PykoBoacTtBO Nno pabote B
JIMYHOM KabnHeTe 3acTpouLmnKa

MC XKKX 2026



MNC XKX. PykoBogcTBO. JINUHbIN KabnHeT 3acTponiLlmka

AHHOTaUuunA

PykoBoactBO cogep>xut uHdopmauuto no paborte B F’MC XKKX. PykoBoacTBO npesgHa3HaueHo ans
COTPYAHMKOB KOMMaHU-3aCTPOMNLLNKOB.

MC XKX pacwmndpposbiBaeTca Kak «[ocygapcTBeHHas MHGOPMaLIMOHHasa cucteMa XUINLLHO-
KOMMYHa/IbHOTO X035CTBa.

TMC XKX — 310 desepanbHaa MHOOPMaLMOHHAsA CMCTEMa, KOTOPas MOyYaeT CBeAeHMsA OT YH4acTHUKOB
chepbl XKX, obpabaTbiBaeT nx U NpeAoCTaBAAET AN O3HAKOMAEHWS U U3YUYEHWNS BCEM 3aMHTEPECOBaHHbIM
CTOpPOHaM: rpaxgaHam, KOMMNaHuaM 1 opraHam Baactn PO.

B pamkax rocysapCTBEHHOrO yyeTta XUNLLHOTO GOHAa 3aCTPOMLLMKIN J0XKHBI BHOCUTb B TNC XKKX
MHOOPMaLNIO, N3 KOTOPOIM POPMUPYHOTCA 31EKTPOHHbIE NacnopTa AOMOB.

[laHHOe pyKOBOACTBO MpefHa3HaYeHo A/ COTPYAHMKOB KOMMAaHWUA-3acTPOMLLMKOB.

B pyKOBOACTBE paccMaTpuBaroTCA CeAytoLLye BOMpoChI:

« Kak HauaTtb paboty c MNMC XKX.

» Kak HacTpouTb NINYHbIV KabUHET OpraHu3aLmm.

» Kak pasmewatb nHpopmaumto B N'MC XKKX.

« Kak otnpaenate obpatueHns Onepatopy MNC XKX v gpyrum opraHusaumam.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
1. BeeaeHune

1. BBeaeHune

Mepep Bamyn pykoBogctBo no pabote B TMC XKKX. B Hem paccmaTpurBaroTcsi BONPOChbl paboTbl B IMMHOM
KabvHeTe 3acTponLyMKa.

KoMnaHumn-3acTpoLmKkm BO3BOAAT MHOTOKBapTUpPHbIe AoMa. [ocne Bbljaun pa3pelleHns Ha BBOJ B
3KCnyaTaLmo 3aCTPOMLLMKIN JOMXKHBI pa3meluaTb B MC XXKX 31eKTPOHHbIN NacnopT MHOrOKBapTUPHOro
A,0Ma. OTO HY>KHO /1A roCyAapCTBEHHOrO yyeTa XUAnLWHoro poHga.

CcbInku no Teme
G [lns KOro 3To pyKoOBOACTBO (cmp. 9)
PykoBoACTBO NpesHa3HauYeHo ANs1 PyKOBOAUTENEN, aAMUHUCTPATOPOB U1 CMELMANNCTOB
opranusauumn nan UM ¢ dyHkumen «AAMUHMUCTPaTOp 0bLLero cobpaHmsa CO6CTBEHHMKOB
NMOMELLEHNA B MHOFOKBAPTUPHOM JOME».

G CrpykTypa cTatel B pykoBoacTse (cmp. 10)
3HaKOMCTBO CO CTPYKTYPOM CTaTeill MOMOXET BaM Jlerye OpPMEHTMPOBATLCA B TEKCTE JaHHOMO

PYKOBOACTBA.

G Pasmetka TekcTa B pykoBoacTtBe (cmp. 12)
HekoTtopsble dpasbl 1 ab3aLbl B TEKCTE MOTYT ObiTb BblAE€/1€HbI LIBETOM WM MHBIM CMOCOOOM B

3aBCMMOCTU OT Ha3Ha4yeHnA ¢pa3b| nnn a63a|_|,a.

S JokymerTaums no MC XKX (cmp. 13)
[okymeHTaumsa no MC XXKX pa3melleHa B ob6uiem goctyne Ha cante MMC XKKX.



INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
1. BeegeHve | 1.1. [lns KOro 3To pyKOBOACTBO

1.1. Aina Koro 3To pykoBOACTBO

PykoBoacTBO NpegHa3HaueHo A/ PpyKOBOAUTENEN, aMUHUCTPATOPOB U CMeLManncToB OpraHn3aumm nam
UM ¢ pyHKumnen «<AgMnHUCTpaTop obLuero cobpaHma co6CTBEHHUKOB NMOMELLLEHUIA B MHOFOKBAPTUPHOM
aome».

Ba>kHo: Bonpockl pabotsl B TNC XKKX dpusmyeckmx amu, — agMUHUCTPATOPOB CObpaHmi
COBCTBEHHMKOB MOMELLEHWNIA B MHOTOKBapPTMPHOM AOMe pacCMaTpUBatOTCA B PYTrOM PYKOBOACTBE.

PykoBogutenb

PykoBoguTenb permctpupyet opranmsaunto Ha Focycnyrax n B TMIC XKKX. Mocne perncrpaumn emy
CTaHOBUTCA AOCTYMNeH ANYHbIN KabuHeT opraHusauum B N'VIC XKKX. 3atem oH nepesaeT ynpaBaeHne NYHbIM
kabuHetoMm opraHunzauymm B MNNC XXKX coTpyaHumKy, Ha3biBaeMOMY «aZMUHUCTPAaTOpPOM opraHusauumn B M'NC
XKKX» (He nyTaTb C «aZAMUHUCTPATOPOM 0bLLero cobpaHmsa cO6CTBEHHMKOB MOMELLEHWI B MHOTOKBapPTUPHOM
Aome»). Ecnm opraHusaums HebobLuas, poab agMuHUCTpaTopa opraHmsaumm B MC XKKX moxeT urpatb cam
PYyKOBOAMUTENb.

PykoBoguTento cnesyet o3HakoMUTbCA € pasgenom «Pernctpaunsa B TNC XKKX».

ApmunHunctpatop opraHusauum B N'MC XKKX
Aamunuctpatop opranmsauunm B ['MC XKX HazHavaeTca pykoBoguTesleM OpraHu3aunm.

AaMuHucTpatop opraHmsauum B FMIC XKKX 3aH1MaeTca ynpaBaeHeM AnYHbIM KabrHeToM opraHmsauun. OH
MOXKET:

* PepaktupoBaTtb nHGopMaLmto 06 opraHmnsaLum.
» HaszHauaTtb coTpyAHMKaM opraHu3aLum npasa AOCTyna Ha BbIMOJHEHWE TeX AW UHbIX PaboT B IMYHOM
kabuHete opraHmsauum B TVIC XKKX.

AZAMUHWCTPaTOPY CaedyeT 03HaKOMUTLCA ¢ pasgenamm «Pernctpaumsa B TNC XKKX» n «AgmMuHucTprposaHme».

YNO/IHOMOUEHHbIN cneyunannct

YNONHOMOUEHHbIV CNeLManucT noay4yaeTt oT aAMUHUCTPATOPa NpaBa Ha BbIMOJHEHWE TEX UM UHbIX paboT B
JNIMYHOM KabuHeTe opranmzauumn B M’MC XKKX.

YNosHOMOUYEHHOMY CMeunanncTy ciesyeT 03HaKOMUTbCS € pa3genoM «Pabota B MC XKKX».

CcbIikn no Teme
G BeegeHue (cmp. 8)
Mepea Bamn pykoBoacTBO no pabote B [MIC XXKX. B HeM paccmaTpuBatoTcs BONpockl paboTsl B
JIMYHOM KabuHeTe 3acTponLLmKa.



INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
1. Beegerue | 1.2. CTpykTypa cTaTeil B pyKOBOACTBE

1.2. CTpyKTypa cTaTten B pyKOBOACTBE

3HAKOMCTBO CO CprKTypOI‘/’I cTaTel MOMOXKET BaM Jierue OpPUEHTUPOBATbCA B TEKCTE AaHHOIO PyKOBOACTBaA.

PyKOBOACTBO pa36|/|To Ha paj cTaTen. Ka)KAaFI CTaTbA NocBALLEHa OI'IpeAe}'IeHHOI‘/’I TEME!

* YTO 3HAUUT TO AN MHOE MOHATHE.

* Kak BbIMOAHWTL OnepaLuio.

* Y10 fenatb, ecau BbINOSHEHME OMepaLn He NPUBEO K HYXXKHOMY pe3ybTaTy.
» CnpaBoyHas nHGopmaLma No npegmerty.

CratbK cocToAT u3 cneayrowmnx sNeMeHTOB:

* 3aron0BOK.

* KpaTtkoe onucaHue.

» Teno cratbu.

» CnpaBouYHbIV annapar.

3arosio0BoOK

Ecam B cTaTbe MAET peyb O TOM, Kak BbIMOJHUTL Ty WKW WHYHO OMepauuto, TO 3aroI0BOK CTaTbW HauMHaTCA
Ha cNoBO «kak». Hanpumep, «Kak fo6aBuTb Npnbop yyeTa».

Ecnm B cTaTbe peub MAET O TOM, Kak YCTPaHWUTb TUMOBYHO HEMOaAKY, TO 3aroIOBOK CTaTby HauMHaoTCA
bpason «yto genatb, ecam». Hanpumep, «4to genatb, ecam npu gobasneHnn npubopa yyeTa BO3HMKA
owmnbka 7624».

B octanbHbIX Cciydadax 3aronoBkKM Ha4YMHaKOTCA C CYyLLEeCTBUTE/IbHOTO UKW NpuaaraTtesibHOro.

KpaTtkoe onucaHune

B 60nbLUMHCTBE CTaTell pyKOBOZACTBA MOJ, 3aroIOBKOM PacnosioXeH ab3au, BblgeNeHHbIV XUPHBIM LWPUPHTOM.
3TO KpaTKoe onucaHue ctatbl. B HeM roBopuTcs, 0 YeM MAET pedb B cTaTbe. [TpouTuTe ero, UToObI MOHSAT,
HY>XHO /11 BaM CeMYac unTaTb 3Ty CTaTbHO WUJIU HET.

Teno ctatbu
Ecnw cTtatha onucbiBaeT MOHATUE, TO TENO CTAaTbU — 3TO KaK npanmo I'IpOCTO nocnenoBaTe/ibHOCTb a63au,eB.

Ecam cTaTbs cogep>kmT cnpaBoYHyto nHbOPMaLuo, TO B 3aBUCUMOCTM OT BUAa MHGOpMaLMK cTaTbs byzeT
HamosHeHa TabanLuamu, CnMckamm, CXeMamu 1 MANOCTPaLLUAMU.

Ecan B cTaTbe rOBOPUTCA, KakK BbIMOJIHATbL OMepaunto, TO TeN0 CTaTbU 6yp,eT pa36|/|To Ha 610Ku:

1. AB3aLbl MAN MapKMPOBAHHbIV CMINCOK, B KOTOPbIX FOBOPUTCA, UTO HYXXHO MOArOTOBUTb A5
BbIMOJIHEHWA onepaLnm.

2. bnok «PekomeHaaLMM MO NOAFOTOBKE» Ha CBETN0-CEPOM POHE C CMHUM OTIMBOM. DTOT 610K
COZEP>KMT CCbIIKM Ha CTaTbM NPO onepaLmm, KOTOpPble HY>XKHO BbIMOAHUTb Nepes BbIMOJAHEHNEM
TekyLLen onepaumn.

3. HymepoBaHHas nociesoBaTe/IbHOCTb LWAroB BbINOAHEHWS onepaumn. Kak npaBuao, Kaxabli
Lar CoAep>XUT KOMaHAy ¥ pe3y/bTaT BbIMOJAHEHUs wWwara. VIHorga Mexay HMMW pacrnonaraercs
AOMONHUTENbHAA MHDOPMaL WA, KOTopas AOKHA NMOMOYb MPW BbINOAHEHMH wara. MNpedukc
«HeobsA3aTenbHO» nepej Warom nokasbiBaeT, YToO B 06LLEM C/lyYae BbINOJHEHWE AaHHOTO Lara He
0653aTeNbHO ANA JOCTUXKEHNA pe3ybTaTa, HO MOXET MOHaZ0bUTLCA NPY OnpeseneHHbIX YCA0BUSX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
1. Beegerue | 1.2. CTpykTypa cTaTeil B pyKOBOACTBE

4. AB3aL, C pe3y/IbTaTOM BbINOJAHEHWS onepaLuu.
5. Ab3aL, C pekoMeHAauumM 0 TOM, YTO AeslaTb NMOoc/e BbINMOAHEHNs onepaLuu.

Ecan B cTaTbe rOBOPUTCA O TOM, UTO AenaTb, eC/IN BbINONHEHWNE onepaunn He NPUBENO K HY>)KHOMY
pe3ynbTaty, TO B TeNe CTaTbU CKOpPee BCEro 6yA€T 6633Ll, C onncaHmemM BO3MOXXHbIX MPUYNH OLNOKN 1
HyMepOBaHHaA nocnejoBaTe/IbHOCTb WaroB no yCTpaHeHUHo OLINBKMN.

CnpaBouHbIN annapar

Mocne Tena ctaTby Kak NpaBuIO pacrnonaraetca 610k «CcblKU MO TeMEe» Ha CBET/I0-CePOM GOHE C CUHUM
OT/IMBOM. BIOK COZePXXUT CCbIIKM Ha CTaTbW MO CMEXHbLIM TeMaM (Hanpumep, CCbIKU Ha CTaTby, UTO
Aenatb Aanblle Nnocie BbINMOAHEHNUs onepaLm), CCbIKU Ha JOYepHUE CTaTbl U CCbIIKY Ha POAUTEbCKYHD
cTaTbro. OKONO KaXAOW CChbINIKM yKa3aH HOMep CTPaHWLLbl, Ha KOTOPYHO BEAET CCblKa, Tak YTO ecn Balle
PYKOBOACTBO pacreyataHo Ha bymare, Bbl He MOTEpPsETECh.

CcbIikn no Teme
G BeepgeHue (cmp. 8)
Mepea Bamn pykoBoacTBO no pabote B [MIC XXKX. B HeM paccmaTpuBatoTca BOnNpockl paboTsl B
JIMYHOM KabuHeTe 3acTponLLmKa.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
1. BeegeHve | 1.3. Pa3ameTka TekcTa B pyKOBOACTBE

1.3. Pa3meTKa TeKcTa B pyKOBOACTBE

HekoTtopble ¢pasbl 1 ab3aLibl B TEKCTE MOTYT 6bITb BblAe/NEHbI LLBETOM WU UHbIM CNOCO60M B
3aBMCMMOCTU OT Ha3HaueHus ¢pasbl nam absaua.

Ha3sBaHusa anemeHTOB UHTepdeiica BbIAENAOTCA XMPHBIM LWPUPTOM.

CcbIIKM BbILENAIOTCS CMHUM LBeTOM. OKOJI0 KaXZ0M CCbIIKW YKa3aH HOMep CTPaHWLibl, Ha KOTOPYHO BeeT
CCbI/IKA, TaK UYTO eC/K Balle PYKOBOZACTBO pacreyataHo Ha bymare, Bbl He MoTepseTecs.

HasBaHua knaBuw Ha K/laBuartype BblAeNATCA XNPHbIM LIJpI/ICI)TOM C nog4vyepkmnBaHunem.

HazaHusa darinos n nytm Kk dansam BblAENAROTCA KPACHbIM.

Kopotkune coobuyenuna ot TMC XKKX Bbigenstorca Tak.

A ANVHHbIE —Tak.

0 Mpumeuanue: Tak BLIFNAAAT NPUMEYaHMA.
o Coser: Tak BbIFAAAT COBETHI.
Ba)kHo: Tak BblaeneHbl MecTa, TpebytoLiyie NOBbILLIEHHOTO BHUMAaHMS.

c BHuMaHume: Tak BbIraAAT NpeaynpexzaeHns o NoCNeACTBMAX BbIMOJAHEHUs onepaLmun. Hanpumep,
NpeAynpeXxAeHns o TOM, UTo onepaLmsa HeobpaTtuma.

