepxaeHus 3asBneHns B Cucteme co3gaeTcda npukas Mo  JIMYHOMY COCTaBy
cooTBeTcTBYOWero Buaa. CosgaHne u obpaboTtka npukasa Buga «O npemocTaBNeHUM EXErogHoro
onfia4yvMBaemMoro OTMycka» BbINOMHAETCA MO aHanorMm C OencTBUSIMW, OMUCaHHbIMW B pasgenax
«IV.1. Co3ganune npukasa n3 APM JlnyHbin kabuHeT» — «IV.23. OTmMeHa npukasa npv nognucaHum
OTMEHSIOLLLErO NpUKasa» AOKyMeHTa «PykoBOACTBO nonb3oBaTens. ToM 4».
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PyKoeodcmso nojib3oeamein Ommena omnycka

VI.OTmeHa oTnycka

[lns oTMeHbI 0TNycka HeobxoaUMO co3aTh KapToyka 3asiBNeHust Buaa «Ha oTMeHy oTnyckay.

Cos3paHve n obpaboTka 3asBneHun Buaa «Ha OTMeEHy OTnycKka» BbIMOMHAETCA MO aHanorum
C AencTBMSIMM, oOnMcaHHbiMM B pasgenax «lll.1. CosgaHne 3asiBneHns u3 APM» -
«l11.16 AHHynpoBaHWe 3asaBrneHnsa» AoKyMeHTa «PykoBOoACTBO nonb3oBatens. Tom S».

Mocne yTBepxaeHuss 3asaBreHns B Cucteme co3gaetcs nNpuka3 Mo  fIMMHOMY COCTaBy
cooTBeTcTBylowero Buaa. CospgaHne wu obpaboTka npukasa Buga «O6 oTMeHe npukasa o
NpeaoCTaBfeHNUN OTMyCKa» BbINOMHAETCS MO aHanorMu C JencTBUsIMM, OMNWCaHHbIMM B pasgenax
«IV.1. Cosganne npukasa ns APM JlndHbin kabumHeT» — «IV.23. OTMeHa npukasa npu nognucaHum
OTMEHSIOLLEro Npukasa» AOoKymeHTa «PykoBOACTBO nonb3oBaTtens. Tom 4».
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Pykoeoocmeo nonvzoeamens Ilepenoc omnycka

VIl. MepeHoc oTnycka

[lns nepeHoca oTnycka Heo6xoAMMO co3faTb KapTodka 3asiBreHus Buaga «Ha nepeHoc oTnyckay.

Cos3paHve n obpaboTtka 3asBneHun Buga «Ha nepeHoc oTnycka» BbINOMHAETCA MO aHanoruu
C AencTBMSIMM, oOnMcaHHbiMM B pasgenax «lll.1. CosgaHne 3asiBneHns u3 APM» -
«l11.16 AHHynpoBaHWe 3asaBrneHnsa» AoKyMeHTa «PykoBOoACTBO nonb3oBatens. Tom S».

Mocne yTBepxaeHus 3asBneHns B Cucrteme cosgaetca npukas Mo  JIMYHOMY CcOcTaBy
cooTBeTcTBYloLWero Buaa. CosgaHue 1 o6paboTtka nprkasa Buaa «O nepeHoce OTMycKay BbIMONHAETCS
no aHanorum ¢ 4encTBnamMmn, onucaHHbIMK B pasgenax 0
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Pykoeoocmeo nonvzosamens Obpabomka npuKa3oe no 1ULHOMY COCMAgy 6
yacmu omnycKkoe

VIIl. O6paboTka npuKa3oB No JIMMHOMY COCTaBYy B YacTU OTNYCKOB

B CucTteme npegycMoTpeHa BO3MOXHOCTb 06paboTku crneayowmx nprkasos no NMYHOMY COCTaBy
B 4YacTM OTMYCKOB, MO KOTOPbIM MNPOM3BOASTCA W3MEHEHWs B YTBEPXAEHHOM rpaduke OTMYCKOB
opraHusaumm B Te4EHUW KaneHgapHoro roaa:

— O npegocTaBneHMN eXXeroqHoro onma4YMBaeMoro oTnycka paboTHUKY;
— O nepeHoce oTnycka;

— O npoaneHumn exxerogHoro otnycka paboTHWKa;

— OO6 oTmeHe NpuKkasa 0 NpeaoCTaBneHUM OTMNycKa;

— O6 oT3bIBE M3 OTNyCKa.

CospgaHve n obpaboTka npukasa no nMyHoMmy coctasy Buaa «O npedocTaBrieHUMU eXerogHoro
onnadmBaemMoro otnycka paboTHuky», «O nepeHoce otnycka», «O MpoaneHMn exerogHoro oTnycka
pabotHuka», «O6 oOTMeHe npukasa O npegocTaBrneHuMn oTnycka», «O6 oT3biBE U3 OTNycKa»
BbIMOSHAETCA MO aHanornm ¢ 4eicTBUsIMK, onncaHHbiMu B pasgenax «1V.1. CosgaHue npukasa ns APM»
— «IV.23 OTmeHa npukasa npy MNOAMMCAHUN OTMEHSIIOLWEro Mpukasa» [OoKyMeHTa «PykoBoAcTBO
nonb3osartend. Tom 4».
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Pykoeoocmeo nonvzoeamens Kusznennwte yuxivt 0oxymenmos K3/10

MpunoxeHue A. XKXusHeHHble LUKINbl AoKyMmeHTOB K93[O

A.1 XXusHeHHbIN UMKN rpacduka oTNYCKOB noapasaesieHns

YKnsHeHHbI umKkn rpadmka oTNycKOB nogpasaeneHns npeacrasned Ha pucyHke (PrucyHok 56).

