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BM3HEC MCNLITLIBAET HEXBAaTKY TEXHONOTMYECKWX PEWeHWd ANA ONTMMM3auMK M
nosbilleHWa ero 3ddexkTMBHOCTH. MHOMME MEexaHW3Mbl YNpaBAeHMA NONb3YIOTCA yCTapeslwei
CXeMOW, a Nporpecc B chepe KOMNLIOTEPHBLIX M TENEKOMMYHMKaUWOHHBIX TEXHONOTWIA co3daer
TEXHWYECKWe  NpegnocLiikM  AAA  MOCTENeHHOro  nepexoga oT  TPagWLUMOHHOTO
AOKYMeHTOOBOPOTA, OCHOBAHHOTO Ha BYMarHbIX HOCUTENAX, K 3NEKTPOHHOMY.

HexgaTka YyenoBeYeckux pecypcos, o6paboTka orpoOMHOTO KOMWMYECTEa BYMaHbIX AOKYMEHTOE,
3aTpaThl Ha 0BCAYKMBaHME BHYTPEHHEro AOKyMeHTooBOopoTa KOMMaHWM - BCE 3TO M MHOMo
APYroe paHo WAW NO3AHO NPMBOAAT K BHIBOAY, YTO HEOBXOAMMO MEHATH YCTAPEBLUME CXEMBI M
MexaHW3mbl, Ha Bonee COBeplUEHHBIE MAM e NONPOCTY MNepelTH K WX YAYYWEeHWHo M
ONTUMMH3aLWK.

MPEANOCHINKK BHEAPEHUA

CerogHa mbl BCE Yawe cmoTpum B Byaywee, 8 Byoylwee pasBUTMA WM POCTE HAWEro
Br3Heca, HO YTO HaMm MeLU3eT OCYLLECTENATE TE MM MHBIE Lenu K 3aaa4M? OTeeT npocT — BoA3Hb
nepexoga co cTapoi paboTalowei rogamu cxemel, Ha bonee coBpemeHHy. Ho CHATL 3TOT cTpax
NO3BO/IWT NNULLE NPABWALHEIA War B NOAL3Y MHPOPMALMOHHEIX TEXHONOTHUA.

MNpegcrasnAemoe pelleHWe - nonHodyHKuMoHaneHaa ECM-cuctema, HoTOpas gaer
Npo2payHoCcTL B YNPaBNeHMM HKOMNaHWed, a Tawxe obecneyvBaeT oOpraHMauMam
BO3MOMHOCTL adderTeHoR obpabotkn Bonblinx obbemos MHDOPMaLMK, NOCTYNAOWER B
HOPNOPaTHBHLIE NPUNOKEHMA W NpegocTaBNAET BO3MOMHOCTL ANA  PeanM3auMu
cneyuduyeckux TpeboBaHWiA K BBOAY W XpaHeHWID MHbOpMaLMK.

MpuHUMN nocTpoeHWA W pa3pabotkM cuctembl Bbin  OCHOBaH Ha MeToge,
OPWEHTHPOBaHHOM Ha BbicTpoe BHegpeHue. To ecTb, cMcTEMa He TpebyeT 3HauuTenbHbIX
£A0paboTOK M «HAPALWMBAHMIAR HA MMEIDLLYHOCA NMAATHOPMY.




OBBEM PELLAEMBbLIX 3A0AM:

3BTOMAaTHM3aLMA AEATENBHOCTM KaHUENAPHM, BKAKOHAA PErMCTPALMIO BXOOALLMY, MCXOAALMK
M BHYTPEHHWX OOKYMEHTOB, BeeHWEe MypHaNoB PerncTpauMi, pacceliky AOKYMEHTOB Ha
PAcCMOTPEHHE M D3HAKOMNEHME;

ABTOMATH3aUMA COrNacoBaHWA, NOAMNMCAHWA, HOHTPONS MCNOAHEHMA [AOKYMEHTOB W
PEe30NOLWI; MOHWTOPWHI COCTOAHWA SOKYMEHTOB

aBTOMaTH3aUMA Aencsbix npoueccos 06paboTkK AOKYMEHTOB B pamKax BCeiH opraHusauum,
BKAKOYEA NPOUECCH! NOArOTOBKM, COrNacoBaHuaA, NOANMCAHWA, PACCMOTREHKUA, MCNONHEHUA
W KOHTPONA MCNONHEHWA OOKYMEHTOE;

MapLpyTH3aUMA AOKYMEHTOB B PamMKax Aen0oBbiX NPOUECCos;

CO3/aHWe 3NEKTPOHHOIO apxXMea AOKYMEHTOB C BO3MOMHOCTLIO aTpuByTMBHOMO NOMCKa M
NOWCKA MO TEKCTAM AOKYMEHTOB;

BEOEHWE HOMEHKNATYPEI AN, B TOM YMCNE PAa3NIM4HBIX HOMEHKNATYP B Pa3HbIe rogbl;
pasrpaHM4eHWe npae AOCTYNa COTPYAHWKOB K AOKYMEHTaM M NpoYed KOpPNopaTMBHOWM
WHpOPMaLMK, BEAGHWE HYPHANO0B AOCTYNA K AOKYMEHTaM;

noAdepHKa ONepaTMBHONO YNpPasneHus OpraH13aumnen, BKAYaA CO343HUE, MCNONHEHUE K
KOHTPOb MCNONHEHWA NOPYYEHUA W PE3ONIOUWH, KOHTpONL 0BpaboTkKU AOKYMEHTOE;
co3paHMe W nononHenue 6Gaz AadHbIX (OpraHM3auni, GU3MYeckux Nul, TenedoHHbIX
CNPaBoOYHUKOB, M T.4.).

YMEHbLIUEHUIO CPOKOB W CTOMMOCTM BHEAPEHMA 33 CYET CBEABHMA K  MWUHUMYyMY
Heobxogumoro nepeyHa paboT No yCTaHOBKE M HACTPOWKE CHMCTEMBI M HaNMYWMA YEeTHOM
METOAMKM BHEAPEHWA;

obBecnevyeHuo BO3SMOMHOCTA MMBKOM HAcTpoOMKM M aganTauMud CMCTEMBI NOM  HYHAOb
KOHKPETHOTO 3aKa34uKa;

obecneyeHuIo BO3MOMHOCTH IHCNNYATaUKK CHCTEMBl B reurpattmuecun pacnpeaeneHHbIX
HOMMOAHWAX.

ABTOMaTH3aUMA NPOLECCOB CBA3aHHbIX ¢ obpaboTroi
CTAHOAPTHOTO ONA BCEX OpPraHW3auMi NepeyHds TUNos
OOKYMEHTOB:

s obpaboTka  BXOAAWMX  JOKYMEHTOR  —
dBETOMITUYECKOE 3aHeCceHMe B CHCTEMY, C

BO3MOMHOCTEH aBTOMaTHHECKOW pervcrpaumm

= - - W NOCneayiolLei pacchinkm;

-

“i\ * MOATOTOBKa WM OTNpaBKa  MCKOGALLMX
JOKYMEHTOB, c BO3MOMHOCTbIO

SBTOMaTUHECKOW OTNPaBKKM MO 3NEKTPOHHOM
noyTe M NONy4eHWe oOTBeTa Ha HUX B

NpMKasbl, pacnopAMeHMA, YyKasaHWA. CKBO3HaA peruvcTpauMa  OpraHW3aLMOHHO-
pacnopaaWTENbHON JAOKYMEHTALWK;

cny#ebHble 3anMcKM — KaTeropusauua cnymebHbIX 3anWMCcoK B apxMBE CUCTEMbI MO
noapasaeneHnam;

HOPMaTHBHBIE ¥ CNPaBOYHbIE AOKYMEHThI;

HOHTPOMb MCNOAHEHMA.