CcbIikn no Teme
G BeegeHue (cmp. 8)
Mepea Bamn pykoBoacTBo no pabote B [MIC XXKX. B HeM paccmaTpuBatoTca BOnNpockl paboTsl B
JIMYHOM KabuHeTe 3acTponLLmKa.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
1. BeegeHnve | 1.4. JokymeHTauma no MC XKKX

1.4. AokymeHTauma no MNMC XKKX

JoxymeHTtaumsa no NC XXKKX pasmelneHa B obwem goctyne Ha cavite T'MC XKKX.

PYKOBOACTBa noJsib3oBartend

PykoBoacTBa nosib3oBaTensa cogepkat nojHyto MHPopMaLmio o paboTe B IMYHLIX KabrHeTax opraHn3aLmi
KKX. PykosogacTtsa B popmate PDF HaxoaaTca B pasgene PersiameHTbl U MHCTPYKLMK. PykoBoaCTBa B
dopmate HTML Haxopatca B pasgene Cnpaska Mo cucTeme.

PernameHT 1 popmatbl NHGOPMaLMOHHOTO B3aMMOAENCTBUA BHELLHMX
nHpopmauymoHHbIx cnctem ¢ FM'MC XKKX

B pa3gene PernaMeHTbl 1 MHCTPYKLMU HAXOAUTCSH apXMB CO BCEN HeobXxoaMMOoNr MHPopmMaL el no
conpsikeHnro nHGopmMaumnoHHbix cucteMm ¢ FC XKKX, a Takke no dopmatam B3aUMOAENCTBUS MEXAY HUMMU.

LWa6noHbl Excel ans 3arpy3km nHpopmaumm B M’MC XKKX

[Jns maccoBoi 3arpy3kun nHdopmauum B M’MC XKKX nprmeHsAoTcs 3anosHeHHble Mo 0cobbiM NpaBuiam
wabnoHbl Excel. LLlabnoHbl 1 NnpaBuaa UX 3aNOAHEHNA HAaXOAATCA B pa3jene PernameHTbl 1 MHCTPYKLMN.

Uctopunsa nameHenunm MNC HXKX

Wctopus passutusa TMIC XKKX Begetcs B BUAE XXypHaNOB BEPCUIA, BbIMyCKaEMbIX KaXAbl MecsL,. VIX MOXHO
HaWTW B pasgene PernameHTbl U MHCTPYKLUN.

Buaeo

B T'MC XKKX xpaHaTca obyyatoLine BuaeomaTepmasbl MO HEKOTOPbLIM TeMaM. [lia nepexoaa K XpaHuanLy
Bugeomatepuanos no NIC XXKX B rnaBHoM HaBuUraumoHHOM MeHto (cmp. 20) BbibepuTe NyHKT
O6yuatowme matepuanbl > Bugeo T'MC XKKX.

YuebHUKU

YuebHukn no N’MC XKKX B popmate PDF pasmeleHbl 34ech.

OTtBeTbl Ha YacTo 3afiaBaeMbl€ BOMNPOCHI

Ecnm y Bac Bo3Huk Bonpoc no pabote ¢ MNC XKKX, ans Havana 3arnsHuTe B YacTto 3ajaBaemMble BOMPOCHI.
BO3MOXHO, 3TOT BONPOC MHTEPEeCOBan MHOIMX, N OTBET Ha Hero yxe AaH.

Ccbikn no Teme
S KomMeHTapuu 1 NpeanoXeHus no AoKyMeHTauuu (cmp. 14)
Ecan y Bac ecTb BONPOChI, 3aMeYaHns Uan npeaioxXeHma no 4oOKyMeHTaumnm, HanmwmnTe B Haly B
CNyX6y NoaAepP>KKH.

G BeegeHue (cmp. 8)
Mepea Bamn pykoBoacTBo no pabote B [MIC XXKX. B HeM paccmaTpuBatoTca BONpockl paboTsl B
JIMYHOM KabuHeTe 3acTponLLmKa.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
1. BeegeHnve | 1.4. JokymeHTauma no MC XKKX

1.4.1. KommeHTapun 1 npeanoXXeHns rno AoKyMmeHTaumm

Ecan Y BacC eCTb BOMNPOCHI, 3aMeyvYaHnAa nan npeanoxkeHna no AoKymMmeHTauunu, Hanuwute B Hally B Cﬂy)KGy

noAAePXKN.

Ccbuiku no teme
G  Kak 06paTtuTbcs B cay>Kby noaaepsxku (cmp. 158)
Ecan y Bac BO3HUKAM BOMPOCh! nan npeanoxxeHus no pabote MNAC XKX, obpatutech B Hally

cnyx6y noaaep KKu.

S [JokymenTaums no MC XKX (cmp. 13)
[okymeHTaumsa no MNC XXKX pa3melleHa B o6Liem goctyne Ha cante MMC XKKX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
2. TUC XKKX

2. TC XKX

MTC XKKX — eaunHbIi nHbopMaLunoHHbIN pecypc B chepe XKKX, npuliesunii Ha 3ameHy pa3po3HeHHbIM
pernoHanbHbIM catam o JKKX.

MC XKX pacwmndpposbiBaeTca Kak «[ocygapcTBeHHas MHGOPMaLIMOHHasa cucteMa XUINLLHO-
KOMMYHa/IbHOTO X035CTBa.

MMC XKKX 6bina cozgaHa B cootBeTcTBMM ¢ DesepanbHbiM 3akoHOM OT 21 nionsa 2014 roga N2 209-03 «O
rocyAapcTBeHHOM MHPOPMALIMOHHON CUCTEME XKMANLLHO-KOMMYHabHOMO XO3AMCTBa».

MC KKX cocTouT 13 oTKpbITOM YacTy, rae pa3mellieHa obLesocTynHas nHGopmaL s, 1 3aKpbITOR YacTu
("MMYHble KabMHETbI rpaXkaaH, OpraHoB BAACTU M KOMMNaHUA — yyacTHMKOB pbiHKa XKKX).

3akoHozaTesbcTBO PP He 06sa3biBaeT xutenein nonbsosatbcs [MC XKKX. Xutenm moryt nosb3osatscsa MNC
XKKX no cobctBeHHOMY >XenaHuto ans nonydveHus nHbopmaumm o XXKX, onnaTtbl KOMMYHaAbHbIX YCAYT U
CBA3M C KOMMAHMAMMU U BAACTAMM.

[Ans yuactHunkoB pbiHka XKKX (ynpasastowwmx komnanmin, TOK, XKCK, pecypcocHabxatoLmx 1 NHbIX
opraHunsauuin) pasmelyerHve nHdopmaumm B MNAC XKX obszatenbHo. 3a HepasmelleHne nHbopmaumm nam
HapyLLleHWe nopsazaka, cnocoboB, CPOKOB pa3MeLLLeHNA MHPOPMaLIMW NPesyCMOTPeHa adMUHUCTPaTUBHAS
OTBETCTBEHHOCTb. 3a pa3melleHne MHGopMaL MK He B MOJHOM o6beMe 1 3a pa3melLieHre HeAOCTOBEPHOM
NHPOPMaL M — TOXe.

OpraHu3aumm MoryT pasMeLlatb MHGOPMaLMIO HanpPsMYHO B JIMYHOM KabuHeTe Mpu MOMOLLIM 3anOJHEHHbIX
ocobbiM 0obpazom dainos Excel unm npm nomoLum nHTerpaumm cobcTBeHHbIX MHGOPMALMOHHbBIX CUCTEM C
rC XKX.

CcblIkKM No Teme
S BoamoxkHocTn TNC XKKX (cmp. 16)
TMC XKKX npegocTaBaseT rpaxkgaHam 1 opraHusaumnamM goctyn K nigopmaumm o chepe XKX
Poccuinckont ®espeparimn.

G 3akoHogatenbHasa 6a3a MNC XKKX (cmp. 17)
B ocHoBy cozganuma MNMC XKKX nonoxkeH psg HOpMaTMBHO-MPaBOBbIX aKTOB.

S VHdopmauums, KoTopyto Hy>Ho pa3melyatb B [MC XKX (cmp. 18)
Kakune BMAbI UHPOPMALIMM HY>XHO pa3meLlaTb U noyvemy.

S UHtepderic TMC XKKX (cmp. 19)
70T pasgen — namatka no uHtepoericy NC XKX. Ecam Bbl Tonbko 3HakomuTech ¢ MAC XKKX,
yAenuTe 3ToMy pasgeny HecKoJbKo MUHYT. ECIM Npu YTeHUW PyKOBOZACTBA Bbl «CMOTKHYINCb» 06
ouyepegHOe HaBUTaLMOHHOE MEHIO U He 3HaeTe, Kak OHO BbIFIAANT, 3araaHUTE Cloja.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
2. TUC KKX | 2.1. BoamoxkHocTn TNC XKKX

2.1. BoamoxxHoctn N'MC XKKX

MC XKX npepocTtaBasieT rpaxkaaHamM 1 opraHusaumnsamM goctyn K uHeopmauum o chpepe XKKX Poccuiickoit
depepauumn.

HesaperucrpupoBaHHbie NoJib30BaTeNn

HesaperncrpvpoBaHHble NoJib30BaTeNN UMEIOT AOCTYN K CeAytoLler nHdopmaLmu:

» HoBoctu 0 XKKX Poccuiickon Oeaepauun.

* HopmaTvBHble NpaBoOBble aKTbl, peryavpyrolne chepy XKX.
* VIHpopmaumto o fomax.

» CBeseHua 06 opraHmsaumax coepbl XKKX.

* JINLeH3MM Ha ynpaBaeHne MHOroKBapTUPHbLIMU JOMaMW.

* VIHpopMauuto o Tapudax.

* OtyeTbl 1 rpadukmn o coctoaHum cdepbl KKX.

3aperncrpmpoBaHHble CO6CTBEHHUKN

* icnonb3ytoT MObUAbHOE NPUIOXKEHME.

* Vicnonb3ytoT anuHbIv KabuHeT B 6pay3epe.

» OnnaumnBatoT XXUANLWHO-KOMMYHaNbHbIE YCAYTU.

* BHocAT nokasaHusa npnbopos y4eTa.

* YUacTBytOT B rOJIOCOBaHUAX MO JOMY.

» OTNpaBAAoT Xanobbl opraHM3aLmnaM-yyacTHKam pbiHka XXKX n opraHam Bractu.
* MpocmaTpurBatoT MHPOPMaLIMIO O AOMeE.

OpraHu3aumm — yqyacTHUKKN pbiHKa XKKX

* 3arpy><aroT MHPOPMaLMIO O AeATENbHOCTM OpraHn3aumm.
* MpuHUMatOT NokasaHns NpubopoB yueTa.

e BbicTaBAsItOT NnaTeXHble AOKYMEHTbI.

* 3aK/1t04atoT JOroBOpbI.

» PabortatoT ¢ obpalLeHmaMN FrpaxaaH 1 opraHm3aLmii.

OpraHbl Bnactu

* [MonyyatoT nHpopmaumto o chepe XKX PP B pexkme peasbHOro BpeMeHM.
* MonyuatoT >kanobbl OT rpaxkaaH 1 opraHm3aLmii — y4acTHUKOB pbiHka XKKX.

Ccbikm no teme
S TNC XKKX (cmp. 15)
MNC XKKX — eanHbIn nHdopmaLMoHHbIV pecypc B chepe XKX, npuiueawinii Ha 3aMeHy
Pa3pO3HEHHbIM pervoHanbHbIM carTam o XXKKX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
2. TNC XKX | 2.2. 3akoHogaTenbHasa 6a3a MNC XKKX

2.2. 3akoHopaaTenbHasa 6a3a MNC XKKX

B ocHoBy co3gaHua NMC XKKX nonoxxeH psag HopMaTUBHO-NPaBOBbIX aKTOB.

1. PepepanbHbiin 3akoH oT 21.07.2014 N2 209-93 «O rocyaapcTBeHHON MHGOPMALMOHHON cucTeme
XUANLHO-KOMMYHa/IbHOTO XO35ACTBa».

2. PepepanbHbili 3akoH OT 21.07.2014 N2 263-33 «O BHeCeHUM U3MEHEHWI B OTAE/IbHbIe
3aKoHOZaTesIbHble akTbl POCCUMINCKON PesepaLivn B CBA3M C NPUHATVEM defepanbHOro 3akoHa «O
rocyiapCTBEHHOW MHOOPMALMOHHOW CUCTEME XKUINLLHO-KOMMYHaAbHOTo X03aicTBa» (B pesakLmm
desepanbHoOro 3akoHa ot 02.06.2016 r. N2 175-93; o1 28.12.2016 r. N2 469-93; o1 28.12.2016 r. N2
471-03; o1 31.12.2017 r. N2 474-03).

3. Mpwuka3s ot 10.08.2023 r. N2 688/577/np «O npm3HaHWUM YTPaTMBLLUMMW CUNY HEKOTOPbIX MPUKa30B
MwuHMCTepCTBa CBA3U M MAaCCOBbIX KOMMYHWKaunin Poccuniickor Oeaepauun n MuHuctepcTBa
CTPOUTENBCTBA U XXKUANLLHO-KOMMYHaAbHOTO X034aicTBa Poccuiickon Pesepauiym no Bonpocy
bYHKLMOHNPOBaHNSA rocyapCTBEHHOM MHOOPMALIMOHHONM CUCTEMbI XXMUANLLHO-KOMMYHabHOMO
XO038ACTBa».

4. Mpwkas ot 13.09.2023 N2 660/np «O6 yTBEpXAEHWUM NOPSAKA, COCTaBa, CNOCOBOB, CPOKOB
Y NEPUOANYHOCTUN pa3MELLLeHMS B TOCYAapCTBEHHON MHGOPMALMOHHON CUCTEME XKMUULLHO-
KOMMYHa/IbHOro X031cTBa nHGopMauum n3 EAMHOro rocysapCcTBeHHOro peectpa HeABMXXUMOCTH 06
0b6bekTax, ykasaHHbIX B NyHKTax 6 1 7 yactu 1 ctatbm 6 ®esepanbHoro 3akoHa ot 21 nona 2014 r. N2
209-93 «O rocysapcTBeHHOW MHGOPMALIMOHHOM CUCTEME XXMUANLLHO-KOMMYHAaNbHOTO XO35MCTBa.

5. Mpwka3s ot 13.09.2023 N2 661/np «O6 yTBEpXXAEHUM bYHKLMOHANBbHBIX TPebOoBaHWN K
rocyfapCTBEHHOW MHPOPMALIMOHHOW CUCTEME KMANLLHO-KOMMYHabHOTO XO3AACTBa».

6. Mpwkas ot 18.09.2023 N2 669/np «O6 yTBEpPXKAEHMM TPEOOBAHNIA K TEXHONOTMYECKUM,
NPOrpamMmHbIM, IMHIBUCTUYECKMM, MPaBOBbIM Y OpraHM3aLMoOHHbIM CpeAcTBaM obecrneyeHus
NOJIb30BaHWNA rOCyapCTBEHHON MHPOPMALIMOHHOW CUCTEMOM XMAULLHO-KOMMYHaNbHOrO XO35MCTBa,
B TOM Umncie TpeboBaHN K ee apXUTEKType».

7. Mpwkas o1 07.02.2024 r. N2 79/np «O6 ycTaHOBAEHUWN COCTaBa, CPOKOB U NMEPUOANYHOCTA
pa3MeLLeHns MHPopMaLIMK NOCTaBLLMKaMy MHPOPMaLIMW B TOCYAapCTBEHHON MHOPMaLMOHHON
cucTeMe XUNNLLHO-KOMMYHabHOTO X03ACTBa, 0653aTeslbHOe pa3MeLLeHe KOTOPON NpesycMOTPEHO
®esepanbHbiM 3akoHOM OT 21 mtons 2014 r. N2 209-®3 «O rocysapcTBEHHOM MHPOPMALMOHHON
cucTeMe XXKUANLLHO-KOMMYHalbHOTO XO3AACTBa».

