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BBEJAEHHUE

OpraHu3alMoHHO-yTpaBleHYecKasi paboTa MpakTUYECKU BO Bcex chepax yeno-
BEUYECKOM JIeSITEIbHOCTH OCHOBBIBAETCS HAa JIOKYMEHTAIlUU — CBOETO POJia KOHTPOJIb-
HO-HUCTIOTHUTEIbHOM MEXaHU3ME peau3allii yIpaBIeHUECKUX pEeIICHUM.

OpraHu3aiMoHHO-yTpaBiieHYecKast padoTa MpakTUUYEeCKu B 000 cdepe veno-
BEUYECKOM JIeSITEIbHOCTH OCHOBBIBAETCS Ha JIEJONMPOU3BOJICTBE, 3aJa4aMH KOTOPOIO
SBJISFOTCSL:

- TIOMCK U 00paboTka MHPOpMaLIUY;

- TOJIrOTOBKAa HEOOXOIUMOM JOKYMEHTAIIUH;

- Y4€T ¥ KOHTPOJIb NPUHUMAEMBIX YIPABICHUECKUX PEIICHHM.

B ycnoBusix coBpeMeHHON O(GUCHON NeATeNbHOCTH, BKJIIOYAIONIEH MpolecChl
nojrydeHust uHpopmaruu u e€ o0padoTKH, aHAJIN3a, TOATOTOBKH M HMPUHSATHS PEIICHU,
yu€Ta U KOHTPOJIA NMPUHATHIX PElICHUM, OAHON U3 BaXKHEWIINX 33a]a4 CTAaHOBUTCS pa-
[MOHAJIbHASL OpraHu3alys padoThl ciykamux. Heo0XoauMbIM yCcITOBUEM YBETHUEHUS
OINEPAaTUBHOCTU O0PaOOTKU WMH(POpPMAIMM W TOBBILIEHUS 3PPEKTUBHOCTH pabOTHI B
oduce ABISETCS BHEIPEHUE COBPEMEHHBIX KOMIIBIOTEPHBIX TEXHOJIOTUH.

[ens mpemyiaraeMoro nmpakTUKymMa — OBJAJ€HUE HEOOXOAMMBIM MHCTPYMEHTA-
pUEM KOMIIBIOTEPHBIX TEXHOJOTUN NJisi pabOThl ¢ JOKYMEHanuen. Beimonnenue na-
00paTOpHBIX padOT JAHHOTO MPAKTUKyMa MPEANoIaraeT peleHue CIeAyoIuX 3a1au:

- TIOJIyY€HHE MPEJCTaBICHUSI O COBPEMEHHBIX MOJIX0JaX K OpraHU3aluu JI0KY-
MEHTO000pOTa U JIeIONPOU3BOJICTBA;

- O3HAKOMJICHHUE C Pa3JIMYHBIMHU BUJAMHU JIOKYMEHTOB U YCIOBUSIMU MX UCTOJb-
30BaHUA;

- oOydeHre OQOpPMIIECHUIO AOKYMEHTOB B COOTBETCTBHM C YCTAHOBJIEHHBIMHU
MpaBUIIAMH;

- OCBOEHME HambOoJjiee pacHpOCTPaHEHHBIX MPOrPaMMHBIX MPOJYKTOB, HCIOJb-
3yeMBbIX JUIsl BEJCHUSI aBTOMATU3UPOBAHHOTO JJOKYMEHTO000pOTA.



JladopaTopHasi padora Nel

CO3JAHHUE U OPOPMJIEHHUE
OPTAHU3BAIIMOHHO-PACIIOPAAUTEJBHBIX TOKYMEHTOB

Henb: ycBouTh 1paBwia OGOPMJICHHS  OCHOBHBIX  OpPraHHW3alMOHHO-
pacrnopsiINTEIbHBIX JOKYMEHTOB (MpHKas3, akT, mpotokoi) B Microsoft Word.

1.1. IlonsiTus u onpenenenusi. Tpe6oBanusi kK 0popMJIEeHUIO JOKYMEHTOB

B ympaBneHueckoi AeITeNbHOCTH MPEINPUATHS UCIIOIB3YIOTCS TIIaBHBIM 00pa3oM
TEKCTOBBIE JOKYMEHTHI. Takue JOKyMEHTHI, 0(hOpMIICHHBIE TIO ONPEICIICHHBIM IMPaBH-
J1aM, OOBIYHO HA3BIBAKOT YNPAGIEHYECKUMU, & UX COBOKYITHOCTh — YIIpaBJiIeHUYeCcKou (n1e-
J0BOH) AokyMmeHTanuen. [Ipu odhopmiieHHH JOKYMEHTOB CIIeIyeT COOII0IaTh MpaBHU-
Ja, obecreynBarone UX IOPUINYECKYIO CHITY, ONEPATHBHBIN MOHUCK, a TaKKe BO3-
MOYKHOCTh 00paOOTKM C MOMOIIBIO COBPEMEHHBIX CPEACTB OPITEXHUKH (Harmpumep,
BOCIIPOM3BE/ICHUE PEKBU3UTOB Ha OJIaHKE).

JIOKyMEHTHI, KaK MpaBuiio, 0popMIIIOT Ha OnaHkax. BiaHK — 3TO cTaHIapTHBIN
aucT Oymaru ¢ BOCIIPOM3BEICHHON Ha HEM TOCTOSTHHOW MH(pOpMaIeil 1 MECTOM, OTBe-
JCHHBIM JUT TiepeMeHHol nHpopMmarmn. [[ins opopmiieHrs O0IbIIMHCTBA TOKYMEHTOB
WCIIOJIB3YIOTCS JIBa BU/Ia OJJAaHKOB: OOIIMIA 0J1aHK 1 OJIAHK /151 TIHCEM.

JIOKyMEHT COCTOUT W3 3JIEMCHTOB, HA3bIBAEMbIX PCKBH3UTAMHU (IIOCTOSHHBIMHU U
NEepeMEHHBIMH). PEKBH3UT — 3TO 3JIEMEHT OQUIMATBLHOTO TOKYMEHTa, HAnOOoJIee YacTo
UCTIONIE3YEMbIH B TIPAaKTHKE OQOPMIICHHUSI TOKYMEHTOB. B COOTBETCTBUU C JCHCTBYIO-
IIIUMU 3aKOHOAATCIIPHBIMA U HOPMATUBHBIMH aKTaMHM TSI 0(OPMIICHUS JOKYMEHTOB
HEOOXOAMMO UCTIONIB30BaTh CICAYIOINAN HA00P PEKBU3UTOB:

1) rocynapcTBeHHbIN TepO;

2) sM0ieMa TpeAnPUSITHS;

3) uzo0OpaxkeHre HArpa;

4) ko OpraHU3alK MO OOIIErOCyIapCTBEHHOMY KIACCH(PHUKATOPY Mpenpu-
stuit (OKIIO);

5) koq GopMBI JOKyMEHTa IO OOMIECrOCYIapCTBEHHOMY KiIacCU(DHKATOPY
ynpaiaeHueckor mokymentanuu (OKY [I);

6) Ha3BaHKEC MUHUCTEPCTBA MU BEIOMCTBA;

7) Ha3BAHME MPEIPUATHUS;

8) Ha3BaHKE CTPYKTYPHOTO MOIpa3cIICHuUs;

9) uHIEeKC MPESANPUATHSA CBSA3H, IOUTOBBIA U TeaerpadHbIi agpeca, HOMepa Te-
JeTaimna, TenedgoHa u cuera B OaHKe;

10) Ha3BaHKe BHA JOKYMECHTA;

11) nara;

12) unnekc;

13) cchUika HAa UHACKC U ATy BXOSIIETO JOKYMCHTA,;

14) mecTo cocTaBICHHUS WM U3IaHUS,

15) rpud orpaHuveHUs AOCTYIA K JOKYMEHTY;

16) agpecar;



17) rpud yTBepxKICHUS,

18) pesomonus;

19) 3aroyioBOK TEKCTA;

20) oTMETKa 0 KOHTPOJIE;

21) TekcrT;

22) 0TMETKa O HAJIMYUH TIPUII0KCHHUS;

23) TO/IHNCH;

24) rpud cornacoBaHus;

25) BU3HI;

26) meyarts,

27) oTMeTKa O 3aBEepKe KOIIUH,;

28) GamMuiIns UCIIOJHUTESA U HOMEp ero TeiedoHa;

29) oTMeTKa 00 MCIIOJIHEHNH JOKYMEHTA U HAIPaBJICHUHU €r0 B JACIIO;
30) oTMeTKa O MepeHOCe TaHHBIX Ha MAIIIMHHBIA HOCUTEJIb;

31) oT™MeTKa O MOCTYIUICHHH.

Cxema pacnosoKeHHsl peKBU3UTOB Ha OnaHke mpuBeAeHa Ha puc. 1.1.

O0s13aTeIbHBIMM PEKBU3UTAMU JOKYMEHTA SIBISIOTCS HA36aAHUE OP2AHU3A-
yuu—cocmasumesns 0OKymeHma, Hazeanue 0okymenma (He yKa3bIBacTCs B MHChMax),
3a20/1060K meKcma, oama, UHOEKC, MEKCm, 6u3bl, ROONUCL, OMMEMKaA 00 uc-
nonHeHuUu OOKyMeHma u HanpaejieHuu e2o 6 deno. Bece octanbHble pEeKBU3UTHI SIB-
JSOTCS TOMOTHUTEIbHBIMH.

Haszeanue opzanuzayuu—cocmagumess 00KyMeHma JOJKHO CTPOTrO COOTBETCT-
BOBaTh Ha3BaHMIO, YKA3aHHOMY B yCTaBe, [IOJOXKEHUH WU JPYroM HOPMATHUBHOM aKTe.
YKka3bIBatOTCs MOJIHOE U COKPAILEHHOE HA3BAaHUE OpraHU3alnu.

Ha3zeanue ookymenma (axt, mpukas, MpOTOKOJ, CIpPaBKa U T.J.) JOJDKHO COOT-
BETCTBOBATH COJIEPKAHUIO TOKYMEHTUPYEMOTO YIPaBIEHYECKOTO IEUCTBHS, a TAKKE
TabeIo JOKYMEHTOB, IPUMEHSIEMbIX B JaHHOW opranu3anuu. HazBanue ykasbiBaeTcs
TOJIBKO MPHU MOJATOTOBKE JOKYMEHTOB Ha 00111eM OJaHKe MPEeANPUITHS.

3azono6ok mekcma — KpaTkoe U3J0KEHUE COJIepKaHUS TOKYMEHTa, TOUHO Iie-
penatoriee cMmbIci TekcTa. OObEM 3arojioBKa, Kak IMPaBUJIO, HE MPEBBIIIACT MATH
CTPOK MAIIMHOMMCHOTO TEKCTa, JJIMHON 28 CUMBOJIOB KaX/as. 3aroJIOBKM TEKCTa Ta-
KUX JJOKYMEHTOB, KaK aKT, MHCTPYKIIMs, TPaBUiia, MPOTOKOJ, YCTaB U T.II., JOJKHBI
COUueTaThCsA B MAJEKe C HAa3BAaHUEM JOKYMEHTa, HAIpPUMEP, «IIPOTOKOJ 3aceqaHus
KOMUCCHUM», IIPUKA3 O BBEACHUU MHCTPYKUMU». 3arojOBOK MEYaTaIOT OT HYJIEBOU
MO3ULUN TAOYIATOPA.

/Jlama — ogyiH U3 PEKBU3UTOB, 00ECIIEUYNBAIOLINX IOPUINYECKYIO CHITY JTIOKYMEHTA.
Bce naThl, B TOM 4HCIie UCHIOJIb3yeMbIe B TeKcTe (IIpU TaTUPOBAHUM JTOKYMEHTA, Ha-
JIO’)KEHUU Pe30IIoIui, TpU(OB COrNIACOBAaHUS U YTBEPKIEHHUS, BU3UPOBAHUS, BHECE-
HUM OTMETOK O TOCTYIUICHUU TOKYMEHTA, O 3aBEPKE KOIMHU W T.I.), TIPUBOIATCS B
nu(poBOM BHIE. DIEMEHTHI JJaThl Pa3MEIIalOTCsl B OAHOW CTPOKE B CIeAyIOlIel 1o-
CJIeIOBaTEIbHOCTU. JAE€Hb, Mecdl, Tof. ['og o0o3HadaeTcs 4YeThIpbMS WU JBYMS
uudpamu, Mecdll U JeHb — IByMs, Hanpumep: 25.12.1995; 04.12.95 unu 04 12 95.



Tunorada CXeMa PACHOAOKEeHUHT PeKBHIHTOB JOKyMeHTOR
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HRouPuiuxarop sazexrpounolt
KONHY ZOKyMeHTa

Puc. 1.1. Cxema pacrosnoxeHusl peKBU3UTOB Ha OJIaHKe

Hnoexc 0okymenma BKJIIOYAET MOPSAIKOBBIM PETMCTPALIMOHHBIA HOMEP U yC-
JIOBHBIC 0003HAYCHUS, YKA3bIBAIOIINE MECTO COCTaBICHUS (MCIIOMHEHMS) U XpaHCHHUS
nokymeHra. [Ipu odopmieHnrn AOKyMEHT B OOJIBIIMHCTBE CIIy4aeB MOIYYAeT TOJIBKO
OIH UHJIEKC (IPOCTABJISIEMbIN HA CAMOM JOKYMEHTE MPU €r0 PETUCTPAIMHU B KYpHAJIC).

Texcm — 5T0 OCHOBHAs MH(GOpPMATHBHAsI YacTh JOKYMEHTA U BaKHEUIUNA pPEK-
BU3UT. TeKCT OJDKEH OBITh JIOTUYHBIM, YETKUM, YOEIUTEIbHbIM, apryMEHTUPOBaH-
HBIM, a apTYMEHTAalLUs U BBIBOJbI — 00 bEKTUBHBIMU.



TekcT MOXKET COCTOSITh M3 HECKOJBKMX dacTel (B OCHOBHOM W3 JBYX). B mepBoit
YacTU CJIEyeT U3JlaraTh LM W MPUYUHBI CO3/IaHUs JOKYMEHTA, MPUBOAUTH (DAKTHI,
OINMUCAHUS CUTYyalud, aMUIMK JUI U IPYTyI0 HHPOpMAIUIO, apryMEHTUPYIOIIYIO He-
00XOAMMOCTh TPUHATHS PEILICHUS] WU BBIOJHEHMS JeHCcTBUsA. BTOpas yacth Jo0pKHA
COJIepKaTh BBIBOJIBI, TIPEIJIOKEHHUS, IPOCKOBI, PEKOMEHAAIINH, PEIICHUs, PacTopsiKe-
HUSA U T.J. TEKCT TOKyMEHTa MOXET COCTOSITh M M3 OJTHOM YacTH: MpHUKa3 0e3 npeamOyIibl,
MUCbMO-TIpOCch0a 0e3 MosicHeHus U T.J1. TEeKCT opopMIIsIeTCs ¢ KpaCHOM CTPOKH.

Bu3za npocrasiisieTcs Ipu HEOOXOIUMOCTH BHYTPEHHETO COTJIaCOBAHUS JOKYMEHTA.
Buza cocTouT U3 TUYHON MOANKMCH JIMIIA, 3aBEPSIONIETO TOKYMEHT, U JaThl. B HEKOTO-
PBIX CIydyasX yKa3bIBaeTCs TaKKe JIOJLKHOCTh BU3UPYIOMIETO M paciiugpoBKa €ro
noanucu. [Ipu cormacoBaHUM BHYTPEHHUX JTOKYMEHTOB BU3bI MPOCTABISIOTCS HA TO-
CJIeIHEeW CTpaHHIe MEPBOr0 K3EMIUIApa JOKyMEHTa HIbKe pekBusuta «lloamuce».
[Tuchma U agpyrue UCXosire TOKYMEHThI BUSHPYIOTCS Ha SK3eMIUISIPE, KOTOPBIN OC-
TaeTCsl B yUPEIKICHUH.

Iloonuce sSBISETCS OJTHUM M3 OCHOBHBIX CIIOCOOOB YAOCTOBEPECHUS JOKYMEHTA.
JIOKyMEHT MOJMUCHIBACTCS PYKOBOJUTEIEM OpraHU3allid WX 3aMElIAIoIINM ero
KOMIIETEHTHBIM JIUIIOM, UMEIOIIUM IPABO MOJAMKUCH, YCTAHOBICHHOE COOTBETCTBYIO-
IITUM MPABOBBIM aKTOM.

DK3eMIUIAPBI TOKYMEHTOB, KOTOPBIC OCTAlOTCS B JeNiax npeanpustas (B TOM
YHCIIC MTPUIOKEHHUS) JOKHBI COIEPIKaTh IMOTMHHBIC TOIIUCH JODKHOCTHBIX JIMIL U
BU3bI COTJIACOBAHMUSI.

JIBe (1 OoJjiee) MOANMUCH CTABITCSA B TOM CIIy4ae, €CJIM 3a COACPKAHUE TOKYMEH-
Ta OTBETCTBEHHBI HECKOJIBKO JOJDKHOCTHBIX JUIl. [Ipu moanucaHnuu ykassiBaeTcs ja-
Ta Kaxa0i noganucu. ®uHaHCOBBIE TOKYMEHTHI, CIIyXKalllue OCHOBaHUEM JIJI ITprUeMa
Y BBIJJAYU JICHET, TOBAPHO-MATEPUATBHBIX U APYTUX IIEHHOCTEH, a TaKkKe W3MEHSIO-
I[Me KPEJIUTHBIE U pacueTHbIE 0053aTeNIbCTBA, MOAMUCHIBAIOTCS PYKOBOJIUTEIEM Op-
raHu3aluy U IJ1aBHbIM OyxrantepoM. COBMECTHBIE TOKYMEHThI HECKOJBKUX OpraHu-
3aIuil TOAMUCHIBAIOT PYKOBOJIUTEIIN STUX OpPTraHU3allui.

B coctaB pexBuzuta «llognuck» BXOIUT Ha3BaHUE JOJDKHOCTH JIMIIA, TTOIHCHI-
BAIOIIETO JOKYMEHT, €0 JIMYHasl MOJANUCh ¢ paciudpoBkoi. [loamucu HECKOIbKUX
JOJIKHOCTHBIX JIMI] HA TOKYMEHTE PacroJiaraloTcst OJiHa MoJ| IPyroil B COOTBETCTBUU
C 3aHUMAaEeMOU JOJKHOCTHIO.

Ecnm AoKyMEHT MOANMCHIBAIOT HECKOJIBKO JIMIl, 3aHUMAIOIIUX OJMHAKOBBIC
JOJIKHOCTH, UX MOJAMKUCH pa3MENIaloTcsl Ha OJJHOM ypoBHeE. PacummdpoBka noanucu B
pekBusuTax «llogmuce», «['pud yrBepknenus», «I'pud cormacoBaHus» JOJKHA CO-
CTOSITh U3 MHUITMAJIOB U (DaMUJINU JIUIIA, TOAMUCABIIETO JOKYMEHT.