.'I.I"'I | i



CTpaTerdyeckue npeMmylLecTea:

®  YCKOPEHWe JOCTYNa K KOPNOPaTUBHOW MHBOPMALLIMK.
® MOBbILEHME CKOPOCTH PEArMPOBAHMA HA 3aNPOCk! 3aKA3YMKOB.
® NOBbIWEHME NPO3PAYHOCTH U KOHTPOAMPYEMOCTM NpoLeccos 06paboTkM AOKYMEHTOS.

®* MOBbIWEHWE CKOPOCTH NPMHATHA pelleHid 3a cieT Bonee BLICTPOro paccMoTPEHKMA W
COrNacoBaHKWA AOKYMEHTOR.

. YCUNEeHHWE KOHTPOAA MCNOAHUTENBCKOW OWCUKWNAKWHBL.

= obecneveHre COOTBETCTBMA TEXHONOMMKM paboTel C AOKYMEHTAMM CYLLECTBYIOLWMM
HOPMaTHEHO-NPABOBLIM dKTamM.

. YayqlWeHWe MOopanbHoro KnMmaTa B KOANEKTHEE KM CTENEHKW YOOBNETBOREHHOCTH
COTRPYOHWHOB CEOMM TRYA0M.

b YCHOpPEHWE BblBOO4a Ha PhIHOK HOBBIX NPOAYKTOR K YCAYT,

EAMHOE XPAHWNMLLE

EamHoe XpaHuAuLLe - npeacraenser  coboi
MHpOPMaUMOHHEIA BaHK 3NeKTPOHHBIX A3HHLIX C eAWHON
TOuKoW web-goctyna Kk pecypcam.  Mcnonbsogavue
CMCTEMBI €  MEXaHW3MOM  EOWHOTO  PEeno3WTOPMA
(XpaHWnuLWa) NOIBONKT Bam:

®  XpaHWTe Bce HeobBxogMmele mMaTepdansl Bmecte, TubKo
HOHTPOAWPYA AOCTYN K MHGOpMaLWK;

o  ObiTe MOBWMABHBIMKM: 338 CYET MCNONL30BAHWA Beb-knmeHTa Bol
nofy4aete 4octyn K MHGopmaLMi M3 NtoBoi TOUKK MHpa;

o BLICTPO HaWTH  AOKYMEHTbl nNo  aTpubytam W cnosam,
copepmawmmca B Mx  Tekcre. ObecneyuBaer nogmepHy
YNpaeneHuA M KOHTPOAA AOCTYNa K MHbOPMaLMK;

s  OnNepaTMBHO COrNacoBbiBATb CO CEOMMM KONAEramu MNpWKasbl,
LOrDBOPbL| M ApYTHE TNl AOKYMEHTOB;

®  OTNPaBAATb HAa NOANMCH HANPAMYIO W3 BeB-KAMEHTa;

s  YTEBEPWOATE AOKYMEHTHI Cpa3y B 3INEKTPOHHOM BMAE, C
BO3MOMHOIA nogaepsKron 3LUN;

®  CO30aBaTbh MNOPYYMEHWA W PE30JKUMKM W OTCNEMMBATh WX
MCNONHEHHE;

e pBeerga ObiThk B Kypce HOBOCTEM WM M3IMEHEHWMHM 3a cC4yeT
HCNoNnL30BaAHKMA BCTPOEHHOTO MEXaHKM3IMa o nD,ﬂ,I'IHEI{H Ha
coBLITHA";

®  pPasrpaHUYMBaTL OOCTYN K AOKYMEHTAM M Narnkam;

L] WIFTAHARNMRATH CAAIR MAMW IV RATAWUHKIMWA ANKVMBHTAMIA
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YNPABNEHWE MM3HEHHBIM LIMKNIOM OOKYMEHTOB

Pa6oTas ¢ AOKyMeHTamMK, Bbl BhINOAHAGTE MHOMECTBO PasfuyHbIX NpoUeayp, No4YTHM
BCE OHM CONPAMEHBI C YNPABAEHHUEM MU3HEHHLIM LMKAOM SOKYMEHTA.

Wu3HeHHbIA UMKN aoKkymeHTa - COBOKYNHOCTb NOCAEA0BaTENbHBIX (AMHERHO-CBA3aHHBIX)
No BPeMEeHW COCTOAHMI AoKymeHTa. COCTOAHWA ONpeaensloT OCHOBHbie 3Tanbl (cTaguw)
WU3HW AOKYMEHTA OT MOMEHTA CO3AaHWA A0 Er0 YHUUTOMEHWA.

I'Ip!-l Y4acThKM  OOKYMEHTa B PasfrYHbIX EMSHEE-HPGLI,ECCHH B CHCTEme BeOeTCA
COMNPOBOMAEHME 3TOrC OOHYMEHTA B pEanbHOM BPEMEHM, B BWAE NOCTYNAKOWMX 3agad
NoNL30BATENHD, CMEHax cTaTyca AOKYMEHTa, 3anucK cobbiTid B MCTOPWID, YBEAOMABHHAMMN
No 3NEKTPOHHOW NOMTE, HANOMEHWEM MaTPHL, AOCTYNA.

COrNACOBAHUE NOANKCAHKE
NPOEKTA OKYMEHTA AOKYMEHTA

PEMMCTPALIMA PACCBIMKA WCTIONHEHWE
[IOKYMEHTA IOKYMEHTA JIOKYMEHTA

® @

MMU3HEeHHbIA LMK QOKYMeEHTa

Bbi camu KOHTPOAMpPYETe NPOLEcc Nepexoaa AOKYMEHTa C OAHOrD 3Tana MM3HEHHOro LMKAa
Ha APYroW, NYTeM He CNOMHbIX AeACTBMIH U3 NOCTYNAIOWMX 33434 WK KapTOYKKM AOKYMEHTA,

= UepHonm Yreep WL Pezonouu
* VTBEDMOEH MAEH aHue H

Bca mHbopmauma 0 AOKYMEHTE BrO CTaTyce U Apyrue AaHHble oTobpamaetca B seb-untepdeiice,
YTO NpeaocTaBnAeT Bam BOIMOMHOCTE onepaTHBHO pearvpoBaTte Ha M3MEHEHMA.

E.. +*oMcK

poxma 23102011 SRAVDTool B Comame T Coowcrea § 7 [edcrans

1, Bulinuorexa

@ -=Bxogrume NPpOeKThi=- F ~BXOARDMNE NPOSKTR=- MNanka
@ || --Karanor apxmaa=-

A L -=Kavanor apxasa=- MNanka
@R ~Hoovcr B P
@[] -~ Npoexmu=- N L -~HopocTH=- Nanka
@ | =Tonorpadiua apXMas= & = MIpoEEThH= MNanka
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YTNPABNEHWE BE3ONACHOCTRID

HeobxoAMMOCTE B pasrpaHUYeHu A0CTYNa BOSHMKAET C MCNOAL30BAHMEM KOMNAHWENH
OOKYMEHTOE pazNMuYHONW CTeneHWd HKOoHGWMOSeHUWANBHOCTM 3T0 W GMHAHCOBLIE, M KagpoBbie
AOKYMEHTA, 3 TaKMe A0roBOPL! W CONYTCTBYIOWME UM CBA3AHHBIE AOHYMEHTLI.

B cucTteme npegycMOTPEH MEXaHW3IM pasrpaHW4eHWA OocTyna no
HeCcKOoMbKMM MpuHuMnam: Fpudbl gocTyna, maTpuubl AOCTYNa,
MaHAaTHLIA  AOCTYN,  anuackbl, AOBEpeHHble  cepeepa,
ayTeHTUDMHAUMA WM OpYrME  MEXaHWM3MbI, NO3BONAKOLWME
orpaHuynTe  mwoboe HeCaHKUMOHWPOBaHHOE nony4yeHue
EHYTPWHOPNOPaTUBHOMW MHbOpMaLmMK.

