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Pyxosoocmso nons3oeamelin Almomauuﬂ

AHHOTALUUA

[laHHOe pyKoBOACTBO nMpegHasHayeHo Ans  nonb3oBatenen cuctembl  «Lntpoc COO»
(oanee — Cuctema).

B pykoBoacTtBe onucbiBaetcs pabota ¢ Cuctemon. B gaHHOM Tome npeacTtaBneHa vHdopmauns
no paboTe ¢ HOMEHKNATypown gen.
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Pykoeoocmeo nonvzoeamensn Oouue ceedenusn

. Obwume cBeaeHud

Wcnonb3oBaHne CcTaHOapTHbIX MpUeMOB  oOdopMmInieHns genaet  AOKYMEHTaUMO  Mpolle
ANA NOHMMaHuA 1 obneryaeTt n3yyYeHne BO3MOXHOCTEN npoaykTa «Untpoc COO».

BHumaHume! Tak 6yp,yT BblAEeJ1eHbl Ba)KHbl€ 3amMe4YaHuA.

MepeyveHb Ncnonb3yeMblX TEPMUHOB M COKpaLLleHMIn npuBeaeH B Tabnuue (Tabnuua 1).

Ta6bnuua 1. CNUcoK Mcnosib3yeMbIX TEPMUHOB U COKpaLleHUi

dnemeHT OnucaHune

ABTO3anonHeHne MeTopn 3anonHeHus nonen kaptoyek. [Ans ncnonb3oBaHMs gaHHOro metoga Heobxoanmo
BBECTM NepBble CMMBOSbI 3HAYEHUSA NONs (He MeHee Tpex) U U3 NpeanoXeHHbIX
CuncTtemon cnpaBoYHbIX 3Ha4YeHU BblbpaTe HeobxogmMmoe

APM ABTOMaTM3npOBaHHOE paboyee MecTo
caa CncTtema 9aneKkTpOHHOro JOKyMeHToobopoTa
Drag-and-drop MeTog onepupoBaHus anemeHTammn nHtepdenca. [na ncnonbL3osBaHnsa gaHHOro Metoaa

HeobxoQMMO BbIAENUTL SNEMEHT NN rpynny anieMmeHToB MHTepcbeVlca n, 3axasB J1eBYyto
KHOMKY MbIWW, «NepeTawnTb» UX B YKa3aHHYH obnactb

MepeyveHb cornalleHnin No oopMNEeHN0 AOKYMeHTa npueBeaeH B Tabnuue (Tabnuua 2).

Ta6nuua 2. CornaweHus no ochopmMneHuno

AnemeHT OnucaHue Mpumep
KapTtouka gokymeHnTa, | WUpndT Arial, nonyXvpHbii Nog4Y€PKHYTHIN dopma 3agaHue napameTpoB oTYyeTa
3KpaHHasa dopma,

OManoroBoe OKHO,
npegcraBneHue
Mone, 6nok, cekuus WpundT Arial, nonyXvpHbIn Kypcus Mone Adpec
KHonka WpudT Arial, nonyxvpHblin, KBagpaTHble KHonka [BonTtu]

CKOOKM
Cratyc fJokyMeHTa WpundT Arial, kypcus Crartyc 3apeesucmpuposaH
Ccblnka, gencreune WpndT Arial, kKaBbl4kM Ccbinka «O4ncTuTb BCEY
Bknagka WpundT Arial, KypcvB nog4yepkHyTbIN Bknagka Ampubymoi
HasBaHne knaBuLn WpudT Arial, nonyxvpHblin, anoctpodbl Knasuwa ‘Shift’
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Pykoeoocmeo nonvzoeamensn Paboma c APM Apxuegapuyca

Il. Pabota ¢ APM ApxuBapuyca

APM ApxuBapuyca npegHasHadeH [ns asBToOMaTu3auMm OCHOBHLIX MNPOLIECCOB YrpaBieHns
HOMeHKNaTypown gen.

Ona Toro 4to6bl OTKpbiTb APM ApxuBapnyca HeOOGXOAMMO LUESNKHYTb JIEBOW KHOMKOW MbILLK

Mo 3Ha4YKy —— W1 B OTKPbIBLUEMCS MeHI0 BbiOpaTh NyHKT [Ewe]:.[APM ApxuBapuyca), nmbo B agpecHomn
CTpoke Opaysepa BBECTU agpec http://servername:port/share/page/arm?code=archive,
roe «servername» — WUMS cepBepa, «porty» — Homep nopta. Mwmsi cepBepa M Homep nopTa

npeanocTtaBnAlnTCA agMUHNCTPATOPOM.

APM ApxvBapuyca COCTOUT U3 criefyroLmx sanemeHTos (PucyHok 1):

1 — kHonka [O6HOBUTBL] — No3BonsieT 06HOBUTL NPeACTaBMNeHME;
— 2 —KHonka [®PunbTpbl] — NO3BONAET PUNMLTPOBATL ANIEMEHTLI NO 3a4aHHbLIM NapaMeTpam;

— 3 — kHonka [[encTBUA Hag BbliGpaHHbIMM] — NO3BOMSAET BbIMOMHATL rPYNNOBbIE Onepauum
Hag anemMeHTamu;

— 4 — kHonka [CTonOGubl] — NO3BOMSET HacTpouUTb OTOOpaxeHue cTonbuoB B obGnacTtu
NpoOCMOTpa;

— 5 — kHonka [9KenopT] — NO3BONSET BbIrPY3UTb NepeyeHb arnemMeHToB B dhann bopmaTa .Csv;
— 6 — CTpoKa noucka — No3BOSISIET OCYLLECTBNATL MOMCK MO 3NeMeHTaM;

— 7 — naHenb npeacTaBeHU — MO3BONSIET rPYNnMPOBaTb 3MEeMEeHTbl MO  CrieayrLwum
npeacTaBneHnsm:

— Ha _ykasaHue gena — cnyxut ans oTobpaxeHus B obracTu nNpocMoTpa OOKYMEHTOB,
AN KOTOPbIX HE YKa3aHo Aeno, a Takke No3BONAET CNUCbIBaTb AOKYMEHTbI B A€NO0;

— OTyYeTbl — CNYXUT Anst opMMpOBaHMS OTYETOB NO HOMEHKNAType Aer;

— HomeHKknatypHble gena — CNy>XUT Anda OT06pa)KeHI/IF| B obnactu npocMoTpa AOKYMEHTOB,
crpynnmpoBaHHbIX MO HOMEHKNAaTypHbIM OenaMm;

— YnpaBrneHue HOMEHKNaTypou gen — no3eonsieT ynpaenaATb HomeHmaTypon aen.

— 8 — obnactb npocmoTpa. B gaHHOM obnactn oTobpaxalTCca anemMeHTbl, COOTBETCTBYIOLLNE
BbIOpaHHOMY NpeaCcTaBneHMUIo.

npe,El,CTaBﬂeHl/lﬂ MOoryT ObITb U3MEHEHDI.
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Pykoeoocmeo nonvzoeamensn Ynpaenenue nomenxnamypoit oen

lll. YnpaBneHne HoMmeHKnatypoun gen

[aHHble 4ecTBUSA BbINOMHAET apXxmBapuyc.
lI.1.T'opoBble pa3genbl

.1.1. CospgaHue rogoBoro pasgena

[nsa cosgaHusa rogosoro pasgena Heobxoanmo:
1. OrtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

2. [lepenTtn B NpeacTtaeneHne YnpaBneHue HoMeHknarypow gen:HomeHknartypa. B obnactu
npocMoTpa 0TobpasnTcsa nepeyeHb rogoBbix pasgenos (PucyHok 2).

5, A 599 3 Exatepuna Akapeesa v

@ APM Apxusapuyca

Mpumeyarme

3 2018 O | rea
3 2019

Opraxusauns DevicTens

Ha yxasanme 2020
Aena

» (3 2020
2019

OruéTni

O B =

2018

Ynpasnetme
HOMEHKTIGTYDOR
aen

PucyHok 2 — lNMepeyeHb rogoBbIX pasgenos

3. Ha naHenn pewncteBuin Haxatb kHonky [[lo6aBuTb rogoBown pasgen]. OTtkpoetcs dopma
cosgaHusa rogosoro pasgena (PucyHok 3).

cI>.I,V|Tpocl;



Pykoeoocmeo nonvzoeamensn Ynpaenenue nomenxnamypoit oen

Cospanne

Fog: * | ‘

Opradusayua: | ‘

MpumeyaHue:

“ O_I\-qe e

PucyHok 3 — ®opma co3gaHus rogoBoro pasgena

4. 3anonHuTb nonga oTKpbiBwWenca dgopMbl. OnucaHve nonen OopMbl CO3LaHUS TFO4OBOro
pasgena npueegeHo B Tabnuue (Tabnvua 3).

Ta6nuua 3. OnucaHue noneu hopMbl CO34aHUs rogoBoro pasgena

Mone OnucaHue Cnoco6 3anonHeHun
Mo oa (o6s3aTenbHO K 3an0NHEHWIO) BeecTu ¢ knaBunatypsbl
OpraHusaums OpraHu3auuns (obs3atensHo

HaxaTb KHOMKY N yKasaTb

K 3aMonHeHno, ecnv OTKIIYeHa
HeobxoaMMyto OpraHn3aumio

HacTponka Ljenmpanu3oeaHHoe eedeHue
HOMeHK/Iamyphbl, ANs NONy4eHNs
nogpobHoun nHpopmauun cnegyet
obpatutbes kK AgmunmctpaTopy Cucrtemsl)

MpumeyaHue MpumeyaHue BBectu c knaBmaTypbl

5. Haxatb kHonky [OK]. OTkpoeTcs okHO flononHuTenbHoe aencreue (PUCyHoK 4).

JdononHuTeneHoe geicTeEHe

ChopMHPOEATE PAZAenbl HOMEHKNATYPbI MO OPraHW2aUMOHHOR CTRYKTYpe?

a -

PucyHok 4 — OkHO «[JononHuTenbHoe AencTBue»

6. B okHe JononHWUTeNnbLHOE AeNCTBUE HAXaTb OAHY U3 KHOMOK:

— [Aa] — npy HaxatuM OaHHOM KHOMKM OyaeT co3gaH rogoBOW pasgen, COoAepKaluui
pasgenbl, chopMUpOBaHHbBIE MO OPraHMU3aLMOHHON CTPYKTYpPE;

— [HeT] — npu HaxaTun gaHHOW KHOMKM ByaeT co3aaH NycTon roqoBov pasgen.

o———->p
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Pykoeoocmeo nonvzoeamensn Ynpaenenue nomenxnamypoit oen

.1.2. PepakTupoBaHue ronoBoro pasgena

[ns pegakTupoBaHMsa rogoBoro pasgena Heobxoammo:
1. OTtkpbiTb APM Apxmnapuyca (cMm. PucyHok 1).

2. [llepentn B npeactaBneHve YnpasneHue HomeHknartypoun gen:HomeHknartypa. B obnactu
npocmoTpa 0TobpasnTcsa nepeyveHb rofoBbIX pasaenos (CM. PUcyHok 2).

3. Haeectn kypcop MbllWn Ha rogoBOW pasgersl, KOTopbin TpebyeTcsa oTpedakTMpoBaTb, M B

"]
KONoHke «[eNCTBUS» LUENKHYTb NEBOI KHOMKOM Mbiln no 3Hauky ¢ . OTkpoeTcs dopma
pefakTupoBaHusa rogosoro pasgena (PucyHok 5).

PepaxkTupoBaHue

TFop: * 2021

MpuMedaHue:

Cratyc: MpoekT

n OTmena

PucyHok 5 — ®opma peaakTupoBaHusi roqoBOro pasgena

4. BHecTV nsameHeHus n Haxatb kHonky [OK].

B pesynbTate rogoson pasgen byaet oTpeaakTMpoBaH.

1.1.3. YTBepxaeHue rogqoBoro pasgena

Mepepn yTBEPXKOEHMEM rOLOBOIO pa3fena pekoMeHAyeTCs COCTaBUTb NOMHYK HOMEHKNAaTypy Aen

CO BCeMM HeobxoauMbIMU pasfenaMu NoapasaeneHuii i HoMeHKNaTypHeIMKU genamu. B atom cnyyae
HOMeHKNaTypHble Aena OTKPOKTCS ANS CNUCAHUS B HUX JOKYMEHTOB aBTOMaTUYeCKu nocne
yTBEPXKAEHUSA rOfOBOro pasgena.

[nsa yTBepxaeHnsa rogosoro pasgena Heobxoammo:
1. OrtkpbiTb APM Apxusapuyca (cM. PUcyHok 1).

2. [llepenitn B npeacTtaBneHne YnpasneHue HomeHknatypou gen:HomeHnknartypa. B obnactu
npocmoTpa 0TobpasnTca nepeyveHb rogoBbIX pasaenos (CM. PUcyHok 2).

3. HaBectu Kypcop MbiWwn Ha rogoBOW pasgern, KOTopbin TpebyeTcsa yTBepAuTb, U B KOSOHKE

«[dencTBuA» WeNKHYTb NeBON KHOMKOW MbILIN MO 3HAYKy v,

B pesynbTate rogoBov pasgen byaert yTBepxKaeH.

10
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Pykoeoocmeo nonvzoeamensn Ynpaenenue nomenxnamypoit oen

.1.4. 3aKpbiTUe rogoBoro pasgena

[ns 3aKpbITMA rogoBoro pasgena Heobxoanmo:
1. OTtkpbiTb APM Apxmnapuyca (cMm. PucyHok 1).

2. [llepentn B npeactaBneHne YnpasneHue HomeHknartypou gen:HomeHnknartypa. B obnactu
npocmoTpa 0TobpasnTcsa nepeyveHb rofoBbIX pasaenos (CM. PUcyHok 2).

3. HaBectn kypcop MbllWM Ha rogoBOW pasfger, KoTopbii TpebyeTcs 3akpbiTb, MU B KOMOHKE

«[lencteua» WENKHYTb NEeBON KHOMKOW MbILLK MO 3HAYKY Q.

B pesynbTate rogosou pasgen 6yget 3akpbiT.

Mocne 3aKpbITUA rogoBoro pasgena, cnncaHne AOKyMeHTOB B Aefia AaHHOro pasaena HeBO3MOXHO.

Ecnu B 3akpbiBaemMoin HOMEHKNaType cogep)aTca He3akpbITble nepexogsilume gena, otobpasmrcs
OKHO 3aKpbITUe HOMeHKNnatypbl gen (PucyHok 6).

3aKpbiTHe HOMEHKNaTypbl gen

B TEH}"LLE'ﬁ HOMEHKNATYpe gen eCTe He3akpblTele Nepexofdlive qena.