Ccbuikm no teme
G  3akoHogatenbcteo no MNAC XKKX
3/ecb XpaHATCA HOPMaTUBHbIE NPaBOBbIe aKTbl, peryanpytoline npumeHerue MNC XKKX.

S TNC XKKX (cmp. 15)
MNC XKX — eaunHbin nHGopMaumnoHHbIn pecypc B coepe XKX, npuluesLumii Ha 3ameHy
pa3pO3HEHHbIM PernoHaabHbIM cainTam o XKKX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
2. TNC XKX | 2.3. MIHpopmaLumsa, KOTOpYHo Hy>HO pa3Metyatb B MAC XKKX

2.3. Nudopmaums, kotopyto Hy>kHO pa3smertatb B M'MC XKKX
Kakne Bnabl nHpopMaLmn HY>KHO pa3meLlaTtb U noyemy.
Yro 1 koraa pasmeltats B [VIC XKKX, ykazaHo B npukasze MuHctpoa N2 79/np. CornacHo npukasy MuHcTpos

Ne729/np, npuka3 N2 79/np gonoaHeH rnaso XVI «MHopmMaums, nognexalyas pasMeLLeHNIo B CMCTEME
3aCTPOWLLMKOM MHOTOKBapTUPHOTrO JOMa».

Homep
NyHKTa Bug nnpopmaumn CpoKM U NepuoAVNYHOCTb pasMellLeHUs
rnaebl XVI
1 YHVKaNbHbIA HOMep foMa (KO4 foMa B cucTeME) He nosaHee 15 AHel co AHA NOCTAHOBKM
MHOTOKBapPTMPHOTO AOMa Ha roCcyAapCTBEHHbIN
KaAacTpoBbIv yyeT
Ob6Lue cBesieHVs O MHOrOKBapTUPHOM JOMe, B TOM YMCIE:

2.1 AZpec MHorokBapTpHoro goma, kog OKTMO MyHuumnanbHoro He nozaHee 15 aHen CO AHA MOCTAHOBKM
0bpa3oBaHus, Ha TEPPUTOPUM KOTOPOTO PaCMOIOXKeEH MHOTFOKBapTUPHOTO JOMa Ha rocyapCTBEHHbIV
MHOrOKBapTVPHbIN OM KaAacTpoBbIv yyeT

2.2 KagacTtpoBblii HOMep

2.3 Azpec obbekTa agpecauun B FAP

2.4 l'og BBOAA B 3KCMAyaTaLMIO

25 Konnuectso nndros

2.6 KonnuectBo xunbix nomelLeHnin (KBapTup)

2.7 KonmuecTBo HeXmbiX MOMELLLEHNA

2.8 Mnowaab 3saHMA (MHOroKBapTMPHOro AoMa)

2.9 O6was NaowWwazb Xuabix NOMeLLEeHNA

2.10 MHudopmaumoHHasa mogenb MHOroKBapTUPHOro goMa (npwu
HaMunK)

3 Pa3peLueHue Ha BBOZ, B 3KCMyaTaLMio (MallMHOYMNTAEMBbIA
dopwmar)

Ccbikm no teme
S TNC XKKX (cmp. 15)
MNC XKKX — eanHbIn nHdopmaumoHHbi pecypc B chepe XKX, npuieawnii Ha 3ameHy
Pa3pO3HEHHbIM PernoHaabHbIM canTam o XKKX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
2. TUC XKKX | 2.4. NHTepdetic MNC XKKX

2.4. Nntepdenc MNC XKKX

70T pa3gen — namsaTka no uHtepoency NMC XKKX. Ecam Bbl Tos1bko 3Hakomutech ¢ F'NC XKKX, yaennte
3TOMYy pasfeny HeCKONbKO MUHYT. Ecam npu uteHMn pykoBoACTBa Bbl «CMOTKHY/IMCb» 06 ouepesHoe
HaBUraLMOHHOE MEHIO U He 3HaeTe, KaK OHO BbIrAAUT, 3arnsaHuTe cloja.

CcbIikn no Teme
G [naBHOE HaBUraLMOHHOE MeHto (cmp. 20)
[naBHOE HaBUraLMOHHOE MEHIO HYXKHO AJ/1f MEPEK/IFOUEHUS MeXAY BaXKHENLIMMY CTPaHULLaMu
MNC XKX. MeHto npeacTaBiseT cobol CUHIOK FOPU3OHTaNbHYH NMOJIOCY C PAAOM KHOMOK. MeHto
PaCcMONOXEHO MeXAY KOJIOHTUTYOM U COAEPXKUMbIM KaXKAOM CTPaHULbI.

G  BepxHee HaBUrauMoHHOE MeHto (cmp. 21)
BepxHee HaBUraunMoHHOE MEHIO HY>KHO ANs nepexoda K MHPopMaLmMoHHbIM pecypcam o TNC
XKKX. MeHto npeactaBaset coboi ronybyto ropM3oHTabHY MNOA0CY € PAAOM KHOMOK. MeHto
PaCroNOXeHO B BEPXHEN YacTU KaXKA0M CTpaHULbI.

S TNC XKKX (cmp. 15)
IMNC XKX — eaunHbln nHGopMaumnoHHbIn pecypc B chepe XKX, npuliesLumii Ha 3ameHy
Pa3pO3HEHHbIM pernoHaabHbIM cainTtam o XKKX.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
2. TUC XKKX | 2.4. NHTepdelic TNC XKKX

2.4.1. ThaBHOe HaBUraLMOHHOE MEHIO

lnaBHOE HaBMraLMOHHOE MEHIO HY>XKHO Afl MePEKIOUEHNA MeXAY BaxkHewmmMmn ctpaHmuamm MTC XKKX.
MeHto npeacTaBisieT cob60l CMHIOK FOPU3OHTaIbHYIO NOJI0CY C PSAOM KHOMOK. MeHIo pacnosioXeHo
MeXAY KONIOHTUTY/IOM U COAEPXKUMbIM KaXXA0M CTpaHULbI.

haBHOe HaBUraynMoHHoOe MeHH BbITIAANT TaK:

h-?‘ CnpaBka o cAcTeme  PernameHTbl M MHCTPYKUWM  YacTo 3a/iaBaeMble BoNpocbl  Kapta caita @ Bepeua ana cna6oBuasAILMX
g

» TUC XKKX

E B} TocypapcrBeHHan MHOPMaLMOHHaR cHCTeMa
H XKUMUILHO-KOMMYHANbHOTO X03AHCTBa

OBpawere 8 cnyx6y noanepxm .
B rocycnyru TndHbIih KaGuHeT
aom

u Momck no caiity Q 7 .
CkauueaiiTe Halwe HoBOe ﬁ Boiitn

7' MO6UNbHOE NPUNOXKeHue © Baw pernon: Poccuiickas GefepaLma 4
3aperucTpupoBaThes

E d

Monyyatenu ycnyr MocTasuymkm yenyr OpraHbl BnacT1

— Ipaxgare — YnpaensioLie opraHu3aLn — degepanshble
— Opraxusayum — PecypcocHabiaroLiyye opraHusaLim — PervoHansHsie
— MyHAuMnansHeie

06yuatolLue MaTepuans Mporpamme B cdepe XKKX u Fopcpepbi PeecTpb! AHaNUTUKA U OTYETBI Wudopmanms ans rpaxaaH OTKpbIThIE faHHbIE

Puc. 1. Tunosoli 8U0 2/1a8HO20 HABU2AYUOHHO20 MEHHO

|_|pl/l HaBeAEHWN yKa3aTenda MblllK Ha KHOMKY B O6I.Ll,eM cnyyae OTO6pa)KaETCFI Bblnajgaowee MeHKO KHOMKWN CO
CMNCKOM CTpaHuU, Ha KOTOpble MOXHO nepe17|T|/|.

06yualolie MaTepuanst MporpammeI B chepe KX u fopepeab! PeecTpbl AHANWTMKA U OTYETHI VH(OpMaums Ans rpagaaH OTKpbITLIE AaHHbIE

Peectp nporpamm B chepe KX
PeecTp nporpamm KanuTansHoro peMoHTa

befepanbHblil NPOeKT «BopMUpoBaHUE KOMGOPTHON FOPOACKON Cpefbl»

Puc. 2. Tunosoe sbinadaroujee MeHr KHONKU

Ecan npn HaBeAeHWN yKasaTenda Mbilin Ha KHOMKY BbiMajakolee MeHI0 He 0To6pa>|<aeTc;|, TO BaM AOCTynHa
TONbKO OAHa CTpaHuLUa As4 nepexoja — €€ Ha3BaHWe HanmcaHo Ha camoli kHonke. HaxmuTe Ha KHOMKY A4
nepexoja K 3TOMN CTpaHuLue.

Ccbinkum no teme
S Untepoderic TNC XKKX (cmp. 19)
70T pasgen — namatka no uHtepdericy NMC XXKX. Ecam Bbl Tonibko 3HakomuTech ¢ MC XKKX,
yAenmTe 3TOMy pasgeny HeCKONbKO MUHYT. ECin npu UTeHn pyKOBOACTBA Bbl «CMOTKHY/IUCH» 06
oyepeZHOE HaBUTaLMOHHOE MEHIO U He 3HaeTe, Kak OHO BbIFAAWNT, 3araaHuTe ctoja.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
2. TUC XKKX | 2.4. NHTepdelic TNC XKKX

2.4.2. BepxHee HaBUrauMoHHOE MEHI0

BepxHee HaBMraLMOHHOE MEHIO HY>KHO A/f epexoaa K nHpopmaumnoHHbiM pecypcam o MTMC XKKX.
MeHto npegctaBaseT coboii ronybyro ropM3oHTaNbHYHO NOA0CY € PAAOM KHOMOK. MeHIo pacrnonoxeHo B
BEPXHEN YacTu KaXKAoM CTpaHuLbI.

BerHee HaBUraynoHHoOe MeHH BbIrIAANT TaK:

\-""’:‘ (Cnpaaka nocucteMe  PernaMeHTbl M MHCTPYKUMM  YacTo 3aJiaBaeMble BONPochl  Kapta caitta @ Bepcus ans cnaéosm,umumx)
OBpauenne B cnyxOy nogaepKKu .
rMc )'KKX S— RSS2 L TORRERC Pt Kaier
. oM . p
] - [ | Mowek no caiity Q t Boii
Y TocypapcTeeHHas H(OPMaLMOHHaR CHCTEMa "> CkauuBaiiTe Hawe HoBOe ’;‘:% QUi
H XKUMUILHO-KOMMYHANbHOTO X03AHCTBa = MO6MNBbHOE NpUNOXeHue ' Bauw pervoH: Poccyiickas Oefiepaliua s
3aperucTpupoBartbes
Monyyatenu ycnyr MocTaBLyuku yenyr OpraHbl BNacTu
i — Mpaxpare — YnpasnAioLLe opraHu3aLm — PefepansHsie
— Opranusarym — PecypcocHaGHaloLyue opraHu3aLun — PeronantHsie
S — MyHuUMnaneHbie
06yuatolLue MaTepuans Mporpamme B cdepe XKKX u Fopcpepbi PeecTpb! AHaNUTUKA U OTYETBI Wudopmanms ans rpaxaaH OTKpbIThIE faHHbIE

Puc. 3. Tunoeol 8u0 sepxHe20 HaBU2AL{UOHHO20 MEHHO

Ccbliku no Teme
S UHtepoderic TMC XKX (cmp. 19)
70T pasgen — namatka no uHtepoericy MNC XKX. Ecam Bbl Toibko 3HakomuTech ¢ MAC XKKX,
yAenuTe 3ToMy pasgeny HeckobKo MUHYT. ECIM Npu UTeHUW pyKOBOACTBA Bbl «CMOTKHY/INCb» 06
oyepesHOe HaBUTaLlMOHHOE MEHIO W He 3HaeTe, Kak OHO BbIFNAAMUT, 3arasHUTe Croja.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
3. C yero HauvaTb

3. C yero Hauatb

3aecb cobpaHbl pekoMeHaaumMn no nogrotoske kK pabote ¢ M’MC XKKX.

CneumanbHble HaBblkv A paboTbl ¢ TVIC XKKX He Hy>KHbI.

Bam noHazo6uTcs nepcoHanbHbIi KOMMBHOTEP C BBIXOAOM B MHTEPHET U YCTaHOBJ/IEHHbIM HBpay3epom. Mbl
PEeKOMEHAYEM WCMO/b30BaTh Cleytoline bpaysepbi:

» Mozilla Firefox — TexyLlyto Bepcuto nam Tekyuyro ESR-Bepcuto.
» Google Chrome — TekyLLyt0 BEPCHIO.

B 6pay3epe oTkpoinTe cTpanumuy https://my.dom.gosuslugi.ru/#!//main. Jobpo noxanosaTb B OTKPbITYHO HacCTb
MNC XKX.

Ytobbl OpraHunsauyms Mmorna Hadatb paboty B [MNC XKKX, Hy>kKHO, UTO6bI:

1. PykoBoanTtenb 3apernctpmposan opraHusaumio B MNC XKX.

2. CoTpyaHWKIN OpraHn3aLmm, Kotopble ByayT HenocpeactBeHHo pabotath ¢ MNC XKKX,
3apeructpupoanucb B [NC XKKX.

3. COTpYAHMKN OpraHM3aLmm BOLWAN B CBOWU NINYHbIE KABWMHETbI 1 O3HAKOMUWINCH C HUMMW.

Ccbiku no teme
S Peructpauusa opraHuzaumin B NNC XKKX (cmp. 23)
Pernctpauns — MHorocTyneHuyatbl npotecc. [MoHazobutca yyactve pykoBOAWTENS OpraHM3aLLmn.

G Peructpaums coTpyAHWKa opraHusauumn (cmp. 48)
Mocne perncrpauum opraHn3aLmn ee COTPYAHNKN, KOTOPble HEMOCPEACTBEHHO ByAyT paboTaThb C
MMC KKX, gomkHbl 3apernctpuposatbea B [MC XKX.

S JInyHbIN KabuHeT coTpyaHuKa (cmp. 53)
Bxoga, BbIxOA, HAaCTpoOWKa yBEAOMIEHNA.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
3. C yero Hauatb | 3.1. Pernctpauusa opranmnsaumi B M’MC XKKX

3.1. Peructpauus opraHusaumm B N'MC XKKX

PerMCTpaLl,Mil — MHOFOCTyI‘IeH‘-IaTbIIz npokuecc. n0HaA06MTCﬂ y4dyactme pykoBoautena opraHnsauyunn.

Ccbuikm no teme
G Kak 3apernctpmpoBaTb topugmyeckoe Ao (cmp. 24)
O6wmin nopagok pernctpaunm B NNC XKX ropnanyeckoro avua.

G Kak 3apeructpuposats UTM (cmp. 37)
O6wwni nopagok pernctpaunm B F’NC XXKX nHanBugyanbHoro npeanpuHumaTtens.

S C yero Hauatb (cmp. 22)
34eck cobpaHbl pekOMeHAaL My No nogrotoeke k pabote ¢ MNNC XKKX.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
3. C vero Hauatb | 3.1. Pernctpauus opraHunsaumm B MNNC XKKX

3.1.1. Kak 3apernctpupoBatb topuanyeckoe a1Lo

O6wmin nopagok pernctpaumm B N'NMC XKKX topuagnueckoro amua.

O O S

=)

10.

. PykoBogunTenb nonyyaet NoATBEP>XKAEHHYHO YUETHYHO 3anucb Ha Focycnyrax (cmp. 25).

. PykoBoguTenb nosyyaet ycuneHHyto KBanvduLMPOBaHHYH 31EKTPOHHYH NoANUCh (cmp. 26).
. PykoBoguTenb HacTpamBaeT KOMMbOTEP A5 paboThbl C 31EKTPOHHON NoANUCLo. (cmp. 27)

. PykoBoguTens co3gaet AnYHbIM KabmHET opraHm3aLmm Ha Focycayrax (cmp. 29).

. PykoBogutens gobasnset cebs B rpynny «AgMmuHuctpatop opraHumsauum MNC XKX» B amyHom

kKabuHeTe opraHunsaummn Ha Focycnyrax (cmp. 30).