CotpyaHuy, obnapawwmid A0CTATOMHBIMKM NPaBamu, MOMET C
NIETKOCTBIO PA3rpaHW4YMBaTh AOCTYN Ha AOKYMEHTEI M NANKKW CBOMM
Konneram WK NnoTeHUuaneHeIM KNHEHTaM.

TPUdLl AOCTYNA

Mpudel poctyna — 310 QYHHUMA C 33M0MEHHOW BO3IMOMHOCTBIO
pasrpaHM4eHa OCTyNa Ha JOKYMEHT WAK Nanky.

Wcnonb3yeTca AnA HazHa4eHWA CTENEeHW KOHGWOeHUWMANbHOCTM Ha
OOKYMEHT unau nanky. Hanpumep, Bbl HazHauaete rpud poctyna
«KOHOWACHUMANBHO Ha CBOM AOKYMEHT W TONBKO T COTPYAHWKM,
HOTOPLIE BHAKMEHL! B 3TOT rpud AOCTyna, NOAYYaKOT nNpasa Ha
OaHHbIA AOKYMEHT.

Mpudbl pocTyna HKOMNOHYIOTCA AOMWHMCTRATOPOM CHMCTEMBI W
HEAOCTYNHbLI ANA PEeAakuMK APYriM MoMb30BaTeNAm CMCTEMbI, YTO
no3BoONAET EﬂHHﬂpa3ﬂﬂﬂ pE3FpEHI-I'I'-IHBEITb ,ﬂ,ﬂﬁ‘fl’l Ha
KOHPMABHUMANBHBIE AOKYMEHTEI.

asenchenkoy  gopaue Tanpocw Hedextu Baza mamied Mawex Npoaogsng Cnpaexa Bunoo padlk SO
T T e e e i Bt g e s L e | cornaconame 1 wenonmeme | Pacounca [
e Je-n.l_v"; Mpdes gocTyna
Anvop [ata coapsmms 18:21 16,08, 2010
_ Crpao-sms
ARTOP AIHCECHE TlaTa mssesie 16025 17,06, X010
) Wepapxus npas gocTyna
Passaenoma e Kgsa s anLED Saiia Pymosagovng napamaters
Omcaie 5l QOwero NONEIoBIHUA T ———
oz EMECIN AT 08
Bag 5
e = He Hossep RpoeEsTa 41
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MPEACTABNEHWUE LOKYMEHTOB ot

Kaabli JOKYMEHT B CUCTEME COCTOMT W3 ABYX YacTei:

e meTagaHHble (MHGOpMaUMA) — KApTOYKa OOKYMEHTa ¢ oToDpaMeHuMem pPeKBM3MTOB M
B3aMMOCBA3W C APYrMMW  AOKYMEHTamM, 3apaqamu, 6u3snec-npoueccamu (Ha3eaHwe
AOKYMEHTA; pacluMpeHmne, B KOTOPOM OH Bbin CO3AaH; HOMEP NPOEKTa; BUA AOKYMEHTa;
fAata cosgaHuna).

* CcofepHaHue JOKYMEHTa — rNaBHaA COCTABNAIOWAA AOKYMEHTA, KOTOPaA GOPMUPYETCA U3
TEKCTa, CO3/AaHHOTO M3 WabnoHa AOKYMEHTA, KOHBEPTMPOBAHHOTO M3 MMeloWeroca daina
1AM HabpaHHOro NoNb3oBaTenem Bpy4Hylo. JlokymeHT MoXeT BbiTb NpeacTagneH g niobom
yaobHom gna nonw3osatena ¢opmare: pdf, ppt, doc, xml u apyrue.

e Bogmase [ MipoBORHMK Crpaesa Baoxog Zagan

CRE3ammue [OsyHenT s I LETT BT ] B Npasa pocryna I Roropen I Cornaconanmse r PACTRD [ Paccuanxa ]

T

JOKyMEHTS CBABIHHLIE € A3HHBIM,  MOTYT
foime 8 moGom yaoGHoM AR NOALIOBATEAR
dopmame MS Office. C nomoupso moro
| MENSHWIMA BCETOA MOMHO HIATH COBUNKM Ha 1

CERIAHHEE QOKYMEHTE t — WCnonHEHME.

T ]

MeXaMHIM PEANHIALMM NOCTAHOBKH W
HAPTOUKA OKYMEHTA. - BEPCMM IOKYMEHTA. l s i .
Cocrowr w3 wabopa noned, xapaktepworo | EXSHMIM  BEfRHMA BEpoHdl  fokymewTa, | | °'“¢Wm ":'W paboTe =
TWTY AOKYMENTS. CORBPNOIT pastminbie Tunss 4 MOSSOMMET XPAHMTD WCTOPMO W cpasusars | | PRRUS AN 338aHMAMM
[DEHHBIX, B TOM UNCNE CCBUINE HE CNPasourwny | POMIBEABHHDIE BAOKYMEHTE UCNPABREMMA | [ AosyMRHTY.

M BHIUMEAREMBIE NOAR, KOMmrseeT B0 womm 0

NozsonseT BecTv oGOy HARHE AOKYMEHTE
HE HIME HRA 810 COL0E PMHEHAS .

0K | Oreena

* OOKYMEHTBI OAHOTO THNa OONMHBI WMETE efuHblii Habop obAsaTenbHbiX 3INEMEHTOB
ofOpMNEHUA (PEKBM3WTOB), PacnoNOMEHHBIX B ONPeaeneHHol nocnegosatensHoctw, B
AENonpoM3BOACTEe TaKoi Habop 3nemeHToB oPOpMNEHWA HasbiBaeTca Gopmynapom. B

HaLEeM peLIEHHH A HETD MCNONb3YETCA TEPMUH «WaBNoOH AOKYMEHTaN;
* WabnoH AOKYMEHTa CO3A3ETCA W NOAKNKYMAETCA K TOMY MAM MHOMY TMNY OOKYMEHTa W
nocne nogknlodeHwa WabnoHa B Kamaom HOBOM [OOKYMEHTe 3TOW KaTeropwmu Byget
NPMCYTCTBOBATL YKa3aHHbIH Habop 3n1eMeHTOB OpopMNEHUA;
* K OAHOMY TMMY AOKYMEHTa MOMHO NOAKNIOHMUTE HECKONbLKD WabnoHoB..

T 4 " P Ty e 1L
L -"_-:I ouzHec-1anucmMaH
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COBMECTHAA PABOTA HAL AOKYMEHTOM

MexaHu3m BeAeHMA BEPCMIA AOKYMEHTA NO3BONAET XPaHWTb MCTOPUIO BCEX CO3AaHHBIX

BEpCMi, BECTM OOHOBPEMEHHYH pa3paboTKy TeHCTa AOKYMEHT2 W CPaBHWMBaTh COZAaHHLIe

BEPCHM.
Hun L

Ona  Kawaoil  BepcMM  JOKYMeHTa epx...