EblBepuTe aeiicTEme.
3aKpbiTh BCE Aena He zaxpblBaTb Oena

PucyHok 6 — OKHO «3aKpbITUe HOMEHKNaTypbl Aen»

B okHe 3akpbiTMe HOMEHKNAaTypbl gen HeobxoaMmMo HaxaTb OOHY N3 KHOMOK:

- [3aKprTb BCe ,qena] — NO3BOJIAET 3aKpbITb BCE Aena,

— [He 3akpbiBaTb BCce aenal — No3BossieT OTMEHUTb 3aKpbiTe BCex Aer.

I.1.5. YaaneHue rogoBoro pasgena

[na yoaneHns rogosoro pasgerna Heob6xoaumo:
1. OtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

2. [llepentn B npeacTtaBneHne YnpasneHue HomeHknartypou gen:HomeHnknartypa. B obnactu
npocmoTpa 0TobpasnTca nepeyveHb rogoBbIX pasaenos (CM. PUcyHok 2).

3. Haeectn kypcop MbIliM Ha rodoBOW pasgen, KoTopbin TpebyeTcs yganuTb, U B KOJOHKE

«[1encTema» LWEnKHyTb NeBOM KHOMKOM MbILLK M0 3Hauky U .

Ypansemblil rogoBov pasgen AOMKeH ObITb MNyCTbIM.

B pesynbTate rogoBov pasgen 6yaet yoaneH.
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[1l.2. Pazgenbl ynpaBneHuUu

.2.1. Co3aaHue pasgena ynpaBneHus

[na cosgaHns pasgena ynpaeneHus Heobxoammo:
1. OrtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

2. [lepenTtn B NnpeacrasneHne YnpaBneHne HOMeHKNaTypoun gen.

3. PasBepHyTb kaTeropumto npeacrtasneHna HomeHknartypa. Ha naHenn npegcrasneHuin
oTobpasnTcs nepeyveHb roqoBbIX pa3genos.

4. Ha naHenu npeacTaBneHUMN LWENKHYTb JIEBOM KHOMKOM MbIWKM MO rogoBOMY pasgeny.
B obnacTtn npocmoTtpa otobpasnTcsa nepeyveHb pasgenos ynpaeneHnin (PUcyHok 7).

/4 M 599 2 Exatepuna Awgpeesa v

~ (3 Homenknatypa o6aBuTb pasaen ynpaBneHus [leiiCTBMA Ha TeKyleM yane v 3KkcnopT Wmnopt

0 2017
O

3aronosok Urpexc Dewctena
o 2018

Ha yxasaHue []  Paspenynpasnenusa 1 01-04
nena

3 2019
Jj iMA 2 -
» 0 2020 D Pasgen ynpasnexus 01-06

allo

3 2021

L

Homerknaryphbie|
aena

2

Ypasnenue
HOMEHIIATYPO#
Aaen

PucyHok 7 — lNepeyeHb pa3aenos ynpaBneHuin

5. Ha naHenu gencteuin HaxaTb KHOMNKy [[loGaBuTb pasgen ynpaBneHusi]. OTkpoeTca dopma
co3faHusa pasgena ynpasnenus (PucyHok 8).

12
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CospaHue

3aronoeoK: *

CTpyKkTypHOe nogpa3zfeneque: *

HHpewke: *

MpumeyaHue:

m OTmeHa

PucyHok 8 — ®opma co3gaHus pasgena ynpaBreHus

6. 3anonHuTb nong oTKpbiBWencs gopmbl. OnucaHve nonen opmbl co3gaHua pasgena
ynpaBneHns npmeeaeHo B Tabnuue (Tabnvua 4).

Ta6nuua 4. OnucaHue nonen oopMbl CO3haHUsA pasgena ynpasrneHus

MNone OnucaHue Cnocob 3anonHeHus
3aronosok 3aronoBok pasgena ynpasneHus BeecTu c knaBmatypsbl
(obsi3aTeNnbHO K 3aMONHEHNIO)
CTpykTypHOE CTpyKTypHOE nogpasgeneHue 3anonHuTb, NCNonb3ys MeToA
nogpasaeneHue (0Bs13aTENBHO K 3aMOMHEHMIO)

ABTO3aMonHeHne, UM HaxaTb KHOMKY
1 yKa3aTb HeOGXOAUMOE CTPYKTYpHOE

nogpasgeneHune
MHaekc MHaekc (obs3aTenbHO K 3anOfHEHHO) Beectu ¢ knaBmaTypbl
IMpumeyaHue MpumeyaHue Beectu ¢ knaBmaTypbl
7. Haxatb kHorky [OK].
B pesynbtaTte 6yaet co3gaH pasgen ynpasreHus.
.2.2. PepakTupoBaHue pasgena ynpasrieHUsA

[ns pegakTnpoBaHus pasgena ynpasneHust Heo6xoaumo:
1. OtkpbiTe APM Apxusapuyca (cM. PucyHok 1).

2. [llepenitu B NnpeacraeneHne YnpaBneHne HOMEHKNaTypow gen.

3. PasBepHyTb KkaTeropuio npeacrtasneHnss HomeHknartypa. Ha naHenu npegcTaBneHun
oTobpasnTcs nepeyeHb roqoBbIX pa3aeros.

4. Ha naHenwu npeacTaBreHUN LWErKHYTb J1IeBOW KHOMKOW MbIWK MO roA0OBOMY pasgeny.
B obnactn npocmoTpa otobpasnTcs nepeyeHb pa3genos ynpasneHnn (cM. PucyHok 7).

13
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5.

6.

1.2.3.

HaBecTn Kypcop MbIlW Ha pasgen ynpaereHusi, KoTopbin TpebyeTcs oTpedakTuposaTb,
B KOMOHKe «[1eiCTBUS» LENKHYTb NEBOW KHOMKOM MbILIW MO 3Ha4Ky * U BbiOpaTb AenCTBUe

«” Pepaktuposatb». OTkpoeTcst dopMa pedaktnpoBaHus pasgena ynpasnenuns (PucyHok 9).

PepaKTHpoOBaHHe

3aronoBok: * Paagen ynpaenexua 1
CTpyKTypHOe nofpa3sfeneHne: * s ©30 —
WHAeKe: * 01-04

NpumedaHme:

B -

PucyHok 9 — ®opMa peaakTMpoBaHuUs pasgena ynpaBneHus

BHecTn nameHeHnsa n Haxartb kHonky [OK].

KonupoBaHue pasgena ynpasneHus

,D,J'IFI KonnpoBaHWA pa3gena ynpaBieHus HeO6XOD,VIMOZ

1.
2.

OTtkpbiTb APM Apxmsapuyca (cM. PucyHok 1).

Mepentn B NpeacTaeneHne YnpaBreHne HOMeHKNaTypoun gen.

PasaepHyTb KaTteropunio npencrasrieHnsa HOMeHKnaTYEa. Ha naHenu I'Ipe/J,CTaBJ'IeHVIIZ
0T06pa3MTC$I nepeyeHb rogoBbIX pa3aenos.

Ha naHenn npeacTaBneHUW LWENKHYTb NEeBOW KHOMKOW MbIWW MO rogoBOMY pasgeny.
B obnactn npocmoTpa otobpasntcs nepeyveHb pa3gernos ynpasneHnn (cM. PucyHok 7).

Hasectn KypCop MbIlUX Ha pasgen ynpaslieHus, KOTOprIZ Tpe6yeTc;| CKOnmnpoBaTb, B KOJIOHKE

«[JencTBma» LWEeNKHYTb NIEBON KHOMKOW MbILUKN MO 3HAYKY D, nueo OTKPbITb KAPTOYKY pasgena
yNpaBneHns, LWeNKHyB feBOM KHOMKOW MbIWK MO €ro HasBaHwuioo, U B cekuun focmynHbie
delicmeusi HaxaTb kHonky [KonupoBatb]. OTtkpoetcs okHO KonupoBaHue pasgena
HOMeHkKnaTypbl gen (PucyHok 10).

o———->p
LluTtpoc
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KonupoeaHWe pa3gena HOMeHKNaTypbl gen

Pazapen: * ‘

m OTmeEHa

PucyHok 10 — OkHo «KonupoBaHue pasgena HOMeHKNaTypbl gen»

6. HaxaTtb KHOMNKy . OTKpoeTcsa okHO Bbibopa pasgena (PucyHok 11).

Bei6op...

3nemeHTbI 4AA BbiGopa

¥ HomeHKnaTypa aen 2016 +

»o2016 2017 +

v 2017 2018 +

o 20N8 2019 4

r 2019 2020 4
BbiBpaHHble 3NeMeHTbI OUMETUTD

o I

PucyHok 11 — OkHO BblGOpa pa3gena

7. B cekunn dnemeHmbl Onsi ebibopa, B obnactu cnesa, BbiOpaTb HEOOXOAMMbINA 3NTEMEHT,

B ob6nacTu cnpasa LEeNKHYTb JIEBOM KHOMKOW MbILIKN MO 3HAYKY + HanpoTuB pasaena. B none
Bbi6paHHble 351eMeHmbl 0TOb6pasnTcs BblOpaHHbIN pa3gen. Haxatb kHonky [OK].

8. B okHe KonupoBaHue pasgenia HOMEHKNaTypHoro gena HaxaTtb kKHonky [OK].

B pesynbTate B ykasaHHbIi pasgen OyaeT ckonupoBaHa BCA CTPYKTypa pasgena yrnpasneHus
BMECTE C JOKYMEHTaMWN, UCXOAHbIN pasaen byaeT CoXpaHeH.

15
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1.2.4.

MepeMelleHue pasgena ynpasrneHus

[lns nepemeLlleHns pasgena ynpasneHusi Heo6xoanmo:

1.
2.

8.

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

Mepentn B npeacTaeneHne YnpaBreHne HOMeHKNaTypou gen.

Pa3BepHyTb KkaTeropuio npeactaeneHns HomeHknaTtypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

Ha naHenn npeactaBneHWin WeENKHYTb JIEBOM KHOMKOW MbIWKM MO rogoBOMYy pasgeny.
B obnactn npocmoTpa otobpasnTcs nepeyeHb pa3genos ynpasneHnsa (M. PUCYHOK 7).

Hasectun KypCOp MbILLN Ha pa3gen ynpaBneHus, KOTOprVI Tpe6yeTc9| nepemMecTtunTb, B KOJIOHKEe

«[lencTeua» LWENKHYTb MO 3HAYKy : 1 BblGpaTb AenCTBUE « € MepemectnTby. JINOO OTKPLITL
KapTouKy pasgena ynpasneHus, LEeNkHyB NeBOM KHOMKOM MbILLKW NO €ro Ha3BaHuio, U B CEKUMK
HocmynHbie delicmeusi Haxatb kHOMKy [MepemecTutb]. OTKpoeTcs okHO [epemelyeHue
pasgena HomeHknarypbl gen (PucyHok 12).

MepemeleHne pasgena HOMeHKNaTypbl Aen

Pazpen: * |

ﬂ OTmeHa

PucyHok 12 — OkHo «[lepemMelyieHue pasaena HoOMeHKnaTypbl gen»

HaxaTb KHOMKy . OTKpoeTcsa okHo Bblibopa pasaena (cM. PucyHok 11).

B cekuun dnemeHmbi Onsi eblbopa, B obnactu cnesa, BblOpaTb HEOOXOOAUMbIA SMEMEHT,

B ob6nacTu cnpaea LENKHYTb JIEBON KHOMKOWM MbILIKN MO 3HAYKY =+ Hhanpotue pasgena. B none
Bbi6paHHble anemMeHmMbI 0TobpasnTcs BblOpaHHbI pasgen. Haxatb kHonky [OK].

B okHe MNepemelueHne pa3gena HOMEHKNATYPHOro gena Haxatb kHomnky [OK].

B pesynbTaTe B ykasaHHbI pa3gen OygeTr nepemelleHa BCA CTPYKTypa pasgenia ynpaBneHus
BMECTE C JOKYMEHTaMW, UCXOOHbIN pasgen OyaeT yaaneH.

o———->p
LluTtpoc
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[1.2.5.

YpaneHuve pasgena ynpaBrieHUs

[na ynaneHus pasgena ynpasneHusi Heo6xoaumo:

1.
2.

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

MepenTn B npeacTtaeneHne YnpaBreHue HOMeHKNaTypoun gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknaTtypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaernos.

Ha naHenn npeactaBneHWin WeENKHYTb JIEBOM KHOMKOW MbIWKM MO rogoBOMYy pasgeny.
B obnactn npocmoTpa otobpasnTtcs nepeyeHb pa3genos ynpasnenns (CM. PUCYHOK 7).

Hasectun KypCOp MbILLUM Ha pa3fgen ynpaslieHus, KOTOprVI Tpe6yeTc;| yoanntb, U B KOJIOHKE

«[enctBust» WenkHyTb no 3Hauky U . JInGo oTKpbITb KapToOuKy pasgena ynpasrieHus, LenkHYB
NEeBON KHOMKOW MbILM MO €ro Ha3BaHuio, 1 B cekumun JJocmynHbie delicmeusi HaXaTb KHOMKY
[YoanuTtsb).

Ynansiemblit pasgen ynpaeneHust 4oSKeH GbiTb MyCTbIM.

B pesynbTaTe pasaen ynpasneHus OyaeT yaaneH.

[11.3. HomeHKNaTypHble aena

1.3.1.

CospgaHue HOMEeHKNaTypHoOro gena

[aHHoe fencTBmne BbINOMHAET apxusapuyc.

[na co3nanus HOMEHKNaTypHOro gena Heobxoanmo:

1.
2.

OTtkpbiTe APM Apxmsapuyca (cM. PucyHok 1).

MepenTn B NpeacTaBnerHne YnpaBrneHne HOMeHKNaTypou gen.

PassepHyTb KaTeroputo npeacrtaBneHnss HomeHknatypa. Ha naHenu npegcrtaBneHumn
oTobpasnTca nepeyeHb roJoBbIX pasgesnos.

PasBepHyTb 0ONH U3 rOA0BLIX pa3aenoB. Ha naHenu npeactaBneHuit oTobpasnTcsa nepeyeHb
pasaenoB ynpaBneHus.

Ha naHenu npeactaBneHnn LWENKHYTb FEBOW KHOMKOW MbIlWW MO pasgeny yrpasneHus.
B obnactn npocmoTpa oTobpasnTca nepeyvyeHb HOMEHKNATYpHbIX Aen U pasfernoB OTOeroB
(PvcyHok 13).

o———->p
LluTtpoc

17



Pykoeoocmeo nonvzoeamensn Ynpaenenue nomenxnamypoit oen

I A 8s0 & ExaTepuHa AHApeeEd v

~ (3 HomeHknatypa [lo6aBUTb HOMEHKNIATYpHOE AieNo No6asuTb pasgen otaena 3kenopT Wmnopt

0 2017 D 3aronosok Twn WHpgekc LeiicTaua
» (0 2018
Ha yxasahwe [0 Afeno1 Leno 0001
AR 4 2019
o0 [0 ABeno2 Deno 0002
- 2021 [[] Pazgenorgenat Paagen 01-02

(3 Pazgen ynpasneuus 1

(3 Paapen ynpaenetus 2

PucyHok 13 — MepeyeHb HOMEHKNATYPHbLIX AeN U pa3fenos OTAENOB

6. Ha naHenu genctBun HaxaTtb kHonky [[lo6aBuTb HOMeHKNaTypHoe aeno]. OTkpoeTtcs popma
co3aaHusa HoMeHKnaTypHoro gena (PucyHok 14).