. PykoBogutenb pernctpupyet opranmnsauuto B M'IC XKKX (cmp. 31).
. HeobsazamenbHo. PykoBoauTenb fobaBaseT agMUHUCTPATOPa B IMYHbIA KabMHET opraHm3aumm Ha

locycnyrax (cmp. 33).
BbinonHeHWe ganbHenWwmx 4eiCTBUIN PYKOBOANUTENb MOXKET NEPENOPYUNTL aAMUHNCTPATOPY.

. PykoBoauTens nav agMmnHmcTpaTop J06aBiseT COTPYAHUKOB B IMYHbLIN KabUHET OpraHun3aLmum Ha

Focycnyrax (cmp. 34).

. PykoBoguTenb nav agMUHUCTPATOP pacrpesenseT COTPYAHUKOB MO rpynnamM AocTyna Ha Focycnyrax

(cmp. 35).
PykoBoguTenb nanm agMMHUCTPATOP BblAaeT cOTpyAHMKaM npasa goctyna B [VIC XXKX (cmp. 36).

OpraHu3sauums 3aperucTpupoBaHa, poiun 1 npaea AoCTyna COTPYAHUKOB Ha3HaYeHbI.

COTpYAHVKIN MOTYT MPUCTYNaTh K BbINMOJAHEHWIO TPYAOBbIX 06s3aHHOCTel B [VIC XKKX.

Ccbikm no Teme
S Peructpauus coTpysHuka opraHmsaumm (cmp. 48)

MNMocne perncrpauunm opraHn3aLmn ee COTPYAHNKN, KOTOPble HEMOCPEACTBEHHO ByAyT paboTaThb ¢
INC XKX, gomxHbl 3apernctpmposatbes B [C XKKX.

S JIMYHBIA KaBUHeT coTpyAHWKa (cmp. 53)

Bxog, BbIxOA, HAaCTpOWKa yBEAOMIEHNNA.

S Peructpaums opraHusaumia B TC XKX (cmp. 23)

PeFVICTpaLI,VIH — MHOFOCTyﬂeHHaTbIIZ npouecc. r|0HaA06VITCH y4dactne pykoBognTesia opraHmnsauunn.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
3. C yero Hauatb | 3.1. Pernctpauusa opranmnsaumi B M’MC XKKX

3.1.1.1. Kak nonyunTb NOATBEPXAEHHYIO YUYEeTHYI0 3anncb Ha focycayrax

MonyueHne pykoBogmTenemM opraHusaLmy NogTBEpPXXAEHHOW yueTHOW 3anncn Ha locycnyrax — nepBbiii
aTan peructpauumn opraHusaumm B M’MC XKKX.

Bam I'IOHaAO6I/ITCFl yrnpouweHHaa nan CtaHaapTHaAa ydeTHasa 3arnncb Ha Focycnyrax.

NHpopmaLmio 0 BUAAX yUETHOM 3amnc MOXHO HalTH 3zech.

MoaTBEPAUTE YUETHYHO 3anMNCb OLHUM M3 CNOCOOOB:

* OHNalH yepe3s HaHKk.
* Yepes lNouTty Poccun.
* B ueHTpe obcnyxxmBaHms.

CnepytoLwuii 3Tan perncTpaLmn — rnosiyyeHne yCUAeHHON KBaAnGULMPOBaHHONM 3/1EKTPOHHON MOAMMUCHU.

Ccbikm no teme
G Kak pykoBOAMTENHO MONYUYNTb INEKTPOHHYHO MOAMNNUCH (cmp. 26)
YcnneHHas KBannduLmMpoBaHHas 31eKTpoHHas nognuce (YK3IM) — umudposoi aHanor
CcobCTBEHHOPYYHON NoANMCK. Takas NoAMNMUCL MO3BOAET ONpeAenTb YeNoBeKa, MOAMMCaBLLErO
AOKYMEHT, 1 MOATBEPXAAET HEN3MEHHOCTb AOKYMeHTa Noc/ie NOANNCaHMA.

S Kak 3apernctpupoBaTb topugmyeckoe Ao (cmp. 24)
O6wwmn nopsgok pernctpaumm B MNAC XKKX ropmamnueckoro aunua.

25


https://www.gosuslugi.ru/help/faq/login/2003
https://www.gosuslugi.ru/help/faq/login/2
https://www.gosuslugi.ru/help/faq/login/2752
https://www.gosuslugi.ru/help/faq/login/70000002

INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
3. C yero Hauatb | 3.1. Pernctpauusa opranmnsaumi B M’MC XKKX

3.1.1.2. Kak pyKOoBOAUTENIO MOJYUNUTb INEKTPOHHYIO NOAMNUCH

YcuneHHasa kBaanoumumnpoBaHHas 3i1ekKTpoHHasa nognuck (YK3IM) — undposoii aHanor cobCcTBEHHOPYUHOIA
noanucu. Takas Nnoanncb NO3BOAAET ONpeAenTb YeaoBeka, NoanncasLlero 4OKYMeHT, U NoaTBepXXaaeT
HEeN3MEeHHOCTb AOKYMEHTa nocse NoAnucaHus.

ﬂpep,blp,yu.l,vlﬁ 3Tan perncrpaynm — noayyeHune ﬂO,ﬂ,TBep)K,D,eHHOlZ y‘-IeTHOI\/’I 3annmcu.

PeKOMeHAauMM no noarotoBke

G Kak nonyuntb NOATBEPXKAEHHYH YUETHYHO 3anucb Ha locycayrax (cmp. 25)

PykoBoauTenn kommepueckmx opraHusauuii nonydarot YK3I B yaoctosepsitoweMm LeHTpe OHC (cmp. 192).

1. MoaroToBbTe JOKYMEHTHI:
° [acnopr.
o CHNC (cmp. 189).
° IHH (cmp. 181).
o OI'PH (cmp. 186) ropunanyeckoro anua.
o [lokyMeHT, MOATBEP>XKAAOLLMIA NPaBO AeACTBOBATb OT MMEHWN OpraHm3aumm 6e3 Jo0BepeHHOCTH.
MopongeT Boinucka n3 EFPHOJI.
2. MoceTnte yaoctoBepstownin LeHTp GHC.
HanTn 61vxanumnin ya0CTOBePAOLLMIA LLEHTP MOXHO 34eCh.
3. MprobpeTnTe TOKEH ANS 3aMUCK Ha HETO KJKOYEW 3/1eKTPOHHOW NOAMUCY.
MpoLue Bcero nprobpectv TOKeH NpsMo B yaoctoBepstolleM LeHTpe PHC. Ho MOXHO KynuTb TOKEH B
MarasuHe 31eKTPOHVKN UK Ha MapkeTnaerice. MogonayT TOKeHbl CAeAyOLWMUX TUMOB:
> PytokeH 3L
o PytokeH JLIM 2.0.
> JaCarta [OCT.
> JaCarta-2 NOCT.
> JaCarta-2 SE.
° JaCarta-2 PKI/TOCT.
° JaCarta-2 PRO/TOCT.
4. Monyuunte ceptndukat YKII B yaoctoepatowem ueHTpe PHC.

Cnepytolmii 3Tan perncTpaLmm — HacTporika KOMrbroTepa A1s PaboTbl C 3N1EKTPOHHOW MOAMMCHIO.

Ccbiky nNo Teme
G Kak HacTpouTb KOMMbIOTEP A5 PabOThI C 3NEKTPOHHON Noanuckto (cmp. 27)
Bam noHazobATcs kpunTonpoBanaep v psag cepTudukaTos, NAarMHOB U PacUNPEHNA ANs
bpaysepa.

S Kak 3apernctpupoBaTb topugmyeckoe auuo (cmp. 24)
O6wwmn nopsgok pernctpaumm B MNAC XKKX ropmamueckoro aunua.
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3.1.1.3. Kak HacTpouTb KOMNbloTEpP ANs PaboTbl C IN1EKTPOHHOW NOAMUCHIO

Bam noHapo6sTCca KpunTonpoBagep 1 pasa ceptudukaTos, NaarMHOB U paclunpeHni ansa bpaysepa.

MpeaplAyLWwnin 3Tan perncTpaumum — noydeHmne yCuaeHHon KBaanduLMpoBaHHOW 31eKTPOHHON Nognucu
(cmp. 26).

PekomMeHAaLMM MO NOAroToBKe

G Kak pykoBOAUTENHO MONYUYNTb INEKTPOHHYHO MOAMNNUCH (cmp. 26)

1. YctaHoBMTE KpUnTOnpoBalizep.

KpvntonpoBaiaep — 3To nporpaMmmMa, € MOMOLLbH KOTOPOM MOXHO paboTaTth ¢ cepTndmKaTom
3NEKTPOHHOW MOANMCY Ha KoMnbloTepe. [MofonayT cneaytolme KpUnTonpoBanaepbl:

o Kpuntollpo CSP.

> ViPNet CSP.

2. YcraHosuTte Kpuntollpo LM Browser plug-in 4ns paboTbl ¢ 21€KTPOHHOM MOANUCHHO.
0 MpumeuaHme: 10T NaarnH nogonaet n ana pabotsol ¢ VIpNET CSP.

3. Bknroumnte B Bawem 6paysepe «Kpuntollpo 3L Browser plug-in».

Onuusa OnucaHue

Google Chrome HaxxmuTe Ha KHOMKY € Tpemsa TouKkaMu B BEPXHEM

npaBoM yry 1 BblbepuTte NyHKT Paclumpenus >
YnpaBneHue pacwmpenmamu. Hangute «Kpuntollpo
SLIM Browser plug-in» B cnncke paclunpeHunii. Mepeseante
nepektoyatesib B 6710ke € pacluvpeHneM B MONOXKEHNe
BKJ1.

Chromium-Gost HaxxmuTe Ha KHOMKY € Tpemsa ToUKaMu B BEPXHEM

npaBoMm yry v BbibepwTe nyHKkT Paclumpenus >
YnpaBneHue paciumpeHnamu. Havigute «Kpunrollpo
SLM Browser plug-in» B cnncke paclunperHuii. Mepeseante
nepek/toyaTenb B 6710Ke ¢ paclUMpeHnem B NoaoxeHue
BKJ1.

Anpekc.bpaysep HaxXMuTe Ha KHOMKY C Tpems IMHUAMW B BEPXHEM MPaBoOM
yry vi BblbepuTe NyHKT 1 BbibepurTe NyHKT Paclumpenus.
Hanaute B novcke Kpuntolpo 3L, B 610Ke pe3ynbtatoB
nowvicka otobpasutcs ctpoka KpunrolMpo 3LUMN. Haxmute
YcraHoBUTL. OTO6Pa3nTCA CTpaHuULLa 3arpy3ku paclumpeHms.
Haxxmute flo6aButb B AHaekc.Bpaysep. [MoaTBepavTe Aelic
TBUe.

Mozilla Firefox HaxxmuTe Ha KHOMKY C TPemMs ropu3oHTaNbHLIMU AVMHUAMM
B BEPXHEM MPaBOM Yray 1 Bbibepute nNyHKT JlonoaHeHus
1 Tembl. CneBa Bbibepute NyHKT Paclumpenus. Haignte
«KpunTolpo 3LIM Browser plug-in» B cnuncke paclinpeHui.
MepeBeanTe NepekatoyaTenb B 610Ke C paclUMpeHnem B
nonoxexve BKJI.

4. YcraHoBuTe naarunH asaa Focycayr.

o MpumeuaHwme: Eciv paHee Bbl yxKe ycTaHaBAMBaAW naarvH ans focycnyr, ctapas Bepcus
MOr/la OCTaTbCsA Ha KOMMbtoTepe. YTOObl HOBbIN MAarMH KoppekTHO paboTtan B Windows,
NpeAblAyLLYH BEPCUIO MaarMHa HY>XKHO yaanuTb. [18 3TOro oTKpomnTe NPOBOAHUK U
ckonupywte C: \ User s\ YJSERNAVE% AppDat a\ Roami ng\ Rost el ecom | FCPI ugi n B
afpecHyro CTpokKy. 3aTeM yfanute cogep>kmmoe nanku. Jaa macOS v Linux ctapyto Bepcuto
YAANATb HE HY>XKHO.

5. 3arpysuTte paclMpeHuve Ans naarvHa locycnyr ans Bawero 6paysepa.
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Onuua OnucaHue

Google Chrome, Chromium-Gost, finaekc.bpaysep MeperianTe no ccoinke. Haxmute YcraHoBuTthb. B
0TO6paBVIBLLIEMCﬂ BCNblBaOWEM OKHE Ha>XXMUTe

YcTaHOBUTb pacwvpeHwue.

Mozilla Firefox MepeianTe no ccoinke. Paiin ¢ pacwmpeHviem
aBTOMaTU4eckn ByAeT 3arpy>KeH Ha Ball KOMMbLOTEP.
HaxkmuTe Ha KHOMKY C TPeMSA ropU30HTaIbHbIMU TNHUAMM
B BEPXHEM MpaBOM Yray 1 Bbibepute nyHKT JonosHeHus
n Tembl. CieBa BbibepuTte nyHKT Pacumpenus. Haxmute
Ha KHOMMKY C WecTepeHKon. BbibepnTe NyHKT YcTaHOBUTL
AononHeHue u3 daiina. Boibepute 3arpy>xeHHbIN daii.
OT06pa3nTcs BCribiBatoLLee OKHO MOATBEPXKAEHMS.
HaxxmuTe [lo6aBUTb. B cresytolemM BCribIBaOLLEM OKHE
HaxXmute Xopouuo.

6. YctaHOBUTE ApaliBep A/ Ballero ToKeHa:
o lpanBepsbl PyTOKeH.
o panBepsbl JaCarta.
7. YcTaHOBUWTE KOPHEBOM M BbiNycKatoLWmii ceptndmkatel MUHUMOPBLI.
CepTnduKaTbl U MHCTPYKLMUWN MO UX YCTAaHOBKE Bbl HalAeTe 34eCh.
8. YctaHoBuTe npomesxyTouHble cepTudmkatsel PHC.
Ckayaiite cambili HoBbIV cepTudmkat PHC 3 pannosoro xpaHuamiia PHC. OTkporiTe ckavaHHbIN
balin n cnegynTe ykazaHMAM MacTepa yCTaHOBKMW.

[oTOoBO.

Cnepyrolumii 3Tan permcrTpaLmm — coszaHune IMYHoro kabuHeta opraHusauum Ha Focycayrax (cmp. 29).

Ccbikn no Teme
G Kak co3gath IMYHbIA KabUHET opraHu3aumm Ha Focycayrax (cmp. 29)
Co3zatb IMYHbIN KabUHET OpraHM3aLum MOXHO Ha KOMMboTepe yepes 6paysep. Co3aatb NNUHBINA
KabuHeT B NpuaoxeHun «Focycayrn» He MNoayuYnTcs.

G Kak 3apervctpupoBath Hopuamndeckoe anuo (cmp. 24)
O6wmi nopsagok pernctpauum B NNC XKKX ropnanyeckoro ava.
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3.1.1.4. Kak co3gatb nMUHbIN KabuHeT opraHusauum Ha locycnyrax

Co3paTb IMYHbIN KaBMHET opraHn3aLmm MOXHO Ha KoMMnbtoTepe vepes 6paysep. Co3aaTtb JINUHbIN
KabuHeT B npunoxkeHnn «focycnyrmn» He NoAyunTCs.

MpeablAyLWNiA 3Tan perncTpaLm — HacTporika KOMMbroTepa ANA PaboTbl C 3EKTPOHHOW NOAMUCHIO.

PekomMeHAaLMM MO NOAroToBKe

G Kak HacTpouTb KOMMbIOTEP 4151 PaboThl C 3IEKTPOHHOWN NOAMUCHIO (cmp. 27)

Co3paite INYHbIV KaBUHET MO UHCTPYKLUMM OT Focycayr.

Cnepyrolumii 3Tan permcrpaumm — gobasnerve cebsa B rpynny «AamuHucTpaTop opradmsauum MNAC XKX» B
NIMYHOM KabuHeTe opraHmsauum Ha Focycayrax.

Ccbuikm no teme
G Kak gobaBuTb cebs B rpynny «AagmuHuctpatop opraHusauum B MNAC XXKX» Ha Focycnyrax (cmp.
30)
MNepenante Ha BKaaaky Mpynnbl goctyna B AMYHOM KabuHeTe opraHu3auum Ha Focycayrax.