MCNONb3YETCA CBOA KapTOdYKa, B KOTOPYIO 'ﬁ T '-"*I,r'rpeuﬂuﬂ

NONb30BaTENb MOMET 3aliTH M caenatb ee | amarpar [ Buinwcxa-Pepaxtaposanme lb-en:r

Tekywein - Oyger ortobpamaTtbcA BCem 3 ¢-aﬁn-bd| © | Broxknposamse pekHiit

noNb3oBaTeNAm npw npocmoTpe < |- Kaprouxa

COAEPKaHUA. TCYTCTEVOT | | ynanewme QoKymenTa

|
(<} OTNPABNT b MHE HA NOMTY

2 Th R
asenchenkov Bxogruwme Janpocsl ﬂe$:;r; nmmgm SHAHWA Mo

= PYKOBOACTED NOMb3OBATENA
COXPAaHNT b KK ) 2,0 - Ta e separn
-.g:- 2.1 -Mnaawan sepoma
) 3.0 - Crapwas seposs
3 cnyuae HOBOI BEPOM CBASAHNDLIC [OKYMEHTbI: @ nepeHecTH B HOBYIO BEpOSO 0DLEKTS U3 CTAPON
| cKOMMPOBATL B HOBYIO BEPOHO OOLEKTA U3 CTAPON
HMeTKa sepons .

HMunopraposarte daitn ¢ gucka | oK ﬂrueml@

Mpu coemecTHor paboTte Hap AOKYMEHTOM YacTo BO3HWKaeT noTpebHocTh B obcyKaeHWK
TOrO MW MHOTO paBoyvero MOMEeHTa, ONA PelleHUA 3TOM 33034M MCNOAb3YEeTCA QYHKLMOHANBHBIX
Bnok «KommeHTapuu». [aHHOe peleHWe NO3BOAAET OCTaBNATE KOMMEHTAPWW HE TOABKO K
KOHKPETHOMY OOKYMEHTY, HO M K nanke. Bce KOMMEHTapUKM OTOBPaMalnTCA B BUOE MEPAPXMM C
BO3MOMHOCTEI CO30aHUA BAOKEHHOND KOMMEHTAPHA,

"

3 ExcaAuse Mawes Tigos0gHMK e B npouecce paBoThl © AOKYMEHTaMM
Pextuowria | Comsamunte aomyenras | Kouwentapms | Bepom | fipasapocrves | #- BaM  MAacTo NPUXOGMTCA  BHOCHTH
mmﬁn &1 o 4% @ W3MEHEHWA B AOKYMEHTbI, CBA3aHHbIE
| Cem S AR = [T - faw. C 3@MEYEHWUAMM MO WX YTBEPHOEHWID,
B 7y ga|xs f[ISEEREIEEAE| T N0~ & HavanbHON NoOATOTOBHOM Hu
BanguTe TRRCT HOBOD EOLIMERTIDNN BHECEHHMEeM PErMCTPaLMOHHOIO
Homepa. PabotaTk C 31EKTPOHHBIM
COABPMAHMEM AOKYMEHTa NpOLWE,
yem c BymamHeim, Bam poctatouHo
Dobanstn sosmentapst BOCNONbL30BATLCA DyHEUMER
. penakuMM, KOTOpam peanu3osaHa
NoAsiosatent Mosspen s apms

cucTeme Ha MoBom 3Tane NPoeKTHOR
NOArOTOBKM A0OKYMEHTa.

i [ st ] ﬂ
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[MPEACTABNEHME AOKYMEHTOB

Kaabli JOKYMEHT B CUCTEME COCTOMT W3 ABYX YacTei:

e meTagaHHble (MHGOpMaUMA) — KApTOYKa OOKYMEHTa ¢ oToDpaMeHuMem pPeKBM3MTOB M
B3aMMOCBA3W C APYrMMW  AOKYMEHTamM, 3apaqamu, 6u3snec-npoueccamu (Ha3eaHwe
AOKYMEHTA; pacluMpeHmne, B KOTOPOM OH Bbin CO3AaH; HOMEP NPOEKTa; BUA AOKYMEHTa;
fAata cosgaHuna).

* CcofepHaHue JOKYMEHTa — rNaBHaA COCTABNAIOWAA AOKYMEHTA, KOTOPaA GOPMUPYETCA U3
TEKCTa, CO3/AaHHOTO M3 WabnoHa AOKYMEHTA, KOHBEPTMPOBAHHOTO M3 MMeloWeroca daina
1AM HabpaHHOro NoNb3oBaTenem Bpy4Hylo. JlokymeHT MoXeT BbiTb NpeacTagneH g niobom
yaobHom gna nonw3osatena ¢opmare: pdf, ppt, doc, xml u apyrue.

e Bogmase [ MipoBORHMK Crpaesa Baoxog Zagan

CRE3ammue [OsyHenT s I LETT BT ] B Npasa pocryna I Roropen I Cornaconanmse r PACTRD [ Paccuanxa ]

T

JOKyMEHTS CBABIHHLIE € A3HHBIM,  MOTYT
foime 8 moGom yaoGHoM AR NOALIOBATEAR
dopmame MS Office. C nomoupso moro
| MENSHWIMA BCETOA MOMHO HIATH COBUNKM Ha 1

CERIAHHEE QOKYMEHTE t — WCnonHEHME.

T ]

MeXaMHIM PEANHIALMM NOCTAHOBKH W
HAPTOUKA OKYMEHTA. - BEPCMM IOKYMEHTA. l s i .
Cocrowr w3 wabopa noned, xapaktepworo | EXSHMIM  BEfRHMA BEpoHdl  fokymewTa, | | °'“¢Wm ":'W paboTe =
TWTY AOKYMENTS. CORBPNOIT pastminbie Tunss 4 MOSSOMMET XPAHMTD WCTOPMO W cpasusars | | PRRUS AN 338aHMAMM
[DEHHBIX, B TOM UNCNE CCBUINE HE CNPasourwny | POMIBEABHHDIE BAOKYMEHTE UCNPABREMMA | [ AosyMRHTY.

M BHIUMEAREMBIE NOAR, KOMmrseeT B0 womm 0

NozsonseT BecTv oGOy HARHE AOKYMEHTE
HE HIME HRA 810 COL0E PMHEHAS .

0K | Oreena

* OOKYMEHTBI OAHOTO THNa OONMHBI WMETE efuHblii Habop obAsaTenbHbiX 3INEMEHTOB
ofOpMNEHUA (PEKBM3WTOB), PacnoNOMEHHBIX B ONPeaeneHHol nocnegosatensHoctw, B
AENonpoM3BOACTEe TaKoi Habop 3nemeHToB oPOpMNEHWA HasbiBaeTca Gopmynapom. B

HaLEeM peLIEHHH A HETD MCNONb3YETCA TEPMUH «WaBNoOH AOKYMEHTaN;
* WabnoH AOKYMEHTa CO3A3ETCA W NOAKNKYMAETCA K TOMY MAM MHOMY TMNY OOKYMEHTa W
nocne nogknlodeHwa WabnoHa B Kamaom HOBOM [OOKYMEHTe 3TOW KaTeropwmu Byget
NPMCYTCTBOBATL YKa3aHHbIH Habop 3n1eMeHTOB OpopMNEHUA;
* K OAHOMY TMMY AOKYMEHTa MOMHO NOAKNIOHMUTE HECKONbLKD WabnoHoB..