Cosparne

3aronoeok: * ]

HomMeHKNaTyPHBIA MHOEKE: *
CpoK xpaHeHua:; * ‘ ‘

Mpud cexpeTHoCTH: * HC ~
Ocofo ueHHoe
3Nk

MepexogAuiee

oooag

0BwanA obnacTb XpaHeHWA

[OaTa cozgaHua: * [aTa 2aKpeITHA: *

06.11.2019 ‘ 0 ‘ 31.12.2021 ‘ 0 ‘
WHEEHTapHbIA HOMep:

OnucaHue:

D He u3MeHATs HacTPOKK LOCTYNa NpU Nepefays g apxue

n OTmMeHa

PucyHok 14 — ®opma co3gaHusi HOMEHKNaTypHoro aena
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7. 3anonHuTb nons oTkpbiBwencs dopmbl. OnrucaHne nonen popmbl Co3g4aHMst HOMEHKIATYPHOro
Aena npueegeHo B Tabnuue (Tabnuua 5).

Ta6nuua 5. OnucaHue nonen chopmbl CO3naHMA HOMEHKNATYpPHOro aena

Mone

OnucaHue

Cnoco6 3anonHeHus

3aronoBok

3aronoBok HOMEHKNaTypHOro aena
(obsizaTeNnbHO K 3aM0HEHNIO)

BeecTu c knaBmatypsbl

HoMeHknaTypHbINn
NHAEKC

MHpekc aena no HoMeHknaType
(0bs1I3aTENBHO K 3aMOSIHEHMIO)

BeecTu c knaBmnatypebl

Cpok xpaHeHust

Cpok xpaHeHWsi HOMEHKNATYPHOro Aena
(0Bs1I3aTENBHO K 3aMOSHEHMIO)

3anonHuTh, ncnonb3yd metoa

ABTO3aMosSIHEHNE, NN HaXaTb KHOMKY
1 yKasaTb HeobxoauMbli CpoK

"pud cekpeTHOCTHU

"pnd cekpeTHOCTM (0BA3aTENBHO
K 3anOJSIHEHNIO)

Bbl6paTb 3Ha4YeHne 13 Bblinagaroero
CnnckKa

Ocob60 LieHHoe

YcTaHaBnuBaeTcs, ecnuv Aeno asnsaeTcs
0Cc000 LEHHbIM

YcTaHoBuUTb hnar

OlK Mpusnak 3K YcTaHoBuUTb donar
Mepexogdwee YcTaHaBnuBaeTcs, ecnv geno sBngercs YcTaHoBuTb nar
nepexoasium

O6uwas obnactb
XpaHeHuA

ATpubyT, ycTaHaBNMBaOLLMN HACTPONKM
BMOUMOCTU JOKYMEHTOB, Mocne
nomeLLeHnsl X B 4eno.

Ecnu cpnar yctaHoBRneH, TO JOKYMEHTbI
AaHHoro gena 6yayT 4OCTYNHbI BCEM
BbILLECTOALLMM U HDKECTOSALLUM
nogpasgeneHnsmM (OTHOCUTENbHO
nogpasgerneHns, ykasaHHOro Ha Bknagke
Hacmpodku sudumocmu, B none
Budumocmb 0nsi cmpyKmypHo20
nodpa3sdeneHus).

Ecnu donar He ycTaHOBNEH, TO IOKYMEHTbI
AaHHoro gena 6yayT 4OCTYNHbI TOMbKO
BCEM BbILLECTOSALLMM NoApa3aeneHmsam
(oTHOCWTENBHO NoApasgeneHus,
yKa3aHHOro Ha Bknagke Hacmpodku
sudumocmu, B none Budumocmsb Ons
CMpyKmMypHo20 nodpa3sdesieHust)

YcTaHoBuTb onar

[ata co3gaHus

[aTa co3gaHusi HOMeHKnaTypHoro gena
(06s3aTENBHO K 3aMOMHEHNIO)

Beectn c KnaBunaTtypbl U1 LWEJNTKHYTb

Nno 3HAa4Ky o n Bbl6paTb 3Ha4YeHne
13 KaneHaap4

[aTa 3akpbiTna

[aTa 3akpbiT1si HOMEHKNATYpHOro Aena
(06s3aTENBHO K 3aMOMHEHNIO)

Beectn c KnaBunaTtypbl UM LWEJNTKHYTb

No 3HauKy = 1 BbIGPaThL 3HaYEHMe
13 Kanengaps

MHBeHTapHbIN HoOMep

VHBeHTapHbLIN HOMep Aena no XxypHany
3aKOHYEHHbIX MPOM3BOACTBOM ferl

BeecTu ¢ knaBmaTypbl

OnucaHve

KoMMeHTapun K HOMEHKNaTypHoMy aeny

Beectu ¢ knasmaTypsl

He nameHatb
HacTpOWMKK JocTyna
npu nepepaye

B apxuB

[Npu3Hak Toro, 4YTo NpU U3MEHEeHUn cTaTyca
Aena Ha B apxuse BuanmocTb aena
perynupyeTcs 3Ha4eHusMu aTpnbyTos
BKknagkn Hacmpoulku docmyna

YcTaHoBUTb hnar

8. Haxatb kHonky [OK].

B pesynbTtaTte 6yaeT cosgaHo HOMeHKNaTypHoe Aero.

o———->p
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11.3.2. PepaktnpoBaHme HOMeHKNaTtypHoro gena

Ans pegakTMpoBaHMsA HOMEHKNATYPHOro Aena Heobxo4mMmo:
1. OTtkpbiTb APM Apxmnapuyca (cMm. PucyHok 1).

2. [llepenitu B NnpeacraeneHne YnpaBneHne HOMeEHKNaTypow gen.

3. PasBepHyTb KaTeropuio npeactaeneHns HomeHknatypa. Ha naHenu npeacTtaBneHuin
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

4. PasBepHyTb 0OMH M3 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnn otobpasntcs nepedeHb
pasfernos yrnpaereHus.

5. Ha naHenn npeacTtaBneHun LWENMKHYTb JIEBOM KHOMKOW MbIWW MO pasgeny ynpaBneHus.
B obnactn npocmoTtpa oTo6pa3sntcs nepevyeHb HOMEHKNaTypHbIX Aen W pasfaenoB OTAENOB
(cm. PucyHok 13).

6. HaBecTu Kypcop MbiluM Ha HOMEHKnaTypHoe naerno, KoTopoe TpebyeTcs oTpedakTUpoBaThb,

M B KONOHKE «[leNCTBUS» LIENKHYTh MEBON KHOMKOW MbIWKM MO 3Hadyky # (ans npocmoTpa

MOMHOroO MepeyYHs AeNCTBUN HeoBGXoaMMO B KOMOHKE «[enCTBUA» LUENKHYTb MO 3Hauky * ).
OTkpoeTcs opma pefakTmpoBaHMs HOMeHKnaTypHoro gena (PucyHok 15).

PepakTupoBaHme

O6uMe ceeflenus  Toma fiena  HacTpOAKM BUAMMOCTH

3aronoeok: * [eno 2
HOMEHKNATYPHbINA MHAeKE: * 0002
Cpok xpaHenus: * 5 net -
Tpud ceKpeTHOCTM: * HC ~
Ocofo UenHoe
3NK

Mepexopnulee

06wan o6nacTb XpaHeHuA

Oarta cozganua: * Data 3aKpeiTha: *

24.01.2021 [m] 31.12.2021 [m]
KonuyecTeo TomoB:

WHBEHTapHbIil HoMep:
BbIASNeHe K Nepefaye B apxus Cyxibl

Onucakne:

He M3MeHATb HAaCTPOWKK JOCTYNa NpU Nepefiaye B apXme

m Oesa

PucyHok 15 — ®opma pegakTMpoBaHUsi HOMEHKNaTypHoOro aena

7. BHecTu nameHeHusi n Haxatb kKHonky [OK].
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11.3.3.

Co3gaHue TomMa HOMeHKNaTypHoro gena

[ns cosgaHms ToMa HOMEHKNATypHOro gena HeobxoAnmo:

1.
2.

7.

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

MepenTn B npeacTtaeneHne YnpaBreHne HOMeHKNaTypou gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknaTtypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb OOWH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnin otobpasntcs nepedeHb
pasfernos yrnpaereHus.

Ha naHenu npencraBneHWn LWENKHYTb NEBON KHOMKOW MbllW MO pasgeny ynpaBeHus.
B obnactn npocmoTtpa oT06pa3nTcs nepevyeHb HOMEHKNATYpHbIX Aen U pasfenoB OTAENOoB
(cm. PucyHok 13).

LLlenkHyTb NO Ha3BaHWO HOMEHKNAaTYPHOro Aena neBon KHOMKOW Mblwn. OTKpOeTCcs KapToyka
HOMeHKnaTypHoro aena (PucyHok 16).

MpocmoTp

QfKre CEEOSHWA Toma gena HacTpoHKu BUOMMOCTH

3aronoeok: feno 1 LocTynHble AeicTEus

HOMEHKNATYPHbIA MHAEKE: 0001 KeonupoeaTs

CpOK XpaHeHUs: 5 neT MepeMecTHTL

3akpbiTo

Ipudp cekpeTHoCTH: HC
OGnoxka gena

Ocobo ueHHoe: Her

OnMcb JOKYMEHTOB
3NK: Het
Mepexogauwee: DNa
06w,an 06NacTb XpaHeHUA: Het
Darta co3paHva: Data 3aKpbITHA:
24.01.2021 31.12.2021
Konw4ecTeo TOMOB: (HeT)
WHEEHTapHbIA HOMEp: (HeTt)
BblaeneHo K Nepegaye B apxve Het

Cnywbbi:

OnKeaHue: (HeT)

He U3MeHATb HacTpoliKK flocTyna  HeT
NpW NepefaYe B apxMe:

PucyHok 16 — KapTouka HoMmeHKnaTypHoro gena

MepenTtn Ha BkNagky Toma desia (PucyHok 17).
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MpocmoTp

Oflwue cesfenua Toma gena  HacTPOHKM BUAMMOCTH

Toma:

Homep KonnuecTso nncTos Oatac Nata no XpaHunuwe JeHcTens

1 20 29.10.2019 31.12.2019 XpaHunuie N2

PucyHok 17 — KapTouka HoOMeHknaTypHoro aena. Bknagka «Toma gena»

8. Haxatb kHonky [[do6aButb]. OTKpoeTca ¢opma co3gaHus TOMa HOMEHKNATypHOro Aena
(PvcyHok 18).
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Hatae:*

CocTofAHue: *

Cospanue

Homep: *

[Oarano: *

KonuyecTeo nMcToB: *

XpaHunuue: *

Crennam N2:

LWikady N2:

Monka N2

HopMaanoe COCTOAHKME

MpuMedaHme:

B o

9. 3anonHuTb nons  OTKpbIBLIENCA GOPMbI.

PucyHok 18 — ®opma co3gaHusi TOMa HOMEHKNaTypHOro aena

Onucanne nonen dopmbl

HOMEHKNaTypHOro Aena npmeeaeHo B Tabnuue (Tabnuua 6).

Ta6nuua 6. OnucaHme nonen hopmbl CO3[aHMA TOMA HOMEHKIIaTYPHOro Aena

co3gaHus Toma

MNone OnucaHue Cnoco6 3anonHeHus
Howmep Homep Toma (0b6s3aTenbHO K 3anonHeHuto) | Beectu c knaeuatypsbl
Oatac [HaTa, HaunHas ¢ KOTOPOW AOKYMEHThI BBecTu ¢ knaBmaTypbl UNK LWENKHYTb
Aerna nonanu B AaHHbIN Tom (06513aTensHO
K 3aNONHEHNIO) no 3Hauky 1 BbIGpaThb 3HaYeHne
n3 KaneHgaps
Hata no [JaTa, 3akaH4MBas KOTOPOW AOKYMEHTbI BBecTu ¢ knaBmaTypbl UNK WENKHYTb

Aena nonanu B AaHHbIN ToMm (06s13aTenbHO
K 3anosTHEeHUI0)

no 3Hauky
13 Kanengaps

1 BbIbpaTb 3HaYeHve

KonwnyectBo nucrtos

Konu4yecTtBo nuctoB Toma (06s13aTENBHO
K 3anOSIHEHUIO)

Beectu ¢ knaBmaTyphl

Xpanunuue XpaHvnuwe Toma (obas3atensHo 3anonHuTb, MCNoNb3ys METoA
K 3anosTHEeHUI0)
ABTO3anofHeHNE, UM HaXKaTb KHOMKY
1 yKasaTb HeobXxoaMMoe XpaHunuLie
Crennax Ne Homep ctennaxa, Ha KOTOPOM XpaHUTCS BBecTu ¢ knaBmaTtypsl
TOM
LLkad Ne Homep wkada, B KOTOPOM XpaHUTCSA TOM BBectu ¢ knaBmaTypsbl
Manka Ne Homep nanku, B KOTOPOWN XpaHUTCHA TOM BBectu ¢ knaBmaTypbl
CocTosiHMe CocTtosiHne Toma (0653aTensHO BbiGpaTb 3Ha4YeHWe 13 BeiNagatoLLlero
K 3anosfiHeHu0) cnucka
MpumevaHue MpumevaHue BBectu ¢ knaBmaTypbl

10. Haxatb kHonky [OK].

B pesynbTaTe 6yaeT cosgaH TOM HOMEHKMATYpHOro Aena.

o———->p
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11.3.4.

PepaktupoBaHMe ToMa HOMEHKIATypHOro gena

[na pegakTMpoBaHMs ToMa HOMEHKNATYpPHOro Aena HeobXoAMMO:

1.
2.

9.

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

MepenTn B npeacTtaeneHne YnpaBreHue HOMeHKNaTypoun gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknaTtypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb OOWH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnin otobpasntcs nepedeHb
pasfernos yrnpaereHus.

Ha naHenu npencraBneHWn LWENKHYTb NEBOW KHOMKOW MbIlW MO pasgeny ynpaBeHus.
B obnactn npocmoTtpa oTo6pasntcs nepevyeHb HOMEHKNATYypHbIX Aen W pasfaernoB OTAENOB
(cm. PucyHok 13).

LLlenkHyTb NO Ha3BaHWO HOMEHKNAaTYPHOro Aena neBon KHOMKOW Mblwn. OTKpOeTCcs KapToyka
HOMeHKnaTypHoro gena (cm. PucyHok 16).

Mepentn Ha Bknagky Toma desia (cm. PucyHok 17).