G Kak 3apernctpupoBath Hopuamyeckoe anuo (cmp. 24)
O6wwmin nopagok pernctpaumm B NNC XKKX ropugmyeckoro aunua.
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3.1.1.5. Kak gobaBunTtb cebsa B rpynny «AamuHuctpatop opranm3sauum B N'C
)KKX» Ha locycnyrax

Mepengute Ha BknagKy Mpynnbl goctyna B IMYHOM KabuHeTe opraHu3aumu Ha focycnyrax.
MpeablAyWwmnin 3Tan perncTpaunm — cossaHue JMYHOro KabuHeTa opraHmsaLmm Ha Focycayrax.

PeKOMeHAauMM no noarotoBke

G Kak co3paTb IMYHbI KaBWHET opraHm3aLummn Ha Focycayrax (cmp. 29)

1. BorignTe B INYHBIN KaBMHET opraHu3aunm Ha locycayrax.

2. Nepenawnte B Mpynnbl goctyna > PacluMpeHHbI MOUCK.

3. B none OpraHusauyuns Bbibepnte MUHUCTEpPCTBO LUPPOBOro pasBUTUA, CBA3U U MaCCOBbIX
KoMMyHuKauui Poccuiickon ®egepaumu.

4. B none Cucrema Bbibepunte NocypapcTrBeHHas nHGopMaLMOHHas cUCTEMa YXUIULLLHO-
KOMMYHa/IbHOTO X03A/CTBa.

5. Haxkmute MpucoeaMHUTL HOBOTO COTPYAHMKA HaNPOTUB rpynnbl AAMUHUCTPATOpP OpraHM3aLuuu B
FNC XKKX.

6. BbibepuTe cBOO damuanto n3 cnmcka.

7. Haxkmute [,06aBUTD.

Cnegyrowimii 3tan — peructpaums opranmsauum B FMC XKX.

Ccblikn no Teme
S Kak 3aperunctpupoBatb opraHusauumio B FNC XKKX (cmp. 31)
BbinoaHuts pernctpaumio opradmsaumm B [MC XKKX MOXeET TONbKO pyKOBOANTEb.

G Kak 3apernctpupoBaTb topugmyeckoe amuo (cmp. 24)
O6wwmin nopsagok perncrtpaumm B NC XKKX ropugmyeckoro aunua.
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3.1.1.6. Kak 3apernctpupoBatb opraHm3auuto B 'MC XKKX

BbinonHuTb pernctpaumio opraHmsaumm B N’NMC XKKX moxkeT TonbKO pyKOBOAUTE .

MpeaplAywmnin atTan pernctpaunm — fobasneHve cebs B rpynny «AgmuHuctpatop opraHusaumm MNMC XKKX» B

JIMYHOM KabuHeTe opraHuMsaunmn Ha Focycnyrax.

PekomMeHAaLMM MO NOAroToBKe

G Kak gobaButb cebs B rpynny «AgmuHuctpatop opraHusaumm B MNC XXKX» Ha Focycnyrax
(cmp. 30)

1. B 6pay3epe oTkponTe rnasHyto ctpanuuy MAC DKKX.
2. HaxxmuTte Ha kHonky BoWTm cnpaBa BBepxy.
Otobpa3nTca cTpaHuLa pernctpauum Ha Focycayrax.
3. B cnncke BapraHTOB BXxoga BbibepuTe Bally opraHu3auuio.
OT1obpasutca ctpaHuua Peructpauus opranusauum B F'MC XKKX. Nonsa B 610ke O6wasn
MHpOpMaLMA 3aMN0JHEHbI AAaHHBbIMU 13 IMYHOTO KabuHeTa opraHm3aLmmn Ha Focyciyrax.
4. lMpoBepbTe Npes3ano/iHeHHbIE JaHHbIe B CIeAYHOLLIMX MOASX:

> NMonHoe HanmeHOBaHMe.

> OlPH.

> MHH.

o Knn.

> OpraHusaLMOHHO-NpaBoBasa popma.

o Appec MmecTta HaXOXXAeHUA (FPUANYECKUIA afpec).

Ecan B gaHHbIX eCTb OWKMOKM, UX CnedyeT UCNpaBuTb B IMYHOM KabuHeTe opraHusaumm Ha focycayrax.
5. MpoBepbTe Npes3anoNHEHHbIE JaHHble B CAeAYHOLWMX NOAAX:

o CokpalieHHoe HauMeHOoBaHue.

° AApec 31eKTPOHHOM MOUYTbI.

> TenegoH.

[laHHble B 3TVX NOAsSX NPY HEOOXOAMMOCTM MOXHO M3MEHWTb Ha MecTe.
6. 3anonHuUTe obsA3zaTenbHble NONS:

o PakTnUeckui agpec. [N 3anoNHeHNs HaXXKMUTE Ha KHOMKY C TPeMS rOpPU30HTabHbIMU
nofocamu B noJsie 1 Bbibepute agpec 13 crnpaBoYHMKA.

° MouToBbIi agpec. N1 3aNONHEHNA HAXXMWTE Ha KHOMKY C TPEMSA FOPU30HTaIbHbIMU
noJsocamu B noje v BbibepuTe agpec 13 cnpaBoyHMKa. Ecin nouToBbIv agpec coBnajaeT ¢
baKTU4eckmM, yCTaHOBUTE COOTBETCTBYHOLLMIA GNAXKOK.

> O¢puumanbHbiA calT B cet MHTepHeT. Eciv odurLmanbHOro caita HeT, ycTaHoBMTe Gaaxkok
CalT OoTCyTCTBYeT.

MNMone YacoBasA 30Ha 3aM0JHUTCA aBTOMATMUECKN Ha OCHOBaHWM GaKTU4eCcKoro agpeca opraHun3aLmm.
Ecam ¢ pakTnuecknm agpecom opraHmnsaLmm coBnagaet HeCKOIbKO YacoBbIX 30H, TO nose byaet
AOCTYMHO AN pefakTpoBaHuWs. B aTom cnyyae BbibeprTe UaCOBOW MOSC M3 BbiMajatoLLero crmcka.
7. HeobsazamesibHo. 3anonHuTe HeobszaTebHble NMOAS:
o laTa rocysapcTBeHHO perucrpawmu.
o dakc.
8. Haxxmute kHonky J06aButb pyHKLMIO.
Otobpa3utca okHo [lo6aBneHne GyHKLMUN.
9. BbibepuTe QYHKLMIO OpraHm3aLmMm 13 BbinajaroLLero crnucka.
B 3aBMcMMOCTM OT BbIOpaHHOM GYHKLMW MOTYT NOABUTLCA HOBbIE MOAS. 3aNOAHUTE UX.
10. O3HaKoMbTeCh C MOAb30BaTENbCKMM COrAALLEHNEM.
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. YcTtaHoBUTE q)ﬂa)KOK | npuHUmato ycnosus Monb3oBaTenbCKOro cornalleHnsa oT UMeHMU

opraHusauum (MHAMBUAYa/IbHOTO NpeAnpuUHMMaTeNs).

Haxmvute Oanee.

OTtobpasutca Bknagka UHpopmaLma o npeacraButesie opraHU3aLum.

MpoeepbTe OUNO.

HeobszamesibHo. 3anonHuTe nose Aapec 31eKTPOHHO NouUThI.

O3HaKoMbTECh C eLe OAHUM M0J/Ib30BaTENbCKNUM COTrlalLlEHNEM.

YcraHoBuTe Giaxkok B nose f npuHumMato ycnoBus Noab3oBaTeIbCcKOro corialieHus ot
CcO6CTBEHHOTO MEHMN.

Haxxmute KHonky 3aperucTpupoBarthb.

FoToBO. 3anucb 06 opraHu3aLum Tenepb AOCTyNHa B PeecTpe NOCTaBLLMKOB MHPOPMALMN B OTKPbLITOR YacTu
INC XKX. Janee TMC XKKX npoBeseT npoBepKy 3asBAEHHON GYHKLUN B COOTBETCTBYHOLLEM peecTpe. Ecan
nposepka byAeT NpoieHa ycrneLwHo, 3asBieHHas QyHKLMA NOAYy4YnT cTaTyc «[1oATBEp>XKAEHO.

Cnepyrolumii 3Tan perncrTpaLmm — HasHavyeHve aZMUHUCTPaTopa B IMUHOM KabuHeTe opraHM3aummn Ha
locycnyrax.

Ccbiikn no Teme
G Kak gob6aBuTb afMUHUCTPATOPa B IMYHBIA KabUHET opraHun3aumm Ha focycayrax (cmp. 33)

AZMVHUCTPATOP HY>KEH, YTOObI M36aBUTL PYKOBOAWTENS OT 06A3aHHOCTN afMUHNCTPUPOBaTh
NNYHble KabuHeTbl opraHusaummn Ha Focycnyrax un B TIC XXKX. Ecav Bala opraHvsaumns HeBevka,
N aAMUHNCTPUPOBAHMEM NPUAETCA 3aHMMAaTbCA BaM CaMUM, NPOMNycTUTe 3TOT 3Tar.

Kak 3aperncrpupoBaTtb ropuandeckoe amuo (cmp. 24)
O6wmi nopagok pernctpauum B NNC XKX ropnanyeckoro ava.
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3.1.1.7. Kak so6aB1Tb agMUHUCTPATOPa B INUHbIN KabuHeET opraHu3auum
Ha locycnyrax

AAMUHUCTPATOP HY>KeH, YTobbl N36aBUTL PyKOBOAWTENA OT 06A3aHHOCTV aAMUHUCTPUPOBaTb
JNInyHble KabnHeTbl opraHm3aumn Ha locycnyrax n B T'MC XKKX. Ecam Bawa opraHu3auusa HeBeanka, u
aAMUHUCTPUPOBaHNEM MPUAELTCA 3aHMMaTbCA BaM caMUM, MPONyCcTUTe 3TOT 3Tan.

Mpeablaywnia 3Tan — peructpauua opraHmnsaumm B MAC XXKX.

y AO6aBl’IFIEMOFO aaAMUHNCTPATOpPa A0JIKHa ObITb noATBEPXAEHHAA y4eTHaa 3anncb Ha Focycnyrax.

PeKomer,au,vm no noarotoBke

S  Kak 3aperunctpupoBatb opraHusauumio B FNC XKKX (cmp. 31)

[JobaBbTe agMUHUCTPaTOPa B JIMUHBIA KABUHET OpraHM3aLmm no MHCTPyKL MK oT [ocycnyr.

Cnepyrolumii 3Tan permctpaumm — gobasieHne COTPYAHUKOB B IMYHbIV KaOMHET opraHM3aLmmn Ha
locycnyrax.

CcbIIKM MO Teme
G Kak go06aBUTb COTPYAHWMKOB B JIMUHbIN KabUHET opraHu3auunmn Ha Focycayrax (cmp. 34)
Y pobaBnsiemMbIx COTPYAHUKOB AOXKHA ObITb MOATBEPXKAEHHASA YUeTHas 3anmcb Ha Focycayrax.

G Kak 3apeructpupoBath topuamdeckoe anuo (cmp. 24)
O6wwmin nopagok peruncrtpaumm B NNC XKKX ropugnyeckoro anua.
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3.1.1.8. Kak #o6aB1Tb COTPYAHMKOB B JINUHbIN KabuUHET opraHu3auum Ha
locycnyrax

Y pobaBnsieMbIx COTPYAHUKOB A0OJKHa bbITb NOATBEpPXKAEHHAs yueTHas 3anucb Ha focycnyrax.

MpeablayLWwniA 3Tan perncTpaLmm — HasHayeHne aZMMHUCTpaTopa B IMYHOM KabuHeTe opraHm3aumum Ha
locycnyrax.

PekomeHaaLMM Mo NOAroToBKe

G Kak fo6aBuTb agMUHKCTPATOPa B IMYHBIN KabUHET opraHm3auumm Ha Focycayrax (cmp. 33)

1. JlobaBbTe COTPYAHVKOB B IMYHBIA KaBMHET OpraHmn3aumm no UHCTPYKLMK OT Focycayr.
2. Y6eanTeCh, UTO COTPYAHMKMN NEPELLIN MO CCbIIKe-MPUrAALLEHNIO.

Cnegyrolumii 3Tan pernctpaumm — pacrnpesesneHve COTpPYAHUKOB NO rpynnamM JocTyna Ha Focycayrax.

Ccbikm no teme
G Kak pacnpegenvtb COTPYAHUKOB MO rpynnam Joctyna Ha Focycayrax (cmp. 35)
MpumeHuTensHo K MIC XKKX Ha [ocycnyrax ectb ABe rpynnbl AocTyna: «AGMUHNCTPATOP
opranunzaumnmn B M’NC XKX» n «YnosaHOMOoUeHHbIN cneumannct opraHm3aunm B TC XKKX».
CoTpyAHVKN NepBOW rpynmnbl aAMUHUCTPUPYHOT IMYHBIA KabuHeT opranmsaumm B IC XKKX,
COTPYAHWKM BTOPOI Fpynmbl HEMOCPEACTBEHHO BHOCAT MHPopMaLmto B TVIC XKKX. CoTpyaHuk
MO>ET COCTOATb B 06eunx rpynnax o4HOBpPeMeHHO.

G Kak 3apernctpupoBathb Hopuamyeckoe auuo (cmp. 24)
O6wwmin nopagok perncrtpaumm B MNC XKKX ropugmyeckoro aunua.
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3.1.1.9. Kak pacnpeaenntb COTPYAHUKOB NO rpynnam AgocTtyna Ha
locycnyrax

MpumenutenbHo Kk TMC XKKX Ha locycnyrax ectb gBe rpynnbl goctyna: «<AAMUHMUCTPATOP OpraHu3aumm
B M'NC XXKX» n «YnonHoMoueHHbI cneumannct opraHmsaumm B F'MC XKKX». CoTpyaHnku nepBoi
rpynnbl agMUHUCTPUPYIOT IMUHbIN KabuHeT opraHusauum B T'MIC XKKX, coTpyaHukm BTOpol rpynnbl
HenocpeAcTBEHHO BHOCAT UHPopmaumto B TMC XKKX. CoTpyaHUK MOXKET cocToaTb B 06enx rpynnax
OfHOBPEMEHHO.

MpeaplAyWwmnin atTan pernctpauum — fobasneHne COTPYAHWKOB B IMYHbINA KabWHET opraHv3aummn Ha
locycnyrax.

PekomeHAaLMM Mo NOAroToBKe

G Kak go6aBUTb COTPYAHMKOB B JIMUHbIN KabUHET opraHu3auumn Ha Focycayrax (cmp. 34)

1. BolignTe B inUHbIN KabuHET opraHmn3auum Ha locycayrax.
2. Mepenaute B Npynnbl goctyna > PacluMpeHHbIA NOUCK.
3. B none OpraHusauuns Bbibepnte MUHUCTEpPCTBO LUPPOBOro pasBUTUA, CBA3U U MaCCOBbIX
KoMMYyHuKauuii Poccuiickon @epepaumn.
4. B none Cucrema BbibepuTe NocyaapcTrBeHHas HGOpPMaLMOHHAA CUCTEMA XXUIULLHO-
KOMMYHa/IbHOTO X03A/CTBa.
5. Haxxmute MpucoeanHNTb HOBOFO COTPYAHMKA HANPOTUB OAHOM 13 rpynn:
o ApgMuHUcTpaTop opraHusaumm B F'MC XKKX.
° YnonHoMoueHHbIW cneuuanuct opraHmsauum B F’MC XKKX.
6. BoibepuTe pamuanto 13 cnmcka.
7. Haxxmute [,06aBUTD.
8. AHanorM4YHbIM CNOCcoboM pacnpesennte No rpynnam BCex COTPYAHUKOB, KOTopble ByayT paboTath C
MC XKKX.

0 MpumeuaHue: Ecan Bbl — agMUHUCTPATOP OpraHmnsaumnmn Ha Focycnyrax, nobaBbTe cebs B
rpynny «AamuHucTpatop oprandmsaumnmn B [C XKKX».

9. Monpocwute cotpyaHukoB BonTn B MNC XKKX 1 npoitn pernctpauuto.
K cneayrowiemy Liary MOXHO nepexoaunTb, KOorja COTPYAHVKM 3aperncTpupyroTca.