Cosgatb rpaduk otnyckos Crl

«YTBEPKAEHO BHE CUCTEMDbI»
paBHo true

CoxpaHutb

AHHYAMpPOBaH

MNepesecTn Ha
Ha ytBepkaeHumn
yTBEPXKAEHNE—P ——AHHYAMpPOBaTb—

BHE cMCTeMbl [ERIE CAEEhE

AHHYNMPOBaTh: Ha obopmneHuum

MepeBecTu Ha yTBEpKAEHWE

AnHynuposaTe—— Ha yTBepKAeHUM

YT18epAnTb rpaduK

YTB8epanTb rpadmk
BHE CUCTEMbI
YT1BEPXKAEH

PucyHok 56 — XKu3HeHHbIN LMKN rpadmka oTnycKoOB noapasgeneHus
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Pykoeoocmeo nonvzoeamens Kusznennwte yurvt 0oxymenmos K3/10

A.2 XXu3HeHHbIN UMKn rpacdukKa oTNyCKOB opraHusauum

YKnsHeHHbI Lumkn rpadmka OTNyCcKOB OpraHu3aumu npegcrasneH Ha pucyHke (PucyHok 57).

Co3/aaTb rpaduK OTMYCKOB OpraHMU3aLnm

CoxpaHuTb YpaneHn

YaanuTe VO
———HanpasuTb Ha cornacc YepHoBuK

HanpasuTb Ha yTBepxaeHue
HanpasuTb Ha noanucaxme
CornacosaHo n
«ABTOMapLIpyTU3aLUA MNoanncaro n
—
nocne noanucaHns» «ABTOMapLUPyTM3aLMA
I N O 4
Ha cornacosaHun = true, Ha noanucaxum nocne noanucHMAY Ha yTBepxaeHunn
«PyKOBOAUTENb KAAPOBOM CITYKObI» =tfue
He nycToit
COr1acoBaHo € 3amMeyaHUAMU Uan
CornacosaHo v «ABToMapLpyTU3auma Moanucano n «ABToMapwpyTmsauma
( Al u Al puipy u Hanpasutb YT18epxaeHo YTBepxaeHO
nocne cornacosanus» =false) nocne nognucanua» = false
i 5 Ha yTBepXaeHHe BHE CUCTEMbI
1AM «PyKoBOAUTENb KAAPOBOM CNYMBbI» NyCToi YT1BEpXAEHO
BHE CUCTembl l
YTBEpPKAEHO
— CornacoBaH MoanucaH BHe cucTembl MopnucaH PO YTBepxaeH
BHE CcMCTeMbI
Hanpaamb Ha noanucaHue:
OTKIOHeHO Un HanpasuTb Ha yTBepxaeHue
Orto3BaTh ¢ COI’I]aCOBaHMR/
Hanpaamb Ha corniacosaHue
OTKNOHEHO Un Hactynun rog,
OT03BaTb C NognucaHns/ CneAaytoLwmii 3a rogom
HanpasuTb Ha nognucanue paduka otnyckos
e
Ha popabotke opraHu3saumm
BepHyTb Ha 4OpPabOTKy
OTKNOHEHO UU
‘ 0T03BaTh C yTBepKAeHNA/
AHHynMpoBaTb HanpaeuTb Ha yTBepxaeHne
AHHYnMpoBaH
3aKpbIT
CornacosaHo u
«ABTOMapLpyTU3auma
nocsie NoAnNUCcaHuaA»
=true,
«PYKOBOAWTENb KAZAPOBOM CAYHEBI»
nycroun
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KoHTakTHasa nHcgpopmauma n gaHHole o Nponssoagurtene npoaykra

HanmeHoBaHMe:

000 «UNTPOC»

MouToBbIM agpec: JNeKTpPOHHaA noyra:
124460, r. MockBa, BH.Tep.r. info@citros.ru

MYHULMNAAbHbIN OKpYyr MaTyLWKUHO, Be6-canT:

r. 3eneHorpag, yn. KoHcTpyKkTOopa

https://citros.ru
lycbKoBa, 4. 8, cTp. 11, aTax 1,

nomeul. IV, Kom. 1

Bce npaBsa 3apermcTpmpoBaHbl 7 npuHagnexart
000 «UNTPOC»© 2023 rog. KoMmmepyeckoe MCNoab30BaHMe
JAHHOrO  AOKYMEHTa WAM  €ero YacteM  AOCTYNMHO  TOJIbKO
C nucbMeHHoro paspewenua 000 «LUNTPOC».