HaBecT Kypcop MbIKM Ha TOM, KOTOpbIA TpebyeTcs OTpedakTMpoBaTb, W B KOJIOHKE

L]
«[JencTBMA» LIENKHYTb JIeBOil KHOMKOW MblwM no 3Hauky # . Otkpoetcs copma
pefakTMpoBaHUs ToMa HoOMeHKnaTypHoro gena (PucyHok 19).

PepakTupoBaTbh aneMeHT

Homep: * 1
Hatac:* [Latano: *

25.01.2021 [m} 31.12.2022 [m}
Konu4ecTBo nuctoe: * 150
XpaHunuue: * XpaHunuie 1 -_
Crennax N2:
LWkady N2: @
Monka Ne: @

CocToAHHe: * Hopmaanoe COCTOAHME hd

MpuMedaHue:

m OTMeHa

PucyHok 19 — ®opma pegakTupoBaHUsS HOMEHKNaTypHoOro aena

BHecTn nsmeHenus n HaxaTtb kHomnky [OK].
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11.3.5.

YpnaneHue ToMa HOMEHKNATypHOro gena

[ns yaaneHnss Toma HOMEHKNaTypHOro aena Heo6xoaMMmo:

1.
2.

9.

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

MepenTn B npeacTtaeneHne YnpaBreHue HOMeHKNaTypoun gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknaTtypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaernos.

PasBepHyTb OOWH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnin otobpasntcs nepedeHb
pasgernos yrnpaBreHus.

Ha naHenu npepnctaBneHWn LWENKHYTb NIEBOW KHOMKOW MbIlWM MO pasgeny ynpasreHus.
B obnactn npocmoTpa oT0o6pa3nTcs nepevyeHb HOMEHKNATypHbIX Aen W pasfenoB OTAENOoB
(cm. PucyHok 13).

LLlenkHyTb NO Ha3BaHWIO HOMEHKNATYpPHOro Aena neBon KHOMKOW Mblwn. OTKpOeTCs KapToyka
HOMeHKnaTypHoro gena (cm. PucyHok 16).

Mepentn Ha Bknagky Toma desia (cm. PucyHok 17).

HaBectn Kypcop MbiliM Ha TOM, KOTopbii TpebyeTcs yganuTtb. B konoHke «[encrtBusi»

LENKHYTb NEeBOM KHOMKOW MbllK no 3Hauky . OTtkpoeTcs okHO YaAanuTb 3neMeHT
(PvcyHok 20).

YOanuTe anemeHT

Bbl cOOMpasTeCh YOANWTE 3NeMeHT. YEepeHbl?

PucyHok 20 — OkHO «YpanuTb aneMeHT»

HaxaTb kHonKy [YaanuTb|.

B pe3ynbTate TOM HOMEHKNATYpHOro Aena 6yaeT yaanex.

111.3.6.

OTKpbITUE HOMEHKNaTypHOro Aena

Ons OTKPbITUA HOMEHKNaTypHOro aena Heo6xoanmo:

1.
2.
3.

OT1kpbITb APM Apxusapuyca (cM. PucyHok 1).

Mepentn B npeacTaBneHne YnpaBneHne HOMeHKNaTypoun gen.

PasBepHyTb kaTeroputo npeactasneHns HomeHknatypa. Ha naHenu npeacTaBnieHUn
oTobpasnTCs nepeyeHb roqoBbIX pa3gernos.

o———->p
LluTtpoc

25



Pykoeoocmeo nonvzoeamensn Ynpaenenue nomenxnamypoit oen

4.

5.

PasBepHyTb OOWH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnin otobpasntcs nepedeHb
pasfernos yrnpaBreHus.

FonoBoii pasgen AoMmKeH GbiTb YTBEPXKOEH.

Ha naHenu npenctaBneHWn LWENKHYTb NEBOW KHOMKOW MbIlWKM NO pasgeny ynpaBeHus.
B obnactn npocmoTtpa oT0o6pa3snTcsi nepevyeHb HOMEHKNATYpHbIX AN W pasfernoB OTAENoB
(cm. PucyHok 13).

Hasectun KypCOp MbILLUXM Ha HOMEHKNnaTtypHoe Aefio, KOTopoe Tpe6yeTc;| OTKPbITb, B KOJIOHKE

«[encTeumsi» LWEeNKHYTb Mo 3Ha4YKy * U BbIOpaTb OelcTBue «D OTkpbITbY. JINGO OTKPbLITH
KapToO4Ky HOMEHKMaTypHOro pferna, LernkHyB INeBOW KHOMKOW MbIWKM MO €ro Ha3BaHuio,
n B cekummn JJocmynHeie delicmeusi HaxaTb KHOMKY [OTKpbITh].

B pe3ynbTate HoOMeHKNaTypHoe Aeno 6yaeT OTKPbITO.

1.3.7.

3aKpbiTe HOMeHKNaTypHoro gena

[eno fomkHO 6bITb OTKPBITO.

[lna 3aKpbITUS HOMEHKNATYpPHOro Aena Heobxo4MMo:

1.
2.

OTtkpbiTe APM Apxmsapuyca (cM. PucyHok 1).

MNepenTtn B NnpeacraeneHne YnpaBrneHne HOMeHKnaTypou gen.

PassepHyTb KaTeroputo npeactaBneHnss HomeHknatypa. Ha nadHenu npegctaBneHumn
oTobpasnTcs nepeyeHb roqoBbIX pa3gernos.

PassepHyTb OAWH N3 rogoBbIX pa3aerios. Ha nanenn Hpe,D,CTaBHeHMVI OT06pa3VITCFI nepeyeHb
pasaoenos ynpaBneHUA.

"opoBou pasgen AomkeH BbiTb YTBEPXKAEH.

Ha naHenu npeactaBneHUW WENKHYTb F1IEBOW KHOMKOW MbIWKW MO pasgeny ynpasBreHus.
B obnactn npocmoTpa oTO6Gpa3nTca nepeyvyeHb HOMEHKNATYPHbIX AeN M pasaenoB OTAENOB
(cm. PucyHok 13).

HaBecTn Kypcop MbIliM Ha HeobxogumMoe HOMeHKnaTypHoe aeno. B konoHke «[encTtBus»

WenkHyTb MO 3Ha4yky * W BbibpaTb OencTeue «© 3akpbiTb». JIM6O OTKPbITE KapTO4Ky
HOMEHKMNAaTypHOro Aena, LWenKHYB NeBOW KHOMKOW MbIWKW MO €ro HasBaHui, M B CEKUMK
HocmynHbie delicmeusi HaxaTb KHOMKY [3akpbITk] (CM. PucyHok 16).

B pesynbTate HOMeHKNaTypHoe Aeno 6yaeT 3akpbITo.
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111.3.8.

BbigeneHue HOMEeHKNnaTypHoro gejfia K YHU4TOXeHUr

[eno gomkHo ObITb 3aKpbITO.

,D,J'Iﬂ BblaeneHnA HOMeHKNnaTypHoro gena K YHU4TOXEeHUH0 H606XOLI,I/IMO:

1.
2.

OTtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

Mepentn B npeacTtaeneHne YnpaBneHne HOMeHKNaTypomn gen.

PassepHyTb KaTeroputo npeacrtaBneHns HomeHknatypa. Ha naHenu npencrtaBneHumn
oTobpasnTCs nepeyeHb roqoBbIX pa3gernos.

PasBepHyTb 0ONH U3 rOAOBLIX pa3fdenoB. Ha naHenu npeacraBneHuin oTobpasnTcs nepeyeHb
pasfenoB ynpaBneHus.

Ha naHenu npeactaBneHUW WENKHYTb f1EBOW KHOMKOW MbIWK MO pasgeny ynpaBneHus.
B obnactu npocmoTtpa oTobpa3ntcs nepeyvyeHb HOMEHKNaTypHbIX Aen W pasgernoB OTAENoB
(cm. PucyHok 13).

HaBecTn kypcop MbIliM Ha HeOOXoOuMMOE HOMEHKNnaTypHoe aeno. B konoHke «[encTtBusi»

LLEeNKHYTb MO 3Ha4Ky * WU BbIGpaTb AeiicTBue «B MoMeTUTb K YHUUTOXEHMO». JINbO OTKPbLITL
KapTO4Ky HOMEHKNaTypHOro pfena, LWernkHyB JeBOM KHOMKOW MbIWXM NO €ro Ha3BaHuio,
nB cekumn JocmynHbie OJelicmeusi HaxaTb KHOMKY [[lOMeTUTb K YHUUYTOXEHUIO]
(cm. PucyHok 16).

B pe3ynbTate HOMEeHKNnaTtypHoe neno 6y/:|,eT BblAeNMeHO K YHUYTOXEHUIO.

111.3.9.

YHUUYTOXEHue gena

[leno [oMmKHO ObITh BbIAENEHO K YHUHTOXEHWIO.

Ons YHUYTOXEHNA HOMEHKNAaTYypHOro gena Heobxoanmo:

1.
2.

OTtkpbiTb APM Apxmsapuyca (cM. PucyHok 1).

Mepentn B npeacTaBneHne YnpaBneHne HOMeHKNaTypownu aen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknartypa. Ha naHenu npeacTtasneHun
oTobpasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb OOVH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHuin otobpasnTcst nepedeHb
pasaenos ynpasneHus.

Ha naHenu npeactaBneHWn LWENKHYTb NEeBOW KHOMKOW MbllW MO pasgeny ynpasneHus.
B obnactu npocmoTtpa oTobpasntcs nepeyvyeHb HOMEHKNaTypHbIX Aen W pasfernoB OTAENoB
(cm. PucyHok 13).

HaBecTn Kypcop MbiliM Ha Heobxogumoe HoMeHKnaTypHoe paeno. B konoHke «[enctBus»

LIENKHYTb MO 3Hauky O. JIM60 OTKPLITh KApTOUYKYy HOMEHKNaTypHOro Aena, LEenkHyB NeBoi
KHOMKOW MbIlM MO €ro HaseaHuio n B cekuun JocmynHblie delicmeusi HaxaTb KHOMKY
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7.

[YHuuTOXNTL] (CM. PucyHok 16). OTKpoeTCsl OKHO YHUYTOXEHME HOMEHKMaTypHOro gena
(PvcyHok 21).

YHUYTOMXEHHe HOMeHKNaTypHoro gena

MogTEepauTe BoINONHEHWE A8ACTEMUA

m OTMeHa

PucyHok 21 — OKHO «YHU4YTOXXeHMe HOMEHKaTypHoro aena»

HaxaTtb kHonky [OK].

B pe3ynbTrate HOMeHKNaTypHoe Aeno OyaeT YHUUTOXEHO.

[11.3.10. Nepenaya HOMeHKNATYpPHOro Aena B apxvB

[eno pnomkHo ObITb 3aKpbITO, B KAPTOYKE Aena AomkeH ObiTb ycTaHoBMNeH dnar BbidesieHo
K nepedaye e apxue Cnyx6bl.

[lns nepegayn HOMEHKNATYpHOro Aena B apxueB Heo6XoaMMo:

1.
2.

OTtkpbiTe APM Apxusapuyca (cM. PucyHok 1).

MNepenTtn B NnpeacraeneHne YnpaBrneHne HOMeHKnaTypou gen.

PassepHyTb KaTeroputo npeacrtaBneHnss HomeHknatypa. Ha nadHenu npegcrtaBneHumn
oTobpasnTcs nepeyeHb roqoBbIX pa3gernos.

PassepHyTb OAWH N3 rogoBbIX pa3aerios. Ha nanenn I'Ipe,EI,CTaBJ'IeHI/IIZ OTO6pa3MTC$| nepeyeHb
pasgenos ynpaBneHUA.

Ha naHenu npegctaBreHVn LWENKHYTb feBOM KHOMKOWM MbIWW NO pasgeny ynpasreHus.
B obnactu npocmoTtpa oTobpa3sntcs nepevyeHb HOMEHKNaTypHbIX Aen W pasfernoB OTAErnoB
(cm. PucyHok 13).

HaBecTn Kypcop MbIliM Ha Heobxoaumoe HoMeHKnaTypHoe aeno. B konoHke «[encTtBus»

WenkHyTb Mo 3Hayky * W BblbpaTb AencTeue «E Mepepatb B apxmB». JIMb6o OTKPbITb
KapTO4Ky HOMEHKNaTypHOro fena, LerkHyB NeBON KHOMKOW MbIlUW NO €ro Has3BaHuio, U B
cekumn JocmynHbie delicmeausi HaxaTb kHOMKy [[lepepaTtb B apxmB] (cM. PucyHok 16).

B pe3ynbTate HOMeHKNaTypHoe Aeno 6yaeT nepeaaHo B apXuB.
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.3.11. KonnpoBaHune HoOMeHKNnaTypHoro gena

[lns KoNMpoBaHUS HOMEHKNaTypHOro Aena Heobxoanmo:

1.
2.

9.
B

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

MepenTn B npeacTtaeneHne YnpaBreHue HOMeHKNaTypoun gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknatypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb OOWH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnn otobpasntcst nepeyeHb
pasfernos yrnpaereHus.

Ha naHenu npepncraBneHWn LWENKHYTb NEBON KHOMKOW MbIlWKM NO pasgeny ynpaBleHus.
B obnactn npocmoTtpa 0TO06pa3snTcsl nepeyvyeHb HOMEHKNATYpHbIX AN W pasfernoB OTAENoB
(cm. PucyHok 13).

HaBecTn Kypcop MbIWM HA HOMEHKNaTypHoe [Jeno, KoTopoe TpebyeTcss cKonupoBsaThb,

N B KONMOHKE «[1eCTBUSI» LLENKHYTb MO 3HA4Ky D). nuéo OTKPbITb KAPTOYKYy HOMEHKNaTypHOro
Aena, WenkHyB NeBor KHOMKOW MbILWK NO ero Ha3BaHuio, 1 B cekunn JJocmynHbie detcmeusi
HaxaTb kHonky [KonumpoBartb]. OTkpoeTcss okHO KonupoBaHue HOMEHKNaTypHOro pena
(PucyHok 22).

KonupoBaHMe HOMe@HKNaTypHoro gena

Paznen: * |

PucyHok 22 — OkHo «KonupoBaHue HOMeHKNnaTypHoro gena»

HaxaTb KHOMKy . OTKpoeTcsa okHO BbibOpa pasgena (cMm. PucyHok 11).

B cekuun AnemeHmb! Onsi eblibopa, B obnactu cnesa, BblOpaTb HEOOXOOAUMbIA SMEMEHT,

B o6nactn cnpaBa LWeEeSKHYTb JIEBOW KHOMKOW MbILLM MO 3HAYKY + HanpoTuB pa3gena. B none
Bbi6paHHble 351eMeHmbl 0TObpasnTcs BblOpaHHbIA pa3gen. Haxatb kHonky [OK].