KOHTPOML MCNONHEHWA

KOHTpONL Hag MCNONHEHWeM AOKYMEHTOB OCYLWECTBAAETCA NONb30BAaTENEM C NOMOLULIO
dyHKUMOHanLHoro Bnoka «McnonHenwew. B Hem otoBpamaetcA nogpobHaa wMHGOpMaumWa o
nopyyeHuax (3agaHmnax)/pe3onouuax, BolaaHHbIX NONb30BATENEM, 3 TAKKE:

* MOCTPOEHWE MEPAPXHU NOPYYEHMA;

* CUCTEMa YBeOOMNEHWNH;

* BO3IMOMHOCTb NPUKPENNATE MAKM HABUPaTk BPYYHYIO OTYETHI NO UCNOAHEHWIO;

* CTAaTUCTWKA PEe3yNLTaTUBHOCTHA MCNONHEHWUA NOPYYEHMIA;

s [JOCTYNHOCTb HeobxoAumoil WHPOpMaUMKM B XOAE WCMONHEHWA NOPYYeHWA B
HE3aBUCUMOCTH OT MCNONHWUTENEA.

a Bxogaupe Mowicx MOBOMMK Crpasic Bunag e —
Cnodctna
Cpos RCRORHE B8 =
BoemdTe TEXCT OCDYNENMR ADECH. Npmopeyay Oburrnst [=]
Yoepounense o scnonsemm | Omeet{oteer) me tpefivencs E
© KaTeropma Hﬂmﬁlg
NpmsarTno

CBOEBpeMEeHHOe ONOBeLLEHWe MCNOAHMTEeNEH C NOMOLLBI MeXaHW3MOB YBeAOMIeHWIA no
3NEKTPOHHOA noytTe W AocTaBkM 3agad B Beb-uHTepdedc cuCTemMbl NO3BONAET YETHO
KOHTPONMPOBAaTh NPOLUECC MCNONHEHWA ADKYMEHTa:

*  nopy4eHuA/pe3ontoun UCNONHAIOTCA B YCTAHOBAEHHBIN CPOK;

* BO3MOMHOCTL BbIAABaTb MOPYYEHMA CPa3y HECKONLKMM COTPYOHWKAM M NOAy4aThs
OTYETHI OT HKX;

e ucTopuA paboThl C MOPYYEHMEM: KTO, CKONBKO BPEMEHM MOTPaTMA Ha MCNOAHeHWe

3afa4u.
] BaogAuee Mo Moo (npansa Baxng
1 3ammar | Boe Jazma [=] DA A TR O SR Tofwems: BT |
| Fapaa Humunarog Jaronoecs [Oava socrynacnss [laTs coRi
I*  Mcnosweswe nopyweswA & Permcipatop | Koppaxrwpoexa cpokos mcnomkeswA  05.07.2010 11:23 05.07.2010
I*  Menomwesme nopyuessA & PerncTpatop | EBEemTe TEKCT NOPYYEHIR 1080k, 05.07.2010 11:22 05.07.2010

3agaHMA NOCTYNAIOT Ha cnewHanbHYIo 3aKnagKy «Bxogaumen
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PABOTA C OPTAHWU3ALMOHHOW CTPYKTYPOW

OpraHM3auWoHHana CTPYKTYPa ABNAETCA OOHMM M3 OCHOBONONAratowWMx CrNpaBsoqHHWKOE,
KOTOPLIA MCNOAL3YETCA NPaKTMYECHUX BO BCex BMsHec npoueccax. 3aN0MeHHble B CUCTEMY
MEXaHW3Mbl MO3BONAKOT HA 3Tane BHEAPEHWA WCNONb30BaTh NOBOK W3 BapWMAHTOB NOCTPOEHMA
OprcTpyKTYpl OpraHu3auuMy, rapMoHMYHO KOMBUHWMPYA WX ANA OOCTUMEHWA NOCTaBAEHHLIX
Bu3Hecom uenei.

Mo kampgoi nogcucTeme hopmupyeTca nepapxua caywb ("waxta"), npoHusbIBaOWaAA BCHO
OpraHu3auMio CcBepxy AoHW3y. PeaynbTathl paboTbl  KamaoW caymbbl  OUEHWBaKOTCA
MOKa3aTeNAaMM, XapakTepUIyWKWMK BbINOAHEHWE MMM CBOMX Uenei W 3anady. COOTBETCTBEHHO
CTPOWTCA M CMCTEMAa MOTMBALMM M NOOWPEHWA paBoTHMKOB. MpW 3TOM KOHEYHbIM peaynbrar
(abdexTvBHOCTE M KauectBo paboThl OpraHM3auMM B UENOM) CTaHOBMTCA Kak Gbl
BTOPOCTENEHHBIM, TaK KaK CYMTAeTCA, YTO Bee cnyKbbl B TOW MaM MHOW Mepe paboTaloT Ha ero
nony4yeHue.

[aHHblA CrpaBoMHMK MpegHasHaYed Aans NocTpoeHWA
enuMHol, ruBroid W PYHKUMOHANEHOW OpraHM3auWoHHOR

SO P OPT TR R

CTPYKTYpbl ~ KOMNaHWuW W obecnesedwAa  paga rr—
GVHKUMOHANLHBIX BO3MOMHOCTE#H: ——— S P
i ﬂacﬁ'«'nw
® NpeAcTaBNeHME  OPraHM3aLMOHHOW  CTPYKTYpSbI 0 i
KOMNaHWM B BWAE MEepapxMuYeckoro Aepesa, “-ﬂ"ﬂ“ﬂfﬂi—"ﬁﬂmm
MMEIOLLETO BAOMEHHYIO CTPYKTYPY; |
* oTobpameHMe BCEH OPraHWM3auMoHHOH CTPYKTYPLI :m‘:_-:mmm
MAM e OAHOW M3 ee yvacTel, HaYMHaa C JJ“M-‘-%ME
onpeaeneHHoro YypoBHA Mepapxuu (B 3aBMCMMOCTH o
POAM NO/L30BATENA W BLINONHAEMON 3a8aum); & mc———r s
* BbiBop OQHOMO MAWM HECHONLHWMX NONL3OBaTENEl B :ww
Aepese OprcTpyKTypb; $ rasrammersse
e (dopMMpoBaHWE  YNOPAAOYEHHOTO W He L
yNOpAA0YEHHOTO CMMCKa NOAL30BaTeNe; | B0 Toomenadi i
e HalHayeHWe MOAb3OBaTeNeld Ha  ACMKHOCTH t;ﬁm .

(HeCKONBKO AONMHOCTEH DAHOBPEMEHHOD);
® Ha3HayeHwe OAHOro paboTHMKA WCNONHAKLWMM ] "I'
o0bA3aHHOCTH Apyroro.
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o
: t HeT gasn

Aflomcteoe T DOOAOTY #0EYHG [LOGSD T Crmes T iy Lo

Hanmhen
ChCTEMHES SEMHHCTRETOR [TFHOC T
Crewsanact Ax0 AmEHOCTE
MepooHansHEst SCCACTEHT [T HOCTE

AManssonatens [Lobat=Ty Hinore

000 "buzHec-Tanucman’

TeneoH: (495) 6498806 Email: mail@bital.ru



*  HpWUTEPWMM 3PPEKTUBHOCTH M KauecTea paboTel NnogpasgeneHWA W OpraHW3aunK B

Uenom - pasHele;

e  TeHAeHUMA K ¢$opmanusaumMi oueHkm 3bPeKTHBHOCTM M KadyectBa paboThl
noapasaeneHii NpUeoaMT oBBIMHO K BO3HMKHOBEHWIO aTtMmochepbl cTpaxa M

pasobwexHocTH;

o Bonblioe 4Mcno “stameid ynpasneHwa" memay paboTHWMKaMKM, BbiNYCHaHOLWMMK * {

NPOAYKLUMID, U IWLOM, NPUHUMAHLWKWM PELLEHKE;

* Neperpyska ynpagneHUes BEPXHEND YPOBHA;

* [OBLILEHH3A 33aBUCMMOCTL pesynbTaToe paboThl opraHM3aumMM oT Keanuduxauum,

NH4HBIX M AEN0BbLIX KAaYECTE BbICIWKMX YNPagneHUes.

Hanuuue MexaH13moB
NOCTPOEHWA PasNMYHOR  Mogenu
ynpaeneHua Bu3Hec-npoueccamm
OpraHM3auWKM, PONEBOW MOAENH,
KaK Ha YpOBHEe OOMMHOCTEN, TaK M
OTABNbHbLIX poneid B 6GusHec -
npoueccax W MaTpuuax A[octyna
NO3BOAAKT WMCNONL30BaTE Akobbie
CTRYKTYPbI YNpagnequn.