CyiiecTByeT ABa crocoba paclooKeHUs PEKBU3UTOB — yrioBoi (puc. 1.2) u
po0JIbHBIH. OCOOEHHOCTh YIIIOBOTO PACIOIOKEHUS 3aKII0YaeTCsl B TOM, YTO 00s-
3aTeNbHble PEKBU3UTHI JOKYMEHTA, CIEAYIOIIKE 0 3arojIoBKa TEKCTa, pacoyiaraioT-
Csl B JICBOM BEPXHEM YTy OJlaHKa.
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Puc. 1.2. Cxema pacroioieHus! peKBU3UTOB Ha OylaHKe (YriIoBO# crioco0)

[Tpu odopmieHrH TOKYMEHTOB CJelyeT pyKOBOJCTBOBATHCS JEHCTBYIOIIMM B Ha-
crosimee Bpemsi ['OCT Pecnyonuku benapycs CTh 6.38-2004 «YHuduimpoBaHHbie
cucteMbl JokymeHTanmuu PecnyOmuku  benapyce.  Cuctema  opraHu3aliMiOHHO-
pacnopsiIuTebHON JOKyMeHTalMu. TpeOoBaHus K 0hOPMIICHUIO TOKYMEHTOB.

1.2. TpaBwia odopmieHUs] pacHoOpPSiAMTENbHBIX U HH(pOPMAUMOHHBIX
AOKYMEHTOB

ITo odhopmienuto m1060ro T0KyMEHTa, TOATOTOBICHHOTO B OpraHU3aIiy, 1 Ha-
MPaBIIsiEMOT0 BHEITHEMY aJpecaTry, MOXXHO CYyJUTh Kak MUHUMYM 00 YpOBHE 3HaHHUU
€Tr0 HMCIIOJIHUTENS B 00J1aCTH pabOThI ¢ TOKYMEHTaAMH U KaK MaKCHMYM O CaMOW Op-
TaHU3AIMH B [IEJIOM.

3aKOHOJATEIBCTBO ONPENEINIO OJHO3HAUHBIM MOAXO0J K OQOPMIICHUIO JOKY-
MEHTOB, CO37]JaBa€MBIX B OpraHax rocyJapCTBEHHOW BIACTH M YIIPABJICHUS, a TAK)KE B
rOCyJapCTBEHHBIX opranm3aiusax. CoOmoieHue HeCIOXKHBIX TpeOOBaHWN MpUAAcT
JTOKYMEHTaM HEKHW (PUPMEHHBIH CTHIIb, CBHIETEIBCTBYIONINI O TOM, YTO HEBAKHBIX
BOIIPOCOB B paboTe HET.



Wuctpykumeit mo oGopMIIeHHIO JOKYMEHTOB C HMCIOIB30BAHUEM KOMITHIOTEPHBIX
TEXHOJIOTHI B PECITyOIMKaHCKUX OpraHaX roCy/IapCTBEHHOTO YIIPABICHHUS W UHBIX TOCY-
JTapCTBEHHBIX OpPTaHU3ANMIX, TOTYMHEHHBIX MPaBUTENbCTBY PecnyOnmku bemapycs,
YTBEPXKAEHHOHN MOCTaHOBICHHEM KoMmMuTeTa Mo apXuBaM M JEIONPOU3BOACTBY MpHU
CoBere MunuctpoB Pecniyonuku benapycs ot 24.07.2003 Ne27, ycTaHOBIIEHBI Clie-
Ayrole TpeboBaHus K 0(OpMIICHHIO JOKYMEHTOB B peaakTope Microsoft Word:

- ¢opmar nucra A4 (210" 297 mm) nmu6o popmar A5 (ecnm MUCBMO COCTOUT U3
oHOro-aByX ao3ares) (148" 210 mm);

- TIOJISI CTpaHUIILl: BepxHee U HikHee — 20 mM, neBoe — 30 MM, npaBoe — 10 mm.
B Tabnmumnax gomyckaeTcs yMeHbIeHue JgeBoro moys 1o 20 MM, TipaBoro — 10 8 MM
(korja TeKCT HEe BMEIIACTCS);

- tun mpudTa — Times New Roman, pasmep — 14 nt (myHkroB). B Tadmumax
AomycKaeTcsl yMeHbleHue 10 13 it (Korja TeKCT He BMEIAeTCs);

- MEXCTPOYHBIA HHTEpBaN: s popmaTa A4 — OTyTOPHBINA;

- TiepBasi CTpoKa B a03alie TekcTa ¢ orctynom 12,5 mMu;

- BBIPAaBHMBaHUE 10 IIUPUHE M, KaK MpaBuUiIo, 0e3 mepeHoca cioB (B Tabimmax
BBIPABHMBAHHE M0 HEOOXOIUMOCTH, C IEPEHOCOM CJIOB);

- HOMEpa CTpaHUI[ B IIEHTPE BEPXHEro KOJOHTHUTYJA ¢ paccTtossHueM 10-15 mMm
OT BepXHEro Kpasi, pazmep mpudTa 14 nt (nepsas cCTpaHuila He HyMepyeTcsi).

1.2.1. Tlpukas

IIpuka3 — npaBoOBOU aKT, KOTOPBIA U3MAETCS NEHUCTBYIOLIUM HAa OCHOBE IPUH-
LAIa ¢JUHOHAYAIU PYKOBOJAUTEIEM OpraHa yIpaBiICHUs I pa3pelleHuss OCHOB-
HBIX M ONEPATUBHBIX 3a/]ay ACATCABHOCTU NpeanpusaTus. Paznndaror npukassl 1o
OCHOBHOU 0esimeNbHOCMU U IPUKA3bl RO JUYHOMY COCMAB).

[lonroTtoBka npuxaza no OCHEEHOU OesimenbHOCMU BKIIOYAET CIEAYIOLINe
CTaJINu:

— U3y4eHHe CyllecTBa BOIpoca U cOOp HEOOXOAUMBIX CBEACHUM;

- MOATOTOBKA IIPOEKTA IPUKA3a;

- COTJIACOBAaHUE MPOEKTA;

- MOJANUCAHUE NPUKA3a PYKOBOIUTEIICM.

HyMmepanus nmpruka3oB IpOU3BOAUTCA B IIpelesiax KaJICHAapHOIO roja.

TekcT mpukaza COCTOUT U3 KOHCTATUPYIOLIEH U PACHOPSAUTEIBHON 4YacTeu.
B xoncmamupyroweii 4acTU W3JIaralOTCs OCHOBAHUSA WM LEIU W3JAaHUSA IIPHUKa3a.
Pacnopsioumenvnas vacth HaunHaetcs co cioBa [IPUKA3BIBAIO, (opopmisercs
3arJaBHBIMU OyKBaMH C OTJEIBHOM CTPOKH), MOCIE HETO CTaBHUTCs aBoeTodme. [lanee
TEKCT JEIUTCS Ha IMTyHKTHI, KOTOPble HyMEPYIOTCs apaOCKUMH 1udpamMu 1 opopmIIsSIoT-
cs1 ¢ ab3aneB. Kaxaplii MyHKT CTPOUTCS O CIEAYIOIIEH pEeUeBON MOIEIIN

- KoMy (MCIIOJIHUTEIIO WIH CTPYKTYPHOMY TOAPA3IEICHUIO);

- 4TOo cjaenath (CleayeT Ha3bIBaTh MPEATNHMCHIBAEMBIC JECHCTBHUS, UCIOIb3YS
TJIaroJIbl B HEOPEIeIeHHOW (opMe);

- CPOK HUCIIOJIHEHHUS.
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B nmocnegHeMm myHKTe mpuKaza peKOMEHAYETCA YKa3blBaTh, HA KOTO BO3JIOKEH
KOHTPOJIb 32 UCIIOJHEHHEM npuka3a. CTpyKTypa mpuKas3a rnokaszasa Ha puc. 1.3.

<HamMeHOBaHMe npeanpUATHSI>

IIPUKA3

<Jlata> Ne

<MecTo U3naHuI>

<3aroJI0BOK K TEKCTy (OTBEYAET Ha BOIPOC «O YeM?»)>

<KoHcrarupyromas 4yacts>

[MTPUKA3BIBAIO:

<PacnopsaurenbHas 4acThb (4T0, KOMY C/eNaTh, B KAKOW CPOK)>
<JloJDKHOCTH> <[loamucer> <U. O. Oamuaus>
<Buspr>

Puc. 1.3. CtpykTypa npuxasa

Co3nanme npuka3a B Word ¢ nomombio maéJona

Tabnuua siBisieTCsl YHUBEpPCAJIbHBIM CPEACTBOM ISl CO3JaHUSI M PEeIaKTUPOBA-
HUsl JoKyMeHTa. OHa aBTOMATUYECKH 3aHMMAET BCIO IIMPHUHY JIUCTAa U UMEET CTPO-
ryto ¢opMmy, B TO K€ BpeMs pa3Mephl SHEEK MOTYT U3MEHSThCS, TEKCT — (OpMaTUPO-
BaTbcst. Kpome Toro, rpaHuiibl TabJIMILBI MOKHO ClejaTh HEBUIUMBIMHU, YTOOBI OHU
HE OTOOpa)kalluCh B OKOHYATEIHLHOM AokymeHTe. [loaTomy mpu co3nanuu mabiaoHa
JOKYMEHTa JUIsl COOJIIO/IEHUSI TTPaBUJI pa3MEIlIeHHs] PEKBU3UTOB TaKkKe YAOOHO IMOJIb-
30BaThCs TAOIUIIAMU.

Paccunrath pasmep Tabauisl npocto. B 3aronoBodHoON YacTH TEKCT AEIUTCH,
Kak MpaBuiIo, Ha JBa cTonbna. KoauyecTBo cTpok B TabMile paBHO YMCITY PEKBH-
3UTOB JJOKYMEHTA IO BEPTHUKAIIA, YMHOKEHHOE HA JIBA U MUHYC OJUH (YYUTHIBAIOT-
Csl IyCThIC Pa3NICIUTEIIBHBIC CTPOKU MEXKy PEKBU3HTAMH).

Hanpumep, B npuxaze HacuutbiBaeTcs 10 nineMeHTOB: HaMMEHOBaHHE Mpe-
NpUATHS, HA3BAaHUE JOKYMEHTa, laTa U HOMeEp, 3aroJIOBOK, TEKCT KOHCTATHUPYIO-
el yact, kiarodeBoe ciaoBo [IPUKA3BIBAIO, Tekct pacnopsaauTenbHON 4YacTw,
MOJAIKCH, COCTaBUTENb MpHUKa3za. B naHHOM cllydae KOJMYECTBO PEKBU3UTOB IO
BEPTHUKAJIM COCTaBISET 9, a 3HAYUT, C YUETOM MYCTHIX CTPOK MOKHO CO37aBaTh Tao-
auny B 2 cronbua no 18 crpok.
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TexHonorus padorTsl
1. Jlns co3nanus mabioHA MpHKa3a MO0 OCHOBHOM JCSITEIbHOCTH, MCIOJIB3YyeM
cienyronuii oopasen u anroput™ (ykasauus ganbl 1 Bepeun Word 2003 u Bbitie):

HaumenoBaHue NpCaApPUATHAA

ITIPUKA3

JlaTa No

3arojoBoK K TeKCTy (He Ooiee IBYX
CTPOK)

KOHCT&TI/IPYIOH_IaH HJaCTb TCKCTA (Ha OCHOBaHHHU I'ICI‘O)

ITPUKA3BIBAIO:

PacniopsiguTenbHas 4acTh TeKCTa (4TO, KOMY, B KAKHE CPOKH)

J1O0IDKHOCTD IToanuck H. O. Gamunus

Busel

- co37anTe HOBBIN 11a0JI0H HokyMeHTa: Paiin > Cozdams W B 00JacTy 3aaad
HIETKHYTh 10 cchuike Ha moem komnviomepe W Ha BKiagke Oowue BoiOpaTh Hosuwlli
O0okymenm W yCTAaHOBUTH Niepekiouarenb Cozoams Ha [llabnon W Haxath OK;

- Ipu TioMoInu MeHi Tabnuya cozpaiite B jokymeHTe Tadauiy 19° 2 (2 cronb-
1a, 19 ctpok);

- pasaenuTe stYeuKkn Tabuis (svroeums sueiky W Tabmuya W Pazoume suetiku);

- 00beIMHNTE AYCHKU TaOIUIBI (6b10eaums epynny W Tabauya W Obvedunums
AYelKu);

- 3aIOJTHUTE TaOJUIly B COOTBETCTBHH C IMPUBEICHHBIM BBIIIIC 00Pa3IOM.

2. Coxpanute TOKyMeHT B nanke [llabnons iog umenem Ilpuxaz_O/].

3. Mok3ysich MOTyYeHHBIM MA0J0HOM, CO3JIANTE TIPHUKA3 0 OCHOBHOM JIEATEIHHO-
CTH Ha OJIaHKe MpHUKa3a. OTKPOHTE OKHO BBIOOpa 1madiona nokymenta: @aiii » Cos-
oamwv W Ha moem xomnviomepe, Ha BkIaake Oowue Beioepute madnon lpuxaz O/,

- ycTaHOBUTE niepekitouaresib Cozoamo Ha /Joxymenm W Haxmute OK;

- B TIOSIBUBIIEMCSI OJJaHKE BCTaBbTE JIATy CO3JaHUsS JOKYMEHTa Ha TpeIHa3Ha-
YeHHOe ISl 1aThl MecTo. Bcmasxka W [lama u épemsa W BbIOpaTh popMat natel P>
Haxath OK,

- IOOYEPETHO BBIICIANTE Ha3BaHHS PEKBU3UTOB M 3aMCHSINTE MX KOHKPETHBIM
coJiep KaHNEeM TIPHUKa3a,;
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- TIepeT 3alOJTHEHHEM KOHCTATHUPYIOUICH YacTh 3alaliTe HyMepaluio MyHKTOB
npukasza. @opmam W Cnucox W Bkianka Hymeposaumnwiii » BbIOpaTh BUJ HyMepa-
muu » OK;

- yoepuTe ceTKy TabJuIlbl OJJHUM U3 CIoco0o0B, Hanpumep: Tabauya » Ceoti-
cmea mabauysl W MEIKHYTh Ha KHOMKE [ panuyst u 3aiuexka W Ha BKIanke I pauu-
ybl BBIOpaTh TUN Hem (HET TpaHuUIl); TUOO C MOMOIIBIO BBI30BA KOHTEKCTHOTO MEHIO
npaBoii kinasuined Ml (I panuyst u 3a1u6Ka).

4. Coxpanute mnpuka3 kak nokymeHT Word B manke Brympennue\Ochoenas
Oesimenvrocmu\Obpasyvl npukazoe, TPUCBOUB (Qailly YCIOBHOE HMs, HAIpUMep
«[1O/]» (mpuKa3 Mo OCHOBHOM JIESATEILHOCTH).

3aoanusn

1. [lonb3ysiCh CO3JaHHBIM I1a0JOHOM, OGOPMHTE MpPUKa3 MO OCHOBHOW Jes-
TENBHOCTH. PEKBU3UTHI PACIONOKUTE B COOTBETCTBUHU C IMpaBWJIAMH, BIUIINTE He-
JOCTAIOIIHE.

IIPUKA3 o 6sedenuu uncmpykyuu no 0eionpoussoocmsy. B yenix cosepuien-
cme06aHus pabomvl ¢ OOKYMEHMAMU HA NPEONPUAMUN U 0OecneyeHus ux COXpaHHo-
cmu I[IPUKA3BIBAIO:

1. Vmeepoumwv u esecmu 6 Oeticmsue UHCMPYKYUIO NO 8e0eHUI0 OeJIONPOU3BO0-
cmea 6 annapame TOO ¢ 20. 02. 2005.

2. 3aseoyrowein kanyenspueti C. T. Cokoou opeanuzoéamv UHCMPYKMUBHbBLE
3anamus ¢ compyonuxamu TOO no uzyueHuro u npuMeHeHuI0 UHCMPYKYUU.

3. Cexpemapio-pegpepenmy A. U. Heanosoii coemecmno ¢ 3a6edyroujum Konupo-
ganbHo-MHONCumenvHou cayacoou 1. O: [lempogvim obecneuums mupaxcupoearue
UHCIMPYKYUU NO 0eNIONPOU3B0OCMEY U ee nepeodavy 8 CmpyKmypHvle noopazoeieHus.
oo 20. 03. 2005.

4. Koumponv 3a 8binoIHeHueM npuxkaza 603104CUMb HA 3amecmumensi Oupex-
mopa I1. A. Ezcoposa.

Lupexmop C. T. bopucos.

2. Odbopmute npuKasz Mo OCHOBHOM JESATEILHOCTHU

O sHedpenuu cmanoapma npeonpuamus «Cucmema ynpaeieHus npeonpusimu-
em. Opeanuzayuonno-pacnopsioumensras ookymenmayus» (CTII-02-601) ¢ cmpyxk-
mypHuix noodpazoenenusx eautetl opeanuzayuu (npeonpusmus). Cpok eHeOpeHus —
osa mecsya. [lpedycmompems npogeodenue yuedowvl no paswvsacuenutro CTII 6 cmpyk-
mypHulx noOpa3zoenenusx. OmeemcmeeHHbIM 30 8bINOIHEHUEM NPUKA3a U NPOB8eOeHUs
yueObl Ha3HAYUMb 3amecmumens OUPeKmopa no 0OUWUM 80NPOCAM.

3. Cocraspre npuka3z no OAO «benapycbkanuii» 00 yTBEpKI€HUU UHCTPYKIIUH
Mo JIeJIONPOU3BOJICTBY Ha 3aBojie. B KoHCTaTUpylomel yacTH yKakKUTe, YTO B COOT-
BETCTBHH C THUIOBOW MHCTPYKIMEH 1O JACIIONPOU3BOJICTBY B MUHHUCTEPCTBAX, BEIOM-
CTBax, yTBepxAeHHOW mo pacnopsikeHuto CoBera MunuctpoB Pecny6nuku bena-
pych ot 16. 09. 2005 r. [Ipencenarenem Komurera rmo apxuBam U A€JIONPOU3BOICTBY
u CTb 6.38. — 2004, kanuenspuel 3aBojaa pa3pad0TaHbl MOPSIOK MPOXOKISHUS J10-
KyMEHTOB U CTaHAAapThl HAa OPraHU3AIMOHHO-PACTIOPSAUTEIBHYIO JTOKYMEHTAIHUIO.
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B pacnopsnuTenpHON YacTH yTBEPAUTE WHCTPYKIUIO M MOPYYHUTE 3aBEAYIONIEH KaH-
HEeJIPUeH 00eCTIeYNTh METOINIECKOE PYKOBOJCTBO OpraHU3aIe JeIOMpOU3BOICTBA
Ha MPEANPHUIATAN U YCTAHOBUTH KOHTPOJIIb 32 COOMIOCHIEM TPeOOBAHUI WHCTPYKIIHH.

4. CocTaBbTe MPOEKT IpHKa3a Mo boprucoBCKOMY 3aBOAY TJIACTMACCOBBIX H3JIe-
T 00 YCTAaHOBIICHWW €IMHOTO pPeKrMMa paboThl IEHTPaIbHBIX CKJIaa0B. B KoHcTa-
TUPYIOLIEH 9acTh OTMETHTE, YTO OTHYCK I[€XaM MaTepUaoB CO CKJIAIOB MPEANPH-
ATHS B TEUCHUE pabodero JHS HapylIaeT HOpMaldbHYIO paboTy CKIAACKOTO ammapaTa.
B pacnopsauTenbHON YacTH yKaXUT€ KOHKPETHBIE Yachl OTIYyCKa MaTEpHalioOB CO
CKJIaJIOB, HA30BUTEC KOHKPETHBIX JOKHOCTHBIX JIMII (B TUPEKIIUU U LIEXaxX), KOTOPbIE
OTBEYAIOT 3a MEPEBOJI CKIIAJ0B Ha Ooyiee parmoHaIbHBIA PeKUM padboThl. OcTaabHBIC
MYHKTHI B PACTIOPSAIUTEIIBHON YaCTH U IPYTUe PEKBU3UTHI YKAKUTE CAMOCTOSITEIHHO.