B okHe KonupoBaHue HOMeHKNaTypHoro gena HaxaTtb KHonky [OK].

pesynbTate HOMEHKNATypHOE [AeNno BMeCTe C BXOASAWMMW B HEro [AOoKyMeHTamu Oyaer

CKOMMPOBAHO B YKa3aHHbIM pa3aern, MICXoAHOe HOMEHKNaTypHoe Aeno 6yaeT CoXpaHeHo.
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1.3.12. MNMepemelieHne HOMEHKNaTYpPHOro aena

[ns nepemMelleHnst HOMeHKNaTypHOro Agena Heo6xoamMmo:

1.
2.

9.
B

OTkpbiTe APM ApxumBapuyca (cM. PucyHok 1).

MepenTn B npeacTtaeneHne YnpaBreHne HOMeHKNaTypoun gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknaTtypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb OOWH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnin otobpasntcs nepedeHb
pasfernos yrnpaereHus.

Ha naHenu npenctaBneHWn LWENKHYTb NEBOW KHOMKOW MbllWM MO pasgeny ynpasreHus.
B obnactn npocmoTtpa 0TO06pa3snTcsl nepeyvyeHb HOMEHKNATYpHbIX AN W pasfernoB OTAENoB
(cm. PucyHok 13).

HaBecTn Kypcop MbIlUM Ha HOMEHKMaTypHOe [Jeno, KOoTopoe TpebyeTcs nepemMectutsb,

M B KONOHKe «[encTBus» LWenkHyTb Mo 3Hadky €. JIGO OTKPbITb KAPTOUYKY HOMEHKIATYPHOro
Aena, WenkHyB NeBON KHOMKOW MbIlM MO ero HassaHuio, U B cekuun fJocmynHbie deticmausi
HaxaTtb KHomky [lMepemectutb]. OTKpoeTcs oOkHO [lepemelleHMe HOMEHKNaTypHOro gena
(PucyHok 23).

MepemelljeHne HOMeHKNATYpHOro flena

Pazpen: * |

m OTmeHa

PucyHok 23 — OkHo «lepemelleHne HoMeHKNaTypHoOro gena»

HaxaTb KHOMKy . OTKpoeTcsa okHO BbibOpa pasgena (cMm. PucyHok 11).

B cekumn dnemeHmsbi Onsi eblibopa, B obnactu cneea, BblOpaTb HEOOXOOAUMbIA SMEMEHT,

B obnactu cnpaBa LEeSKHYTb NIEBOW KHOMKOW MbILLM NO 3HAYKy + HanpoTuB pa3gena. B none
Bbi16paHHbIe 351eMeHmbl 0TO6pa3nTcs BblOpaHHbIN pa3gen. Haxartb kHonky [OK].

B okHe [NepemelleHne HOMEHKNATYPHOro aena HaxaTb KHornky [OK].

pe3ynbTate HOMEHKNnaTypHoe pn[erno BMecTe C BXxoaAwWMMWM B HEro [JOKyMeHTaMu 6yn,eT

CKOMMPOBAHO B YKa3aHHbIV pasaern, MICXoaHOe HOMEHKNaTypHoe Aeno 6yaeT yaaneHo.
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11.3.13. YpaaneHne HOMeEHKNaTypHoOro aena

[ns yaaneHnss HOMeHKNAaTypHOro Aera Heob6xoanmo:

1.
2.

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

MepenTn B npeacTtaeneHne YnpaBreHue HOMeHKNaTypoun gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknaTtypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb OOWH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnin otobpasnTcst nepeyeHb
pasfernos yrnpaereHus.

Ha naHenu npepnctaBneHWn LWENKHYTb NIEBOW KHOMKOW MbIlWM MO pasgeny ynpasreHus.
B obnactn npocmoTtpa oT0o6pa3nTcs nepevyeHb HOMEHKNaTypHbIX Aen U pasfenoB OTAENOoB
(cm. PucyHok 13).

Hasectun KypCOp MbIlUM Ha HOMEHKIaTypHoe neNli0, KOTopoe Tpe6yeTc;| yoanntb, B KOJIOHKe

«[encTeums» LWENKHYTb MO 3Ha4YKy * U1 BbIOpaTb AeiCTBUE « U Ypanute peno». Nubo
OTKPbITb KapTOYKYy HOMEHKNATYPHOro Aena, WenkHyB NeBOM KHOMKOW MbIlKW MO ero Ha3BaHuio,
n B cekuun JocmynHbie delicmeust HaxaTtb KHOMNKyY [YAaanuTb aenoj.

B pe3ynbTaTe HOMeHKNaTypHoe aeno 6yaeT yaaneHo.

[11.3.14. ®dopmupoBaHue OGOXKKUN Aena

[na dbopmmpoBaHms 06NoXKM gena Heo6xoanmo:

1.
2.

OTtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

Mepentn B NpeacTaBnerHne YnpaBreHne HOMeHKNaTypoun gen.

PasaepHyTb KaTteropunio npencrasrieHnsa HomeHKnaTyga. Ha naHenu I'Ipe/J,CTaBJ'IeHVIIZ
0T06pa3MTC$I nepeyeHb rogoBbIX pa3aenos.

PasBepHyTb 0OVH 13 rogoBbIX pas3gernoB. Ha naHenu npeacTtaBneHnn otobpasuTcst nepeyeHb
pas3aenoB ynpasreHus.

Ha naHenu npeacrtaBneHvWn LEMNKHYTb fEBOW KHOMKOW MbIWW MO pasgeny ynpasrieHus.
B obnactu npocmoTtpa oTo6pa3ntcs nepeyvyeHb HOMEHKNaTypHbIX Aen W pasfernoB OTAENoB
(cm. PucyHok 13).

HaBecTn kypcop MbiluM Ha HOMEHKNaTypHOe Aeno, Ans KoToporo TpebyeTcs copmmpoBaTtb

06noxKy. B KomnoHke «[JencTBusa» LWenkHyTb Mo 3Ha4YKy * U BbiGpaTb AENCTBUE « D Obnoxka
agenax.

B pesynbTtate 6yget cchopmmpoBaHa obnoxka gena (PucyHok 24).
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(Hamn I CTRyETYpHOT 22z

JETO Nz 001 TOM e 1

Jeno 1

(aroncsox 2ema)

Takke Cwuctema

[11.3.15.

PucyHok 24 — O6noxka gena

nossonsiet ccopmupoBatb 0OMNOXKY gena u3 npeacrtaBnenHnss OT4YeTbl.
dopmupoBaHne obnoxkn gena mns npeacraeneHns OtTyeTbl onvcaHo B pasgene 111.6.3 Obnoxka gena.

¢OpMMpOBaHMe onncum AOKyMeHTOB Aerna

Ansa dopmrpoBaHnsa oTyeta «Onncb JOKYMEHTOB Aena» Heob6XxoamMo:

1. OtkpbiTb APM Apxmsapuyca (cM. PucyHok 1).

2. [llepenTtu B NpeactasneHne YnpasneHne HOMEHKNaTypow aen.

3. PasBepHyTb kaTeropuio npefcrtaeneHns HomeHknatypa.

oTo6pasnTCs NepeyeHb rofoBbIX Pasaernos.

4. Pa3BepHyTb OAMH M3 rOAO0BbLIX pa3denoB. Ha naHenu npeactaBneHunii oTo6pasnTcs nepeyeHb

pa3fenoB ynpasneHus.

Ha naHenu npegcraBneHui

5. Ha naHenu npeacTtaBrneHun LWENKHYTb NEBOW KHOMKOW MbIWW MO pas3feny ynpasreHus.
B obnactu npocmoTtpa oTobpa3sntcs nepeyvyeHb HOMEHKNaTypHbIX Aen W pasfernoB OTAENoB

(cm. PucyHok 13).
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6. HaBecTn Kkypcop MbIlM Ha HOMEHKNaTypHoe Aeno, Afs KoToporo TpebyeTca cdopmMmpoBaTb
onuncb OOKYMeHTOB. B konoHke «[leiicTBua» LENKHYTb MO 3Hayky * U BbiOpaTb AeiicTeue

« ™ Onncb OOKYMEHTOBY.

B pesynbTtate 6yaet cdhopmupoBaH ot4eT «Onucb AoKyMeHTOB aenay (PucyHok 25).

Onuch JOKYMeHTOB Je/Ia
IOEYMEHTOE ef. Xp. No
Ne m'm Hugerc goxyMenTa Jata goxyMeHTa 3arooBOE ZOEVMEHTa Hownepa mucToE e, xp. Iprmrewarme
1 2 3 4 3 4]
20/ - < Hexogammi goryuent: Hexogamei ot
1 00039/15 02.07.2015 02.07.2015, rouep 00039/15 He sagaso
B - Hexogammi goryuesT: Hexogamed ot
2 g, = y
2 00029/15 19.06.2015 11.06.2015, monep 00029/15 He sagaso
N B . = Hexogammi goryuent: Hexogamei ot
3 00014/15 28.05.2015 28.05.2015. moep 00014113 He saganc
240 5 Hexogammi goryuent: Hexogamei ot
4 00034/15 26.06.2015 26.06.2015, sonep 00034/13 He sagaro
- p < = BryTpemnnit goxyuent: BryTpemmmi oT
5 BHVTP-00015/15 12.05.2013 12.05.2015, sontep BHVTP-00015/13 He sagamo
; < Hexogammit goxyuerT: Hexogamet o
6 00002/15 16.04.2015 16.04.2015, mouep 00002/15 He sagaso
Hroro 6 JOKyMEHTOE.
KonmgecTEo MHeTOE By TpeHHeH ommen 0
HameHnoEaHEe JOIEHOCTH IHITA,
COCTAEHEIIETO EHYTPEHHIOK ONHCh
JOKYMEHTOE Jemda Iognace Pacnmdporka noamucH

PucyHok 25 — OTtyeT «Onncb AOKYMEHTOB aena»

Tawrke Cucrtema nossonseT chopmmpoBaTb 0T4eT «ONnCb JOKYMEHTOB Aena» 13 npeacTaBneHus
Ot1yeTbl. dopmupoBaHne otyeta «Onucb OOKYMEHTOB Aena» u3 npeacrtaBneHns OT4yeTbl OnucaHo
B pa3gene 111.6.4 Onncb AOKYMEHTOB Aena.

[11.4.Pa3aenbl otaena

.4.1. Co3paHune pasgena otaena

[ns cosgaHua pasgena otgena Heob6xoanMo:
1. OtkpbiTb APM Apxmsapuyca (cM. PUcyHok 1).

2. [llepenTtu B NpeactasneHne YnpasneHne HOMEHKNaTypow aen.

3. PasBepHyTb kaTeroputo npeactaeneHns HomeHknatypa. Ha naHenu npeacTaBneHun
oTobpasnTCs nepeyeHb roqoBbIX pa3gernos.
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4. PasBepHyTb 0OMH M3 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnn otobpasutcst nepedeHb
pasfernos yrnpaBreHus.

5. Ha naHenn npeacTtaBneHWMn LWENKHYTb NIEBOM KHOMKOM MbIWK NO pasgeny ynpasreHus.
B obnactn npocmoTtpa oTo6pa3ntcs nepevyeHb HOMEHKNATYypHbIX Aen U pasfenoB OTAENoB
(cm. PucyHok 13).

6. Ha naHenn penctBun Haxatb kHonky [[lo6aBuTb pasgen otpenal. OTkpoetca dopma
cosfaHua pasgena otaena (PucyHok 26).

Cospanue

3aronoBoK: *

CTpyKTypHOe nogpazfeneHue: *

WHpgeke: *

MpHMeyaHue:

m OTmMeHa

PucyHok 26 — ®opma cosgaHus pasgena otgena

7. 3anonHutb nonga oTkpbiBwenca dopmbl. OnucaHne nonen dopmbl CO3a0aHUsA pasdena otaena
npvBegeHo B Tabnuue (Tabnuua 7).

Ta6bnuua 7. OnucaHue noneun hopmbi cCo3aaHUA pasgena otaena

MNone OnucaHue Cnoco6 3anonHeHus
3aronosok 3aronoBok pasgena otgena (obsa3aTensHo | BeecTu ¢ knaBuaTtypbl
K 3anofiHeHuto)
CTpykTypHOE CTpyKkTypHOE NnogpasgeneHue 3anonHuTb, MCNonb3ys MeToq
nogpasaeneHve (0Bs13aTENBHO K 3aMOMHEHMIO)

ABTO3aMonHeHne, UM HaxaTb KHOMKY
1 yKa3aTb HeoGXOAUMOE CTPYKTYpHOE

nogpasgeneHuve
MHaekc MHaekc (obs3aTenbHO K 3anOfHEHHO) BBectu ¢ knaBmaTypbl
MpumeyaHue MpumeyaHue Beectu ¢ knaBmaTypbl

8. Haxatb kHornky [OK].

B pesynbTaTe GyaeT cosnaH pasgen otaena.
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11.4.2.

PepaktupoBaHue pasgena otgena

[ns pegakTupoBaHus pasgena otaena Heob6xoammo:

1.
2.

7.

11.4.3.

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

MepenTn B npeacTtaeneHne YnpaBreHue HOMeHKNaTypoun gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknaTtypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb OOWH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnin otobpasntcs nepedeHb
pasfernos yrnpaereHus.

Ha naHenu npepnctaBneHWn LWENKHYTb NIEBOW KHOMKOW MbIlWM MO pasgeny ynpasreHus.
B obnactn npocmoTpa oT06pa3nTcs nepevyeHb HOMEHKNATYpHbIX Aen U pasfenoB OTAErNoB
(cm. PucyHok 13).

HaBecTn Kypcop MbIlM Ha HOMEHKNaTypHoe Aeno, Ans KOToporo TpebyeTca cdopmmpoBaTb

onuncb OOKYMeHTOB. B konoHke «[leicTBusa» LWENKHYTb MO 3Hayky * U BbiOpaTb AeiicTeue

« Pepaktnpoatb». OTkpoeTcs dopmMa pedaktnpoBaHusa pasgena otgena (PucyHok 27).

PepaxkTupoBaHue

3aronoeok: * Pasnen otgena 1

CTpyKTypHOe nofpasaeneiune: * aa 020
HMHgeke: * 0001

MNpumeyaHue:

m OTmeHa

PucyHok 27 — ®opma peaaktupoBaHusa pasaena otaena

BHecTn nsmeHeHus n Haxatb kHornky [OK].

KonunpoBaHue paspena otaena

[ns xonupoBaHusa pasgena otaena HeoGxoaumo:

1.
2.

OTtkpbiTeb APM Apxusapuyca (cM. PucyHok 1).

Mepentn B npeacTtasneHne YnpaBneHne HOMeHKNaTypoun gen.

PasBepHyTb KaTeroputo npeactasneHus HomeHknatypa. Ha naHenu npeacTaBneHun
oTobpasnTCcs nepeyeHb roqoBbIX pa3gernos.
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9.
B

PasBepHyTb OOWH 13 rogoBbIX pas3genoB. Ha naHenu npeacTtaBneHnin otobpasntcs nepedeHb
pasfernos yrnpaBreHus.