1l
i

l’
!
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MNoneaosaTent
OENacTs NPpUMeHaHna
Tun nogpasiensyin
Saemnnap
noapazene s

Tun ponn

SeMANAp Ponn

Tun caazn

JeMANAD CRAIN

[nA NOCTPOEHMA W W3IMEHEHWA OPraHW3aUWMOHHOW CTPYKTYpPbl B CUCTEME peanusoBaH
cheuuanbHelid MexaHusm, nozeonaowmii Bam obecneuveate cneayrowme dyHRUMKM paboTol ©

HEWH:

®  CO3A3HME W peaaKTUpOBaHMe CTPYKTYpLl O6wecTea:

o o o < o

o CO3f4aHWe, PEfaKTUPOBaHWE W YOaNeHWe NoNb30BaTENA;

CO3[3HWE, PeAaKTUPOBaHWe W YaaneHHe o6nacTH NPUMEHEHMA;
CO3AaHME, PEOAKTMPOBAHME W YAANEHME TUNA NOAPA3AeNEHWR;
CO3aHue, PeAAKTUPOBAHWE W YAANEHWE TUNA ADNKHOCTK (ponum);
CO3faHue, pefaKkTHPOBaHME W YAaNeHUE NOAPa3AENEeHHA;
CO34aHue, PEAAKTMPOBAHWUE W YAANEHUE AOMKHOCTH (ponu);

e oTOBpaKeHWe aKTyanbHOro COCTOAHMA OPraHM3aLMOHHON CTPYKTYpbl OBLecTsa;

* BHECEHWEe ONnepaTUBHbIX M3MEHEHWIA BO BCe COCTaBNAKdLWKHE OprEIHHEEILI,HDHHDﬁ

CTRYKTYPbI;

* CO3[3HWE HEeOrpaHWYeHHOrO KOMWYECTBa TMNOB NOApaszfAeneHwin  (Hanpumep:

fAenapTameHThbl, OTAeAbl, AMPeKLMK W T.0.);

® (C0343HME MNOAPa3feneHMid Ha OCHOBaHWMM TMMNOB noApasgeneqHwid (Hanpumep:

fAenapTameHTa ayamTa, IpMAWYEcKMiA genapTamenT 1 T.0.);

* CO303HWE HeOrpaHMYEHHOro KONMYECTBa TMNOB po/ei nonb3osatenei (Hanpumep:
OVWPEKTOP AENapTaMeHTa, CeKPeTapb, KOHTPONEP, MCNONHWUTENL M T.N.);

® co3fjaHMe poneil (JONMHOCTEA) HA OCHOBaHWKM TWNOB PONei (Hanpumep: AMPEKTOp
AenapTameHTa ayamMTa, AMPeKTop KPWAKYECKOrD AenapTaMeHT U Apyrue);

*  BKAKOYEHMWEe NOApPa3AeNeHus B NoapasaeneHve;
& BHAKYEHWE PONW B NOAPa3geneHue;
*  Ha3HaYyeHMWe NoNb30BaTeNeil Ha ponb (QoMwHOCTL);

s CHATHE NOMBIVBATENA C POAM [AONMHOCTM) B ciyYae YBONBHEHWA,

'.'I'"':'I"'l
i '“.llq]_




¥NPABNEHME BESONACHOCTBIO

MATPULBI JOCTYNA

MaTpuua goctyna — 3anporpammMpOBaHHBIA anropuTM COAepHallMiA B cebe

nepeyeHb Npae goctyna Ha o06beKkT (nanka WAM QOKYMEHT) ANA  KOHKPETHOro
NoNbL30BATENA WAM TPYNN NONbL30BaTENEN.
Ha3sHayeHMe maTpuu, A0CTYNa MOMET NPOMCXOANT, KaK BPYyUHYIO (Bbl pasrpaHuymnBaeTe
AOCTYN K AOKYMEHTY, nyTem Ao6aBneHWA MW YAANEeHWA NONb30BaTENel M3 CNMCKA) Tak
M 3BTOMATHYECKW CMCTEMOM, NPWM CMEHE MW3HEHHOrO UMKAA AOKYMeHTa (To ecTb B
npouecce YTBePHMAEHWA AOKYMEHTa, Ha3Ha4alTcA npasa AO0CTynNa Ha AOKYMEHT, B
33aBMCMMOCTH OT BbIBpPaHHOW npoueaypbl M CTENeHW KOHPMAEBHUMANBHOCTH) BCem
Y4aCTHMKAM NPOLIECCa YTBEPHAEHUA.

Kampapii pas, korga Bel HasHavaeTe NoONb3IOBATEND KaKWe-
nAwbo npaBa Ha OOKYMEHT WMAKW Nanky, OH aBTOMAaTHYECKW
BHOCHMTCA B Martpyuy OOocTyna W emy NpuxoanT yeegomieHue
0 TOM, 4TO OH NOAYHKA OCTYN Ha JOKYMEHT MAK Nanky.

HasHaUeHHE Npas Aocmyna

NMonsosatens Tpynna: Cesrserson AHTON
Exdgrant Trpoiu Mason [T M
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MAHOATHBIWM AOCTYN

MaHaaTHeIA AOCTYN — 3TO AOCTYN K AOKYMEHTY WK Nanke nonbL30BaTento Wiu rpynne
nonb3osaTenel OrpaHUYeHHbIA onpegeneHHbIM Nepuoaom BpemeHun. To ecTk Bel camu
YHa3biBaeTe, A0 KAKOro 4YWCN3 AOCTYN Ha AOKYMEHT MAKM nanky OyaeT orpaHM4eH wau
HaobopoT pasrpaHuyeH gocTyn.

JaHHbld  mexaHu3m  o4YeHb  yaoben, emwesatesTemes

Hanpumep, npW paboTe KOHKYPCHOW

Seoporen ¥ asw no I e |
HOMMCCHM: e 1 Wows 2010 @
bk i M Br Cp v M OB Be
Barwac
¥ YYACTHUKOB KOHKYPCa BCTb A0CTYN K seow -EEEEEE
nanke, 8 KOTOPOIt nNemur uHbopmauusa ob D] 5 D N D D R
i Poplaay ik EEE -
MAOYLWEM KOHKYPCE, NPMHEM Y KaMO0ro M3 e e e
Il N ks mpa(ERANT)

Y4aCTHMKOB B 3TOI NanKe HaXxogWTCA CBOA
AOKYMEHTaLMA (noctynawwan Ha
KOHKYpC). Mocne Toro Kak KoHKYpc ByaeTt

3aBepLleH (MK 0OMH M3 ero 3Tanoe obycnoBNeHHbIH KOHKPETHOM OaToi), BOCTYN K Nankam

c MHboDMAUWEH M AOKVMEHTAMK MO¥eT BeiTe 3anpelleH BvaeT 3anpeLuLeH.




PABOTA C HEAABHMMW AOKYMEHTAMMW

B TeyeHwe pabodero AHA, COTPYAHWK YyvacteyeT 8 npouecce oBpabothn orpomHoro
KONM4YECTBA AOKYMEHTOB, BMNOCAEACTEMM NOWMCK 3THMX [AOKYMEHTOB 3aTpyOHAETCA M3-3a
HEBO3MOMHOCTH BCNOMHMTL HA3BaHWME HYHHOMD JOKYMEHTa MAK NOCTYNUBLIEH 33034K.