CnesyroLimii 3Tan perncTpaumm — HazHaueHve coTpyaHukam npae goctyna B MAC XKKX.

CcbIikn no Teme
S Kak Ha3HauuTb coTpyAHMKaM npasa goctyna B MMC XKKX (cmp. 36)
Mpasa goctyna B NIC XKKX no3soaatoT pasrpaHnuntb chepbl OTBETCTBEHHOCTU COTPYAHNKOB.
HanpvmMep, ogHOMY COTPYAHMKY MOXHO pa3peLlumntb paboTy ¢ npubopamu yyeta, a Apyromy —
paboTy C nocTynaroLnmmn obpalleHnaMu.

G Kak 3apervcTpupoBath HopuamMdeckoe anuo (cmp. 24)
O6wmi nopsagok pernctpauum B NNC XKX ropnanyeckoro avua.
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3.1.1.10. Kak Ha3HaunTb coTpyaHunKam npasa gocrtyna B NMC XKX

MpaBa goctyna B 'MC )KKX no3BondAtoT pasrpaHnunTb cpepbl OTBETCTBEHHOCTW COTPYAHMKOB.
Hanpumep, ogHOMY COTPYAHUKY MOXHO paspelunTtb paboTy ¢ npubopamu yueta, a Apyromy — paboty ¢
nocTynarowmmmn obpaLeHnammn.

MpeablAyWwnin 3Tan perncTpaunmn — pacnpegeneHme cCoTpyAHMKOB Mo rpynnam goctyna Ha Focycayrax.

PeKOMeHAauMM no noarotoBke

G Kak pacnpegenvtb COTPYAHUKOB MO rpynnam Joctyna Ha Focycayrax (cmp. 35)

1. Borignte B AnuHbIN KabuHeT opranmnsauun B M’NMC XKKX.

2. B rnaBHOM HaBurauMoHHOM MeHto (cmp. 20) Bbibepute AGMUHUCTPUPOBaHue > COTPYAHUKM.
OT1obpazntca okHo CNMCOK NpeacTaBUTeIe opraHu3aLun.

3. HaliauTte coTpyAHMKa B CrIUCKE.

4. HaxxmMuTe Ha WeBPOH psAAOM C daMuanert coTpyaHuka.
OTO6pPa3nTC KOHTEKCTHOE MEHHO.

5. BbibepuTe NyHKT KOHTEKCTHOro MeHto MpeaocTaBUTL NpaBa AOCTyNa NpeACcTaBUTENIO
opraHusauuu.
Otobpasuntcsa okHo MpeaocTaBieHne NpaB AOCTYNa NpeacTaBUTEN0 OPraHM3aL UK CO CMUCKOM
rpynn npas goctyna.

6. Ha3HaubTe npaBa J0CTyna COTPYAHUKY.
[ns Bbibopa NpaB AOCTyna packponTe MHTePeCytoLLMe Bac rpynmnbl NpaB fOCTyna. YTobbl packpbiTh
rpynny npas AOCTyna, HAXXMWUTE Ha KHOMKY + PAAOM C Ha3BaHveM rpynnbl. B oTobpa3msLuemcsa cnvcke
OTMeTbTe rafloukamm Hy>KHble npaBa AocTyna.

7. Haxkmute kHonky MpepocTraBuTb NpaBa gocTyna.

8. AHaNOrM4YHbIM CNOCOBOM HazHaubTe NpaBa OCTajlbHbIM COTPYAHUKAM.

CoTpyaHWKIM MOTYT NPUCTYNaTh K BbIMOJHEHWIO TPYAOBbIX 0bsa3aHHOCTeN B [IC XKKX.

CcbIIKM No Teme
S JINYHbIA KabuHeT coTpyaHuka (cmp. 53)
Bxog, BbIx0OA, HAaCTpOWKa yBEAOMIEHNNA.

G Kak 3apernctpupoBaTb topugmyeckoe auuo (cmp. 24)
O6wwmin nopagok pernctpaumm B NNC XKKX ropugmyeckoro aunua.
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3.1.2. Kak 3apeructpuposatb UM

O6wwmin nopagok pervctpaumn B N’MC XXKX nHameuayanbHoro npeanpuHMmartens.

1. VIHaMBMAYanbHbIA NpesnpuHUMaTeNb NoslyyaeT NOATBEPXKAEHHYH YUETHYHO 3anunck Ha [ocycnyrax
(cmp. 38).

2. HeobazamenbHo. VIHAMBUAYaNbHbIN NpesnpUHMMaTeNb HacTpanBaeT CpecTBa KpunTorpahuyeckoi
3awuTbl MHGopMauumn (cmp. 39).

3. namBmayanbHbln npeanpuHUMaTens co3gaet AnyHbli kaburet UM Ha Focycnyrax (cmp. 40).

4. \HaBmAyanbHbIN NpeanpuHMMaTenb Aobasaset cebs B rpynny «AgMuUHUCTpaTop opraHmnsaumm IC
KKX» B nuHoM kabuHeTe UM Ha Tocycnyrax (cmp. 41).

5. MHanBmpyanbHbI npeanpuHumatens peructpupyet UMM B TUIC XKKX (cmp. 42).

6. HeobazamessHo. VIHAMBUAYanbHbIN NpeanpuHumaTens 06aBAseT agMUHUCTPATOPa B INYHbIN
kabuHet WM Ha Focycnyrax (cmp. 44).
BbinonHeHWe ganbHenWwnx 4eCTBUI HAVBUAYaANbHBIN NPeANpPUHMMATENb MOXET NepenopyymnTb
agMUHKCTPaTopYy.

7. VIHAMBMAYaNbHbIA NpesnpuHUMaTeNb UV agMUHUCTPATOP A00aBaseT COTPYAHUKOB B INYHbIV
kabuHet WM Ha Focycnyrax (cmp. 45).

8. NHanBmAyanbHbIA NpeAnpuUHUMaTEb AN aAMUHUCTPATOP pacrpeaenseT COTPYAHUKOB MO rpyrnnam
poctyna Ha locycnyrax (cmp. 46).

9. NnamBmAayanbHbIn npeanpuHUMaTenb UM aMUHUCTPATOP BbiAAEeT COTPYAHMKaM npasa AoCTyna B
MNC XKX (cmp. 47).

WM 3apernctpupoBaH, poan 1 npasa AOCTyna COTPYAHUKOB Ha3HaYeHbI.

CoTpyaHWKIN MOTYT NPUCTYNaTh K BbIMOJHEHWIO TPYAOBbIX 0bsf3aHHOCTen B [IC XKKX.

Ccbuikm no Teme
S Peructpauus coTpysHuka opraHmsaumm (cmp. 48)
MNMocne perncrpauunm opraHn3aLmn ee COTPYAHNKN, KOTOPble HEMOCPEACTBEHHO ByayT paboTaThb C
NC XKX, gomxHbl 3apernctpmposatbes B [C XKKX.

S JIMYHBbIA KaBUHeT coTpyAHWKa (cmp. 53)
Bxog, BbIXOA, HAaCcTpOWKa yBeJOMIEHWIA.

S Peructpauua opranHusaumin B NNC XKKX (cmp. 23)
Pernctpaunsa — MHorocTyneHuyatbl npotecc. MoHazobuTca yyactve pyKoBOAWTENS OpraHM3aLmn.
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3.1.2.1. Kak nony4nTb NOATBEPXAEHHYIO YUYEeTHYIO 3anncb Ha focycayrax

MonyueHne noaTBEpPIKAEHHOM YUeTHOM 3anucu Ha focycnyrax — nepBblii 3Tan peructpauum UM s TMC
XKKX.

Bam I'IOHaAO6I/ITCFl yrnpouweHHaa nan CtaHaapTHaAa ydeTHasa 3arnncb Ha Focycnyrax.

NHpopmaLmio 0 BUAAX yUETHOM 3amnc MOXHO HalTH 3zech.

MoaTBEPAUTE YUETHYHO 3anMNCb OLHUM M3 CNOCOOOB:

* OHNalH yepe3s HaHKk.
* Yepes lNouTty Poccun.
* B ueHTpe obcnyxxmBaHms.

CnepytoLwuii 3Tan perncTpaLymn — HacTpolika CPeACcTB KpUnTorpaduyeckor 3almTbl MHGopMaLuu.

CcbIIkM No Teme
G Kak HacTpouTb cpeacTBa Kpuntorpadburyeckon 3awmutbl MHGopmaLmm (cmp. 39)
Bam noHazo6buTCs yCTaHOBUTL KPUNTONpPOBaAep U KOPHEBOW cepTUdUKAT rONOBHOTO
YA,OCTOBEPAROLLETO LieHTpa.

G Kak 3apeructpupoBatb UM (cmp. 37)
O6wwni nopagok perunctpaunm B F’NC XXKX nHansugyanbHoOro npeanpuHumaTens.
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3.1.2.2. Kak HacTpouTb cpeacTBa Kpuntorpadunyeckomn 3awnTbl
UHpopmauum

Bam noHapo6uTcs ycTaHOBUTBL KpUNTONpOBaigep 1 KOpHeBOM cepTudUKaT roJIOBHOTO YAOCTOBEPSHOLLLETO
LeHTpa.

MpeaplAyLWwnin 3Tan pernctpaumum — nojyyeHne noaTBEPXKAEHHOW YUETHOM 3anncu.

PekomeHaaLMM Mo NOAroToBKe

G Kak nosyumTtb NOATBEPXKAEHHYH YUYETHYHO 3anuch Ha Focycnyrax (cmp. 38)

Mpu pabote ¢ TMIC XXKKX MOXeT BO3HUKHYTb HEOBXOAMMOCTb NepesaBaTh Yepes MHTEPHET NepCcoHalbHble
AaHHble. VX MOryT nepexBaTuTb 3/10yMbILLIEHHUKN. YTOBbI CHU3WUTb PUCKM Nepesayn AaHHbIX, MCMONb3ynTe
nporpamMmmy-KpunTonpoBangep. 3Toro TpebyeT Poccuiickoe 3aKkoOHOAaTENCTBO.

ITOT 3Tan MOXHO nponycTnTb N BEPHYTLCA K HEMY NMOC/E perncTtpaunn.

1. YctaHoBuMTE KpUnTOnpoBalzep.

MozolayT cneayrolime KpUNTONPOBaAepsbl:
o Kpuntollpo CSP.
> ViPNet CSP.

2. YcTaHOBMWTE KOPHEBOW W BbiMycKatoLmin cepTndurkaTel MUHLKGPDI.
CepTudmKaTbl U MHCTPYKLIMWN MO KX YCTaHOBKE Bbl HaliAeTe 34eCh.

[oTOBO.

Cnegyrowmii 3Tan perncrpaumm — co3gaHue aMyHoro kabuHeta UMM Ha Focycnyrax.

Ccblikn no Teme
G Kak co3paTb nuHbIv KabuHeT UM Ha Focycnyrax (cmp. 40)
Co3aatb IMYHbIN KabuHeT UM MOXHO Ha KoMMbroTepe vepes bpay3ep. Co3aaTtb IMUHbIN KabUHeT
B NMPUAOXEHUN «[OCYCNyrn» He Noy4mnTCS.

S Kak 3apeructpuposatb UMM (cmp. 37)
O6wmin nopagok pernctpauum B MNAC XKX nHaMBMAYanbHOrO NpesnpuHnUMaTens.
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3.1.2.3. Kak co3gatb nnuHbin kabuHet UM Ha locycnyrax

Co3patb IMYHbIN KabuHeT UM MoXHO Ha koMnbtoTepe yepes 6paysep. Co3gaTb NNUHBIN KabUHET B
npunoxeHun «focycnyrn» He NOAYUUTCA.

MpeablAyLWw WA 3Tan perncrpaLmm — HacTpovika CPeACTB KpunTorpaduyeckon 3amTbl MHGOPMaLUK.

PekomMeHAaLMM MO NOAroToBKe

G Kak HacTpouTb CpeAcTBa KpunTorpadunyeckon 3alutbl MHopmauum (cmp. 39)

Co3paite INYHbIV KaBUHET MO UHCTPYKLUMM OT Focycayr.

Cnepyrolumii 3Tan permcrpaumm — gobasnerve cebsa B rpynny «AamuHucTpaTop opradmsauum MNAC XKX» B
NIMYHOM KabuHeTe opraHmsauum Ha Focycayrax.

CcbiIkM No Teme
G Kak gobaBuTb cebs B rpynny «AagmuHuctpatop opraHusauum B MNAC XXKX» Ha Focycnyrax (cmp.
41)
Mepenante Ha Bkaagky Mpynnbl goctyna B An4HoM KabuHete UM Ha Focycayrax.

G Kak 3apeructpuposatb UM (cmp. 37)
O6wwni nopagok pernctpaunm B F’NC XXKX nHanBuagyanbHoOro npeanpuHumaTens.
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3.1.2.4. Kak gobaBuTtb cebsa B rpynny «AamuHuctpatop opranm3sauum B N'C
)KKX» Ha locycnyrax

Mepenaute Ha BknagKy Mpynnbl goctyna B iMuHoM kabuHete UMM Ha locycnyrax.
MpeAablAyWwnin 3Tan pernctpauum — cosgaHme andHoro kabuHeta WM Ha Mocycayrax.

PeKOMeHAauMM no noarotoBke

G Kak co3patb nyHbIv KabuHeT UM Ha Focycayrax (cmp. 40)

1. Borignte B anuHbIn kabuHet UMM Ha Focycnyrax.

2. Nepenawnte B Mpynnbl goctyna > PacluMpeHHbI MOUCK.

3. B none OpraHusauyuns Bbibepnte MUHUCTEpPCTBO LUPPOBOro pasBUTUA, CBA3U U MaCCOBbIX
KoMMyHuKauui Poccuiickon ®egepaumu.

4. B none Cucrema Bbibepunte NocypapcTrBeHHas nHGopMaLMOHHas cUCTEMa YXUIULLLHO-
KOMMYHa/IbHOTO X03A/CTBa.

5. Haxkmute MpucoeaMHUTL HOBOTO COTPYAHMKA HaNPOTUB rpynnbl AAMUHUCTPATOpP OpraHM3aLuuu B
FNC XKKX.

6. BbibepuTe cBOO damuanto n3 cnmcka.

7. Haxkmute [,06aBUTD.

Cnegyrowmii atan — peructpaums UM B FTNC XKKX.

CcbIIKM No Teme
S Kak 3apeructpuposatb UM B TNC XXKX (cmp. 42)
BbinonHute peructpaumto UM B TNC XKKX MOXKET TOIbKO caM MHAMBUAYaNbHbIN
npesnpuHUMaTesb.

S Kak 3apeructpuposatb UMM (cmp. 37)
O6wmn nopagok pernctpauum B MNAC XKX nHaMBUAYanbHOrO NpesnpuHnUMaTens.
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3.1.2.5. Kak 3apeructpuposatb UMM B TMC XKX

BbinonHuTb peructpauuto UM B T’MC XKKX ModXkeT TONbKO camM UHAVBUAYaNbHbIV NpeAnpUHMMaTEb.

MpeaplAywmnin atTan pernctpaunm — fobasneHve cebs B rpynny «AgmuHuctpatop opraHusaumm MNMC XKKX» B
NIMYHOM KabuHeTe opraHmsauum Ha Focycayrax.

PekomMeHAaLMM MO NOAroToBKe

G Kak gobaButb cebs B rpynny «AgmuHuctpatop opraHusaumm B MNC XXKX» Ha Focycnyrax
(cmp. 41)

1. B 6pay3epe oTkponTe rnasHyto ctpanuuy MAC DKKX.
2. HaxxmuTte Ha kHonky BoWTm cnpaBa BBepxy.
Otobpa3ntca cTpaHuLa peructpauum Ha Focycayrax.
3. B cnncke BapraHToB BXoga Bbibepute WM.
OT1obpasutca ctpaHuua Peructpauus opranusauum B F'MC XKKX. Nonsa B 610ke O6wasn
MH$OopMaLMA 3aMoJHEHbl JaHHBIMU U3 IMYHOTO KabuHeTa opraHu3auuu Ha Focycayrax.
4. lMpoBepbTe Npes3ano/iHeHHbIE JaHHbIe B CIeAYHOLLIMX MOASX:

> NMonHoe HanmeHOBaHMe.