5. Hanumure npoekt npukasa no OAO «llaptaép» 00 urorax JoKyMeHTaIbHON
peBusun padotsl npeanpustus ¢ 01. 02. 97 mo 01. 09. 97, ecniu U3BECTHO, YUTO B aKTe
peBU3MU 3a(DUKCUPOBAHBI CIEAYIONINE HEIOCTATKH: HE YHMOPSAIOYEH YUYEeT JIUIHOTO
cocraBa, HeKoTophie nuHble aena TP Haxonsrcs B 3amymieHHOM COCTOSIHHH; Y 3a-
Beaytoiero ckianaom merawios JI. H. Ierposa okazamuch nauiiku jiuctoBoi (320 kr)
U HejocTava ctanbHOM JeHThl (185 Kr); momyckaeTcsi HEOOOCHOBAaHHOE CITMCAHHUE yIia-
KOBOYHOU Oymaru, TBO3/Iei M 3amacHBIX YacTeil Il peMOHTa 00OpyI0BaHU; B Me-
XaHUYECKOM IIeXe JOIMYIICH Mepepacxo Mpumnos B kKonudecTBe 60 Kr; 3aBeqyrOIINM
ckianckuM xo3siictBoM I1. U. SIkoBIEeBBIM HECBOEBPEMEHHO OTTPY)KEHA MMOCTABIIIH-
KaM BO3BpaTHas Tapa, 3a 4TO 3aBOJIOM yrutadeH mrpad cymme 1,5 mmn p. Apyrue pe-
KBU3UTHI YKOKHUTE CAMOCTOSTCIIHHO.

1.2.2. TIpoTtokon

IIpoToxkoa — MOKyMEHT, PUKCUPYIOIMIUA X0/ OOCYXKACHUS BOIPOCOB U MPUHSI-
THS PEIICHUN KOJUIETUAIbHBIM OpraHoM. [IpoTokon nMeeT yCTaHOBIEHHBIA TTOPSIIOK
oopmitenunss. dopma npoTokosa MokeT ObITh moTHOH (puc. 1.4) u KpaTKoH.
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HanmenoBanue opranusanuu

I[MTPOTOKOJI

<nmara> No

r. MuHck

3aroJIOBOK CO CTPOYHOM OYKBBI B POAUTEIHLHOM IaJIeKe
[Ipeacenarens — U. O. Gammms

Cekpetaps — 1. O. Gammmmst

[TpucyrcTBOBaNN: (haMIIIMKM, UMEHA W OTYECTBA WICHOB KOJUICTMAJIBHOTO OpraHa B ai(aBHTHOM
MOpsKe

HpHFJ’IaIHeHHBIe: (baMI/IJ'II/II/I, HNMECHA U OTYCCTBA, JO’KHOCTHU U HAa3BAHU OpFaHI/I3aIII/II\/II, KOTOPBIC OHH
MPEICTABISIOT

TloBecTKka aHS:

1. Ol
2. 06...........
1. CIIYIIAJIA:

dammus 1.0. (B poauTEIbHOM Ma/IeKe) — O H4eM?

BBICTYIINJIN:
®damuus U.O. (B MMCHUTEIHLHOM NAJIEKE) — O YeM?
I[MOCTAHOBWJIX (PELLUWJIN):
1.1.
1.2.
1.3.
2. CIIYLIAIN:
BBICTYIINJIN:

[TIOCTAHOBILIU (PELLIJIN):

21,

2.2.
[Ipencenarens <JIMYHas TOAMUCH> <U. O. Oamunus>
Cekpertapb <JINYHas MOJITHACH> <U. O. Oamunus>

Puc. 1.4. Ctpykrypa npotokoJia (mosiHast popma)
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3aoanusn

CoctaBbTe 1 0(hOPMHUTE B COOTBETCTBUU C MPaBUJIAMU CIEAYIOIINE MPOTOKOJIBI.
Jlist opopmiIeHUs] TPOTOKOJIa UCTIONB3YHTE TEXHOJIOTHUIO CO3JaHusl IabJIoHa MpUKa3a
(pazmen 1.2.1).

1. TTonHbI NPOTOKON 3aceAaHNs MHBEHTapU3allMOHHON KOMHUCCHU 3aBO/Ia ra30BOM
anmaparypbl, Ha KOTOPOM paccMaTpUBaJICsl BOIIPOC O pe3yJibTaTaX WHBEHTAPU3ALUU 110
ckiaany Ne2 BcromorarenbHbIX MaTepuanoB. Ha 3acemanuu ObUIO MPUHATO MOCTA-
HOBJICHHE 00 YTBEP>KJICHUM PE3yJbTaTOB MHBEHTAapHU3AI[MU U OTHECEHHs 3a CUET 3aBe-
JYIOIIETO CKJIAaJ0M HEJOCTayd BCIIOMOTaTeIbHBIX MaTepUasioB B cymMMme 365 MIH p.,
a TaK)Ke 3a4UTaHbl CIIMYUTENbHAS BEOMOCTD 10 CKiIany Ne2 u oObscHUTEIbHAs 3aIuc-
Ka 3aBeyIOLIEeT0 CKIaaoM. OcTaiabHbIE JAHHBIE OIPEAEINTE 110 CBOEMY YCMOTPEHUIO.

2. Tlonnsbiit mpoTokosn oliiero codopaHusi pabounx MPOU3BOJACTBEHHOI'O KOOTIE-
patuBa «3alycK» Ha KOTOpPOM OOCYXIaJlcs BONPOC O CO3JaHUU MPOU3BOJCTBA
CTpoMMaTepHaiOB JUIsl CTPOUTENBCTBA KUIbIX ToMOB. Ha coOpanuu Obla 3aciyiiana
uH(popMaIus npejacenarenas 0 BO3MOXHOCTH CO3/IaHMsI M HEPCIEKTUBAaX paboThl Ta-
koro 1exa. [locie oOcyxnenust ObUI0 MPUHATO pPEIeHUE MOPYUUTh MpeaCcCeaaTeNo U
€0 3aMECTUTEIIIO IO CTPOUTEIBCTBY B TE€UEHHUE IIECTU MECALIEB OPIaHU30BATh pabo-
Ty MO CO3JJaHUIO MMPOU3BOACTBA U BBIIETUTH ISl 3TUX Liefier 315 muH p.

1.2.3. Akt

AKT — JIOKYMCGHT, COCTABJICHHBI HECKOJIBKMMH JINIIAMH W TIOJTBEPKTAFOIIHIMA
yCTaHOBJICHHBIE (DAKTHI U COOBITHS.

TekcT akTa COCTOMT M3 JIBYX YacCTEH. BBeJaeHHUs (BBOJHOMN) M M3JIOKEHHUS (KOH-
cTatupyomeii). BBogHas yacTh TekcTa ctporo (opManuzoBaHa U (HaKTHUCCKH HE
SIBJIICTCS CILIOIIHBIM CBS3HBIM TEKCTOM. KOHCTaTHpPYyIOIIasi 4acTh MPEICTaBIsACT CO-
OOl CBSI3HBIH TEKCT, B KOTOPOM H3JIaraloTcs pe3yabTaThl pabOThl KOMHUCCHUHU. YCTa-
HOBJICHHBIE (DAKThI, COOBITHS, OOCTOSITEILCTBA MEPEUUCTISIOTCS IO CTENEHU 3HAYM-
MOCTH, TIPH 3TOM PEKOMEHIYETCS HCIIOIb30BaHUE MPOCTHIX MPEIIOKEHUN TTPEUMY-
IICCTBEHHO C MPSMBIM ITOPSIKOM CJIOB.

[Tpr HEOOXOAMMOCTH COCTABIISCTCS 3aKIFOUNTENIbHAS YaCTh TEKCTa, B KOTOPOI MO-
T'YT COJIEPIKATBCSI BBIBOJIBI, PEIIICHHS WJIH PEKOMEH/IAIIM KOMUCCHH, COCTABUBIIICH aKT.

CrpykTypa akTa npuBeieHa Ha puc. 1.5.
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HanmenoBanue npeanpusatus YTBEPXIAIO
<JI0JDKHOCTH, HAMMEHOBAHUE
OpeanpusATAsI>
<noamucek> <U. O. Gamunns>
AKT <[lara>

JarTa Ne

Mecto n3nanus

3aroJIoBOK (MHUILETCS CO CTPOYHON OYKBBI M OTBEYACT HA BOTIPOC «O YeM > JTHOO0 «4ero?»)
OcHoBaHHUE: KaKOH-T100 JOKYMEHT, HA OCHOBAaHUU KOTOPOTO COCTABIISICTCS 3TOT aKT

CocraBiieH KOMHCCHEH B COCTaBE:!
[Ipencenarens:

JomxHocTs, . O. ®amumms
UneHbl KOMUCCHH.

1. JomxuocTth, . O. ®amunus
2. lomwxuocts, 1. O. ®amumus
3. Homwkuocts, 1. O. ®amumnus

Tekcr
CocraBineH B 2-X SK3eMIUTIpax.

1 5x3. — B 00bETUHEHHBIN apXUB Y IPaBICHUS.
29K3. —B geno Ne 01-11.

[Ipencenarens koMuccuu <JIMYHAs OAMUCH> N. O. Gamunus
YieHbl KOMUCCHU. <JIMYHas NoAIHNCH> H. O. Gamunus
<JIMYHas NoAINCH> H. O. Gamunus
<JIMYHas MOAIHUCH> H. O. Gamunus

Puc. 1.5. CtpykTypa akrta

3aoanue

Hcnonp3ys TeXHOMOTHIO CO3AaHMsl MadlioHa MpuKaza, oPOpMUTE MPEATOKEH-
HBIC PEKBU3UTHI aKTa B COOTBETCTBUU C IIPABHIIAMH.

1. OA0 «Cmapm» AKT 30.09.04 Nel5 o nepedaue Oen uncnexmopom no Kao-
pam. Ocnosanue. npuxaz oupexmopa om 25.09.04 No334.

Cocmasnen komuccueii. Ilpeoceoamensv — zam.oupekmopa OAO T. M. Kumuyk.
Ynenor komuccuu. 1. Boigwuii uncnekmop no xaopam U. U. Kyzemun. 2. Broev nasna-
yennwlll uncnexmop no xaopam J1. K. [uckynosa. U. U. Kyzomun coan, a JI. K. Iucky-
HO8a NPUHANA 0elld NO OONHCHOCIU UHCNEKMOpa No Kaopam.

Ilpu coaue oen ycmamnoeneno: 1. Bce nuunvie oena pabomuuxos OAO naxoosmces 6
nopsioke. 2. /lena 3a 2000 2. nepedanwt 6 apxus, dokymenmot 3a 1995-1998 22. naxo-
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OAMCsL 8 NANKAX-pecucmpamopax, iudHvle 0eld 8 NAnKax-cKopoCulueamensx; Ho-
Mmenkaamypa oen omcymemayem. Ilpunusamot: 28 nuunwix oen pabomarowux compyo-
Hukog (cnucok npunazaemcs); 2 kapmomexu; 15 oen 3a 1996-2000 z2.; onuce den 3a
1996-2000 ez., nepedannvix 6 apxus, neuams ¢ ommuckom «OAO «Cmapm>» omoen
kaopoe». [Ipunooscenue: na 2 1. B 1 k3.

Cocmasnen 6 2-x 3k3. 1-1i 3k3. — 6 0eno; 2-il 9K3. — UHCNEKMOPY N0 KAOPAM.

2. Komuccus 6 cocmase npeoceoamens 0. U. Kanpanoea u unenos komuccuu:
I1. B. Jlumsunosa, U. E. [lomanosou, A. M. IInomnukosa cocmasuiu akm npuema-
nepeoauu npunmepa HPLaserJet 4L uns. Ned15 uz omoena pexnamor 6 omoen OV .

CamMocTosTeNIbHO COCTaBbTE M O(opMUTE TpU( YTBEPKIEHUSA TOJKHOCTHBIM
JIUIIOM U TIOATIUCH.

JlabopaTopHasi padoTa Ne2

CO3JAHHUE ABJIOHA BJIAHKA ITPEAIIPUATHUA. CIIOCOBBI
OPOPMJIEHUA JEJIOBBIX IMCEM

Iean: oBnaneTs HaBbIKAMU O(OPMIIEHHS J1€JI0BOrO MUChMA, CO3AaHUs 11a0IoHa
11t OJTaHKa MPEIPUSITHS.

2.1. Co3nanue maodJioHa npeanpusiTusi

OdunmanbHble MUChMa MUITYTCS Ha CUCHHAIBHBIX OJaHKaX, COOTBETCTBYIOIIUX
crangapry. OdopmieHne OIaHKa ¢ y4€TOM MPUHIIUIIOB TEXHUYECKOW ICTETHKHU TO-
JIOKUTEIBHO BIUSAET HA BOCIIPUATHE COACPKAHMSI TOKyMEHTA.

PaznuuaroT 1Ba crmocoda pacroyiokeHus: peKBU3UTOB: yriioBoi (puc. 2.1) u mpo-
noabHbIA (puc. 2.2).

Co3nanue madiaoHa 6Jaanka npexnpusitus (pupmsi)

1. Coznaiite HOBBIM 1IA0JIOH JOKYMEHTa JJ1sl OJ1aHKa (PUPMBI:

— BeIOepuTe B MeHI0 KoMauny @aiin » Cozoame;

— B obnactu 3aga4 [[labioHbl METKHUTE TI0 CChUTKE Ha mMoem komnbvromepe;,

— B OTKPBIBIIEMCsI OKHE Ha BKJIajke Oowue BoidOepute Hogwiti dokymenm, ycTa-
HOBUTE MEpeKIoyuaTesb B nojoxenue [llabron n naxmure OK;

2. 3apaiite popMar cTpaHuIlbl O1aHKa:

— BBIOEpUTE B MeHIO KoMaHy Dailn W [lapamempuvl cmpanuyul,

—Ha BKnajake [/ona ycTaHOBUTE NOJIs B cOOTBETCTBUM ¢ HOpMamu ['OCTa;

— IETKHUTE Ha KHOTKE /10 yMonuanuro Al UCTIONBH30BAHMS YCTAHOBOK BO BCEX
JTOKYMEHTaX, UCTIONB3YIOMINX ATOT I1a0JI0H;

— MOATBEPAUTE U3MEHEHHE TTapaMeTPOB, IICIKHYB Ha KHOTKE /[a;

— Ha BKIaake Pasmep oymaeu yctanoBute popMat A4 u opueHTauo Kuuocnas,

— IIEJKHUTE Ha KHOTKe /1o ymonuanuio, 3ateM Haxmure OK;

— YCTaHOBHUTE OTOOpaKEHHE YCTAHOBIECHHBIX TPAaHUI] JOKyMeHTa Ha mucte. Cep-
suc W Ilapamempur » Bxiagka Buo P otMeTuth diaxkoM I panuysl mexkcma.
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<Dmbnema> <Anpecatr>
<HaunmeHnoBaHue npeanpusITHsI>
<[lonHbI1 OpUANYECKUH aapec>

Hara Ne
Ha Ne oT

<3arojoBOK>
<O0parenune>

<Tekct>

C yBaxxenuem,
<JloJDKHOCTH> <[lToamuce> <U. O. ®amumnus>

<HUcnomaHureiap>

Puc. 2.1. CtpykTypa nucbMa ¢ yrioBbIM PACIIOIOKEHUEM PEKBU3UTOB

<DMmbOnema>
<HaunmeHnoBaHme npeanpusTis>
<[lonHbI1 FOPpUANYECKUH aapec>

Hara Ne <Anpecar>
Ha Ne OT

<3arojaoBOK>
<O0patenune>

<Tekct>

C yBaxxeHueM,
<JloJBKHOCTH> <[lToamuce> <U. O. ®amumnus>

<HcnomaHureiap>

Puc. 2.2. CtpykTypa nucbMa ¢ mpoJI0JIbHBIM PacloIOKEHHUEM PEKBU3UTOB
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3. JoGaBbTe B O1aHK SMOJIEMYy:

— OMpENENIUTe BEPXHUM KOJOHTUTYI: Buo W Konowmumynvr W Bepxuuii xo-
JIOHMUmMyJ,

— BCTaBbTE M3 TJIOCCApHs PACIIMPCHHBIH BapHaHT dMOieMbl. Bcmaska W As-
momexcm W Aemomexcm W BBIOpaTh U3 CIIUCKA dmbiema_pacut;

— BBIJICJINTE BCTaBJICHHYIO 3MOJIEMy W YCTaHOBUTE BBIPABHMBAHHUE IO IICHTPY:
Dopmam W Obvexm, Ha BKIaake [lonodceHue yCTAHOBUTh TOPU30HTAIBHOE BBIPAB-
HuBaunue /1o yenmpy;

— 3aKpOMTE MaHEeJIb HACTPOWKHU KOJIOHTUTYJIOB.

4. TIpomobHBIA PEKBU3UT HCIIONB3YETCS B Pa3HBIX JOKYMEHTAaX, IO3TOMY €Tro
CJIeTyeT IOMECTUTH B TJIOCCAPUIA:

— Haneyataiite Texct: 198333, Cankr-IleTepOypr, Jlennnckuii np., 117 xop. 3.
Ten. 142-35-45, ¢pakc (812)142-35-35;

— BBIJICJIUTE TEKCT M TOo0epuTe MPUQT, pa3Mep U HaYSPTAHHUE TIPHA TTOMOIITH K-
PaHHBIX HACTPOEK WM B OKHE HacTpouku mpudta: @opmam W Illpugdm W BKianka
HIpugm (nanpumep, mpudT Book Antiqua; pasmep 11);

— MIOMECTHUTE PEKBU3HUTHI PEANPUSATHUS B TIIoccapuii: Bemaska W Aemomexcm W
Cozoams W [IpodonvHbiii_adpec.

5. PexBusutel npemnpusatus (agpec, Homep TenedoHa, HOMep (akca) MOryT
OBITHL IOMEIIEHEI B HIKHEN oOnacTh OjlaHka. Y I0OHO HMCIIOJIL30BATh JJIS DTOrO HIXK-
HUM KOJNOHTUTYI. [[o06aBbTe B OJJaHK PEKBU3UTHI:

— OMpENENIUTe HIWKHUN KOJTOHTUTYI. Buo W Konomnmumynvr W HuowcHuti Ko-
JIOHMUmMyJI,

— BCTaBbTE aBTOTEKCT W3 TJIOCCAPHUs B HWKHUI KOJMOHTUTYIN: Bcmaska W Asmo-
mexcm W Aemomexcm W eviopams [IpodonbHulli_adpec;,

— BBIJICITUTE TEKCT KOJIOHTUTYJIA U BEIPOBHsIHTE ero [1o yenmpy;

— 3aKpOMTE MaHeIb HACTPOUKH.