Ona Takux cnydaes npeaycmoTpeH BusHec-cepBuc «HegasHWe AOKYMEHTbI», KOTOPIA
ABNAETCA HAACTPOMKOM K MEXaHW3MY «AyAWT», NO3BONAET OCYLECTBAATL GUALTP BCEX
LAOKYMEHTOB, N0 KOTOPbIM NPOM3BOAMAWCE AEUCTBUA NOAb3OBATENA.

Kpome "wnaccuueckux" OaHHbIX (HaMMEHOBaHMe AEHCTBMA, HA3BaHWE AOHYMEHTA, BPems,
KOrAa OCYWeCTBNANOCE TO WM WHOe AeicTBMe, B NpeAcTaBneHuM Tabauubl wmeeTca
otgencHoe none "Komy", rae coOXpaHAKTCA AOMOAHWTENbHbIE A3HHbLIE: HANPUMEpP, ECAM
AOKYMEHT 6bin OTNpaBneH Ha noganucaHue Komy-nubo, MM No JAOKYMEHTY co3faHa
Pe30AoUMA ONpeaeneHHbIM COTPYAHKMKAM, TO BCA 3Ta MHGopmauma oTobpasuTca B KONOHKe
"Komy").

AABHAE ROKYMENTEN [0 bt
Bie _Al
MpOCHOTD COABRNHMMOND —
ﬁ MpOCMOTP K3PTOWM Noammcaro
£ OTNRABAEHO HA NOANHCAHHE

Boecywermet ; ¢ (10:22 = 03.07 2010 o 10:22 KWWTDW@W
Cor naceH

TeT— il e
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&1 NpocMoTp kapToe OceymittooBopor f.pphe i-;-n wmwnmmmmmr e

£ MpocHoTp KapTouM MaprETIHOBLE MaTEpHANS! ;:’"m'm

£ NpockoTp KapTowa __ PieymenmooBiopar fppt % f P CORSR) “inmrmmm

OF NACOBEHHE JBBEPWHNOCE OTKAI0N

£ Mpockorp kaprowst Lowpmentootopon [% Npocrotp ':D"w_ﬁ:m HCNOMMHTEND

£ NpocHaTp kapToua from_ ) & CTpamus |1 :EJ;WMM

% Mpocmotp copepnmre Texas_state_capitol_1.jpg BarpoiTie 3anpoca
OTHPEITA 22548

8 MpocroTp SR Michigan_state_capitol. jpg b

L) I Crpasus 4 [l iy oo v MoAMCaHHe 3388DWHNOCE OTKA30M
Co3ASHHS 38NpOCE
Crena xaTerops NO sanpocs
MpocMoTp 3anpoca
Fanpoc npkeAT
MpOCHOTP KAPTOWH
3aNpOC HAMHAHEH ] {
COr NACOBAHKME 3ABSDUWEHD |4
CrnCarets B HONSHIKNATYDY
OTNPABNEHD HA DErMCTPAULHI
BHECes e HEmeHEHST -~

Hanuume 60nbLWOro KoAMYecTsa cobbITMA MCTOPMM BKYNE C GUALTPOM NO AaTe ero HacTynAeHus
NO3BONAT BLICTPO OTBICKATL HYMHbIN AOKYMEHT
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BEAEHWE CNPABOYHUKOB

B cucTeme peanv3oBaHbl MEXaHM3MBI, C NOMOLLBIO KOTOPBLIX OCYLLECTBAAETCA 3an0NHEeHWe
W CONPOBOMAEHHUE BCeX QYHKLMOHANBHO BaMHbIX CNPAaBOYHUKOB:

Tunbl QOKYMEHTOB: BXOAAWME, MCXOAALLME, BHYTPEHHWE U ApYrUe — C NOMOLULLID 3TOro
CNPaBoYHWKa B CHMCTeMe (GOPMMPYETCA WEPAPXMA TUNOB AOKYMEHTOB, YCTaHaB/AWBAaeTCA
$M3MUecKOe MeCTONONOMEHME AOKYMEHTOB W ManoK B CMCTEME, a TaKkMe 3aBOgATCA
wabnoHb! ANA 3TUX TUNOB M BUAOB AOKYMEHTOE,

nton BrogAwme Noweck HacTposixm MNposogHmK NomMous Buxoa

fepapxMR THNOB AOKYMEHTOB

-

Bafil QOKYMEHTOD
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"::jﬁﬂm BxoasLme BxoAALLME
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ti) BeyTpereme
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L] On
HeT aaHHB

3aKpbiTh

OnepaTMBHaA cMeHa WabnoHOB AOKYMEHTOB, W3MEHeHWe BMAA AOKYMEeHTa uau aobasneHue
HOBOrO, MO3BONAIOT MNOAHOUEHHO KOHTPOAWPOBaTbL nNpouecc AoKymeHTooBopota no
CYLIECTBYIOWMM B KOMNaHKKW TMNam M BUOAM LOKYMEHTOB B COOTBETCTBMM C YCTAHOBAEHHLIM
pernameHTom. Takme npesycMOTpeHa BO3MOMMHOCTE PasrpaHUMYeHMA OOCTYNa Ha co3gaHue
THNa WAKW BMAA AOKYMEHTA, TONBKO ANA ONPeaeneHHoM rpynnel COTPYAHMKOB.

Bce CnpaBoqHWKKM HAXOAATCA B NONHOM AOCTYNE TOABKO Y ABMMHUCTPATOPa CUCTEMBI. |
Bxoasue Nowex Hacrpodi NposoaHIK Momougs Buxon 2103Te SONPOC
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Cumeeta
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YNPABNEHWE OTYETHOCTbIO

B cucTeme npegycMOTPeH WHPOKWIA CNexTp OTYeTHLIX GopM Mo pasnu4HbIM THNam
AOKYMEHTOB W 33fay, Kak AnAa obwero npeacTaBneHuA o Konuvectse obpabaTtbiBaembix
ACKYMEHTOB, TaK W KOHKPETHOrO TUNa 3aaay, Hanpumep, cob0Aal0TCA K CPOKK UCNONHEHWA
Nopy4eHWd, He HapywawTcA AW CPOKW COrNacoBaHWA, KOAWYECTBO NPOCPOYEHHbLIX
ACKYMEHTOB, COTNacoBaHHbIX, KONMYECTBO NOCTYNAOWMX 33434 U ApYyrve.

BCcTpoeHHbIe OTYETbI NO3BONAKT BWAETH PaKypPCchl MCMONHEHWA C YKa3aHWEM NPOCPOYEHHbIX
OOKYMEHTOB: CnMcKom, B rpaduyeckom Buae, OWALTPYA WCNOAHWTENEM Kak no
nogpasgeneHuAM/AenapTamedTam, Tak M No TWNam JoKymeHToB. Hanwuue gu3aiiHepa
OTYETOB MO3BONAIOT pa3paboTyMKam W aAMMHWCTPaTOpaMm CO34aBaTh OTYETHl B M0OBbIX
parypcax v cpesax nog TpeboBaHWA KOHKPETHbIX OPraHK3auuii, OTAEN0B W PYKOBOOUTENEH.