> OFPHUNM.

> HH.

> OpraHusaLuMoHHO-NpaBoBasa ¢popma.

° Aapec mecta XXUTeNbCTBa.

> damMuana pyKoBonTENS.

° Umsa pykoBogutens.

° OTUeCTBO PyKOBOAMUTENS.

Ecav B AaHHbIX eCTb oWwmnbKY, NX ClesyeT UCNPaBUTb B IMYHOM KabuHeTe opraHusaummn Ha focycayrax.
5. MNpoBepbTe Npes3anofHeHHble AaHHbIe B CeAyHOLLMX MOAAX:
° AApec 31eKTPOHHO MOYTbI.
> TenedoH.
[JlaHHble B 3TUX NOAAX MPU HEOBXOAMMOCTM MOXHO U3MEHUTbL Ha MecTe.
6. 3anonHuTe obA3zatesnbHble MNONS:

o @akTUueckuii agpec. [ 3anoaHeHNs HaXKMUTE Ha KHOMKY C TPEMS TOPU30HTabHbIMU
noaocamu B noJe v BolbepuTe agpec 13 CnpaBoOYHMKa.

° MouToBbIi agpec. N4 3aN0NHEHNA HAXXMWTE Ha KHOMKY C TPEMSA rOPU30HTaIbHbIMU
nosocamu B nose v BolibepuTe agpec 13 cnpaBoyHMKa. Ecin nouToBbIv agpec coBnajaeT ¢
baKTM4eckmM, yCTaHOBUTE COOTBETCTBYHOLLMIA BNaXKOK.

> O¢puumanbHbiA calT B cetn MHTepHeT. Ecin odurLmanbHOro caita HeT, ycTaHoBUTe Gaadkok
CaiiT oTcyTCTBYeT.

MNMone YacoBas 30Ha 3aMoAHUTCA aBTOMATMUYECKM Ha OCHOBaHUM GaKTMUYeCKoro agpeca opraHu3auum.
Ecan ¢ pakTnuecknm agpecom opraHmnsaLmm coBnagaet HeCkobKO YacoBbIX 30H, TO none byaeTt
AOCTYNHO AN pefakTpoBaHuWs. B aToM cnyyae BbibeprTe UaCOBOW MOSC M3 BbiMajatoLLero Ccrmcka.
7. 3anonHuTe HeobA3aTebHble MNOAS:
o [laTa rocysapcTBeHHO perucrpawmm.
> Pakc.
8. Haxxmute kHonky J06aButb pyHKLMIO.
Otobpasutca okHo [lo6baBneHne GyHKLMN.
9. BbibepuTe QyHKLMIO OpraHm3aL M U3 BbinajaroLLero crnmcka.
B 3aB1cMMOCTM OT BbIBpaHHOW GYHKLUM MOTYT MOABUTLCA HOBbIE MOAA. 3aNONHNUTE UX.
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O3HakoMbTeCh C MO/Ib30BaTENbCKNM COTNALLEHNEM.

YcraHosuTe pnaxok A npuHumaro ycnoeus MNMosib3oBaTe/IbCKOro COrlalleHUsa oT UMeHU
opraHusauumu (MHAUBUAYaIbHOTO NpeAnpuHMMaTens).

Haxxmute Oanee.

Otobpazuntca Bkiagka MHpopmaumsa o npegcraButesie opraHusaLmmn.

MpoBepbTe GUO.

HeobsazamensHo. 3anonHuTte nose Appec 3N1eKTPOHHON MOoYThI.

O3HakoMbTeCh C eLle OAHUM MOAb30BaTENbCKUM COrNaLLEHMEM.

YcraHosuTe dpnaxok B none fl npuHumato ycnosus Nosnb3oBaTesibcKOro cornalieHns ot
CO6CTBEHHOro MMeHW.

HaxxmunTe KHOMKy 3apermcrpupoBarb.

FoTtoBo. 3anmck 06 UMM Tenepb focTynHa B PeecTpe nocTaBLLMKOB MHPOPMaLIMK B OTKpbITOM YacTu [C XKKX.
[Janee NC XKX npoBegeT npoBepky 3asBjeHHON GYHKLIMM B COOTBETCTBYHOLWEM peecTpe. Ecim npoBepka
byneT npovijeHa ycnewHo, 3aasaeHHas QyHKLMA NoayunT ctatyc «MoaTsep>KaeHo».

CnepytoLwmii 3Tan perncTpauum — HasHayeHne agMUHUCTPaTopa B IMYHOM KabuHeTe UM Ha Focycnyrax.

CcbIikn no Teme
G Kak gobaBuTb afMUHUCTPaATOPa B ANYHbIA KabuHeT UMM Ha Focycayrax (cmp. 44)

AZAMWHUCTPATOP HYXEH, YTO6bI N36aBUTb MHAMBUAYANLHOTO NPeAnpUHMMATEN OT 065S3aHHOCTH
aAMUHUCTPUPOBATb JIMYHbIE KabUHeTb opraHm3aunm Ha locycayrax n B FTNC XKX. Ecam Bbl camu
cobupaeTech 3aHMMaTbCA a4MUHNCTPUPOBAHMEM, NPOMYCTUTE 3TOT 3Tan.

Kak 3apeructpuposats U (cmp. 37)
O6wwmn nopsgok pernctpaumm B NMC XKKX nHanBrAyanbHOro npeanpuHnmaTens.
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3.1.2.6. Kak pob6aBnTb agMuHMUCTpaTopa B INUHbIN kKabuHeT U Ha
locycnyrax

ALMWHNCTPATOP HY>KeH, UTo6bl M36aBUTb NHAMBUAYaIbHOTO NpeanpuHMMaTens oT 06s3aHHOCTU
aJMUWHUCTPUPOBATb IMUHbIE KabuHeTbl opraHusauum Ha locycayrax n B T'MC XKKX. Ecam Bbl camm
cobupaetecb 3aHUMaTbCA aAMUHUCTPUPOBAHMEM, NPOMNYCTUTE 3TOT Tar.

Mpeablaywnia stan — peructpauma UM 8 MAC XKKX.

y AO6aBl’IFIEMOFO aaAMUHNCTPATOpPa A0JIKHa ObITb noATBEPXAEHHAA y4eTHaa 3anncb Ha Focycnyrax.

PeKomer,au,vm no noarotoBke

S Kak 3apeructpupoBatb UM B TNC XXKX (cmp. 42)

[lobaBbTe agMUHNCTPATOPa B INUHbIA KabuHeT VT no nHctpykumm ot Focycayr.

Cnepyrolumii 3Tan perncrtpaumm — gobasneHne COTPYAHUKOB B ANYHbIV kKabuHeT UMM Ha [ocycayrax.

Ccbikm no teme
G Kak go6aBuTb COTPYAHMKOB B IMUHbIN KabuHeT UIM Ha Focycnyrax (cmp. 45)
Y nobaBnsemMbIx COTPYAHWKOB AOMKHA ObITb MOATBEPXKAEHHAA YUeTHas 3anucb Ha [ocycyrax.

G Kak 3apeructpupoBatb U (cmp. 37)
O6wmin nopagok pernctpauum B MNAC XKX nHaMBMAYanbHOrO NpesnpuHnUMaTens.
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3.1.2.7. Kak #o6aBnTb COTPYAHMKOB B INUHbIN KabuHeT U Ha locycnyrax

Y pobaBnsieMbIX COTPYAHUKOB AOJIKHA ObITb MOATBEPXKAEHHAA yUeTHas 3anuck Ha locycayrax.
MpeaplAyLWwnin 3Tan perncTpaumnm — HazHayeHne agMUHUCTpaTopa B AIMYHOM kabuHete UMM Ha Focycayrax.

PekomeHaaLMM No NoArotoBke

G Kak gob6aBuTb agMUHKCTpaTOpa B INYHBIN KabuHeT UIM Ha Focycnyrax (cmp. 44)

1. JlobaBbTe COTPYAHMKOB B NMNYHBIVA KabuHeT VI no nHctpykumm ot Focycayr.
2. Y6eanTeCh, UTO COTPYAHMKN NEPELLIN MO CCbIIKe-MPUrAALLEHNIO.

Cnegyrolumii 3Tan pernctpaLmm — pacrpeseneHve COTpPYAHUKOB NO rpynnamM JocTyna Ha Focycayrax.

Ccbuiku no teme
G Kak pacnpegenvtb COTPYAHUKOB MO rpynnam JocTtyna Ha Focycayrax (cmp. 46)
MpumenuTensHo K MIC XKKX Ha [ocycnyrax ectb ABe rpynnbl AocTyna: «AGMUHNCTPATOP
opranunzaumnmn B M’NC XKX» n «YnosaHOMOUeHHbIN cneymannct opraHmaunm B TC KKX».
COTpyAHVKN NepBOW rpynmnbl aAMUHUCTPUPYHOT NUHBIA KabuHeT UM B TVIC XKX, coTpyaHukn
BTOPOW rpynmnbl HENOCPEACTBEHHO BHOCAT MHdopMaLmto B TC XKKX. CoTpyaHMK MOXKET COCTOATb
B 0bewx rpynnax ogHOBPEMEHHO.

G Kak 3apeructpuposatb UM (cmp. 37)
O6wwnin nopsagok perunctpaunm B F’NC XKKX nHanBuagyanbHOro npeanpuHumaTens.
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3.1.2.8. Kak pacnpeaenntb COTPYAHUKOB NO rpynnam AocTtyna Ha
locycnyrax

MpumenuTtenbHo Kk TMC XKKX Ha locycnyrax ectb ABe rpynnbl goctyna: «AgMMHUCTpaTOp opraHmnsauum B
TMC XKKX» 1 «YnonHomoueHHbI cneunanunct opradmsauum B TNC XKKX». CoTpyaHUKM nepBon rpynnbl
agMUHUCTPUPYOT INYHbIn kabuHeT UM B TNMC XKKX, coTpyaHMKN BTOPOIA rpynnbl HEMNOCPEACTBEHHO
BHOCAT uHpopmaumto B TMC XKKX. CoTpyaHUK MOXKET COCTOATb B 06enx rpynnax ogHOBPEMEHHO.

MpeablAyWwnin 3Tan pernctpaunm — fobaBaeHne COTPYAHMKOB B IMUHbIN KabuHeT UM Ha Mocycnyrax.

PeKOMeHAauMM no noarotoBke

G Kak go6aBuUTb COTPYAHMKOB B IMUHbIN KabuHeT UM Ha Focycnyrax (cmp. 45)

1. Borignte B anuHbIn kabuHet UMM Ha Focycnyrax.
2. Nepenawnte B Mpynnbl goctyna > PacluMpeHHbI MOUCK.
3. B none OpraHusauyuns Bbibepnte MUHUCTEpPCTBO LUPPOBOro pasBUTUA, CBA3U U MaCCOBBIX
KoMMyHuKauui Poccuiickon ®egepaumu.
4. B none Cucrema Bbibepunte NocygapcTrBeHHas nHGopMaLMOHHas cUCTEMA YXUIULLHO-
KOMMYHa/IbHOTO X03A/CTBa.
5. Haxkmute MpucoeAMHUTL HOBOTO COTPYAHMKA HaNPOTUB OAHOM W3 rpynmn:
° AaMuHucTpatop opraHmusauum B F’MC XKKX.
> YNo/aHOMOUEHHbIN cneuuannct opraHmsauum B F’MC XKKX.
6. BbibepuTe damuamnio 13 cnucka.
7. Haxxmute [,06aBUTbD.
8. AHasornyHbIM cnocobomM pacnpegennTe Mo rpynnam BCeX COTPYAHMKOB, KOTopble ByayT paboTaTh €
MNC XKX.

a Mpumeuanue: Ecav Bbl — agmuHuctpatop UMM Ha Mocycnyrax, sobaebTe ceba B rpynny
«AgmuHuctpatop opranusauumn B ['MC XKKX».

9. Monpocute cotpyaHmkoB Bontn B MNC XXKX 1 npontn perncrpaumto.
K cnepyrowiemy wwary MOXHO NepexoauTb, KOrga COTPYAHVKM 3aperncTpupyoTcs.

Cnegyrolwmii 3Tan perucTpaumm — HasHadyeHue coTpyaHukam npae goctyna B NNC XKX.

CcbIikn no Teme
G Kak Ha3HaunTb coTpyaHMKaMm npasa goctyna B TVIC XKKX (cmp. 47)
Mpaga goctyna B [MIC XXKX no3sossoT pasrpaHnyunTb chepbl OTBETCTBEHHOCTU COTPYAHWUKOB.
Hanpvimep, ogHOMY COTPYAHMKY MOXHO pa3peLumnTb paboTy ¢ npubopamu yyeta, a Apyromy —
paboTy C NocTynatoLmnMm obpaLLeHnsaIMu.

G Kak 3apeructpuposatb UM (cmp. 37)
O6wwni nopagok peructpaunm B F’NC XXKX nHanBuagyanbHOro npeanpuHumaTens.
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3.1.2.9. Kak HazHaunTb coTpyaHukam npasa goctyna B M'MC XKKX

MpaBa goctyna B 'MC )KKX no3BondAtoT pasrpaHnunTb cpepbl OTBETCTBEHHOCTW COTPYAHMKOB.
Hanpumep, ogHOMY COTPYAHUKY MOXHO paspelunTtb paboTy ¢ npubopamu yueta, a Apyromy — paboty ¢
nocTynarowmmmn obpaLeHnammn.

MpeablAyWwnin 3Tan perncTpaunmn — pacnpegeneHme cCoTpyAHMKOB Mo rpynnam goctyna Ha Focycayrax.

PeKOMeHAauMM no noarotoBke

G Kak pacnpegenvtb COTPYAHUKOB MO rpynnam Joctyna Ha Focycayrax (cmp. 46)

1. Bonaute B anuHbIn kabuHet UM B TC XKKX.

2. B rnaBHOM HaBurauMoHHOM MeHto (cmp. 20) Bbibepute AGMUHUCTPUPOBaHue > COTPYAHUKM.
OT1obpazntca okHo CNMCOK NpeacTaBUTeIe opraHu3aLun.

3. HaliauTte coTpyAHMKa B CrIUCKE.

4. HaxxmMuTe Ha WeBPOH psAAOM C daMuanert coTpyaHuka.
OT06pasnTCca KOHTEKCTHOE MEHHO.

5. BbibepuTe NyHKT KOHTEKCTHOro MeHto MpeaocTaBUTL NpaBa AOCTyNa NpeACcTaBUTENIO
opraHusauuu.
OT1obpasuntca okHo MpeaocTaBieHne NpaB AOCTyMNa NpeAcTaBATE/II0 OpPraHU3aLMm CO CMCKOM
rpynn npas goctyna.

6. Ha3HaubTe npaBa J0CTyna COTPYAHUKY.
[ns Bbibopa NpaB AOCTyna packponTe MHTePeCytoLLMe Bac rpynmnbl NpaB fOCTyna. YTobbl packpbiTh
rpynny npas AOCTyna, HAXXMWUTE Ha KHOMKY + PAAOM C Ha3BaHveM rpynnbl. B oTobpa3msLuemcsa cnvcke
OTMeTbTe rafloukamm Hy>KHble npaBa AocTyna.

7. Haxkmute kHonky MpepocTraBuTb NpaBa gocTyna.

8. AHaNOrM4YHbIM CNOCOBOM HazHaubTe NpaBa OCTajlbHbIM COTPYAHUKAM.

CoTpyaHWKIM MOTYT NPUCTYNaTh K BbIMOJHEHWIO TPYAOBbIX 0bsa3aHHOCTeN B [IC XKKX.

CcbIIKM No Teme
S JINYHbIA KabuHeT coTpyaHuka (cmp. 53)
Bxog, BbIx0OA, HAaCTpOWKa yBEAOMIEHNNA.

G Kak 3aperunctpupoBatb UMM (cmp. 37)
06w nopsagok perunctpaumnm B F’NC XXKX nHanBuagyanbHOro npeanpuHumaTens.
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3.2. Peructpauma coTpygHuKa opraHusauum

Mocne perncrpaunmn opraHmsaumnmn ee COTPYAHUKU, KOTOpble HEMOCpPeaCcTBeHHO 6yayT paboTatb ¢ MNC
XKKX, aomxHbl 3aperncrpuposatbes B TNC XKKX.