6. Coxpanute 1mada0H OJIaHKa!

— BbIOEpUTE KOMaHy coxXpaHeHus ¢aina: Paiin » Coxpanums Kax; JOKyMEHT
IIPY OTKPBITHH OBLT 3asBJIEH KaK I1a0JI0OH, TO3TOMY MOSBIISICTCS JHAIOTOBOE OKHO C
MpeIOKEHUEM 3aMKcath OJaHK B nanky [llabnonut,

— BBeauTe UMs (aiina brawk;

— meIKHUTE Ha KHoTKe CoxpaHums,

— y3HaliTe MECTOHAXOXICHHE TalKK C a0JI0HaMH Toyb3oBarens: komanaa Cep-
suc W Llapamempuol, Bknanka Pacnonooicenue, yTh K nanike [/labnonst nonv3osamers.

3aoanue. Haneuaraiite Ha OnaHKe MPENNPHUITHS MO3IPABICHUE COTPYIHHKAM
10 TMIOBOAY MATHIICTHEH TOJOBIIHHBI.

2.2. Co3aanue 0JIaHKA QJIS MUCEM

Pacnonoxenue pexBusutoB nucbMa pernamentupyercs 'OCT Pecnyonuku be-
napyck CTh 6.38-2004. Co3paiiTe O1aHK NUCHMa C HPOOOJIbHBIM PACIIOIOKEHUEM
peKBU3UTOB. /{151 coOmrofeHus npaBuil pa3MelleHHs] PEKBU3UTOB Ha OyiaHke Oyaem
UCIIOJIb30BaTh TaOJIUILy BO BCIO IIUPUHY JIMCTA.
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TexHonorus padorsl:

— CO3/1aliTe HOBBIM JOKYMEHT Ha OCHOBE I11abJioHa AiaHK;

— IBaXKJIB HAOXKMUTE KJIaBUITY ENter, 4To0kl cienaTh OTCTYI OT MIANKK OJIaHKa;

— co3JaiTe B JOKyMeHTe TaOauily mo oopasmy (2 cronbua, 14 cTpok, cooTBeT-
CTBYIOIIIE PeKBU3UTHI). [IepBbIii cTONOCI JOKEH OBITH JIIMHOM 9 CM.

HanmeHoBaHue npeAnpusTUs U €r0 PEKBU3UTHI
Anpecar

JlaTa No
Ha No OT
3aroja0BoOK
Tekct
JOJDKHOCTB Iloamnuce ‘ N. O. Qamunus
Hcnonuurenb

CosnaﬁTe 11a010H OJIaHKa IMUChbMa C Yeito6bim PACIIOJIOKCHUCM PCKBU3UTOB 110

cienyronemMy oopasiy:

HaumenoBanue MNpCANPHUATHA 1 €TO PEC-
KBU3UTHI

Anpecar

JlaTa No

Ha Ne oT

3aroJjIoBOK

Texkct

JIOJKHOCTD

Iloanuce ‘ . O. Qamunus

Hctionuurenn

Ucnonwsyiite Tabnuily B 2 ctonbia u 14 crpok. Ilepssiit cronber octaeTcs pas-
MepoM 9 cM. JIBe BepXHHE JIEBBIC STYCHKH HEOOXOAUMO OYICT 3alOHITh PEKBU3UTAMH
npeanpustis (OHH TOCTOSHHBIE BO BCEX MUChbMaX KaK PEKBU3HUTHI MPEINPHUSITHSI-
OTIIPaBHUTENA). PEKBU3HUTHI LICHTPUPYIOTCSA BHYTPH STUCHKH.
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Oba JoKyMeHTa COXpaHWTh B manke [lla6nonst Kak MIa0JOH C HMEHEM
bnanx_nucoma_yen (npoo).

3aoanun 0nsa camocmoamenbHou padomul

1. CocraBbTe MUCHMO-OTBET TUNOTpaduu U3aaTenbcTBa «Hayka» ToBapUIlecTBY
«Tpoiika» 0 BO3MOXKHOCTH BBIIIOJIHUTH 3aKa3 Ha MU3rOTOBJIEHHE OJAHKOB ydyeTa U
OTYETHOCTH.

2. CoctaBbTe MUCHMO-TIPOCKOY MUHCKOM nTHIIEPAOPUKU B 00JIACTHYIO aIMUHU-
CTpALMIO O BBIJIETIEHUU CPeACTB U3 Oromkera B cymme 150 MutH p. sl HavaJla peaiu-
3alMM MOJIOJTHSKA NTHUIIbI HACETIEHHUIO.

3. CocraBbTe HH(POPMALIMOHHOE MUCHMO O MPOAAXKE YACTHBIM U TOCYAAPCTBEH-
HBIM TPEANPUITHIM MEPCOHANBHBIX KOMIBIOTEPOB IO JIOTOBOPHOM CTOMMOCTH U O
BO3MOXHOCTH NMPUHUMATD 3aKa3bl HA COCTABJICHHUE MPOTPAMM.

4. CoctaBbTe MHUCHMO-OTKA3 MPOU3BOJICTBEHHOI'O YIPAaBICHUS HACCAXKUPCKUX
nepeBo3ok ButeOckoMmy NMpoM3BOACTBEHHOMY KoomepaTuBy «BekTop» mo Borpocy
oOecreueHus 3amacHbIMUA YacTsIMU MapKa aBTOO0YCOB. YKaKUTE MPUUYUHY OTKA3a.

5. CoctaBbTe MUCHMO-TIPUTIIAIIEHUE OPTaHU3aALMOHHOTO KOMHUTETa «IKCIOLEHTP»
C TMpPEeIOKEHUEM TIOCETUTh MEXIYHAPOAHYIO CIHELMATU3UPOBAHHYIO BBICTaBKY
«IDKOHOMUS MaTEpUANBHBIX U TOIIMBHO-IHEPTETUUECKUX PECYPCOB B CTPOUTEIb-
CTBE U MPOMBIIIIEHHOCTH» B MaBUJIbOHE BBICTABOYHOI'O0 KoMIUiekca Ha KpacHoi
[Tpecue (r. Mocksa).

6. CocTtaBbTe COBMECTHOE NMUCHMO-OTBET OONACTHOIO YIPABJICHMS 3PaBOOXpa-
HEHUs U ynpaBieHUs (PUHAHCOB M HAJIOTOBOM MOJUTUKHU Ha oOpalleHHe aJMUHHUCT-
paiuu bparuHckoro paiioHa o BbII€ICHUN NONOJHUTEIBHBIX aCCUTHOBAaHUMN 13 00J1a-
CTHOTO OOJI’KETa Ha OKa3aHWE MEAMIIMHCKOM MOMOIIIM KUTESM paioHa.

7. CocrtaBbTe nucbMo-ipochk0y O1O «MuauBuayym» B ['ocymapcTBeHHbIN KO-
MUTET 110 BHEITHEAKOHOMUUYECKHUM CBS35IM O BBIJIEJICHUU KBOThI Ha IKCIOPT KPYTJIOTO
neca B konuuectBe 10 ThIC. Ky0. M.
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JladopaTopHasi pabora Ne3

O®OPMJIEHHUE PE3IOME IIPU ITIOMOIIIN MACTEPA PE3IOME.
CO3JAHHME BU3UTKU

Ienn: 3akpenuTh HaBbIKKU paboThl B cpeae Word mist co3manust pe3toMe U BH-
3UTKH.

3.1. Odopmienne pe3rome

[Ipu moucke BakaHCHUIl MCIONB3YIOT pesziome (aBToOMOrpaduyuecKyro CIpaBKy ¢
yKa3aHHeM MpodeCCHOHANBHBIX JOCTHKEHHUI). [Ipoliie Bcero CocTaBuTh pe3toMe pu
oMot Macmepa pesrome B Microsoft Word.

PabGota ¢ MactepoM COCTOMT M3 JBYX 3TaloOB: CHayana BHIOMPAIOTCS MYHKTHI,
KOTOpbIe OyAyT BKJIIOUEHBI B (OpMYy pe3loMe. 3aTeM roToBas (opma 3aroiaHsIeTCs
KOHKPETHOM HH(pOopMaluei.

TexHonorus padéorTsl

1. BeiGepure B MeHt0 koMaHay Daiin B Cozdamw, B paznene [llabronsr obnactu
3a1a4 BEIOEPUTE TUIIEPCCHUIKY Ha Moem Komnbiomepe, B OTKPHIBIIEMCS] OKHE TIepeHanTe
Ha BKJIAJKY /[pyeue 0okymenmol, BeiOepuTe IyHKT Macmep pestome n Haxxmute OK.

2. Crnenmyst coBeTaM MacTepa, 3aloJIHSIUTe mpeniaraeMbie GOpMBbI, 3aBepIasi
Ka)KJIbII AT MIETYKOM Ha KHOTIKE /{anee, TOKA OHA HE CTAaHET HEAaKTUBHOW U HE CMe-
HUTCSI KHOTIKOU 1 0moeso:

BBIOCPHUTE CTUIIb U TUI PE3IOME;

BBEJIUTE HUCXOHBIC TaHHBIE O cele;

YKaXXHTE, KaKue JTOTOHUTEIHLHBIC CBEICHUS O ce0e HA/I0 BKIIIOYHTH B PE3IOME;
BBIOCPHUTE M3 CTAaHAAPTHBIX ITYHKTOB pe3fOMe T€, KOTOPhIE BaM Ka)XXyTCs Hau-
0osiee BaKHBIMH TP YCTPOMCTBE HA paboTy;

- BBEAUTE COOCTBEHHBIC IMMYHKTHI PE3IOME B JIOTIOTHEHUE K MTPEITIOKEHHBIM;

3. CoxpannTte NOKYMEHT B nanke Mou 0okymeHmul.

3.2. Co3manue BUBUTKH

Texnonorus padéorsl

1. HameuaTtaiiTe TEKCT BUBHTKH.

2. BctaBbTe nepen HomepoM TeliepoHa COOTBETCTBYIOLIUI 3HAYOK: Bcmaska W
Cumeon W mpudt Wingdings » BeiOpath 3nadok P Becmasums W 3axpoime.

3. OdopmuTe TeKcT, BEIOpaB LIpUPT, HAUEPTAHUE U pPa3MED.

4. BeigenuTe TeKCT BU3UTKH.

5. Beibepure xomanny mento Cepsuc W Ilucoma u paccoiiku W Konsepmor u
HAaKIeUuKu.

6. Illenkuure Ha KHOMKe [lapamempsi, BoiOepuTe copt Avery (A4 u AS) u tun
BU3UTKU L7413 Buzumnas kapmouxa. 3atem Haxxmute OK.
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7. lenkaute Ha kHOMIKEe Co30amp.
8. CoxpaHuTe JOKyMEHT B nanke Opeanuzayuonnvie \Busumrka_@amunusi.

3aoanun 0na camocmoamenbHou padomul
1. C nomouplo MacTepa pe3loMe COCTaBbTE€ TPU PE3IOME B Pa3HbIX CTUIIAX:

CTaHAapPTHOM, COBPCMCHHOM U U3BICKAHHOM.
2. CocTaBbTe TP BH3UTKH. BU3HUTKY IIapUKMaxepa, BU3HUTKY MCIHMIIMHCKOIO

cnienuanucTa (yka3aTh BUJbI YCIIYT); Bally COOCTBEHHYIO BU3HTKY.



JladopaTopHasi pabora Ned

PABOTA B IPOTPAMMHOM CPEJE MICROSOFT OUTLOOK
Iean: nprobpecTy HaBBIKK paboTHI B mporpaMMHoii cpeae Microsoft Outlook.

4.1. KpaTkue TeopeTu4yecKkne cBeJleHHUs

[Tporpammuas cpeaa Microsoft Outlook mpuiiia Ha cMeHy pa3HOOOpa3HBIM BHIAM
OyMa)kKHBIX HOCHTEJIEH, KOTOpbhIE HCIIOIB30BAIA PYKOBOIUTEIN M CEKPETapH s
OpraHu3alliK CBOCH paboThI. Tak, s XpaHeHUs CBEACHHI O Pa3IMYHBIX JIOIIX M Opra-
HM3AIMAX HCIOIB30BAINCH TeIe()OHHBIE KHIDKKH, IS IUIAHHPOBAHUS €XKEIHEBHBIX
BCTpEY M €] — €XKEHEICIbHUKH, I BPEMEHHBIX 3aliceil — OJIOKHOTHI [T 3aMETOK.
Ha OyMakHBIX HOCHUTEISAX COCTABISUIMCH TaKXKe IUIaHBl PabOThI Ha HEHCIIO, HA Me-
CSIII, HA TOJX U T. II.

CeroHs I OpraHu3alMy JOKYMEHTOB U OTHPABKH IOYTHI, IUIAHUPOBAHUS 3a-
1ad, BCTped, COOBITHI M COOpaHMii, BEJCHHS CIIMCKAa KOHTAKTOB, a TAK/KE ydeTa BCeX
BBINIOJIHEHHBIX PaboT ucnonb3yercs nporpamma Microsoft Outlook.

Nudopmanus B cpene Outlook oprannzoBana B BHE ITallOK, aHAJOTHYHBIX 10
HA3HAYEHHUIO CBOMM «OYMa)KHBIM IIPEANICCTBEHHUKAM», Y JOOHBIE CIOCOOBI Ipej-
CTaBJICHHS M IOMCKa MH()OPMAIIUH, a TAK)KE CPEACTBA HAIOMUHAHMS, TPEaaaracMbie
cpenoii Outlook, momoryT 3¢ (hekTHBHO OPraHu30BaTh PaboOTy PYKOBOIUTEIS, CEKPE-
Taps U APYTHX COTPYIHUKOB.

Paccmotpute okHO mporpammuoii cpeabl Microsoft Office Outlook 2003 (puc. 4.1).
B J1eBoii YyacTH OKHA HAXOAHUTCS 007ACMb Nepex0dos, TAE PACIOI0KEeHbI OCHOBHBIC
rpymmbl 00bekToB cpeabl Outlook — Outlook, ITouma n npyrue rpynmns! nanok. Camu
00BEKTHI TPEICTABIIAIOT OO0 ManKu ¢ HH(pOpMaIUel OnpeneieHHOro Buaa. Pabouee
10jI€ OKHA IPOrpaMMbl 3aHUMAET HH(OPMAIKS OTKPBHITOM B JAaHHBI MOMEHT IIalKH.
OcCHOBHBIMH 00BEKTaMH MH(pOPMALIIH, C KOTOpEIMH padoTaeT cpexa Outlook, sieistrorest
nanku Koumakmut, Kanenoapwv, 3a0auu, 3amemxu, /[HegHux.

[Manka Konmaxmul SBIAETCS XPAHUIUIIEM CBEICHHH U JaHHBIX O JIOASAX, C KO-
TOPBIMU BBl HOIAEPKUBAETE AEIOBBIC U JUYHBIE OTHOIICHUS (COTPYAHHMKAX Ballci
opraHusanuu, paboTHHKaxX Apyrux ¢Gupm u ap.). B manke Kowmaxmul MOTyT Xpa-
HUTBCS CJIEIYIOMINE CBEIACHHS O KOHTAKTHOM JIMIE. aapec DIEKTPOHHOMN IMOYTHI,
IOYTOBBIN aIpec, HECKOJIBKO HOMEPOB Telle()OHOB M HEKOTOPBIE APYTHUe CBEIACHHMS,
HATpUMED, ICHb POKICHMS WM FOJOBIIMHA KaKOro-aubo cobeitus. Ha ocHOBe mam-
ku Koumarxmuol popmupyetcst Aopecrnas knuea i IEPECHUIKU dJCKTPOHHOM MOYTHI.

JIst omvMcaHus CBEACHMI O 3a[aue M OpraHU3alMy PEIICHUs 3a1a4 HCIIOIb3yeT-
cs1 mamnka 3aoauu.
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Puc. 4.1. Oxno nporpammel Microsoft Office Outlook 2003

Tenedonubie 3BOHKH, a TakKe BCA padOTa MO CO3JAaHUI0 U 00pabOTKe pa3iud-
HBIX JIOKYMEHTOB Ha KOMIIbIOTepe (PUKCUPYIOTCS B TManNKe /[HesHUK.
['pynna nanok, BKiItOYaromias nanku Bxooawue, Ucxooawue, Yeprosuxu n Om-
npasiexHvle, TIpeHAa3HAYCHA JJIsl OpraHU3alid OOMEHa JJIEKTPOHHOW IMOYTON C
naptHepamMu 1mo padore. OCHOBHBIMU WH(POPMAIMOHHBIMU 3JIEMEHTAMHU 3THUX IAIoK
SABISIIOTCS coobwerus. CoobuieHue — NOKYMEHT, OTIPABICHHBIA WU TOJYYEHHBIN
o 3JIeKTpoHHOU noyTe. [lanka Bxooswue npeaHazHaueHa JJisl IpueMa COOOIIECHUIA.
[Nanku Hcxooawue n YepHosuku cimyxaT JJjisl TOATOTOBKH COOOIIEHUNM K OTIPaBKeE.
[Tannka Omnpasnennvle MpeHa3HAUYCHA JJISI COXPAHEHUS OTIPABICHHBIX COOOIICHUIA.
OCHOBHBIE JEHCTBUSA, KOTOPHIE MOHO BBINIOJHATH HaJ 3JIEMEHTAMHU B CpPEe

Outlook:
- CO3/aTh,

YCTAaHOBUTH U U3MEHUTH MapaMeTpHI,
BBIJICIIUTh, CKOIIMPOBAThH, BCTABUTH KOIUIO, yIaJIUTh;
ITOMETUTh KaK BBITIOJIHCHHBINH;
nepeciiath Jpyromy JHILy;

MIPUKPENIUTH JOKYMEHT;
CBA3aTh C KOHTAKTOM.

HpeIlCTaBJICHHaSI CUCTCMa IIAIllOK ITIO3BOJIACT ACJIIOBOMY YCIOBCKY OPraHHU30-

BaTh IINTAHUPOBAHHUEC CBOCTO pa6oqero BPCMCHHU M OTCJIC)KUBATH BPCMCHHBIC 3aTPAThI
Ha BBIITOJIHCHHUC pa6OTBI.
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3aoanue 1. Opzanuzayus padomot cekpemapsa 6 npozpamme Outlook

JlesiTenbHOCTh CeKpeTapsi BechMa pa3HOO0Opa3Ha: MOATrOTOBKA JOKYMEHTOB, Te-
nedoHHbIE 3BOHKH, OpraHu3alvs NpueMa MOCeTUTENeH U MHOroe Apyroe. JTa aes-
TEJIBHOCTb, CBSI3aHHAS C PEHICHHEM TEKYIIMX BOIPOCOB, HE3aMETHA HETOCBAIIEHHO-
My denoBeKy. OJJHaKO OT TOro, HACKOJIbKO YCIIEITHO U ONEPaTUBHO OHA OCYIIECTBIIS-
eTcsl, 3aBUCHUT 3(DPEKTUBHOCTH PAOOTHI MPETPUITHS.

[To3nakombTech ¢ uHTEpdeiicom mporpammbl Outlook. Hactpoiite mHTepdeiic
TaK, 4ToObl B JajpHEleM BaM ObUIO YI00HO pabotarh ¢ nporpammoii. [lozHakomb-
Tech ¢ uHpopmanueit crpanuiibl Outlook cecoows.