= el b e AR
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HKonu4ecTBo NPOCPOYEHHLIX 38084 No HKonuvecTeo 3agay No NogpalfensHHAM
BCeM NogpalfeneHHAM
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Ceogka no cornacoBaHMo
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MNpocpoyexo Y NpocpoYeHHEIL

Wcnonb3ya reHepatopbl oTYeTHbIX dopm, N0B0IA pYHOBOAMTENbL BCErAA CMOMET B pEMUME
peansHoro BpeMEHH YBUAETE TEKYLUWIA CTATyC AOKYMEHTOE M, C NOMOLWBKD TexHonoruu "Drill
down", oueHWTL TeYeHwe OGM3HEC - npoueccos, OMNYCKascb A0 YpoeHa nwboro
nNoApPazaAeneHHA M MCNOAHUTENA.
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CUHXPOHU3ALMA C NOYTON

CHHXPOHW3aLMA C NOYTOM ele OAMH MEXaHU3IM, NO3BONAIOWMA UCNONB30BaTE EAWHYID CUCTEMY
XpaHEeHMA HKOPNOPaTMBHONW WHbOPMAaUMen, CTPYKTYPMpYA Nependcky, Hanpumep, no
onpegensHHOMY BONpocy, npoexty. Bonbwas 4YacTe WHHOPMAaLMK HaXOAWTCA B 3NEKTPOHHOM
noYyTe, yXoAALME W3 KOMNaHWW COTPYOHWKK YHOCAT ¢ cOBOM YacTMUY OTHOLWEHWA C KNMeHTamMM,
A3 W, nogHac, TAXeno GbIBAeT BCIOMHWTE MM HAWTK BCHO NEPENMCKY NO Kakomy - nuBo nosogy.

AnA CcOXpaHeHWA Nepenucku nnathopma WMEeT BOZMOMHOCTM CMHXPOHM3EUWMW C MOYTOBLIMM
CMCTEMamMK, NO3BOMAA ABTOMATHMHYECKWM HONWPOBaTb WMAW  MNEPEHOCMTL  NOAYYEHHBIE  WMAK
oTnpasneHHble cooblieHWA B XpaHuauwe, B gdanbHeidwem obecneuvsan yA0EBHLIH NOWMCK M
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CHHXPOHW3aLUMA C NOYTOBLIM CEPBEPOM NO3BONABT Yepes onpeseneHHbIe NPOMEYTKH BPpeMeHH
cneunansHomy GoHOBOMY npoueccy obpalaThca K NpoBaiaepy 3NeKTPOHHOM NOYThl U BHOCMTB
HOBbIe COOBLEHMA B XPaHUAULLE.

root Bxogsume Monex HacTpoiiku NposoaHuk Cnpaska

| CimxpoHsHpoBAaTL 3TY NANKY € NONTOBLIM CEPBEDOM
MonHOS MMA NANKM HA NOYTOBOM cepeepe (Hanpumep, Tnbox.nanka.noananka’):

CHHXpOHIMpOBaTL: | Boe ZI
He omxXporeiposaTs cooblleHis, NoNY-eHHGIE DAHEE, YeH |

YaanATe coobuierst C NONTOBONO CEpBEpa NOCNE YCNEWHON O IpOH3aLIN!
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HacTpoikK NO3BONAKIT XPAHWUTL HE TONLKO NPHUCNAHHBIE MW OTNPaBAeHHbIe coobLeHua, Ho
¥ painsl B HUX cogepalmeca. MNepeHoc NepennckM Ha CNEUMaNM3IMpoBaHHbIA CEpBEp He
Tonbko ofecneynsaeT rapaHTMPOBAHHYHK) COXPAHHOCTL WMHPOPMaUMK Ha cepBepe, HO M
AONOAHWUTENBHBIE BO3MOMHOCTM B BWOE CTPYKTYPMPOBAHHOIO XpaHeHWA NO BOMpoOCcam,
Temam, NPOEKTaM, KNMEHTaM C BO3MOMHOCTLIO NOWCKA MO TEKCTY He TONLHKO NMCEM, HO M
BAOMEHMIA B HUX.
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PE3YNbTAT BHELPEHMA

PesynbTatbl BHEAPEHWA CMCTEMbI 3NEKTPOHHOID
AokymexToobopoTa:

® noBkiWeHWe 3DPEKTUBHOCTH YNPABNEHHA;

* yBE/WYEHWE CTENeHW OTBETCTBEHHOCTH
COTPYAHWMKOB, B TOM  4YuCne  M3-33
M3BECTHOCTH UENenr;

®  pOCT NPOM3IBOAMTENLHOCTH TPYAS;

® COTPYAHMKW oBecneynBaloTCA  aKTYaNbHOM
HHGOopMaLUmMei;

* MOBbIWEHWE KavecTsa 7 YPOBHA
NpeaocTaBnAeMbIX YCAYT;

* CHAMEHWE DUCKOB;

e obecneyeHue BesonacHocTH XPaHEHKWA
KOMMERHECKOH MHbopMaLMK.

JNlerkocTe M NpPOCTOTa MCNONL30BaHWA CUCTEMbl 4Yepes Beb-wHTepdeiic nossonser
CBOEBPEMEHHO OCYLLECTBNATE paboTy C SOKYMEHTaMM U 33a34amKM U3 NoBoi ToukK mupal
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PeweHWe B 06NacTW 3INEKTPOHHOTO AOKyMeHToOGOpOTa COCTOMT M3 MHOMECTBa
tyYHKUMOHaNbHBIX BNIOKOB, B COBOKYNHOCTM A3OWWX WAEanbHOE COMETAHWE ANA Peanv3auuu
NOCTaBAEHHLIX 33434, PeWeHuAs W npeaynpewgeHua npobnem 6u3Heca, CBA3aHHbLIX C
AOKYMEHTOOBOPOTOM:

*  3NEKTPOHHOE XpaHeHWe OOKYMEHTOB;
® cosmecTHan pabota c gokymentamu (Collaboration);
®  ynpasneHWe yHeTHbIMK 3aNMCAMM NONb30BaTENE;
e ynpasneHue BUIHEC-NPOLeccamu:

o CornacosaHue.
MognucaHue.
McnonHerue.
Pacceinka Ha O3HAKOMAEHME.
NoanepHKa cBA3aHHBIX AOKYMEHTOB.
Pervcrpaums oHYMEHTOB
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TUNOBLIE NPOLUECCHI AOKYMEHTOOBOPOTA

Mop TWNOBLIMKM NPOLECCaMW AoKyMeHTooBopoTa NOHMMaeTCA aBTOMaTM3auMa
MNpouUeccoB cBA3aHHbIX © 06paboTHOW CTaHOapTHOrO ANA BCEX OPraHW3auviA nepeqHa
TUNOB AOKYMEHTOB:

* obpaboTHa BXOAALMX JOKYMEHTOB — BTOMATUYECHKOE 3aHECEHUE B CMCTEMY, C
BO3MOMHOCTBID aBETOMATHYECKOW PEFMCTPALMK M NOCNEOYIOWER PACCEUTKM;

® [OArOTOBKE W OTNPaBHa MCXOAAWMK  OOKYMEHTOB, € BO3MOMHOCTHID
aBTOMAaTHYECKON OTNPABKK NO .'-JIEHTPDHHGE no4yTe ¥ NoAy4eHe OTEETa Ha HHUX
B CTOPOHHIOK OpraHM3aumnio;

*  MpHKazbl, pacnopaMmeHnn, YHazaHuA. CrBO3HaA perucrpauma
OpraHM3IaUMOHHO-PacNoOPAAMTENBHON AOKYMEHTALMM;

e cny:ebHble 3aNMCKHK — HaTeropU3auMA CnyHebHbIX 3aNUCOK B apXMBE CHCTEMBI
no NnoApas3feneHuam;

* HOPpMaTHEHbLIE W CNPaBOYHbIE O0OKYMEHTEI;

* HOHTPOMAb MCNONHEHKWA.
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bnaropapa rubKOW apXMTEKType pelleHMA, BO3MOMHOCTM HacTpauBaTb
6M3Hec-npouecchl ANA KaXKA0ro M3 TUNOB A0KYMEHTOB, NPO3PaYHOCTb, HAAEKHOCTD
M ObicTpota paboThl, a camMOe rNaBHOE — ApYXenwbHbIH NoNb30BaTEeNbCKWUHA
MHTepdeiic AenaloT Halle pelweHUe OAHUM M3 ny4wmx B o6nactn ECM cuctem.
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