Ha naHenu npencrtaBneHWn LWENKHYTb NEBON KHOMKOW MbIlWW MO pasgeny ynpaBneHus.
B obnactn npocmoTtpa oTo6pa3snTcsi nepevyeHb HOMEHKNATYpHbIX AEen W pasfernoB OTAENoB
(cm. PucyHok 13).

Hasectun KypCoOp MbIlLM Ha pasgen otaena, KOTOprVI Tpe6yeTc9| CKOMnnpoBaTb, U B KOJIOHKE

«[JencTBma» LLENKHYTb JIEBON KHOMKOW MbILIKN MO 3HAYKY . nuéo OTKPbITb KAPTOYKY pasfena
oTaena, LWenkHyB JIEeBOM KHOMKOM MbIM MO €ro HasBaHwoo, U B cekuun JocmynHbie
delicmeusi HaxaTb kHonky [KonmpoBatb]. OTtkpoetcs okHO KonupoBaHue pasgena
HOMeHKNnartypbl gen (cm. PucyHok 10).

HaxaTb KHOMKy . OTkpoeTcs okHO Bblbopa pa3sgena (cm. PucyHok 11).

B cekuun dnemeHmb! Onsi eblibopa, B obnactu crnesa, BblOpaTb HEOOXOAUMbIA SMEMEHT,

B 06nacTu cnpaBsa LLEemnKHyTb JIEBOM KHOMKOM MbILLM NO 3Hauky T HanpoTue pasaena. B none
Bbi6paHHble anemMmeHmMbI 0TobpasnTcst BbiIOpaHHbI pasgen. Haxatb kHonky [OK].

B okHe KonvpoBaHue pazaena HOMeHKNaTypbl gen HaxaTtb KHonky [OK].

pes3ynbtate B yKa3aHHbIVI pasgen 6y,1:|,eT ckonunpoBaHa BCdA CTPYyKTypa pasgerna oTaena,

NCXOAHbIN pasgen otaena 6yoeT CoxpaHeH.

1.4.4.

ﬂepememeH ne pasgerna ortagena

[ns nepemelleHus pasgena otaena Heo6xoaMmo:

1.
2.

OTtkpbiTb APM Apxmsapuyca (cM. PucyHok 1).

MNepenTtn B NnpeacraeneHne YnpaBneHne HOMeHKnaTypom gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknatypa. Ha naHenu npeacTtasneHun
oTobpasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb 0OVH 13 rogoBbIX pa3genoB. Ha naHenu npeacrtaBneHnin otobpasntcst nepeyeHb
pas3aenoB ynpasreHus.

Ha naHenu npeacTtaBneHWn LIEMNKHYTb MEBOW KHOMKOW MbIWW MO pasgeny ynpaBneHus.
B obnactu npocmoTtpa oTo6pa3ntcs nepeyvyeHb HOMEHKNaTypHbIX Aen W pasfernoB OTAENoB
(cm. PucyHok 13).

HaBecTn Kypcop MbIlUM Ha HOMEHKMaTypHOe [Jerno, KoTopoe TpebyeTcs nepemMectuthb,

B KONMOHKe «[lefCTBUSA» LENKHYTb MO 3HaYKy * U BbIGPaTb AeicTeue « lMepemecTuTby.
JIn6o oTKpbITL KAPTOYKY pa3gena oTAena, LWenkHYB NeBOW KHOMKOW MbIlW MO ero Ha3BaHuto, U
B cekumn JocmynHbie Oelicmeusi HaxaTb kHonKy [Mepemectutb]. OTKpoeTcs OKHO
MNepemelyeHune pasgena HoMeHKNaTypbl gen (cM. PucyHok 12).

HaxaTtb kHonky - . OTKpoeTcsi OKHO Bblbopa pasgena (cMm. PucyHok 11).
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8.

9.

B cekumn dnemeHmsbi Ons ebli6bopa, B obnactu cnesa, BblOpaTb HEOOXOOAUMBIA 3MEMEHT,

B o6nacTut cnpaBa LLEmnKHyTb JIEBOM KHOMKOM MbILLM NO 3Hauky T HanpoTue pasaena. B none
Bbi6paHHble anemMmeHmMbI 0T06pasnTcst BbiOpaHHbI pasgen. Haxatb kHonky [OK].

B okHe [epemelleHue pasgena HOMEHKNATypbl gen HaxaTtb kHonky [OK].

B pesynbTate B ykasaHHbli pasgen OynoeT nepemelleHa BCA CTPyKTypa pasdena oTaena,
UcxodHbIV pasaen otaena GyaeT yaaneH.

1.4.5.

YpaneHue pasgena otgena

[na ynaneHus pasgena otaena Heobxoammo:

1.
2.

OTtkpbiTb APM Apxmsapuyca (cM. PucyHok 1).

MepenTtn B npeacTaBneHne YnpaBneHne HOMeHKNaTypou gen.

PassepHyTb KaTeroputo npeactasneHnin HomeHknarypa. Ha naHenu npeactaBneHumn
oTobpasnTCs nepeyeHb roqoBbIX pa3gernos.

PasBepHyTb 0ONH U3 roA0BLIX pa3denoB. Ha naHenu npeactaBneHuit oTobpasnTcs nepeyeHb
pasfenoB ynpaBneHus.

Ha naHenu npeactaBneHWn WENKHYTbL f€BOWM KHOMKOW MbIWKM MO pasgeny ynpaBneHus.
B obnactu npocmoTtpa oTobpa3sutcs nepevyeHb HOMEHKNaTypHbIX Aen U pasaenoB OTAenoB
(cm. PucyHok 13).

HaBecTn kypcop MbilM Ha pasgen oTgena, KoTopbii TpebyeTtcsa ymanuTb. B konoHke

«[JencTemay» LWEeNKHYTb JIEBON KHOMKOW MbILLKM MO 3HAYKY U nueo OTKPbITb KAPTOYKY pasgena
oTAena, LWEnKHYB feBOM KHOMKOW MbIlM MO €ro HasBaHuw, U B cekumn JocmynHsbie
delicmeusi HaxaTb KHOMKy [YaanuTb).

B pesynbTaTe pasgen otgena 6yaet yaaneH.

Ecnu paspen otgena cogepxut gena (pasgenbl otaena), TO oTobpasuTca OKHO YganeHue
pasfgena c COOTBETCTBYHOLUNM coobLieHnem (PucyHok 28).

YgaaneHue pasgena

OTMeUeHHbIE PA3Lenkl He NycTole. HeoBxoauMo YAANMTb CHaYana
nofpaszaent! WKWK gena.

PucyHok 28 — OkHO «YaaneHue pasgena»
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[11.5.FpynnoBbIe AencTBUA

.5.1. JOKyMeHTbI

11.5.1.1. [No6aBneHne AOKyMEHTOB B u3bpaHHoe

[aHHoe fencTBme JOCTYNHO M3 NpeacTaBneHnss HomeHknaTtypHble gena.

[oGaeneHne  [OOKYyMEHTOB B  u3bpaHHOE  OMMCAaHO B AOOKYMEHTe
nonb3oartens. Tom 1» (pasgen V.2.1. [lo6aBneHne 4OKYMEHTOB B M3OpaHHOE).

11.5.1.2. YaaneHue JOKYMEHTOB U3 u3bpaHHOro

[aHHoe fencTBue AOOCTYNHO U3 NpeacTaBlieHnd HomeHknatypHble gena.

YpaneHne  OOKYMEHTOB M3 M30paHHOrO  ONMCaAHO B JOKYMEHTe
none3osartens. Tom 1» (pasgen V.2.2. YaaneHne AOKYMEHTOB 13 U3GpPaHHOro).

[.5.2. Paspgenbl HOMeHKNaTypbl Aen

11.5.2.1. KonupoBaHue pa3aenoB HOMeHKMNaTypbl aen

«PykoB0oACTBO

«PykoBopacTteo

[na BbINONHeHMs1 rpynnoBon onepauun «KonupoBaHue pasgena HOMEHKNaTypbl  Aen»

HeobxoaMMmo:
1. OtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

2. [llepenTtun B NnpeacrasneHne YnpaBneHne HOMEHKNaTypoun gen.

3. PassepHyTb KaTteropunio npencrasrieHnsa HOMeHKﬂaTYEa. Ha nanenun I'Ipe/:l,CTaBJ'IeHI/IIZ

oTobpasnTca nepeyeHb rogoBbIX pasaeros.

4. Ha naHenu npeactaBneHun NepenTn B roqoBoOW pasaesn unn pasgen ynpasneHus.

5. B obnactu npocMoTpa OTMETUTL dhnaramun pasfenbl HOMeHKNaTypbl Aen, KoTopble TpebyeTcs

CKOMMUpoBaTb.

6. Ha naHenu genctBum HaxaTtb KHOMKy [[encTBuAa ¢ BbiopaHHbiMU]:[KonupoBaHue paspgena

HomMmeHKnartypsbl gen| (PucyHok 29).
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I, M 599 2 Exatepuna Augpeesa v

~ (3 Homenknatypa [lo6aBuTb pasfien ynpasneHna NeAcTBUA Hag BbiGpaHHbIMK(2) v SKCnogT Wmnopt

4 2017 @ 3aronoBoK Yaanexwe pasjiena HOMEHKNaTypb! gen WUupexc [Lencreuna
» 3 2018 KonuposaHue pasfena HOMeHKNaTypol aen
Paapgen ynpasnexus 1 01-04
3 2019 Mepemelyexne pasaena HOMEHKNAType! Aen

V| Pasgen ynpasnexus 2 01-06
» (3 2020 = O6benUHUTD B KOMNNEKT

~ [0 2021

~ (3 Paapen ynpasnetus 1

(2 Paapen orgena 1

(0 Paapen ynpasneHus 2

PucyHok 29 — BeinonHeHue rpynnosBoi onepauun «KonmpoBaHue pasgena HOMeHKNaTypbl gen»

OTtkpoeTcst okHO KonupoBaHue pasaena HoMeHknatypbl gen (cMm. PucyHok 10).

7. HaxaTtb KHOMKy . OTkpoeTca okHO Bbibopa pasagena (cM. PucyHok 11).

8. B cekuun dnemeHmsbl Onsi ebibopa, B obnactu cnesa, BbiOpaTb HEOOXOAMMbINA 3NEMEHT,

B ob6nacTu cnpasa LEeNKHYTb NIeBON KHOMKOW MbILUKN MO 3HAYKYy + HanpoTuB pasgena. B none
Bbi6paHHbIe anneMmeHmbI1 0TO6pas3nTCcs BblIbpaHHbIn pa3gen. HaxaTtb kHonky [OK].

9. B okHe KonupoBaHue pasgena HOMEHKNaTypHoOro gena Haxartb kHonky [OK].

Bo BpeMsi 06paboTku rpynnoow onepauun Cucrema otodpasuT coobuleHne «Onepaums
BbINoNHaeTCA». [lo 3aBepLUeHMs npoueaypbl 06paboTkn He cneayeT 3akpbiBaTb OKHO Bpaysepa Bo
n3bexxaHne OTMeHbI rPyNMoBOI onepauum.

B pesynbTate B ykasaHHblii pasgen byaeT ckonvpoBaHa BCS CTPYKTypa pasaeria HOMeHKNaTypbl
Aern ¢ JOKyMeHTaMu, UCXOAHbIV pa3aen 6yaeT coxpaHeH.

111.5.2.2. MNMepemellueHune pa3genoB HOMeHKNaTypbl aen

[ns BbINONHeHWs rpynnoBon onepauun «llepemeleHne pasgena  HOMEHKNaTypbl  gen»
HeobxoamMmo:

1. OtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

2. [lepenTtn B NnpeacraeneHne YnpaBneHne HOMeHKNaTypoun gen.

3. PasBepHyTb kaTeroputo npeacrtaeneHuss HomeHknatypa. Ha naHenu npeacrtasneHuin
oTO6pasnTCs NepeyeHb rofoBbIX Pa3aernos.

4. Ha naHenu npencrtasreHui nepenT B roqoBon pasaen unm pasgen yrnpasneHus.

5. B obnactu npocMoTpa OTMETUTL dhnaramu pasgenbl HOMeHKNaTypbl Aen, KoTopble TpebyeTcs
NnepemMecTuTb.

6. Ha naHenu genctesui HaxaTtb KHOMKy [[encTBuAa ¢ BbiOpaHHbIMU]:[[MepemelwieHme pasgena
HoMmeHKnatypbl pen] (cm. PucyHok 29). OtkpoeTca okHe [lepemelieHue pasgena
HOMeHKNnaTypbl gen (cM. PucyHok 12).
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7. HaxaTtb KHOMKy . OTkpoeTca okHO Bbibopa pasgena (cMm. PucyHok 11).

8. B cekuun dnemeHmsbi Onsi ebibopa, B obnactu creea, BbiOpaTb HEOOXOOAUMbLIA 3MEMEHT,

B 06NacT! CnpaBa LENKHYTb JIEBOM KHOMKOM MbILLM MO 3Ha4Ky T HampoTus pasgena. B none
Bbi6paHHble anemMeHmMbI 0To6pasnTcst BbIOpaHHbI pasgen. Haxatb kHonky [OK].

9. B okHe [epemelleHune pasgena HOMEHKNATYpPHOro gena Haxartb kHonky [OK].

Bo Bpems 06paboTkm rpynnosown onepauun Cnuctema otobpasut cooblieHne «Onepaums
BbinonHsaeTca». [1o 3aBepLueHms npoueaypbl 06paboTku He criefyeT 3akpbiBaTb OKHO Bpay3epa BO
nsbexaHne OTMEHbI rPyNMoBOK onepaunu.

B pesynbTate B ykasaHHbli pasgen byaeTt ckonvpoBaHa BCS CTPYKTypa pasaernia HOMeHKNaTypbl
Aern ¢ JOKyMeHTaMu, UCXOAHbIV pa3aen 6yaeT yaaneH.

11.5.2.3. YpaneHue pa3fgenoB HOMEHKNaTypbl gen

[na BbINONHeHMs1 rpynnoBon onepauun «llepemelleHne pasgena HOMEHKNaTypbl Aen»
HeobxoaMMmo:

1. OrtkpbiTb APM Apxmsapuyca (cM. PucyHok 1).

2. TllepenTtyn B NnpeacrasneHne YnpaBneHne HOMeEHKNaTypounu aen.

3. PasBepHyTb KkaTeropuo npencrtasneHna HomeHknartypa. Ha naHenwn npeacrtasneHui
oTobpasnTcs nepeyeHb roqoBbIX pa3gernos.