TexHonorus padéorsl

1. 3amyctute nporpammy OULIOOK mmienukoM Ha sIpibIKE Ha MaHEH OBICTPOro 3a-
MycKa WK UCTonb3ys MeHio [yck: Ilyck B Bce npocpammet » Microsoft Office 2003 »
Microsoft Office Outlook 2003.

2. Paccmotpute okHO miporpammel (cM. puc. 4.1). Haiinute rpymmsl pabodnx ma-
MOK HA PUCYHKE U B OKHE MPOTrpaMMBbI Ha BalleM KoMmIibiorepe. OTinryatoTCs JId OHU'?

3. Tlopsimok pacnoyioKeHHUs! APIABIKOB B OOJACTH MEPEXOJ0B MOKHO U3MEHHTD.
PacrionoxuTe sSpJbIKK Tak, Kak Moka3aHo Ha puc. 4.1:

- MICJIKHUTE MPAaBON KHOMKOW MBI HA TIOOOM SPJIbIKE;

- B KOHTEKCTHOM MEHIO BbIOepuTe KoMaHay Ilapamempul oboracmu nepexooos;

- PACHOJIOXKHUTE APJBIKK B HY)KHOM TIOPSJIKE C MOMOIIbIO KHOMIOK Bgepx u BHu3.

4. lenxkuute Ha sApiabike [louma. B 3ToM TpyIlimie pacnoyioxKeHbI Manku Bxoos-
wue, Ucxooawue, Yepnosuxu, Omnpasientule.

5. lllenkuure Ha rpynne Jluunvle nanku. B pabouelr 061acTu OTKPOETCS CTpa-
uuia Outlook cecoomns. Tlpu 3arpy3ke MporpaMmMbl OHA OTKPBIBACTCS aBTOMATHYECKH
(ecyu 3TO He TaK, MIETKHUTE Ha cchiike Hacmpotixa «Outlook cecoons» n yctanoBute
bnaxok Ilpu 3anycke omxpoieame okrno «OUtlOOK cecoons»).

6. Kpome Toro, cocraB MmyHKTOB 00JIaCTH MEPEXOJA0B MOKHO U3MEHUTb, HE BBI-
3bIBas JIOMOJHUTEIHHOE OKHO HACTPOUKHU:

- ILEJKHHUTE MBIIIBIO HAa KHOTIKEe Hacmpoiika KHonok BHA3Y 00J1aCTH NMEPEXO/I0B;

- BbIOEpUTE B OTKPHIBILIEMCSI MEHIO KOMaHy /[obasume unu yoaiumes KHONKY U
HIEJIKHUTE B OJMEHIO Ha SIPIBIKE, KOTOPBII HEOOXOJUMO CKPBITh WU OTOOPA3UTh.

-~ Moura MoyTa
™ FaneHiape
-.11 KaneHaapb I

4 [oKasaTe A0N0AHKMTENEHEIE KHOMKK FOHTaKTE

8= KonTakTh! ¥ CEPEITE AOMOAHHTENEHEIE KHOMKH Saaaqn

;ﬂ Famaum NapaMeTpel 00NACcTH NEpEX0A0E. 3ameTEH

= A0BAEHTE MK ¥ AaNHTE KHOMEKH ] COMcok nanok
w| Ca (8] Sl FE
B | ApneikH
| Sl Anestme

Puc. 4.2. MeH10 HacTpoeK KHONKU 00JIaCTH MEPEX0/10B
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7. B manke Apnviku MOKHO COXPAHHUTh CCHUIKM Ha MKW, KOTOPHIE YacTO WC-
MOJIB3YIOTCS B paboTe. M3Ha4albHO B ATOM TPYIIE HAXOAUTCS TOIBKO SIPIBIK K CTpa-
uuie Outlook cecoons.

Jlnist noGaBieHusl B Tpyny Ap/ibiku HOBOTO SPIBIKA:

- IIETKHUTE MBIIIbIO Ha KHOTIKE Ap/ibiKu;

- WIEJIKHUTE HA TUTIEPCChUIKE [Jobasumb apibiK;,

- B OTKPBIBIIEMCS OKHE BBIOCPHUTE TANKYy, CCHUIKY Ha KOTOPYIO BBl XOTUTE J100a-
BUTH B TPYMIY ApiviKu;

- 4yTOOBI CO3JaTh B MAmKe Apabiku TPYHIy SAPIbIKOB (HapuMep Ui HAMoK C
JMYHOW TIOYTOM) BBIOGPHUTE THIIEPCCHUIKY /[obasumb HOGYIO epynny W 3aMEHUTE Ha-
3BaHue Hosas epynna Ha HyKXHOE, HanlpuMmep Jluunasa nepenucka.

8. lllenkHuTe IOOYEPETHO HA BCEX SIPIIBIKAX, PACIIONIOKECHHBIX B 00JIACTH Tiepe-
XOJI0B, M IOCMOTPUTE, KaK U3MEHsIeTCs padoyast 001acTb.

9. Usyunre comepxumoe crpanuiisl Outlook cecoonss. OHa conepKUT CBOIHYIO
UHGOPMAITUIO O MPEIICTOSIINX JeNiaX: BCTpeyax, 3a/1adax, a TAakKe 0 HAIWNIUH TTOYTHI
B OCHOBHBIX TIOYTOBBIX Marnkax. Kaxmas 3amuch B Mamke BHITIOJHEHA B BHJIE THIICP-
CCBUIKH, IIETYOK Ha KOTOPOH OTKPHIBAET COOTBETCTBYIOIINK 00BEKT. Ilpn mepBom
3aIrycKe MpOoTpaMMBbI 3Ta CTPaHMIIA, KaK B IPYTHe MalKd MPOrpaMMEI, ITycCTa.
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4.2. Yyer cBeeHul 0 109X B nanke Konmarxmot

Bynem nmonumath moj kormakmom U KOHKPETHOTO YeJIOBEKa, U COOTBETCTBYIO-
LIYIO 3aIIUCh B aPECHON KHUTE.
1. Jlns xpaHeHus: pa3IudHbIX CBEACHUI O JUIAX, C KOTOPHIMU BbI MOJICPKUBACTE
JICIIOBbIC M JIMYHBIC OTHOIICHUSA, B cpeae Outlook mpegycmorpeHa crienuanbHast
nanka Konmaxmet (puc. 4.3).

HKoHTaKTEI - Microsoft Outlook
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Puc. 4.3. ITanka Konmakmeul

[Tanka Konmakmul oprann3oBaHa Hamojio0ue 6a3bl JaHHbIX. [Ipy BBOJIE MMEHU
win ajgpeca kontakta Outlook pazmenser 3Ti cBeeHNs HA KOMIIOHCHTBI M TOMEIIACT
uX B oTAeNbHbIE oS, [To 1100011 yacTh UMEHH WK aJipeca MOXHO BBITIOJHUTH COP-
TUPOBKY, TPYHIIUPOBKY M (PUIBTpAIMI0O KOHTAKTOB. HaxkaTuem HY»XHOM KHONKHU WIH
BBEIOOPOM KOMAaH/bl MEHIO MOKHO OTHPAaBUTh HYKHOMY KOHTAKTYy 3aJaHuE, IpUria-
HIeHue Ha coOpaHue, 3EKTPOHHOE COOOIIECHHE.

ITpu coxpaHeHUU CBeJEHUN O KOHTAKTHOM JIMIIE B (paiiyl B KauecTBe UMEHH (aii-
Jla MOTYT MCHOJIb30BaThCs UMsl, (hamMuiivs, Ha3BaHUE OpraHU3AIUMU WU JII000E KOJI0-
BOE CJIOBO, KOTOPOE MOMOXKET OBICTPO HAXOJIUTh ATOT KOHTAKT, HAIIPUMEP «IOCTaB-
UMK TpOBU3HU». JUJIsI KaXKIOr0 KOHTAKTHOTO JMIA UMEETCS BO3MOKHOCTh BBOJMTH
710 TPEX aJ[PecoB, OJUH U3 KOTOPBIX MOXKET OBITh YKa3aH Kak IMOYTOBBIN, B 3TOM Cllydae
OH OyJIeT UCIOJIb30BATHCS ISl CO3/IaHMS TUCEM HECKOJIbKUM ajipecaTaM Mo yMoj4da-
HUIO, MIEYATAThCS HA MOYTOBBIX HAKJIEHKAaX U KOHBEPTAX.

[Ipu co3nanuu KOHTaKTOB B nanke Kazenoaps Ha COOTBETCTBYIOIIMX CTPAHUIIAX
aBTOMAaTUYECKU TOSIBISIETCS COOOIIEHUE O COOBITHH, CBA3AHHOM C KOHTaKTOM, Ha-
IIpUMEp, O THE POKIAEHUS YKa3aHHOIO JIULIA.
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3aoanue 2. Paboma c nankou Konmaxmot

Co3znaiiTe HECKOJIbKO KOHTAKTOB. HayunTech U3MEHSTh TEKYyIIee MPEeCTaBICHHE
B nanke Koumaxmei.

1. Otkpoiite nanky Konmaxkmul.

2. Co3maiiTe HOBBIM KOHTAKT. J{J1g 3TOr0 menkaute mo kHomke Cozdams Ha Tia-
HEJIU UHCTPYMEHTOB. OTKPOETCS OKHO KOHTAKTA.

3. Benute cBefeHUs O KOHTaKTe B IpejJiaraemblie MoJis Ha Bkianke Obuwue.
OKOJI0 HEKOTOPBIX TOJIEH PACTIONIOAKEHBI KHOTIKU, KOTOPHIE MO3BOJISIIOT BBECTH OoJiee
noipoOHyro uHbopManuto. Harpumep, menkauTe 1o KHonke /1o1Hoe ums v 3all0THATE
MoJisi B OTKphIBIIEMcsl okHe. DoTorpaduio KOHTAKTa MOKHO 3arpy3uTh € TIOMOIIBIO
KHOIIKU /[obasneHue homozpaghuu.

4. Tlepeiinute Ha BKIAIKy [l0o0pob6HOCmu. 3amONHUTE JONOTHUTEIbHBIE CBEIe-
HUS O KOHTakTe. Ecim kakue-To cBelleHHs] BaM HEU3BECTHBI WM HE HY>KHBI, MOXKHO
OCTAaBJISATH TOJISI HE3ATIOJIHCHHBIMHU.

5. [locne co3manusi KOHTaKTa Ha BKJIAJKe /lelicmeus B NallbHEWIIeM OyayT OT-
paxaThCs BCE JICHCTBUSI, CBSI3aHHBIE C HUM: TeJe(OHHbBIE 3BOHKH, OTCHUIKA COOOIIe-
HHUU U JIp.

ﬂﬁycmrnua HaTanua BnagvmyvposHa - KoHTaKT B = ||:|| X|
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AOoMalHAA. .. I - II

dakc pabodEA. .. I - “

CaTasLNA. .. I - ||1 127-65-4
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PagoqH. .. Ivl 220013 r. MuHCK
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aApecom
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KoHTakTelL. . I I KaTteropHH... | I HacTHoe I

Puc. 4.4. KapTouka KOHTaKTa

6. CBenenus B nanke Kowmaxmsl MOTYT OBITH NPEJICTABIEHBI MO-PA3HOMY, HO
IIPU 3TOM O Ka)KJIOM KOHTaKTe — B OT/eNbHOI Kaprouke. Ha puc. 4.4 npuseneno oa-
HO U3 MPEJCTABICHUI — aJIpeCHasi KapTOUKa.

7. Co3paiite HECKOJIbKO KOHTaKTOB, YKa3aB CBEJICHHS O COTPYIHUKAX OJTHOM Op-
raHu3aluu:

- LIEJIKHUTE IBAX/BI [0 YK€ UMEIOIIEMYCS] KOHTAKTY;
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- BblOepuTe B OKHE (OpPMbI KOHTaKTa KoMaHay MeHto /eiicmeus W Cozoame
KOHMAaKm 6 motul Jce op2anu3ayuu; OTKPOETCs OKHO, B KOTOPOM OYyAYT 3alOJHEHBI
H0JIS C aipecoM U TenedoHaMH JTaHHOW OpraHU3aluH;

- BBEJIUTE HEJIOCTAIONIME CBEJICHUS M NPHU HEOOXOJUMOCTH HU3MEHHUTE YiKe
MMEIOIIKECS JIaHHBIE.

8. AHajOruyHbBIM 00PA30M CO3/1aliTe HECKOJIbKO KOHTAKTOB, YKa3aB CBEACHUS O
COTPYIHUKAX Pa3HBIX OPraHU3alUi, C KOTOPHIMU Ballle TPEINPUATUE MOAACPKUBACT
JICJIOBBIE OTHOIICHHUS.

MNpoEepka NoOAHOro MMEHW

—ManHoE HMa
(8] 4 I
OOpawerke: Ir-ma vI

DTMEHA

lma: IE';.-'IIbIFHHEI
QTHECTED! IHaTaJ‘IHFl
PAMHAMAL IBna,ﬂ.HMHpDBHa

e || - I

IF MNokaselBEaTE EHOEL, 2CnK MMA HENONHOE MK HENOHATHOE

Puc. 4.5 OkHO [U1g BBOJIAa MOJIHOTIO UMEHU

9. Coxpannte B namnke Kowmaxmul CBEICHHUS O COTPYAHHKAX Ballell opraHusa-
UM (IPeKIe BCETo — O TUPEKTOPE).

10. M3meHuTe TEKyIee MpeACTaBICHNE CBEICHUN O KOHTAKTaX, UCIIOJIb3Ys CITH-
COK u3 paznena Texywee npedcmagieHue B 00JIACTH MEPEXOIOB HIIU KOMaHIy MEHIO
Buo » Vnopsoouums no W Texywee npedcmasieHue v BbIOpaB MpECTABICHUE U3
MPETIOKEHHOTO CITUCKA!

- aJipecHbIe KapTOUKH,
MoJIpOOHBIC ATPECHBIE KAPTOUKH;
CTHCOK TeNe(OHOB,;
10 OPTaHHU3AIUSAM U T. JI.

3aoanue 3. Chuanue nanku Konmaxmot ¢ ookymenmamu \Word

ITpu oTChUTKE TIHICEM TPUXOIUTCS BPYYHYIO HAIANMMCHIBATh HA KOHBEPTax aapeca
nojyJareyie, a Takke ooparHbiid anpec. B Microsoft Outlook sty pabory moxHO
BBIMIOJIHUTh aBTOMATHYECKH, TIOMYYMB CBeJEHUS U3 manku Koumaxkmei. Jljis 3TOTO
ucnonb3yetcs pexkuMm Crusuue ¢ mporpaMmHon cpeaoi Microsoft Word.

HayuuTech HaqnmuchIBaTh ajjpeca Ha MOYTOBBIX KOHBEPTAX, UCTIOIB3YS CIUSHUE
¢ mankoi Kowmaxkmul. J17151 BEITIOTHEHHSI TAHHOTO 3aaHHSI UCIIONB3yHTe JOKYMEHTHI,
co3ZlaHHbIe BaMH B JlabopaTtopHoi padote Ne3.

1. Coznaiite HOBBII mokymeHT Word.

2. Boioepure komanny Cepguc W Ilucoma u paccoiiku W Kongepmul u HaKielKu.
OTtkpoetcsa 0okHO Koneepmul u HaK1euKu.
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3. Ha Britagke Konsepmul pactioNoKEHBI MO ISl BCTAaBKU aJipeca MoTydaTels
u o0patHOTro anpeca. Haj kaxapIiM mojeM pacrioioxeHa KHOIKa Bemasums adpec.

4. lllenxkuuTe Ha KHOMKE Bcmasums adpec HAIl TOJNEM aJpeca IMOydaress U
BBIOCPUTE B OTKPBIBIIEMCS] OKHE aJpEeCHON KHUTH ajipecara.

5. lllenkuuTe Ha KHOMKE Bcmasums adpec Han mojeM oOpaTHOro anapeca. B or-
KPBIBIIIEMCSI OKHE BBIOCPUTE (DaMIIIMIO TUPEKTOpA WJIM JPYrOro COTPYIHHUKA Balllero
NPEANPUATHS, OT YbeTO IMEHH TIOChUTaeTCs MuchMo. OTiimounTe dhiaxok He neuamams.

KOHEEpPThI H HAKAEHKK ﬂ
HOHEERTEI I HaknerkH I
AJpEC MNONYYaTENA! [CEq v| OevaTe I
e
BCTaBMTE aapec AobasnTe I
OTHEHS I
MapameTpeEl. .. I
[
CEOHCTES MAPKH, . . I
[ AoBaEHTE NOUTOBYHY Mapky
ObpatHed aapec: W~ [T He newaTaTe
Bpasey———— 7 (Tloga4a
Benapyce -
220013 |, . MuHCK = |

vn. MN.Bpoerk, B ——— @

CumaHoea Onera Cepreeeda
TI

MNepea NE4aTeH NPOEEPETE HANMHHE KOHEEPTAa B NMPHHTEQRE,

Puc. 4.6. Beibop aapeca juist KOHBepTa U nanku Koumakmul

6. 3amaiite pa3mep KOHBEpTa, HICIKHYB Ha KHONIKE [lapamempsi 1 BHIOPAB B OT-
KpBIBIIEMCS] OKHE HY>KHOE 3HAaUCHHUE B Criucke Pazmep koneepma.

/. 114 mpocMOTpa HaMUCH Ha KOHBEPTE IIEITKHUTE Ha KHOMKE /{00asumsb B OKHE
Konsepmul u naxnetiku.

3aoanue 4. IInanuposanue pabouezo epemenu
B cpene Outlook Bce MeporpusTus pa3aessiroTcs Ha HECKOJIBKO TPYIII: BCTPEYH,
cobOpanus, cOOBITHS, 3a/1a4H, TereoHHbIe 3BOHKH (pHc. 4.7).

Meponpusitus

Berpeua Cobpanue Tenedonuslit CobbiTHE 3anaya
3BOHOK

Puc. 4.7. Bunbl mepornpusitTuit
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Bcmpeua — 5710 3armutaHMpOBaHHOE Ha OMPEEIEHHOE BpPEeMsI MEpONpUsATHE, Ka-
caromieecss OJIHOTO WJIU JIBYyX JIMIl. Bpems BCTpedn COriacoBhIBAETCS 0OCHMMH CTOPO-
HAMU U pe3epBHUpyeTcs B KajeHnape. Kak mpaBuio, 3To HEOOIbIIOE 10, KOTOPOe
He TpeOyeT NPUBICYCHHs CIECNHATIBHBIX PECYpCOB. PE3ePBHPOBAHUS TOMEIICHHS,
BPEMEHBIX 3aTpaT Ha MOATOTOBKY, MaTepUAIBHBIX PACXOI0B U JIp.

Berpeueiit MOKHO Ha3BaTh HE TOJIBKO MPHEM MOCETHTEJICH WU JETOBOU Pas3ro-
BOp, HO M ©KEIHEBHBIN JOKIAJ PYKOBOIUTENO WK TelneQOHHBIH 3BOHOK. OHa mJa-
HUPYETCS Ha OMPENEICHHOE BPEMsI U SIBJISICTCS JIMOO OAHOCTOPOHHEH (BBIMOIHSACTCS
JMYHO CeKpeTapeM), TuO0 IBYCTOpOHHEH (Oecena ABYX 4YeJOBEK). XOTS BCIpeYa M
IUTAHUPYETCSl Ha OMpECIIEHHOE BpeMs, €€ MOXHO TEPEHECTH, €CIH OKKETCS, UTO
OHa COBMAJIaeT C IPYTHM, 00Jiee BAYKHBIM MEPOTIPUATHEM.

Cobpanue B OoTIHYME OT BCTpEYHW TpeOyeT MPUTJIAIICHUS HECKOIBKUX JIUIl U
MPUBJIICYCHHSI JOMOJHUTEIBHBIX pecypcoB. CoOpaHre nMeeT KOHKPETHYIO AaTy Mpo-
BEJICHMSI, a TaK)Ke BpeMsl Hadana u okoH4aHus. CoOpaHue TpeOyeT MOATOTOBKH, CBSI-
3aHHOHM C COCTaBJICHWEM IUTaHA MPOBEJICHUS, BRIOOPOM MECTa, W COTJIACOBAHUS CO
BCEMHU yYaCTHHKAMHU.

Tenegponnwtii 360HOK — MEPOTIPUSATHE, CBA3AHHOE C PEIICHUEM BOIIPOCOB TIO Te-
nedoHy U He TpeOyroliee HeOCPEeICTBEHHOTO KOHTaKTa. Tak, B IEHb POKICHUS CO-
TPYAHHUKA HAZO OBITh TOTOBBIM K TOMY, YTO B TE€UEHHUE BCErO JTHS OYyAYyT 3BOHHUTH IIO-
CETHTENH, KEJAIOIINEe eTr0 MO3PaBUTh, a €CIH 9TO JACHb POXKICHHS MapTHepa, To,
BO3MOJKHO, BaM MPHUAETCS HE pa3 B TCUCHHE THS MO3BOHUTH MY, YTOOBI MTO3APABUTb.

Cobbimue — 3TO0 COBOKYITHOCTh MEPONPUATHHN, CBA3AHHBIX €IUHBIM COZICpIKa-
HUEM U TPOTEKAIONINX B TeUCHHUE JIUTEIBHOrO BpeMeHu. [Ipumepamu coObITHII MO-
T'YT CIIy’)KUTh BBICTaBKa, sipMapka, OIMMONKACKHE UTPHI, OTITYCK, CEMUHAP.

CoObITHSI MOTYT OBITH nOSMOpsiouUMuUcs (€KErOIHBIMH, SKEMECSIYHBIMHE), T. €.
NPOMCXOUTh KaXKIbII TOJ] WM KaXKIbIA MECAIl B ONPEICIICHHBIN JICHD (ICHb POXKIe-
HUSI, TOJOBIIMHA), U NPOCMbBIMU, T. €. MPOUCXOAUTHh OJHAXIbl. COOBITHE MOXET
JUTATHCST OJTMH WJIM HECKOJIBKO JTHEH.

CoOpITHE TIpenoiaracT COCTaBICHHE TUIaHA MEPOTIPUSTHI U OTACTBHYIO MOJI-
TOTOBKY Ka)KJIOTO U3 HHX.

HeobxoauMocTh pacceiiku npuenrauienuti Ha COOBITHE OOYCIOBIUBACTCS
ero cojepxannem. Hampumep, nmpoBeneHrne ceMUHapa CBSI3aHO C MpPUTJIANICHHEM
YY9aCTHUKOB.

3adaua — >T0 N1e0, CBA3aHHOE CO 3HAYMTEIBHBIMU BPEMEHHBIMHU 3aTpaTamH,
KOTOPOE HAJI0 BHIMOJIHUTH K OMPEICTICHHOMY CPOKY.

Jlnsg ycrenrHoi paboThl HE0OXOIUMO HAay4HMTHCS IUTAHUPOBATH CBOE pabouee
Bpems. Tekymiue 3agaun COTPYIHUK BBIMIOJHSCT, KOTJa OH «CBOOOJCH» OT y4acTHs
BO BCTpeuax, coOpaHusax. TeKylue 3aJadd, KOTOPhIE BBIMOTHIET CEKPEeTaph, — ITO
cocTaBjieHHE U 00paboTKa JOKYMEHTOB, COCTABICHUE TUIAHA MEPONPUATHS, OPTaHH-
3allMOHHBIE pabOTHI U JP.

Panpiie mis mmanupoBaHuss pabodero BPEMEHH HCIOIB30BATHCH OJOKHOTHI-
exxeaHeBHuku. B cpene Outlook mist atoro mpenHasHaueHa nanka Kazeroapo.
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4.3. [InannpoBanue pabo4yero BpeMeHH C UCNOIb30BaHueM nanku Kaienoapo

[To3nakombTech ¢ uaTepdericom manku Karenoaps (puc. 4.8).

1. Otkpotite manky Karenoaps, METKHYB 1O CChUIKE B 00JIaCTH MEPEXO/I0B.

2. Bun Eoiceonesnuxa MOXKHO U3MEHATH C IIOMOINBIO KHOMOK /[ewwb, Pabouas
Heoens, Hedensn, Mecsy Ha naHenu MHCTPYMEHTOB. [loouepeiHO MIETKHUTE IO KaX-
JIOM KHOIKE ¥ TTOCMOTPUTE, KaK U3MEHHUTCS MPEICTaBICHUE exXeJHEeBHIKA. Bpibepute
JUTS JanbHEeHIen paboTel ipeAcTaBieHue JeHn.
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Puc. 4.8. Kanenmaps Outlook

3. 3MeHuTe 1IeHy JeNeHus MIKaIbl BpeMEHHU:
- UIEJIKHUTE MPaBOi KHOMKOW MBIIIU B JIIOOOM MECTE IIKAJIbI,
- B KOHTEKCTHOM MEHIO BbIOEpUTE MHTEPBAJ BpeMEHH OT S 10 60 MuH.

4. BriOepute B MeHIO KoMaHay Buo » Cnucox 3adau, 4ToObl B paboueM mose
OTOOpaXaNnuCh BCTPOCHHBIN KalleHIapuk U [lauens 3adau (MMeeT BUA TaONUIBI, B
Ka)XXIOU CTPOKE KOTOPOH yKa3zaHO Ha3BaHUE M APYTHE TapaMeTphl 3a1auH).

5. Haitnute u paccmorpure kaneHgapuk. Pamkoil BblgeneHa Tekyiias nara,
MOy KUPHBIM MIPHUPTOM OTMEUEHHI JIHH, HA KOTOPBIC 3aIUIAaHUPOBAHBI KaKUe-Tu00
MEpOTIPHUSATHSI.

6. llenkuute no ar000M nate B KaJeHAapuke. Y 0eauTecs, 4Tto Edceonesnux ot-
KpbLICs Ha yka3aHHOM nare. KHonka Cecodnsa Ha maHENW MHCTPYMEHTOB MO3BOJIAET
OBICTPO BEpHYTHCS K TEKYIIEH nate.



3aoanue 5. Ilnanupoeanue ecmpeuu

HayuuTech 3anuchiBaTh B KaJIeHIaph BCTPEYH:

1. Otkpotite Esceonesnux, BBIOpaB TEKYIIYIO JaTy.

2. 3amaHupyiTe B KajdeHaape o0Cy X AeHUE MJIaHa paOOThI:

- BBIOEpUTE B KAJICHAAPUKE JI€Hb, HA KOTOPBI HAMEUEHO 00CYKECHHUE;

- JIBOMHBIM IIETYKOM Ha ITKaJIe BpEMEHU CO3/1aiiTe HOBYIO BCTpEUY,

- 3amuImTe TeMy BeTpeur («OO0CyauTh MIaH padoThI»), YKAaKUTE BpeMs Havaa
Y OKOHYAHHS;

- yctanoBute Quiaxkok Onosewenue, 3anaite spems — 15 mMuH,;

- HaxxMmuTe KHONKU Coxpanumsv M 3akpblimsb HA TTAHETU UHCTPYMEHTOB.

Bcetpeua Oyner oTMedeHa crielUalibHBIM 3HAUKOM onoseujeHus. 3a 15 MUH 10
HayaJla BCTPEUM MporpaMma aBTOMATHUECKH OTOOpPA3UT OKHO C YBEJAOMJICHHUEM O
MPUOIMKEHUU BCTPEUH U MIPEAYIPEAUT BAC 3ByKOBBHIM CUTHAJIOM.

3. MI3aMeHuTe JIMTEIbHOCTh BCTPEYH:

- HaBEJIUTE YKa3aTeslb MBIIIM Ha BEPXHIOK WA HIKHIOK IPAHUILY 3aIllCHU O BCTpe-
ye (IpH 3TOM yKa3aTellb MBIIIH U3MEHUT ()OPMY U IIPUMET BHT JJBOHHOM CTPEIIKH);

- 3aXBaTUTE U MEPEMECTHUTE TPAHUILY BCTPEUH.

4. CoznaiiTe enie HeCKOJIbKO BCTpEY pa3HOM TEMaTUKW Ha OJIMKalIliue JHHU 10
JTaHHBIM Ta6:. 4.1.

Tabmuma 4.1
Pacnucanue Ha HeeTIO

JleHb Henenu Bpemst Tema
[TonenenpHUK 9.00-9.30 Jlokitag TupeKTopy

Bropuux 13.00-14.30 [Ipuem 1o JTMYHBIM BOTIpOCaM

Cpena 16.30-17.00 [Tonmucanue JOKyMEHTOB
Yerepr 10.00-12.00 Komuter no o6pazoBanuio
[TsTHHUIA 10.00-13.00 3acenanue

3aoanue 6. Hsmenenue napamempos ecmpeyuu

[Ipu nnaHupoBaHMM BCTpEUU €€ MOXKHO CBSI3aTh C KOHTaKTOM, TOT/Aa HUH(OopMa-
Mg 0 BCcTpede OyAeT Takke (PUKCUPOBATHCSA B CBEACHUSAX O KOHTaKTe. B nanbpHEn-
IIIEM ATO TMO3BOJIUT BCTIOMHHUTH, KOT/Ia M KaKH€ BCTPEUYM COCTOSIUCH C KOHTaKTOM,
yeMy OHH OBLIH TOCBsMIeHBI. B mporpamme OutlOOK mpu IutaHUpOBaHHWM BCTpEUH
MOJKHO YKa3aTh CJICAYIOIIUE BApUAHTHI TapaMeTPOB 3aHATOCTH (Tad. 4.2).

Oco0eHHO BaKHO YKa3bIBaTh IMapaMeTpbl 3aHATOCTH, €CJIM Bbl paboTaere B
rpyIIe ¥ cooOlaeTe o CeTH CBOM IUJIaHbI APYTMM ydacTHHKaM. B 3ToMm ciydae Ba-
T TTapaMeTpPhl 3aHSITOCTH MIOMOTYT UM IIJIAHUPOBATh CBOE pabodee BpeMs.

Hayuutech cBsI3bIBaTh BCTpPEUy ¢ KOHTAKTOM, YCTaHABIWBATh U OTMEHSTH OIIO-
BEILICHKE, YCTAHABIMBATh MapaMeTPhl 3aHATOCTH.

1. OtkpoliTe OKHO MapamMeTPOB BCTPEYH ABOMHBIM IICTYKOM IO TEME WIIU 10
MyCTOM cTpoke B Eoceonesnuxe (puc. 4.9).

2. PaccmoTpuTe BKIaAKy Bempeua.
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Tabnuma 4.2
HacTtpoiika napaMmeTpoB 3aHATOCTH

Cocrosinue Pacum¢poska
3aHsT Berpewa He MoxeT OBITh TIepeHeceHa Ha JPyroe BpeMmsi, U BbI HE
XOTUTE, 4TOOBI BaC OECIIOKOUIIN B 3TO BpEMs
Cobonen Bbl MoxeTe mepeHecTu BCTpeuy Ha Jpyroe Bpemsi, €ClId BO3HHK-
HeT 00Jsiee HEOTIIOKHOE JIENI0
[Ton BOompocom Bbl He yBepeHbl, UTo BCTpeda BOOOIIE COCTOUTCS
Her na pa6ore BceTrpeda npoxoauT B 1pyrom Mecte

ﬁ?ﬂﬁcymgeune yuebHoH nporpavmel - Bcrpeda R II:I[E]
Dafn Mpaeka Era EBcTaeka PopraT CEpEHC AEHCTENA Cnpaska
&" COXPaHHTE H 33KPRITE _j [E| OI‘IOBTopeHue... ﬁl‘lpnrnackﬁg WHICTHHEOE " B3 >< - = H’?ﬁ | t_)) é
BcTpeua I MnaHupoEaHie I
| 2Ta BCTRPEYa NPOMS0WNa B NpOWnoHM, |
Tema; !Oﬁcy)k.uEHMe wueBHOM NporpamMel
MecTo: !KDMHaTa ANA COBSLLAaHHA ;I MeTra: “j Cnymelhoe ;J
Havano: ICp 01.10.200% ;I IQ:SD ;I o LlenenE aeHe
foHew: [cp 01, 10,2008 >| om0 =]
¥ CnoeeweHke: |15 MHH, L‘ --\EIQI B 310 BpeMA: I- SaHAT LI
| =
(=
KoHTaKkTbl.. . | I KaTeropHH... I I HacTHoe [

Puc. 4.9. Oxno Bcmpeua

3. BeinosiHuTE ClienyIOINUE NEHCTBUS !

- YKa)XUTE MECTO IPOBEICHUS BCTpEUU B nosie Mecmo;

- OTKJIIOUNTE M YCTAHOBUTE CHOBA (DJIAYKOK OTOBEIICHUS;
W3MEHUTE BpeMsl OTIOBEIICHUS, BRIOpAB Ipyroe 3Ha4eHUE U3 CIHUCKA;
B moJie B amo epems BbIOEpUTE OJAMH U3 MApaMETPOB 3aHATOCTHU: 3ausam,

Ceo000¢eH, 1100 6onpocom, Hem na pabome.
4. CBSKUTE BCTpEUy ¢ KOHTAKTOM. J[JIs 3TOro IIEIKHUTE TI0 KHOTIKe Konmakmbl

B HHKHEW YacCTH JIMAJIOTOBOTO OKHA M B OTKPBIBIIEMCS CIIMCKE KOHTAKTOB BHIOEPUTE
MMs JIUIIA, C KOTOPBIM 3aIUIaHUpPOBaHa BCTpeya.

3aoanue (. [Inanuposanue noemoparuuxca ecmpey

B pabote cekpetapsi ecTh MOBTOPSIOIIMECS BCTPEUH: HAIPUMED, TTOAUCHIBAHHE
JTOKYMEHTOB M JOKJIaJl AUPEKTOPY, €KEHEAETbHbIC COBEIIAHUS 1JIsI OTYETOB O MPO/Ie-
JTaHHOM paboTe U IIAHUPOBAHUE TIPEACTOSIICH PabOTHI.
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[lepeuncnenHble BUbI BCTPEY MOKHO OTMETUTh B KaJI€HAAPE KAK HOSMOPAIOUUECS.
B sToMm cityuae oM OyyT aBTOMaTUYECKHU 3alicaHbl Ha BCE 3aITaHUPOBAHHBIE JTHH.

Hayuurech co3naBaTh MOBTOPSIOLIYIOCS BCTPEUY:

1. Co3zpnaiite B KajneHaape HECKOJIBKO BCTPEY, KOTOPHIM 3aTeM OyAeT MPUCBOEH
NpU3HAaK MOBTOpeHus (Tabdi. 3).

Tabnuua 4.3
IoBTOpsitomMecs cOObITHS
JeHb Henenu Bpems Tema IIpu3Hak noBTOpeHHUs
[TonenenbHUK 9.009.30 |[IpocmoTp mMOUTHI ExenneBHo
[TonenenpHUK 9.30-10.00 |Hdoknam AUPEKTOPY ExenneBHO
[TonenenbHUK 16.30-17.00 |[loamucanue JOKyMEHTOB ExenneBHO
[TonenenpHUK 10.00-11.00 |ILmanepka Kaxayto Henento
Bropuux 13.00-14.30 |I[Ipuem mo nuuHBIM Bomipocam |Kaxkayro Hemeto
[Taranmna 16.00-17.00 |Htoru paboTsI Kaxnyio nenenro

2. 3ajaiiTe MpU3HAK MOBTOPEHUS JIJIsI BCTPEUU:

- JIBOMHBIM IIETYKOM OTKPOUTE OKHO BCTPEUH;

- Ha IaHeJM UHCTPYMEHTOB LEJIKHUTE Ha KHOTIKE [logmopenue;,

- B okHe [loémopenue écmpeyu ycTaHOBUTE HapaMeTpbl oBToperHus (puc. 4.10):
KaK 4acCTO MOBTOPSAETCS MEPOIpHUsATHE (€KETHEBHO, €KEMECAYHO U T. [I.), 10 KAaKUM
YHCIIaM WJIU JHSIM HEJIeld, BpeMs U JaTa Hadaja/3aBepiicHus;

- 3aKpoWTE OKHO BCTpeud U Haiaute B Kanenoape npyrue natbl, Ha KOTOPBIC
OblJ1a aBTOMAaTHYECKH 3allMCaHa MOBTOPSIOIIAsCs BCTpeya.

MoOBTOPEHYE BCTPEYM

—BpemAa BcTpEYH

Had4ano! I‘EJ:SEI j KOHEL: IID:DD ll ANMMTENEHOCTE: ISD MHH, ll

—MoETOPATE
" eweaHEEHD NOBTORATE KaMAYH |1 HEAEMH B CNEAYHILME AHH!
e
EHEHEASNEHO . ™ nopeaenstme [ BTopHHE ¥ cpeaa [ weTsepr
-~
ENEMECAYHO I natheua [ cyBBoTa [T eockpecenes
" ewergaHo

—MpeAgns! A0DETOPEHHA

Aguanod | Cp 01.10,2003

,I % HeT KoHeYHOH AATHI

" sapepWMTE Nocne: IlD MNOETORPEHHH

[cpo3.12. 2008 R4

- A4aT4a OEOHYaHHA:

o]

OTHEHA | FAaniTE I'IlIlBTDDEHHEl

Puc. 4.10. 3aganue napamMeTpoB NOBTOPSIOIIEHCS BCTPEUU

37



3aoanue 8. IInanuposanue coopanuii u coovtmuil

CoOpanue mpennojaraeT NpuUrialieHue HECKOJIbKUX y4acTHUKOB. [Iporpamm-
Has cpena Outlook mo3BossieT BIOpaTh YYaCTHUKOB M3 NAnKu Kowmaxkmel U aBTOMa-
TAYECKH Pa3ocyiaTh UM MpUIJIAIeHUs. ITOT BUJ pabOThl HAMPSIMYIO CBSI3aH C BO3-
MOHOCTBIO TPYIIIOBON PabOTHI B CETH.

Hayuutech Ha3HauaTh coOpaHue U COOBITHE:

1. OtkpoiiTe moBTOpsIONIYIOCS BCTpeuy [Lianepka (CM. BbIIIE 3a1aHue 7).

2. lllenkuure Ha KHOMKE [lpuenracums yyacmuuxog Ha TIAHETW WHCTPYMEHTOB.
[Tpu 3TOM BUJ MEpONIPUSATUS ABTOMATUUECKHU MTPe0oOpa3yeTcsi U3 BCTPEUYH B coOpaHue,
a Ha BKJIaJIKe Bcmpeua MOSBISIETCS TOMOJHUTENBHOE T0JIe ¢ KHOTIKON Koy .