4. Ha naHenu npeactaBneHvin NepenTy B roqoBov pasaen unu pasaen ynpasneHus.

5. B obnactu npocMoTpa OTMETUTL dhnaramu pasfenbl HOMeHKNaTypbl Aen, KoTopble TpebyeTcs
yAanuTb.

6. Ha naHenu penctBun HaxaTb KHOMKy [[lencTBMA C BblOpaHHbIMU]:[YaaneHue paspena
HoMeHKnaTtypbl aen] (cM. PucyHok 29). OTKpoeTcs OKHO MOATBepXAeHWs yaaneHus pasgena
HomeHknatypbl aen (PucyHok 30).

BreinonHeHne gedcTEMA

MogTeepOuTe BoINONHEHME ,CI,E'I:‘CTBI.-"H .S",\'J,SJ'IE'D—HE' pa3fgena HOMeHKNaTypbl

nen”
m O_'UI =na

PucyHok 30 — OkHO noATBepXAEHUA yaaneHus pasaerna HOMeHKNaTypbl aen

7. Haxatb kHonky [OK].

Bo Bpemsi 06paboTkm rpynnosow onepauun Cucrema otobpasnT coobeHne «Onepaums
BbINonHseTcs». [lo 3aBepLueHus npoLeaypbl 00paboTkm He cnegyeT 3akpbiBaTb OKHO Gpaysepa BO
nsbexaHne OTMEHbI rPYMNNOBON onepauuu.

B pesynbTaTte pasgen HoOMeHKnaTypbl gen 6yaert yoaneH.
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Ecnn pasgen HomeHknaTypbl Oen CooepXuT gena (pasgenbl otaena), TO 0oToOpasuTcsa OKHO
YaoaneHue pasfgena c COOTBETCTBYHOLUMM coobLieHnem (cM. PucyHok 28).

[11.5.3. HomeHKknaTypHble aena

11.5.3.1. KonupoBaHMe HOMEHKNaTypHbIX Aern

[nsa BbINONHEHMA rpynnoBov onepaunm «KonmpoBaHne HOMEHKNATYpHOro gena» Heobxoanmo:
1. OtkpbiTb APM Apxmnapuyca (cm. PucyHok 1).

2. [lepenTtn B NnpeacrasneHne YnpaBneHne HOMeHKNaTypomn gen.

3. PassepHyTb KaTeropuo npeacrtaBsiieHnd HomeHknatypa. Ha naHenu HpeﬂCTaBHeHMVI
OTO6pa3I/ITC$I nepeyeHb rogoBbIX pa3aenos.

4. PasBepHyTb 0OMH M3 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnin otobpasntcs nepedeHb
pas3aenoB ynpasreHus.

5. Ha naHenn npeacTtaBneHun LWENKHYTb JIEBOM KHOMKOWM MbIWK MO pasgeny ynpasBneHus.
B obnactn npocmoTpa oTobpasntca nepevyeHb HOMEHKNATYpPHbIX AEeN M pasgenoB OTAENoB
(cm. PucyHok 13).

6. B obGnactm npocMoTpa OTMETUTb hnaramm HOMEHKNaTypHble Aena, KoTopble Tpebyetcs
cKonupoBaTb.

7. Ha naHenu penctBui HaxaTb kHonky [HdenctBus ¢ BblbpaHHbIMU]:.[KonupoBaHue
HOMeHKnatypHoro gena] (PucyHok 31).

= @ APM ApXMBapMyca I, M 1856 8 ExatepuHa Angpeesa v
~ (3 Homexknatypa [l06aBuTb HOMEHKNaTypHOe Aeno No6asuTb paaaen otaena JlecTBMA Haj, BbIGPaHHbIMU(2) v 3KkcnopT Umnopt
~ (3 2018 KonuposaHWe HOMEHKNATYPHOTo gena
[J  3aronosox Tvn Devcteus
(3 Paagen ynpaenesus 1 BblaeneHue HOMEHKNATYPHOTO AeNa K YHUUTOXEHUIO

Ha ykasatue z

Aena (2 Paagen ynpaenexus 2 Leno T MepemMelLeHie HOMEHKNATYPHOTO Aena

g » [0 2019 Leno2 Heno | ypanenme HoMeHKNATYpHOTO Aena ’

Houen:é\lt‘i;’ypnbue D Leno3 Oeno OBGbeAUHUTD B KOMMNEKT

allo

OTuéTol

L

Ynpasnenue
HOMEHK/IaTYpO#
Aen

PucyHok 31 — BoinonHeHue rpynnosou onepauunu «KonmposaHne HomeHKNaTypHoro gena»

OTkpoeTcs okHO KonupoBaHue HOMeHKNaTypHoro gaena (cm. PucyHok 22).

8. HaxaTtb kHonky - . OTKpoeTcHa OKHO Bbibopa pasaena (cm. PucyHok 11).
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9.

B cekumn dnemeHmsbi Ons ebli6bopa, B obnactu cnesa, BblOpaTb HEOOXOAWMbIA SMEMEHT,

B o6nacTut cnpaBa LLUEMNKHYTb JIEBOM KHOMKOM MbILLM MO 3HaYKy T~ HanpoTwe pasgena. B none
Bbi6paHHbIe anemMeHmMbI 0T06pasnTcst BbIOpaHHbI pasgen. Haxatb kHonky [OK].

10. B okHe KonupoBaHMe HOMEHKNATYPHOro gena Haxatb kHonky [OK].

Bo Bpemsi 06paboTkm rpynnosown onepauun Cnuctema otobpasunt cooblieHne «Onepawms
BbInosHsieTcs». [Jo 3aBeplleHns npouenypbl 06paboTku He crieayeT 3akpbiBaTb OKHO Gpay3epa BO
nsbexxaHne oTMeEHbI rPynMnoBoK onepauuu.

B pesynbTate HOMeEHKNaTypHble Aena BMeCTe C BXOOSWWUMM B HUX [OOKyMeHTamu OyayT
CKONMPOBaHbI B YKa3aHHbIN pasaer, UCXOA4Hble HOMEHKNAaTypHble Aena 6yayT CoXpaHeHbI.

111.5.3.2.

nepemeu.l.eHMe HOMEHKINaTypHbIX aen

[ns BbINOMHEHMUS rpynnoBoK onepaunmn «llepemMelleHme HOMEHKNATYPHOro gerna» Heobxogmmo:

1.
2.

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

MNepenTtn B NnpeacraeneHne YnpaBrneHne HOMeHKnaTtypom gen.

Pa3BepHyTb KaTeropuio npeactaeneHns HomeHknatypa. Ha naHenu npeacTtaBneHun
oTo6pasnTca nepeyeHb rogoBbIX pasaeros.

PasBepHyTb OOVH M3 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnn otobpasntcs nepedeHb
pasgenos yrnpaereHus.

Ha naHenu npencraBneHWn LWENKHYTb NEBOW KHOMKOW MbIlWM MO pasgeny ynpaBeHus.
B obnactn npocmoTtpa oT0o6pa3nTcsi nepeyvyeHb HOMEHKNATYpHbIX AN W pasfernoB OTAENOoB
(cm. PucyHok 13).

B obGnactu npocMmoTpa OTMETUTb CbJ'IaFaMI/I HOMEHKNnaTypHble Aena, KOTOopble Tpe6yeTcsl
nepemMecTtunTb.

Ha naHenu penctBuri HaxaTb KHonky [dencTtBuAa ¢ BblOpaHHbIMuU]:[[TepemewieHue
HOMeHKnatypHoro gena] (cm. PucyHok 31).

OTtkpoeTcs okHo MNepemelleHne HOMeHKNaTypHoro gena (cMm. PucyHok 23).

HaxaTb KHOMKy . OTKpoeTcsa okHO BbibOpa pasgena (cMm. PucyHok 11).

B cekuun dnemeHmb! Onsi eblbopa, B obnactu cnesa, BblOpaTb HEOOXOOAUMbIA SMEMEHT,

B 06nacTu cnpaBea LLUEmnKHyTb JIEBOM KHOMKOM MbILLM NO 3Hauky T HanpoTws pasaena. B none
Bbi6paHHble 351eMeHmbI 0TO6pasnTcs BblOpaHHbIN pa3gen. Haxatb kHonky [OK].

10. B okHe MNepemellieHMe HOMEHKNATYPHOro Aena HaxaTb KHonky [OK].

Bo Bpemsi 06paboTkm rpynnosown onepauun Cnctema otobpasut coobieHne «Onepaums
BbINonHseTcs». [1o 3aBepLueHus npoleaypbl 00paboTkm He cnegyeT 3akpbiBaTb OKHO Gpaysepa BO
nsbexaHne OTMEHbI rPyNMNoBON onepauun.

B pesynbTate HOMEHKNATypHble Aena BMEeCTe C BXOAAWMMUM B HUX [AOKyMeHTamu Oyayt
CKOMMPOBaHbI B YKa3aHHbIN pasgern, UCXoaHble HOMEHKNaTypHble Aena OyayT yaaneHsi.

o———->p
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111.5.3.3. YpaneHve HOMeHKNaTypHbIX gen

[ns BbINONHEHWUsI rPYNNOBON onepaunun «YaaneHue HOMeHKNaTypHoro gena» Heobxoanmo:
1. OrtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

2. [lepenTtn B NnpeacrasneHne YnpaBneHne HOMeHKNaTypomn gen.

3. PasBepHyTb KkaTeroputo npencrtasneHna HomeHknartypa. Ha naHenn npegcrasneHumn
oTobpasnTCcs nepeyeHb roqoBbIX pa3gernos.

4. PasBepHyTb 0OWH U3 roAOBbLIX pa3denoB. Ha naHenu npeacraBneHuit otobpasnTcs nepeyveHb
pasaenoB ynpaBneHus.

5. Ha naHenun npencrtaBneHuWn LENKHYTb JIEBOM KHOMKOW MblM MO pasfeny ynpasfieHus.
B obnactu npocmoTtpa oTo6pa3sntcs nepeyvyeHb HOMEHKNaTYypHbIX Aen W pasgernoB OTAENoB
(cm. PucyHok 13).

6. B obGnactm npocMoTpa OTMETUTb hnaramm HOMEHKNaTypHble Aena, KoTopble Tpebyetcs
yoanuTb.

7. Ha naHenu penctBuA HaxaTb KHONKy [denctBua ¢  BblOpaHHbIMU]:[YaaneHue
HOMeHKnaTtypHoro pgena] (cm. PucyHok 31). OTKpoeTCs OKHO MOATBEPXOEHUs yaaneHus
HoMeHknaTypHoro gena (PucyHok 32).

BeinonHeHue gedcTEUA

MNoATEEDAUTE BbINONHEKWe AeRCTBHA “YoaneHue HOMEHKNATYPHOMD nena’

m OTMeHa

PucyHok 32 — OKHO noaTBepXXAeHUA yaarneHuss HOMeHKnaTypHoro gena

8. Haxatb kHonky [OK].

Bo Bpemsi 06paboTku rpynnosoii onepaumn Cructema oto6pasut cooblueHne «Onepauus
BbINONHsieTCA». [lo 3aBepLleHus npoLeaypbl 06paboTku He criedyeT 3akpbiBaTb OKHO Opay3epa Bo
nsbexaHue oTMeHbI rPYNMoBoN onepawmi.

B pe3ynbTaTe HOMeHKNaTypHble Aena 6yayT yaaneHbl

111.5.3.4. BbiaeneHne HOMeHKNaTYpPHbIX Aen K YHUYTOXEHUIO

[nsa BbINONHEHMS TPpynnoBow onepauun «BblgeneHne HOMEHKNATYpPHOro Aena K YHUUTOXEHMHO»
HeobxoaMmo:

1. OtkpbiTb APM Apxusapuyca (cM. PucyHok 1).

2. [llepentu B NnpeacraeneHne YnpaBneHune HOMEHKNaTypow gen.

3. PasBepHyTb KkaTeropuio npeacrtasneHns HomeHknartypa. Ha naHenu npegcTaBneHun
oTobpasnTcs nepeyveHb roqoBbIX pa3aeros.

43

o———->p
LluTtpoc



Pykoeoocmeo nonvzoeamensn Ynpaenenue nomenxnamypoit oen

PasBepHyTb OOVH 13 rogoBbIX pa3genoB. Ha naHenu npeacTtaBneHnn otobpasntcst nepedeHb
pasfernos yrnpaBreHus.

Ha naHenu npenctaBneHWn LWENKHYTb NIEBOW KHOMKOW MbIlWM MO pasgeny ynpasreHus.
B obnactn npocmoTtpa oTo6pa3sntcs nepevyeHb HOMEHKNATYypHbIX Aen U pasfenoB OTAENoB
(cm. PucyHok 13).

B obnactu npocMoTpa OTMETUTb d)J'IaFaMI/I HOMEHKNaTypHble Aena, KOTOopble Tpe6yeTc;|
BblAEJINTb K YHUYTOXEHUIO.

Ha naHenu pgenctBun HaxaTb KHOMKy [dencTtBua ¢ BbibpaHHbIMU]: [BblaeneHune
HOMEHKNaTYypPHOro aerna K yHU4ToxeHur| (cm. PucyHok 31).
Bo Bpems 06paboTkm rpynnosown onepauun Cnuctema otobpasumt coobieHne «Onepaums

BbIinonHsaeTca». [1o 3aBepLueHms npoueaypbl 06paboTkun He cnefyeT 3akpbliBaTh OKHO Bpaysepa BO
nsbexaHne OTMEHbI rpynMnoBOK onepauun.

B pe3ynbTate HOMeHKNaTypHble Aena 6yayT BblaeneHbl K YHUYTOXEHWIO.

111.5.3.5.

YHuuTOXEHME HOMEHKNaTypPHbIX aen

,D.J'IFI BbIMNOJTHEHUA prI'II'IOBOI;l onepauunn «YHUYTOXEHNE HOMEHKINaTypHOro aena» HeO6XOLI,I/1MOZ

1.
2.

OTkpbiTe APM ApxmBapuyca (cM. PucyHok 1).

MepenTtn B npeacTaBneHne YnpaBneHne HOMeHKNaTypoun gen.

PasaepHyTb KaTteropunio npencraesneHnsa HOMeHKﬂaTYEa. Ha nanenu I'Ipe/J,CTaBJ'IeHVIIZ
OT06pa3I/ITC$I nepeyeHb rogoBbIX pa3aenos.

PasBepHyTb 0OVH 13 rogoBbIX pa3gernoB. Ha naHenu npeacTtaBneHnin otobpasuTcst nepeyeHb
pas3aenoB ynpasreHus.

Ha naHenu npeacTtaBneHvWn LEMNKHYTb FEBOW KHOMKOW MbIWW MO pasgeny YynpasreHus.
B obnactu npocmoTtpa oTo6pa3ntcs nepeyvyeHb HOMEHKNaTypHbIX Aen W pasfernoB OTAENoB
(cm. PucyHok 13).

B oGnacty npocMoTpa OTMeTWUTb (onaramm HOMEHKNATypHble Aena, KoTopble Tpebyetcs
YHUYTOXUTb.