3. 151 oTOOpa yYaCTHUKOB M OTIPABKU MM MPUTJIAIICHUHN MIETKHUTE Ha KHOITKE
Komy. B oTKpbIBIIIEHCS aipeCHON KHUTE BBIOEPUTE UMEHA YYACTHUKOB U Haxkmute OK.

4. lllenkuute Ha KHONKe Omnpasums Ha MAHEIU UHCTPYMEHTOB, YTOOBI paso-
claTh yYaCTHUKAM MPUTJIAIIICHUS Ha COOpaHue

UToOBI OTMEHUTH PACCHUIKY MPUTIIAIICHUH, TIepeluTe Ha BKIaaKy [lianupo-
6aHue, MEIKHUTE HA 3HAYKE PACCBHUIKH CJIeBa OT UMEHU KOHTaKTa U BBHIOEpPUTE KO-
MaHny He omnpasiams npuziawienue 5momy Y4acmHuKy.

5. [Ipu 3anonuenun nanku Kowmaxkmol BCe THU POXKACHUS U TOAOBIIMHBI aBTO-
MAaTUYECKU COXPAHSIOTCS B €XKCTHEBHHKE KaK COOBITHS HAa COOTBETCTBYIOIIHUE JHHU.
bnaromapst aTomy nporpamma 3apaHee HATOMHUT BaM O HEOOXOJIMMOCTH TO3/IPAaBUTh
KOJUIETY, UTO KpaiiHe BaXKHO B J1eJI0BOM 00I1eHnH. CoOBITHE yKa3bIBAE€TCS B BEPXHEH
4acTu eXeaHeBHUKA. [IpocMoTpuTe €XEeIHEBHUK U YOSAUTECh, YTO JHU POXKICHUS
BaIlIMX KOJIJIET OTMEUEHBI COOTBETCTBYIOMIMMH 3amnucsmu (puc. 4.11).

KaneHaapb

1 oKTAGRA
i ¥ BonTvuke K2prA AMHTRHEEHY fJEHE pOMAEHHA

FHTF MpOCMaTR NOYTE

9IIIIII
10 (u]]
11IIIIII

M YYeOHOH Nporpamtel (KOMHATa ANA COEELLAHHA] |

Puc.4.11. Jlenb poxxJeHusi — HOBTOPSIOLIEECS COOBITHE C OMOBEIIEHUEM

6. Co3malite cOOBITHE Ha 1EbIN 1eHb — CeMunap meneodxncepos.

- OTKpOITE IBOMHBIM IIETYKOM B EdiceOHesHUKe HOBYIO BCTPEY;

- ycraHoBuTe (iaxxok [lenviti Oenv;

- 3aJIaiiTe MpoYre mapaMeTpbl BCTPEUH: TEMY, MECTO, JIaTy, YIaCTHHKOB.
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JladopaTopHasi paboTa Neb

OCHOBHGBIE ITPUHIUIIBI PABOTBHI
ABTOMATH3UPOBAHHOI CHUCTEMBI
JOKYMEHTOOBOPOTA «JIEJIO»

IIe.m,: OBJIAACTb HABBIKAMHU KOHTPOJIA 3a HCTIOTHCHUCM JOKYMCHTOB.

5.1. Onucanue cUCTEMBI

B kauecTBe OCHOBBI 3JEKTPOHHOI'O JOKYMEHTOOOOPOTa M YIPABICHUS B MpPaK-
TukyMe paccMmarpuBaercsa cuctema [IEJIO, pa3paboranHas poccuiickoil KoMiaHueu
«Onekrponnbie opucHbie cucteMbr» (DOC). BBemenue 37IeKTPOHHOIO AOKYMEHTO-
000poOTa CYIIECTBEHHO YCKOPSAET MPOXOKJEHUE OKYMEHTOB IO WHCTAHLMSIM, TO-
3BOJIAET OCYIIECTBIATh IEMCTBEHHBI KOHTPOIb HAaJ UCIOJIHEHUEM JOKYMEHTOB, 3a-
METHO YJYUYIIUTh CTHJIb U Ka4e€CTBO PabOThI C HUMHU.

Cuctema JIEJIO moJHOCTBIO COOTBETCTBYET CYIIECTBYIOLIEH AEIONPOU3BOACT-
BeHHOM TpakTuke. OHa o0ecrieunBaeT BeJEeHHE COBOKYMHOCTH AJIEKTPOHHBIX KapTOTEK
YUPEXKIECHUS, KOTOPBIE SABIISIOTCS MOJAMHOXKECTBAMHU E€IUHOW KapTOTEKH YUPEKICHHUS.
IIpu 5TOM B COOTBETCTBHUH C NPHUHATON TEXHOJOTHEN MPOXOKIACHUS TOKYMEHTOB pe-
30JIFOLIMM U CBA3AaHHBIE C HUMH JOKYMEHTHl aBTOMATHYECKU MEPEMENIAIOTCSI MEKIY
KapToTekaMu. TakuM 0Opa3oM, B J1I000KH MOMEHT BPEMEHH B CHCTEME MMEETCs IMOJ-
Has MHGOpMAIUs O COCTOSIHUM, UCTOPUM JBM)KEHMSI U HCIIOJHEHHS JTOKYMEHTOB B
TOW WM UHOM OpPraHU3allnH.

[Ipy TpaaMIIMOHHOM OyMa)XHOM HOKYMEHTOOOOpPOTE HCIIOJIHEHHE TOKYMEHTA,
BKJIIOYAsl HAJIO)KEHUE PE30JIIOLUHM, CBA3aHO C Mepefadeii OpUrnHaia JOKyMEeHTa WU
€ro KOIUU OJJHUM JOJDKHOCTHBIM JIMLIOM JIpyromy. JIro0oe nepemelienre 10KyMeHTa
WU JICUCTBHE Ha/l HUM (DUKCHPYETCs Pa3IMuHbIMU CITy>KO0amu (Harpumep, KaHIespueii)
U COTPYAHUKAMU (IETIOMPOM3BOIUTEIIIMU) ITyTEM BHECEHHSI COOTBETCTBYIOIINX 3aITHCEH
B peructpanuoHuyo kaptouky (PK) moxkymeHTa JInOO perucTpaiioOHHBINA KypHAI.
C momenTa peructpauuu PK nmokyMeHTa momagaer B KapTOTEKY M OCTaeTCA Tam 10
CIIMCaHMs JOKYMEHTA B ApXUB.

Korzna Bo3Hukaer HEOOXOAUMOCTh B MOJYYEHUH CIPABKU O COCTOSHUM JIET,
cleyeT HAUTU B KapTOTEKE KapTOUYKU JTOKYMEHTOB, U Ha OCHOBE BHECEHHOUN B HMX
UHPOPMALIUU CAETATh BHIBOJBI O CTCIICHH HMCIIOJHEHHS TOKYMEHTOB (KOHTPOJIb UC-
MOJHCHUS JIOKYMCHTOB).

VrpolieHHas cXxemMa HCIOJIHCHHUs TOCTYMUBIIErO HM3BHE (6X00su4e20) NOKY-
MEHTa IpuBeaeHa Ha puc. 5.1.

W3 npuBeIeHHOr0 MpUMepa BUAHO, YTO MPHU UCIIOJIHEHUU JOKYMEHTAa BOSHUKAET
7Ba UHPOPMALIMOHHBIX MOTOKA. [1epBbIil MOTOK CBSI3aH C JBMXKEHUEM CaMOT0 JOKYMEH-
ta. Bropoil nHhopMamoHHbIi TOTOK 3aMKHYT Ha €r0 PEruCTPAlMOHHYIO KapPTOUKY.

Hanuune nByx MHQOpPMALMOHHBIX MOTOKOB SIBISIETCS YHUKAJIBbHONM OCOOEHHO-
CTBIO HAIIETO AEJIONPOU3BOACTBA U WIUIIOCTPUPYET CIIOKUBIIMICSA MOPSAIOOK, KOraa
OJIHU JTOJKHOCTHBIE JUIAa paboTaloT ¢ IOKYMEHTaMH, a JpYyrue KOHTPOIUPYIOT XOJ
UCIIOJIHEHUS IOKYMEHTOB 10 (POpMabHBIM IPU3HAKAM.
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Puc. 5.1. CxeMa UCTIOJHEHMS BXOJISAIIECTO JOKYMEHTa

OcHoBHBIM 00bekTOM aBTOoMaTH3aimu cuctembl JEJIO sBisercs BTopoi uHdpop-
MAaIMOHHBIH MOTOK (M. puc. 5.1), CBA3aHHBIA ¢ PETUCTPAIIIOHHBIMU U KOHTPOJIbHBIMU
byHKIMAMU fenonpousBojicTBa. Kak ciencrsue, oCHOBHOM eMHULIEH XpaHeHUs B 0aze
nauHbix cucteMbl JIEJIO sBisiercs peaucmpayuonnas kapmouxa (PK) nokymenTa —
AIIEKTPOHHBIN aHAJIOr TPAIULIMOHHON PETHCTPALIMOHHO-KOHTPOJIBHOW KapTouku. Camy
0a3y maHHbIX, XpaHsmyto PK 1okymMeHTOB, 10 aHAJIOTUH C TPaJAULIMOHHBIM JTOKYMEHTO-
000pOTOM OYJIEM Ha3bIBATh KAPMOMEKOLL.

@yHKIHOHANIBHBIE BO3MOKHOCTU cucTeMbl JIEJIO noanepxkuBarot Benenue PK
Ha BCEX ATalax UCIIOJHEHUS JOKYMEHTA, BKJIIOYAs €r0 PErMCTPALNIO, HAJIOKEHUE Ha
JOKYMEHT pe30JIoLni, 0popMiIeHHE OTYETOB UCIIOJIHUTEISIMU, CIIUCAHKUE TOKYMEHTa
B zeno. [loacucrema GpopmupoBanusi CTaHJAPTHBIX OTYETOB a€T BO3MOXKHOCTH OIle-
PaTUBHO KOHTPOJIUPOBATH UCIIOJHEHHUE TOKYMEHTOB.

K kaxmoi perucTpaliuOHHON KapTOYKE MOXKHO <«IOJIIMTE» (ailia — 3JeKTpOH-
HYIO KOITHIO CaMOTO JOKYMEHTA.

PaGoTa ¢ »exkTpoHHOH Konuel TOKyMeHTa BKIIIOYAET J1Ba dTana:

- nouck B Kaproreke PK nokyMeHTa oCylecTBIsETCA KAK O PETUCTPALMOHHO-
My HOMEpY TIOKYMEHTa, TaK | 110 JI00OMY IPyroMy ee peKBU3uTy (Hampumep 1o ¢a-
MUJINU UCTIOTHUTEIIS);

- TIPOCMOTp cojepkumMoro Qaiina, npukperiennoro k PK. ®daiin orkpsiBaeTcs B
TOI mporpaMmMe, ¢ KOTOPOH COOTHECEH JAaHHBIN TUIT (DAITOB.

Cuctema JIEJIO uMeeT MOIYJIBHYIO CTPYKTYPY: KaKIbIH U3 MoayieH (B Iaib-
HEeHIIeM — noodcucmema) peain3yeT Habop (PYHKIHH, MOAICPKUBAIOIINAX OMpese-
JICHHBIA TEXHOJIOTMYECKUH 3Tan paboThl ¢ JOKYMEHTaMU, U 0(OPMIIEH KaK OTIEib-
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Hoe mpuioxeHnue cuctembl Windows. Tlpu 3amycke TOW WIIM WHOW MOJCUCTEMBI 3a-
MpalnBaeTcs UACHTUPUKATOP U MAPOJIb MOJIb30BATENIs U MPOBEPSIETCS HATUYHE MPaB
ATOTO MOJIb30BATENS HA PAabOTY € JAaHHOM MOJCUCTEMOM.

Cuctema JIEJIO cocTOUT U3 CAEAYIOMUX MOJCUCTEM:

- II0JIb30BATEIIH,

- CIIPAaBOYHUKH,

- OTYeTHBIE (POPMBI,

- JTOKYMEHTHI.

IToncucrema IHonb3oBaTesiM IIpeHA3HAUYECHA JJIsI PETUCTPALMUA B CUCTEME HO-
BBIX I10JIB30BATEJIEH, a TAKXe JUIsI YCTAHOBKU IIpaB IOCTYIIA TUX [OJIb30BATENEH K
ApYyr'MM TOoJcUCTeMaM, KapTorekam, kabuneram cuctembl JIEJIO u gokymeHTawm,
XpaHsIIMUMCS B HEM.

IToacucrema CrnpaBOYHMKH UCIIONB3YETCS I HACTPOMKH CUCTEMBI Ha CTPYK-
Typy OpTaHM3alluu U TEXHOJOTHIO padOThl C JOKYMEHTaMH ILyTE€M BBOJAA U PEIAKTH-
POBaHUSA COAEPKUMOTO CIIPABOYHUKOB CUCTEMBI.

[loncucremsl, epeynciIeHHbIe HUKE, MPeIHa3HaYeHbI 1 paOoThl MOJIb30BaTENEH,
HEIOCPEACTBEHHO BBIIIOJHSOIINX T€ WU UHBIE JETIONPONU3BOICTBEHHBIE ONICPALINN.

[loncucrema OT4yeTnl oOecreunBaeT (HOPMUPOBAHHUE MEYATHBIX OTYETOB, CO-
JepKaluX CBEACHUS 0 JOKYMEHTOOOOPOTE, CBOJIOK M CIIPABOK-HAIOMUHAHUMN 00 HC-
MTOJIHEHUU KOHTPOJIBHBIX JOKYMEHTOB.

[loncucrema JIoKyMeHTBI peaau3yeT OCHOBHBIE (DYHKIIMOHAJIbHbBIE BO3MOKHO-
ctu cuctemsl JIEJIO (cm. puc. 5.2) u 00beIUHACT CICAYIONIME OCHOBHBIC dTaIlbl Pa-
0O0ThI C IOKYMEHTaMHU:

- PETHUCTPALUIO JOKYMEHTOB,;

- HCIIOJIHEHUE JTOKYMEHTOB;

- IIOMCK JIOKYMEHTOB B KapTOTEKaX;

- PAaCCBUIKY UCXOIAIINX JOKYMEHTOB.
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Puc. 5.2. HayanbHoe okHO noacucteMbl JlokyMeHThI
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O0paboTka TOKYMEHTOB Ha Ka)KIOM M3 3THUX ITAallOB 00ECTICUNBACTCS BBHITIOJIHE-
HUEM Habopa KOMaHJ, KOTOPHIE, B CBOIO OUYepe/lb, OOBEIUHSIIOTCS B MOJYJIb ITOACHC-
TeMbl — @yHxkyuro. Tak, 3amyck moacucteMbl JIOKyMeHTBI OTKpBIBAa€T IOCTYI K
CIICAYIONTNM (PYHKIIHSIM CHCTEMBI:

- Peeucmpayusi 0okymenmog — KOMaHIbl PyHKIIUU 00€CTIEYUBAIOT BBOJ] 3HAUE-
Hull pekBm3uToB PK, BKITIOUas «mpukperieHne» TeKcTa JOKyMeHTa B BHJE Qaiiia K
KapTo4Ke, YCTAaHOBKY CBSI3€H MEXKIY JOKYMEHTaMH, a TaKXkKe Mepenady JOKyMeHTa B
KaOuHeT (KapTOTeKy) AJIs AaTbHEUIIIETr0 NCIIOTHCHUS,

- Kabunemvr — xomaHnpl (PyHKIIMM OOECTICUMBAIOT HUCIIOJHEHUE JIOKYMEHTa,
MOTIABIIIETO B KAOWHET, BKJIFOYAsl HAaJOKEHUE Ha JOKYMEHT Pe30Jtonnid, opopMIIeHHE
OTYETOB MCIOJHUTENIEH, CIIMCaHNe IOKYMEHTa B aeno. Kpome Toro, dyHkmus Kaounemoi
UCTIONB3YeTCsl Il PabOThl C MPOEKTaMH JOKyMEHTOB. BbI30B (hyHKUMHM OOecreunBaeT
JOCTYI K COJICPKUMOMY TaroK TEeKyIIero kabuHera (Harmpumep, K manke Ha konmpone
ISl IPOCMOTPA IOKYMEHTOB, TIOCTABJICHHBIX HA KOHTPOJIb HCIIOJIHCHHS);

- Tlouck 0oKymenmog u auunble nanku — KOMaHAbl (QYHKIHMU O0OECIeUnBaIOT
MOUCK JOKYMEHTOB B KapTOTEKe MO 3HAYCHHsIM pPekBU3UTOB nXx PK. OOHapyxeHme
JOKYMEHTa C TIOMOIIBIO MOMCKAa HEOOXOIUMO B TOM Cy4ae, €Clid MOJb30BaTENIb HE
3HAeT, B KAKOM M3 KaOWHETOB HAXOAWTCS NOKYMEHT JIMOO €CJIH TOJIh30BaTeNIb HE
NpUINKACaH HU K OAHOMY KaOuwHeTty. Ilocie Toro kak JOKYMEHT HaiiieH, KOMaHIbI
(GyHKIIMU 00eCTIeYNBAIOT €ro HcroiHeHue (CM. GyHKIMI0 Kabunemut).

Pesynprarhl moucka Takke MOTYT OBITH HCIIOJB30BaHbI B KAYECTBE HHCTPYMEHTA
KOHTPOJISI UCTIOMTHEHUS TOKYMEHTOB WM (hOPMHUPOBAHUS MPOU3BOJIBHBIX OTYETHBIX
CBOJIOK (Hampumep, (HOpPMUPOBAHHE CIIMCKA HEUCIIOJIHEHHBIX TAHHBIM JIOJDKHOCTHBIM
JIMIIOM JTOKYMEHTOB);

- Peecmpui 6newneli omnpagku 0oKymenmog — KOMaHIbl PyHKINU oOecreyn-
BalOT 00pabOTKy JOKYMEHTOB, MOJICKAIINX OTMpaBKe, BKItoUYas pOpMHUpOBAHUE U
nevaTh CTAaHIAPTHBIX (POPM PEECTPOB PACCHUIKH;

- Onuco den — KoMaH bl PYHKIIMU 00ECNEYNBAIOT IPOCMOTP JOKYMEHTOB, CIIH-
CaHHBIX B JIeNa, a TAK)KE€ BEICHUE CAaMUX JIETI.

3aoanue

[IpousBecTH nouck no mexcmy npukpenieHHvix ¢ainos (AITOPUTM MOUCKA MTPH-
BEJICH HIDKE), MPEIBApUTEIbHO BBEIsS B CHCTEMY BCE CBOM (hailiibl, CO3IaHHBIC HA
npeapnymux 3asaTusx. Heooxoammo takxke opopmuts PK Ha Bce JOKYMEHTHI.

AJITOpPHUTM HOHUCKA

YToObI MpOU3BECTH MOUCK 32 HEKOTOPBIN MEPUOJ BPEMEHH, BBEIUTE HAYAIbHYIO
JaTy PETUCTPALH B IOJIE C..., @ KOHEYHYIO — B MOJIE€ MO..... B pe3ynbrare Oynyrt oT-
OuparbCcsd JOKYMEHTBI, 3apeTMCTPUPOBAHHbIE B YKa3aHHBIM WHTEpBal BpEMEHU
(111 HEKOTOPBIX THUIIOB 3aIPOCOB — OTIPABICHHBIC AJIpecaTy B YKa3aHHBI HHTCPBAJ
BpeMeHn). Ecin peOyertcs Haiitu PK 3a oqHy onpeneneHHy o 1aTy, BBEAUTE Ty ATy B
o6a mouis. Eciu nata BBeeHa TOJBKO B MOJIE C... (HJIM TOJBKO B MOJE MO...), OyayT
oroupatbes Bee PK, HaunHas ¢ yka3aHHOM JaThl pEruCTpaluy (WK 3aKaHIHBasI €10).

42



5.2. TIouCK 3HAYEHHH B TEKCTOBBIX IMOJIAX

TeKCTOBBIMM TIOJIIMH HA3bIBAIOTCS TIOJIS, B KOTOPBIX 3HAUCHUS 3aa0TCS TOJIBKO
BBOJIOM C KJIaBHATYPHI.

[Towick 3HAUEHWH B TEKCTOBBIX TOJSAX MPOU3BOIUTCS CIICAYIOMUM 00pa3oM: B
Kakoe-T1u00 TEKCTOBOE MoJjie 3anpocHoi (opmbl (Hampumep, B nose Codeporcanue)
BBOJIMTCS OIPE/ICICHHBIN MOMCKOBBIN 00BeKT (CJI0BO, YacTh CJI0Ba, (hpa3a uiu Habop
CHMBOJIOB) M 3aITycKaeTcsi MoUcK. B pesynbrate norcka otouparorcs PK, comepikamiue
B OJTHOMMEHHOM TEKCTOBOM ITOJI€ 3a/IaHHOC 3HAYCHHE.

[Torick B TEKCTOBBIX MOJISAX MOKHO TIPOU3BOJIHTD:

- T10 IPOU3BOJIBHOMY OOBEKTY (CJIOBY, YacTH CJIOBa, (hpase Wim HaOOPY CUMBOJIOB),
HAXO/ISIIIIEMYCS B JIFOOOM MecCTe TOJIs;

- TI0 MMPOU3BOJILHOMY OOBEKTY, HAXOIAIIEMYCsl B HaYaJIe MmoJs;

- TI0 MPOU3BOJILHOMY OOBEKTY, HAXOASIIEMYCsI B KOHIIC ITOJIS;

- TI0 TOYHOMY 3HAYCHHIO CTPOKH TEKCTOBOTO MMOJS. [Ipy 3TOM MOKHO HCKaTh
mouno nycmoe 3HaueHue nons (B pe3ynbrare noucka OymyT oroopansl Bce PK ¢ He-
3aIlOJTHCHHBIM OJHOMMCHHBIM II0JIEM) M MOYHO He nycmoe 3HadeHue (B pe3ysbTare
noucka OyayT otoOpansl Bce PK ¢ 3anonHeHHBIM OTHOMMEHHBIM TI0JIEM, HE3aBUCUMO
OT COJICPIKAHHUS ITOTO TOJIs).

[Tpr BHECEHUHU TIOMCKOBOTO 3alpoca B TEKCTOBBIC MOJISI MOYKHO HCIIOJIB30BaTh
CIIeyIolue CiIy)keOHbIe onepaTopsl (Tadi. 5.1):

Tabmuma 5.1
Ciy>xeOHBIC OTepaTOphI
CumBon 3HaueHue
orepaTopa

«» KaBbruku, orpannyuBaroniye MOMCKOBBINH 0OBEKT
! Omneparop NWJIN

& Omneparop 1

< Oneparop, Onpenensonuyii MTOMCK 33aJIaHHOTO 3HAYEHHUS B HAdalie OJIHO-

MMEHHOTO 11oJist PK
> Oneparop, ONpeAeSIONNI MOUCK 33aJaHHOTO 3HAYEHUS B KOHIIE OJHO-

uMeHHoro noss PK

= Oneparop TOUYHO PABHO omnpezgensier mouck 3Ha4Y€HHs, TOYHO COBIa-
JAIOIIEro C 3aJaHHBIM

~ Oneparop IIYCTO onpenensger nouck PK ¢ He3anoJHEHHBIM TEKCTOBBIM
oJieM

Omneparop HE ITYCTO (amxHee momuepkuBanue) omnpeneinser mouck PK ¢
3aMOJIHEHHBIM TEKCTOBBIM nojieM. CoaepxaHue Mol IPU 3TOM 3HAYCHUS He
uMeeT

A Oneparop HO HE craBuTcs B TEKCTOBOM I0JIe 3alPOCHOM (OpMBI nepen
CUMBOJIaMH, KOTOpbIE HE JOJIKHBI COAEPkKAThCS B TEKCTOBBIX MOJIAX Haii-
neHHbrx PK
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[Torck mpUKperIeHHBIX (PaiyioB MO comepKameMycsi B HIX TEKCTY MPOU3BOIHT-
Ccsl B peXKUMeE TOUCKa JOKYMEHTOB 1o pekBusnutam PK u B pexxume noucka PK.

Ecmu tpebyercs mposectu nouck PK mo TexcTy nmpukperieHHoro ¢aiina, ycra-
HoBHTE (praxkok /1o mexcmy v BBEIUTE UCKOMBIE ciioBa B mojie Codepoicarue.

[Ipu BBOJIE 3HAYEHUS B TO M0JIE PYKOBOACTBYHTECH CIEAYIONUMU TPABUIAMHU:

1. Ilpu BBOAE CIOB MOKHO MPOU3BOJIBHO HCITOJIB30BAaTh KaK CTPOYHBIE, TaK U
nponucHbIC (3arjaBHbIe) OYKBBI: PErCTp OYKB MPH MOUCKE HE YUYUTHIBACTCS.

2. Eciin TpebyeTcst mpoBeCTH MOUCK IO Hayaly CIIOBA, HAXOJSAIIETOCS B TEKCTE
MPUKPEIUICHHOTO (aiiyia, BBEAUTE MepBbie OyKBHI ATOr0 ciioBa B mosie Codepoicanue,
3aBEpIIINB BBOJI CUMBOJIOM *.

3. Ecir HeoOX0AMMO OCYIIECTBUTH MOUCK MO (PparMeHTy CJIOBa, HAXOISAIIETOCS
B TEKCTE MPUKPEIUICHHOro (aiiia, BBeAUTE (hparMeHT 3Toro ciosa B noje Codeporcanue,
HA4yaB Y 3aBEPIIHUB BBOJ CUIMBOJIOM * .

4. Ecnu TpeOyeTcsl OCYIIEeCTBUTh MOMCK MO 1eNoi (pa3e, HAXOMSIIEHCS B TEK-
CTe MpHKperieHHoro (aiina, BBeaute 3Ty (pa3y B mone Codepwcarue, 3aKITIOIUB B
KaBbIUKU (HAIIPUMEP, KGHeOpeHue 6e30YMANCHOU MEXHOIOSUU).

5. Ecin B mosne Cooepoicarue BBOTUTCS HECKOJBKO CIIOB, TO OHU JOJKHBI Yepes
npo0Oen pa3feNnaTbCs CIEeUUATbHBIMU J02UYECKUMU ONepamopamu, KOTOPhIE TaKXKe
BBOJISITCS C KIIABUATYPHI:

- onepatop AND. Ecnu 1Ba UCKOMBIX CJIOBa pa3/ieieHbl JaHHBIM ONEpaTOpOM,
To OymyT oTOMpathes Te PK, y KOTOpBIX TEKCTHI MPUKPETICHHBIX (aiijIoB OTHOBPEMEHHO
BKJIIOYAIOT 00a ciioBa (mpasuiio jorudeckoro H);

- omeparop OR. Ecnu 1Ba MCKOMBIX €ITOBa pa3/ielieHbl JaHHBIM OIepaTopoM, TO
OynyTt otompathcsi Te PK, y KOTOpPBIX TEKCTHI MPUKPEIUICHHBIX (aHIOB BKIIOYAIOT
XOTs1 OBl OJTHO M3 3aJaHHBIX CJIOB (mpaBuio Jorudeckoro UJIHN);

- AND NOT. Ecnu nBa MCKOMBIX CJIOBa pa3/eiiCHbl JaHHBIM ONEpPaTOpOM, TO
Oynyt otompathecsi Te PK, y KOTOPBIX TEKCTHI MPUKPEIUICHHBIX (aiIOB BKIIOYAIOT
MIEPBOE CJIOBO MPH OTCYTCTBUH BTOPOTO;

- onepatop ( ). Omeparop «CKOOKH» CIYKHUT JJIsi TIOCTPOCHHUS BBIPAKEHUH, CO-
CTOSIIINX W3 HECKONBKHX ycioBHH mMoucka. CKOOKM 3aHar0T IMOCIIe0BATEIHLHOCTD
MIPOBEPKH YCIOBHI 0TOOPA: YCIOBHE B CKOOKaX MPOBEPSIETCS MIEPBBIM.

Hanpumep, ecnm B one Codeporcanue BBeneHa crpoka (Xadaposck OR Hoso-
cuoupck) AND Mocksa, To Oyayt orouparscs T¢ PK, y KOTOpBIX B TeKcTax MpH-
KpemIeHHbIX (aioB BcTpeuaeTcs ciioBo Xabaposck WM cnoBo Hosocudbupck U
OJTHOBPEMEHHO MPHUCYTCTBYET CIIOBO Mockea. Eciu onepatop «cKOOKH» HE UCIIOJIb-
3yercs, TO ycioBue, 3anaBaemoe omnepatopoM AND, mposepsercs npu otbope B
nepByio ouepenb. Hanmpumep, ecnu nmpuBeieHHas Bblllle cTpoka Oynetr HaOpaHa 6e3
cko0ok — Xabapock OR HoBocuoupck AND MockBa, To 60yayt otouparbscs te PK,
y KOTOPBIX B TEKCTaX MPUKPEIUICHHBIX (DailyioB OTHOBPEMEHHO MPHUCYTCTBYIOT CJIOBA
Hosocubupck U Mockea NJIN BcTpeuaetcst ciioBo Xabaposck.



5.3. Ilonck mo peKBU3MTAM PEeruCTPALMOHHON KAPTOYKH

OkHO mouckoBoro 3ampoca 1o pekusutam PK, oTkpbiBaronieecs npu 3amycke
byukuuu [louck, MOXET UMETh pa3IMYHbIC PCKBU3UTHI (IapaMETPhl) MOKCKA B 3aBH-
CUMOCTH OT TOr'0, KAKO€ 3HaY€HUE YCTaHOBIICHO B 10JI€ [ pynna.

dopMuUpoOBaHUe 3anpoca:

1. Vsmenurte, ecnu Tpedyercs, rpynny AokymeHTOB. IIpu 3TOoM cocTaB mosiei
3arnpoca U3MEHUTCA B COOTBETCTBUHU C BEHIOPAHHON TPYIIION.

2. Boibepute kxomauasl Ynpasnenue, Hauamo nouck. 1o OKOHYaHUU TTOUCKA OT-
KpOETCsl OKHO Narku Hatidennvie doxymenmul, cogepxaiiee cnucok PK 1o0kymeHTos,
YIIOBJIETBOPSIIONINX 3aIaHHBIM KPUTEPHUSIM OTOOpA.

Ecnu npu popmupoBanuu 3anpoca ObUIO 331aHO HECKOJIBKO MapaMeTPOB MOUCKA
(3amoTHEHO HECKOJIBKO MOJIeH 3arpoca), To OyAyT HailieHbl JOKYMEHTHI, YAOBIETBO-
psAroIIUE Cpa3y BCEM 3aJaHHBIM IIapaMETPaM.

3ananue mapaMeTpoB NMOMUCKA!
1. YcranoBure, Kakue JOKYMEHTBI Oy1yT OTOMPAThCs B Pe3yJIbTaTe MOUCKA:
- HaXOJSIIMECs HAa KOHTPOJIE,;
- CHSTBIE C KOHTPOJI;
- HEKOHTpOJIbHBIC (0€3 PEe30JFOIMI WK ¢ HEKOHTPOJIBLHBIMU PE30JIIOLHUIMU).

2. 3ajaiiTe UHTEpBAI JaT PETUCTPAIMU MCKOMbBIX JOKYMEHTOB. JlJisi 3TOro BBI-

IIOJIHUTE OJTHO U3 JECUCTBUM!

- BBEJIUTE C KJIABUATYpPbI WU C MOMOIUIBIO KaJeHAaps AaThl B o /Jama pee.
C... NO...;

- BBEJIUTE 3HAa4YeHUE B mojie /00, ecian Tpedyercs MPOU3BECTH MOUCK 3a Ka-
KON-1100 TOJ.

3. BriOepute rpud orOupaemMbIXx TOKYMEHTOB, BBEJs JlaHHbIE B moje [ pug no
MpaBUJIaM BbIOOpA 3HAUCHMSI U3 JIMHEHHOTO CIIPaBOYHUKA.

4. BeeauTe NaHHbIE 00 OTIpPaBUTENE OCHOBHOIO JOKYMEHTa WM 00 aBTOpE CO-
MPOBOJUTENBHOTO IOKYMEHTA!

- ONpENENNTE, CPer KaKuX JTOKYMEHTOB OyAeT MPOM3BOJUTHCS MOUCK: Cpelu
OCHOBHBIX / COIIPOBOMUTENBHBIX JTOKYMEHTOB WM TeX U Apyrux. Jis 3Toro ycraHno-
BUTE OO mepekitouaresb Kopp., mudo nepexiodaTeab Aemop conp. 00KymMenmad,
1100 nepekidaresb Bee (yCTaHOBIIEH 10 YMOJIYaHUIO) COOTBETCTBEHHO;

- BBEIUTE JaHHBIC B moje Kopp., BRIOpaB HY)XHBIH BapuUaHT W3 CIPABOYHUKA
Cnucok opeanuzayui.

Ecnu Ha mpenpiaymeM mare OblUT YCTAaHOBJIEH NEpekitodaTenb Bce, TO KpuTe-
pusiM Moucka OynyT yAOBJIETBOPATH Kak JOKYMEHTHI, B OCHOBHOM pazzene PK koro-
PBIX yKa3aH JaHHBIA oTnpaButesb (B moje Kopp.), Tak U JOKYMEHTHI, Y KOTOPBIX B
JOMOMHUTENbHOM paszfene ConpogooumenbHulll OOKYMeHm TaKKe UMEETCsl CChLIKa
Ha JIaHHOTO OTIpaBuTens. Ecnu ke Ha mpeapiayiieM mare Obll YCTaHOBJIEH Mepe-
Kitouatenb Kopp., To IpU MOUCKE OYIyT YYUTHIBATHCA TOJBKO JaHHBIE OCHOBHOI'O
pazaena PK.
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AHaIOTHYHO, ecli ObIT YCTAaHOBIICH MEPEKII0YaTeNb A6mop conp. 0OKyMeHma,
TO TIPH TIOUCKE OYIYT YYUTHIBATHCSA TOJBKO JaHHBIC JOMOJHUTEIBLHOTO pasaena PK
ConposooumenvbHwlli OOKYMeHM.

- BBEJIUTE C KJIaBUATYpHI B mojie Mcx.Ne HOMep, MO KOTOPHIM HCXOJISIIHHA J0-
KYMEHT OB 3apETHUCTPUPOBAH B OPraHU3aAIUHU-OTIIPABUTEIIC;

- BBEIWTE B TOJIA lama c... no... THTEPBaJl JaT PErUCTPAlMHM JOKYMEHTA y OT-
MIpaBUTE,

- BBEJIUTE C KJIABUATYPHI B TIoJie /1oum.Ne HOMEp IMOYTOBOW KBUTAHIIUH,

- BBeAuTe B moiie [loonucan pamMunuio auia, moMUCaBIIeTro TOKyMEHT:

5. Beeaute manuwie B moje Komy BBIOOpOM U3 cipaBouHMKa [loodpazoenenus.
Ecnu mone 3agano, To B pe3ynbTare MoucKa OyIyT OTOMpaThesl TOKYMEHTHI, HAIlpaB-
JICHHBIE YKa3aHHOMY JIOJDKHOCTHOMY JIMITY WJIM B YKa3aHHOE TIOJpa3ieiieHHE.

6. /s or6opa PK mo kpaTkoMy cojepaHHIO0 BBEIUTE C KIABHATYPbl HCKOMBIC
cioBa B niosie Codepoicarue.

7. Ecnu TpeOyeTcst MpOBECTH MOUCK IO TEKCTY NMPHKPEIUICHHOTO daiina, ycra-
HoBUTE (uiaxkok [1o mexcmy u B nione Codepoicanue yKaXUTE 0ObEKT ITOUCKA.

8. Beenure nanubie B mosie Pyopuxa BEIOOPOM W3 CIPaBOYHUKA Pybpuxamop
WK U3 CTKCKa (I0MmycKaeTcs BBOJ HECKOJIBKUX 3HaUeHui). [Ipu aToM OymyT oToOpa-
el PK, oTHOCsIIMECS K 7100001 M3 YKa3aHHBIX PYOpPHK, BKIIFOYast U pyOpUKH, HAXO-
AsmIecs Ha 00j1ee HU3KMX YPOBHSAX UEPAPXUU CIIPABOYHHUKA.

9. BeiOepuTe THI CBSI3KH, KOTOPOH MCKOMBIC MOKYMEHTBI CBS3aHBI C JIPYTHMH
JTOKYMEHTaMH U BBeJIWTE JaHHbIC B mojie Ceazku 10 IpaBUiIaM BbIOOpA 3HAUCHUS U3
JUHEHHOTO CTIPaBOYHUKA.

10. Ecnu Bxoasmuii JOKyMEHT ObLJI MepeciiaH B IPYTYI0 OpPraHU3allnio, YaCTHO-
My JIMILy WJIM BHYTPEHHEMY ajpecaTy, TO MOXKHO TaK)Ke IMPOBECTU TOHUCK TI0 PEKBH-
3UTaM aJipecaTa CIeAYIOUUM 00pa3oM:

- €CIIM IOKyMEHT OBLT aJIpeCOBaH YaCTHOMY JIMIY, YCTAHOBUTE TIEPEKIIOUATENb
I'pasicoanun (MO0 yMOJYAHHUIO YCTAaHOBJICH Mepekiatouarenb Opeanuszayuu), a €Ciu
BHYTPEHHEMY aJjpecatry — MepeKIodaTens JoixicHocmuoe auyo,

- BBEAWTE JaHHBIC B II0JIe Adpecam:

* UIS ‘aJpecaToB-OpraHu3anuii — BEIOOPOM M3 cripaBoyHUKa Cnucox opeauu-
3ayuli UK U3 CIIMCKa;

* IS aAPecaToB-TpaXKIaH — BBLIOOPOM M3 cripaBOUHUKA [ pajicoane;

* Il BHYTPEHHUX aJpecaToB — BBIOOPOM U3 crpaBouHuka lloopazdenenus
WA U3 CIIMCKA,;

- YKaxuTe, Kakue JOKYMEHTHI TpeOyercs oToOpats:. Omnpasienuvie, He om-
npaenenHvle UM Bce, ycTaHOBUB OJIMH M3 COOTBETCTBYIONIUX MEPEKITIOYATEIICH.
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Ecnu ycranoBnen nepekitouatens OmnpasieHnvle, OIS C... NO... CTAHOBSITCS
aKTUBHBIMU. BBenTe BpeMEHHON MHTEPBAJ AAaThl OTIPABKU UCKOMOTO JIOKYMEHTA.
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