Ha naHenn pQenctBun HaxaTb KHOMNKy [[encTtBus € BblIOpaHHbIMU]: [YHUUYTOXKEHME
HOMeHKnartypHoro gena] (PucyHok 33).

o———->p
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@™ APM Apxusapuyca Il M 185 & Exatepuna Augpeesa v

~ (3 HomeHknatypa Jo6aB1Tb HOMEHKNATYPHOE Aeno No6aeuTb pasgen oraena JevicTeun Hapg BbIGPaHHbIMK(2) v 3KkcnopT WmnopT

~ (3 2018 YHUUTOXEHUE HOMEHKNATYpHOro fena
D 3aronosok Tun DewcTeua

(3 Pa3agen ynpasnesus 1 MepemellyeHe HOMEHKNATYPHOrO gena

Ha yasaHwe
ena v leno 1 eno
A (0 Paagen ynpasnenus 2 . L A OGbeaVHUTD B KOMNNEKT

L » 3 2019 Deno2 Deno 002

“""'e",‘;;‘,?;’“’"“’ [:] Leno3 Leno 003

allo

OTyéTl

&

Ynpasnetiue
HOMEHKSIaTYPO#
aen

PucyHok 33 — BbinonHeHUe rpynnoBou onepauumn «YHMUYTOXeHMe HOMeHKNaTypHOoro gena»

OTKpoeTcst OKHO YHUUTOXUTL Aena (PucyHok 34).

YHUYTOMUTL aena

@ 001-Oeno 1
& 002- Oeno 2

m OTmeHa

PucyHok 34 — OKHO «YHUUYTOXUTb Aenax

8. B okHe YHMUYTOXUTb pgena HaxaTb kHorky [OK]. OTkpoeTca OKHO noaTBEpXAeHus
YHUUTOXEHMS HOMeHKnaTypHoro gena (PucyHok 35).

BbinonHeHWe feAcTEUA

MoATEEpAWTS EBINONHEHWE ASACTEUA “YHUUTOMEHUE HOMEHKNATYPHOMD

nena’
m OTmeHa

PucyHok 35 — OkHO noATBepXXAEHUS YHUUTOXEeHUA HOMEHKNaTypHoro aena

9. Haxatb kHorky [OK].
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Bo Bpemsi 06paboTkm rpynnoBow onepauun Crucrema otodpasuT coobueHne «Onepaums
; \ BbINonHaeTcs». [lo 3aBepLUeHNs NpoLeaypb! 06paboTkun He crefyeT 3akpbiBaTb OKHO Opay3epa Bo
L.* \ n3bexxaHne 0TMeHbI rPYNNoBOI onepauum.

B pe3ynbTaTe BbiGpaHHble HOMEHKNATYpPHbIe Aena byayT YHUYTOXEHbI.

[11.6.OT4YeTbI NO HOMEHKNaType aen

1.6.1. AKT 06 YHNUYTOXEHUMU

Onsa dbopmmpoBaHmsa oTyeTa «AKT 06 YHUUTOXEHMNY» HEOOXOAUMO:
1. OrtkpbiTb APM Apxmsapuyca (cM. PucyHok 1).
2. Ha naHenu npegcrtaBneHun pasBepHyTb nNpeacrasneHne OTyeThl.

3. [epentn B kaTeroputo npeacrasneHnn OT4yeTbl (PucyHok 36).

I8, M 599 2 Exarepuna Auapeesa v

Bug otuéta

AKT 00 YHUUTOXEHUN

Ha ykasaHue

Aena HOMQHKﬂaT)‘pa AeN opraHusauun

06noxkKa gena

Onucb AOKYMEHTOB fena

[

HomexknarypHbie,
Aena

L

Ynpasnexue _
HOMEHKNIaTYpOH
Aen

PucyHok 36 — Bbi6op Buaa otyeTa. OT4eThl MO HOMEHKNaType gen

4. B obnactu npocMoTpa LWENKHYTb MO ccbinike «AKT 06 yHuutoxXeHumn». OTKpoeTcs dopma
3apgaHue napameTpoB ot4yeTta (PucyHok 37).
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3aflaH1e napaMeTpoB OTYETa

MapaMeTpbl 0THETA:

Top unu pasgen: *

@ OTueT 6yaeT chOpMMPOBAH N0 COCTORHWMIO Ha 2020-04-20 15:00:01 (GMT+3 Europe/Moscow)

HoBble NapameTpbl v

COXpaHWUTD KaK

m Omena

PucyHok 37 — ®opma «3agaHue napamMeTpoB oTyeTa». AKT 06 YHUUTOXEHUN

5. 3anonHuTb nons oTKpbiBwenca dopmbl. OnucaHne nonen gopmbl 3agaHMe napameTpoB
oT4yeTa npmeeaeHo B Tabnuue (Tabnuua 8).

Ta6nuua 8. OnucaHume nonen cpopmbl «3agaHue napaMmeTpoB oTyeTa». AKT 06 YHUUTOXEHUN

Mone

OnucaHue

Cnoco6 3anonHeHun

MapameTpbl oTHeTa

MapameTpbl oT4YEeTa (HOBLIE UMK paHee
coxpaHeHHble). PaboTa ¢ napameTpamu
OoT4eTa onucaHa B JOKYMeHTe
«PykoBoacTBo nonb3osartens. Tom 1»
(pasgen VIII.4 PaboTa c napameTpamm
oTYyeTa)

BbibpaTb 3Ha4YeHune 13 BbiNagatoLlero
cnmcka

log vnu pasgen

log vnu pasgen

HaxaTb KHOMKy 1 BbIGPaTL
HeoBXoAUMbIV rof UNn pasaen

6. B dopme 3agaHue napameTpoB oT4YeTa HaxaTb KHomky [OK].

B pesynbTtate 6yaet cchopmupoBaH oTHET «AKT 00 yHUUTOXEHUM» (PucyHok 38).

AKT 0 BBELIEJI€EHHH K YHHYTORECHHI) JOKYMEHTOB, He MOAIeRAINTHY XPpaHeHHEO

HamieHoEaHHE OpTaHHZAITHH

AET . -
YTBEPAJAKD
N HamueHOB3aEMe JOMEHCCTH PYKOBOIHTENA
CpTaHHIALHH
(MecTo cocTaBTeHHA)
© BELASASHIE K VHEMTOZSHHIO Toamucs Pacmmdporra nognuce
JOKYMEHTOE, He NOJTeEaHy
APEAHEHHID Tata
Ne -
i 3aroaoEck gema Kpafimme gater Hugesc gena Cpor xpanerna IIpmaeganne
1 2 3 4 6

Jeao 2 20138 002

Jeao 1 20138 001

Hroro 2

Jdemsa

2018 - 2018 TOIE

PucyHok 38 — OTyeT «AKT 06 YHMUYTOXEHUN»
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[1.6.2. HomeHknaTtypa aen opraHusauum

[ns dopmmpoBaHusa otyeTa « HoMeHknaTypa gen opraHM3aumm» HeobxoomMmo:
1. OTtkpbiTb APM Apxmnapuyca (cMm. PucyHok 1).

2. Ha naHenu npegcraBneHui passepHyTb npeacTtasneHve OT4YeThl.

3. [lepenTtn B KaTteroputo npeacrasneHnin OTyeTsbl (CM. PucyHok 36).
4

B obnacTtu npocmoTpa WenkHyTb No ccbinke «HomeHknaTtypa gen opraHusdauum». OTKpoeTcs
¢dopma 3agaHue napameTpoB ot4yeTa (PucyHok 39).

3ajaHue napameTpoe oT4yeTa

MapameTpbl oTHeTa: HoBble napameTpsl - COXPaHWTB KaK
log: *

@ OtueT 6yaeT chOpMUPOBAH NO COCTORHWIO Ha 2020-04-20 15:00:01 (GMT+3 Europe/Moscow)

m :::_I-‘e_a

PucyHok 39 — ®opma «3apgaHue napameTpoB oTyeTa». HomeHknartypa gen opraHusauum

5. 3anonHuTb nons oTKpbiBwenca dopmbl. OnucaHve nonen opmbl 3agaHMe napameTpoB
oTyeTa npmeBeaeHo B Tabnuue (Tabnuua 9).

Ta6nuua 9. OnucaHue nonen hopMbl «3agaHue napameTpoB oTyeTa». HoMeHknaTtypa gen opraHusaumm

Mone OnucaHue Cnoco6 3anonHeHus
MapameTpbl oT4eTa MapameTpbl 0T4YeTa (HOBLIE UK paHee BbiGpaTb 3HaveHMe 13 BbinagatoLlero
COxpaHeHHble). PaboTa ¢ napametpamm cnmcka

OoT4yeTa onucaHa B AOKYMEHTE
«PykoBoactBo nonb3oBatens. Tom 1»
(pasgen VII.4 Pabota ¢ napameTpamu
0oT4eTa)

roa on HaxaTb KHOMKy v BbIGpaThb

Heo6Xxo4MMbI rog

6. B dopme 3agaHue napameTpoB oT4YeTa HaxaTb KHomky [OK].

B pesynbTtate 6yaet cchopmmpoBaH oT4eT «HomeHknaTypa gen opranmsauumny (PucyHok 40).
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111.6.3.

HOMEHEJIATYPA JEI

Ha

MNe

(MecTo coOCTABTSHNT)

2018 TO7

Pazae ynpasenns 1

Huzexc

3aro10BoK

HomeHRIATYpA Je1 0praHH3AHH

VIBEPHTAKD

HamienosaHHe JOMEHOCTH
PYEOBOTHTENA OPTAHHSATIHEI

Tognuce

Hata

Cpox xpaHeHHA

Pacmrdpoera
TIOJMHCH

IIpameganne

1

q

3

4

001

Jeac 1

12

002

Teao 2

12

PucyHok 40 — OTtyeT «<HomMeHKnaTypa gen opraHusauum»

O6noxka gena

[ns dopmmpoBaHmsa o6oXKM gena Heobxoanmo:

1.

2
3.
4

OTkpbiTe APM Apxmeapuyca (cM. PucyHok 1).

Ha nanennu I'IpeﬂCTaBJ'IeHMIZ pa3BepHyYTb NpeacTtasreHne OTyeThl.

MepenTn B KaTeropuio npeactasneHnn OT4eTbl (cM. PucyHok 36).

B obnactu npocmoTpa wenkHyTb no cebinke «Obnoxka gena». OTkpoetcs dopma 3agaHue
napameTpoB ot4yeTta (PucyHok 41).

3ajaHu1e napameTpoe oT4yeTa

MapameTpbl oTHeTa: HoBble napameTpsl - COXPEHWTB KaK
HomeHknaTypHoe geno: *
@ OtueT 6yaeT chOPMMPOBAH MO COCTORHWIO Ha 2020-04-20 15:00:01 (GMT+3 Europe/Moscow)

m :::_ mens

PucyHok 41 — ®opma «3apaHue napameTpoB oTyeTa». O6noxka gena

5. BanonHuTb nonsa oTkpbiBwenca dopmbl. OnucaHve nonen cgopmbl 3agaHue napamMeTpoB
oTyeTa npmeegeHo B Tabnuue (Tabnuuya 10).

o———->p
LluTtpoc
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Ta6nuua 10. OnucaHue nonei cpopmbl «3agaHue napameTpoB oTyeTa». HomeHknartypa gen opraHvsauum

Mone OnucaHue

Cnoco6 3anofnHeHus

MapameTpbl oTYeTa MapameTpbl oT4eTa (HOBbIE NN paHee
COXpaHeHHble). PaboTa ¢ napameTtpamm
oT4yeTa onucaHa B AOKYMEHTE
«PykoBoacTtBo nonb3osatens. Tom 1»
(pasgen VIIL.4 Pabota ¢ napameTpamu

Bbl6paTb 3Ha4YeHne "3 Bblnagarero
CrnncKa

0oT4eTa)
HomeHknaTtypHoe HomeHknaTtypHoe geno 3anonHuTb, NCNoMb3ys MeToq
Zeno
ABTO3aI'IOJ'IHeHVIe, NN HaXaTb KHOMKY
n Bbl6paTb HeOGXOD,VIMoe HOMEHKInaTypHoe
aerno
6. B dopme 3agaHue napameTpoB oT4YeTa HaxaTb KHomky [OK].
B pesynbTtate 6yaet chopmmpoBaHa obnoxka aena (cm. PucyHok 24).
11.6.4. Onucb AOKYMEHTOB Aena

[na dopmmpoBaHus oTyeTa «Onncb JOKYMEHTOB Aena» Heobxoanmo:

1. OtkpbiTb APM Apxmnapuyca (cm. PucyHok 1).

Ha naHenu npeacrtasneHuin passepHyTb npeacrasneHne OTyeThl.

2
3. [lepenTtn B KaTteroputo npeacrasneHnin OTyeTbl (cM. PucyHok 36).
4

B obnacTtu npocmoTpa wWenkHyTb Nno ccbinke «Onucb AokymeHToB Aenax. OTkpoeTcs dopma

3apgaHue napameTpoB ot4yeTa (PycyHok 41).

3ajaHu1e napameTpoe oT4yeTa

MapameTpbl oTYeTa: HoBbie napameTpbl g

Deno: *

@ OtueT 6yaeT chOPMMPOBAH MO COCTORHWIO Ha 2020-04-20 15:00:01 (GMT+3 Europe/Moscow)

COXpaHWTD KaK

m Omesa

PucyHok 42 — ®opma «3apgaHue napameTpoB oTyeTa». ONucb AOKYMEHTOB Aena

5. B3anonHuTtb nonsa oTkpbiBwenca ¢opmbl. Onucanve nonen ¢opmbl 3agaHue napameTpoB

oTyeTa npmeegeHo B Tabnuue (Tabnuua 11).

o———->p
LluTtpoc
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Ta6nuua 11. OnucaHue noneun cpopmbl «3agaHue napameTpoB oTyeTa». HomeHknaTypa gen opraHusauum

Mone

OnucaHue

Cnoco6 3anofnHeHus

MapameTpbl oT4YeTa

MapameTpbl oT4eTa (HOBbIE UMK paHee
COXpaHeHHble). PaboTa ¢ napameTpamm
oT4yeTa onucaHa B AOKYMEHTE
«PykoBoacTtBo nonb3oBatens. Tom 1»
(pasgen VIIL.4 Pabota ¢ napameTpamu
0oT4eTa)

Bbl6paTb 3Ha4YeHne "3 Bbinagaroero
CrnncKa

Heno

Heno

3anonHuTb, MCNonb3ys MeToL

ABTO3anofnHeHne, Unn HaxxaTb KHOMKY
1 BblGpaTb Heobxoanmoe eno

6. B dopme 3agaHue napameTpoB oT4YeTa HaxaTb KHomky [OK].

B pesynbTtate 6yget cchopmmpoBaH otyeT «Onumchk AoKymeHToB gena» (cm. PucyHok 25).

o———->p
LluTtpoc
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