Pabouwnii KabuHeT cOTpyAHMWKa JOCTYMEH NPW BbIMOJHEHWUN CEAYHOLLMX YCIOBUIA:

» OpraHu3saumsa 3apeructpmposaHa B [MC XKKX.
* Y Bac ecTb NOATBEPXKAEHHAsA yueTHas 3anucb Ha [ocycayrax.

1. MonpocuTte fob6aBnTb Bac B INUHbIA KabUHET opraHunsaumm Ha Focycayrax (cmp. 49).
3TO MOXET caenatb PyKOBOAMUTENb BaLLeW OpraHM3aLmn nan yrnoaHOMOYEHHbIN UM aZMUHUCTPATOP,
oTBeYaloLWnii 3a Npoduab Ballel opraHmsaLmMm Ha Ffocycayrax.
Bam npuget nucbMo-npuraalleHme.

2. Heobsa3amensHo. HactponTte cpeacTBa Kpuntorpaduueckon 3awwmtbl iHGopmaumm (cmp. 50) Ha
BalleM pabouyem KoMMbloTEpE.

3. Boriante B anuHbin kabuHeT FVIC XXKX v 3aBeplumnte peructpaumto (cmp. 51).

Mo>HO HaunHaTb paboTy. Eciv Bam He XxBaTaeT MHCTPYMEHTOB A/ BbINMOJHEHWS BalUUX TPYAOBbIX
ob6s3aHHOCTeN, 0bpaTnTeCh 3a NpaBaMu A0CTyMNa K PYKOBOAMTENO Ballel opraHu3aunm nam
YMNOJHOMOYEHHOMY MM aAMUHUCTPATOPY, OTBeYatoLLLeMy 3a Npodub Ballel opraHmsaumm B MC XKKX.

CcbIIKM No Teme
S C yero HavaTtb (cmp. 22)
3aecb cobpaHbl peKkoMeHAaL My No nogrotoeke k pabote ¢ MNNC XKKX.
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3.2.1. Kak nony4ynTtb NnUCbMO-NpUrnalueHme

PykoBoautenb Balleli opraHM3aumm UAn Ha3HauYeHHbIA UM agMUHUCTPATOP AOJKHbI 406aBUTb Bac
B KabuHeT opraHu3auum Ha lfocycnyrax. Bam npuaet nMcbmo ¢ npuraawleHneM NpUcoeauHUTLCA K
opraHu3aumu Ha locycayrax. MponauTe No ccbiike U3 NUCbMa.

Pabouunii KabHET COTPYyAHMKA JOCTYMNEH MPW BbINMOJHEHUW CNEAYHOLLUX YCAOBUIA:

» OpraHusauus 3apeructpuposaHa B ['MC XKKX.
* Y Bac ecTb NOATBEPXKAEHHAsA yUeTHas 3anucb Ha [ocycayrax.

1. Monpocute fo6aBnTb Bac B IMUHBIA KabuHeT opraHun3aumm Ha locycayrax.
JTO MOXET cAenatb PyKOBOAWUTENb BaLLe OpraHM3aLm nan yrnoaHOMOYEHHbIN UM aMUHUCTPATOP,
OTBeYaloLLMiA 3a NPOodUb Baller opraHun3aumm Ha focycayrax.

2. [lalite pyKOBOAUTENO UAN aAMUHUCTPATOPY ajpec Ballein 31eKTPOHHOMN MouYThbl.
Ha Hee Bbl nonyunTe CCbiNKy ANS BXOAa B NIMYHbIN KabuHeT opraHunsaumm Ha Focycayrax. MNouta moxeT
6bITb Nt0Has — Heobs3aTeNbHO NPMBA3aHHaA K y4eTHOW 3anucu Ha focycayrax.

3. HeobszamesbHo. [aiTe pykoBoAaMTENto Wan agMuHucTpatopy saw CHUJIC.
OH Hy>eH, 4To6bl K OpraHusaunm Ha focycayrax He CMOT MPUCOEAMHNTLCS Ball ogHOobammnel,

4. loxxAnMTeCb MOMEHTA, KOrja Ha Bally MouTy npuaeT NMCbMO-MNpUrialleHmne.

5. MNepenamnTe No CCblIKe U3 MUCbMA.

Ccblnka akTvBHa 60 AHElW C MOMEHTa NoJyyeHus. Bocnoab3oBatscs npuriaieHneM MOoXHO TONbKO
OAMH pas.

6. MonpocuTte fobasnTb Bac B rpynny goctyna MNAC XXKX Ha locycayrax.
3TO MOXET cAenatb PyKOBOANUTEb BaLLe OpraHM3aLmn nam yrnoaHOMOYEHHbIN UM aZMUHUCTPAaTOP,
OTBeYaloLLMiA 3a NPOPUb Ballelr opraHu3aLmm Ha focycayrax.
[oxanTtecb NOATBEPXAEHUSA OT PyKOBOAUTENA UM afMUHUCTPATOPa, YTO Bac AobaBman B rpynny
focryna.

CnesyroLmii War perncTpaumm — HacTpolika CpeacTB Kpuntorpadbnyeckon 3aLmTbl MHGOPMaLMK Ha BalLeM
pabouem KoMMbrOTEPE.

CcbInku no Teme
G Kak HacTpouTb cpeacTBa Kpuntorpaburyeckon 3awmutel MHGopmaLmm (cmp. 50)
Bam noHazobuTCs yCTaHOBUTL KPUNTONpPOBaAep U KOPHEBOW cepTUdUKAT rONOBHOIO
YA,OCTOBEPAOLLETO LieHTpa.

S Peructpaums coTpyAHMKa opraHvsauum (cmp. 48)
Mocne perncrTpaLmm opraH13auumn ee COTPYAHUKM, KOTOPble HEMOCPEACTBEHHO ByayT paboTath C
TMC XKX, gonxHbl 3apernctpupoBatbes B [NC XKKX.
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3.2.2. Kak HacTpouTb cpeacTBa kKpuntorpadunueckom 3awmtbl MHGOpMaLmu

Bam noHapo6uTcs ycTaHOBUTL KPUNTOMNpPOBaigep 1 KOPHEBOU cepTMdUKaT roJIOBHOTO YAOCTOBEPSAOLLLETO
LeHTpa.

npeﬂ,blﬂ,yu.l,l/ll‘/’l 3Tan perncrpaynm — noayyeHne nncbmMa-rnpurnaieHmnA.

PekomMeHAaLMM MO NOAroToBKe

G Kak nonyuntb NUCbMO-npuraalleHue (cmp. 49)

Mpu pabote ¢ MNC XKKX MoxxeT BO3HUKHYTb HEOHXOAMMOCTb NepesaBaTh Yepes NHTEPHET NepCcoHasbHble
AaHHble. VX MoryT nepexsaTuTb 3/10yMbILLEHHUKN. YTOBbI CHU3WUTL PUCKM Nepesayn AaHHbIX, UCNOb3ynTe
nporpamMmmy-KpunTonpoBangep. IToro TpebyeT POCCUNCKOe 3aKOHOAATENBCTBO.

DTOT 3Tan MOXHO nponycTuTb N BEPHYTbCA K HEMY NOCAe perncTtpaumn.

1. YctaHoBMTE KpUNTONpOBalnizep.

MoponayT crneayrolime KpMnTonpoBanaepsbl:
o Kpuntollpo CSP.
> ViPNet CSP.

2. YcTaHOBUWTE KOPHEBOW M BbiNycKatoWmii ceptrdmkatel MUHUNOPLI.
CepTnduKaTbl U MHCTPYKLUWN MO UX YCTAaHOBKE Bbl HalAeTe 34eCh.

[oTOoBO.

Cnepyrolumii 3Tan — perncrpaums B iMyHoM kabuHete TVIC XKKX.

CcbIikn no Teme
G Kak 3apeructpupoBatbcst B IMYHOM kabuHeTe TUIC XKKX (cmp. 51)
Ortkpovite rnaBHyto ctpaHuLly MMC XKX n HaxxmuTe Boiitn.

S Peructpauus cotpysHuka opraHmsaumm (cmp. 48)
MNMocne perncrpauum opraHn3aLmn ee COTPYAHNKN, KOTOPble HEMOCPEACTBEHHO ByayT paboTaThb C
INC XKX, gonxHbl 3apernctpmposatbes B [C XKKX.
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3.2.3. Kak 3apeructpupoBatbcs B imuHoM kabuHete M'MC XKKX

Otkpoiite rnaBhyto ctpaHuuy MT'MC XKKX n Haxxmute BoidTu.

MpeablAyLWwNiA LWar perncTpaLLm — HacTponka CpeAcTB KpunTorpaduyeckon 3awmutsl nHbopmauum Ha
Ballem pabouem KOMMbLOTEPE.

PekomMeHAaLMM MO NOAroToBKe

G Kak HacTpouTb CpeAcTBa KpMnTorpadunyeckon 3alutsl MHpopmauum (cmp. 50)

1. OTkponTe rnasHyto ctpaHmLy MC XKKX.

2. HaxkmuTe kHOMNKy BoiATu B BepxHel npaBol YacTu CTpaHuLibl.
OTobpaszunTca cTpaHmLa Bxoaa yepes Focycnyru.

3. Bongute uepes [ocycnyrv OAHUM U3 NPeASOXEHHbIX CMOCOHOB.
OTtobpa3sunTcs cTpaHuLa Boibopa ponu.

4. HaxxmuTe Ha CTPOKY C HAaMMEHOBaHWEM OpraHun3aLmm.

° Ecan BbI yCTaHOBUAM KpUNTONPOBangep 1 cepTudukat, otobpasntca ctpaHuua Perncrpaums
npeacraButens opraHusauum B F’MC XKKX. ViHdopmaLma Ha cTpaHuLie oTobpaxaeTca TONbKO
419 MTPOCMOTPa W HeAOCTYMHa A/iA pefakTUPOBaHUA.

° Ecav BbI He yCTaHOBWAW KpUNTONpOBariaep 1 cepTudumkat, otTobpasntcs cooblyeHne cucTeMsl
6e3onacHoctn MMC XKKX. YctaHoBuTe dnaxkok Al cornaceH npogo/mHKnUTb paboty no
KaHanam CBA3M, 3alULLEHHbIM C UCMO0JIb30BaHNEM afiropuTmMoB WwngpoBaHus, He
cooTtBeTcTBYtowmx FOCT P 34.10-2012. Haxxmute Mpogomxntb. OTOOpasnTcs cTpaHunua
Perncrpauusa npeacrasurtens opraumsauum B T’MC XKKX. ViHdopmauuma Ha cTpanuLe
oTobpadkaeTcsa TOLKO A4 MPOCMOTPa U HeJOCTyMHa ANA pPefakTMpOoBaHMs.

o MpumeuaHwme: Eciv Bbl ycTaHOBUAKM KpunTonpoBaligep n ceptudukart, a F’MC XKKX Bce paBHo
MoKasblBaeT BaM Co0bLLeHMe cMcTeMbl 6€30MacHOCTH, 3HAYMT YTO-TO MOLLIO He Tak. MNMocne
3aBepLleHuns pernctpaumm obpatmteck B cny>kby noaaep>xxkkm MC XKKX (cmp. 158) 3a
MOMOLLbHO.

5. HeobsazamesibHo. 3anonHute none AApec 3/1eKTPOHHOW NMouUThl.

6. O3HaKOMbTeCh C MOJIb30BaTENbCKMM COTIalleHNEM.

7. YctaHoBuTe Gsiaxkok B nose f npuHumato ycnosus Nosib3oBaTeIbCKOro corialieHns oT
co6CTBEHHOro UMEeHMN.

8. Haxxmute KHonky 3aperucTtpmupoBarhb.
OT1obpaznTca rnaBHas CTpaHuMLa NMYHOTO KabuHeTa.

MOo>HO HauMHaTb pa60Ty. Ecnhn Bam He xBaTaet MHCTPYMEHTOB A4/14 BbINMONHEHUA BallUX TPYA0BbIX
ob6s3aHHOCTeN, 0bpaTnTeCh 3a NpaBaMu A0CTyMNa K PYKOBOAMTEIO Baller opraHu3aumm nam
YMNOJHOMOYEHHOMY MM aAMUHUCTPATOPY, OTBeYatoLLLeMy 3a npodub Ballel opraHmsaumm B TVC XKKX.

Ccbuikum no teme
S JIMYHbIA KabuHeT coTpyAHWKa (cmp. 53)
Bxog, BbIXOA, HAacTpoOWKa yBeJOMIEHWA.
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S Peructpauus coTpysHuka opraHmsaumm (cmp. 48)
MNocne perncrpauunm opraHn3aLmn ee COTPYAHNKN, KOTOPble HEMOCPEACTBEHHO ByayT paboTaThb ¢
INC XKX, gomxHbl 3apernctpmposatbes B [C XKKX.
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3.3. JInuHbI KabUHeT coTpyaHUKA

Bxog, BbIXog, HacTpolika yBeJOMIEHUN.

CcbIikn no Teme
G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)
B nMuHoM kabuHeTe coTpyaHmKa MoxxHoO paboTatb B MC XKKX oT umeHn opraHmsaumn. Habop
[OCTYMHBIX MHCTPYMEHTOB A5 paboTbl 3aBMCUT OT BblAaHHbIX BaM NMpaB JOCTyna.

G Kak nocMoTpeTb YBeAOMAEHMUS MPU BXOAE B IMUHbINA KabUHeT (cmp. 55)
Onepatop MNMC XKX v gpyrve opraHumsaLmm MoryT paccbliiatb MHGOPMaLMOHHbIE COOBLLEHMS.
Cama MMC XKKX MoxeT npucbiiaTb CUCTEMHbIE YBEAOMAEHWS, HANPUMEpP O 3aBepLUEHUN onepaL i
3KCrnopTa UAM UmnopTa. Takne yBeLOM/IEHUS OTOHBPaKaroTCs NPW BXOAE B INUHBIA KabUHeT.

G Kak U3MeHWTb agpec 3eKTPOHHOW NouThbl (cmp. 56)
Ha an1eKkTpoHHY0 MouTy, yKa3aHHYH B HAaCTpoiKax, NpuxoaaT ysegomaeHus ot MC XKKX.

S Kak HacTpouTb yBegoMaeHWs (cmp. 57)
B nnyHOM KabrHeTe MOXHO HaCTPOUTb MoJy4YeHue yBeaomeHui ot onepatopa MAC XXKX n
APYr1X opraHv3auunin. Bel MoxeTe nosyyaTb BCM/bIBarOLLME YBEAOMIEHWSA B IMUHOM KabuHeTe.
Mo>keTe nosyyatb yBeAJOMAEHNA Ha NOYTY. A MOXeTe 0TKa3aTbCA OT NH0ObIX PacChIIOK.

G Kak nocmMoTpeTb CTOPUIO COBLITUI, MPOUCXOAMBLLMX C YY4ETHOM 3anuncbto (cmp. 58)
B nctopmm cobbITnin XpaHATCA 3anmncK o TOM, KOTAa Bbl BXOAWAN WU BbIXOAWIN U3 INYHOTO
kabuHeTa, KorAa v Kakue flaHHble O BaC MEHSAINCh, Kakne N3MEHEeHWs npetepresan Crmncok BaLLmnx
npae jocTyna.

S [pe HanTu Nosib3oBaTesIbCckoe coralleHune (cmp. 59)
B nonb3oBaTENbCKOM COralleHNIN COoAepPKaTCA NMPUHLMIMLI B3aUMOZAENCTBUS NONb30BaTesen U
onepatopa M'MC XKKX.

G Kak nocmoTtpeTb MHbOpMaLMio O Ballel opraHu3auum (cmp. 60)
B okHe UHdopmauuma 06 opraHM3aumm Bbl MOXETE HaNTW Ha3BaHWe, KOHTaKTbl, IHH, OTPH/
OlPHWIM v KMl Balwen opraHm3aumn.

G Kak BbINTK M3 IMYHOrO KabuHeTta (cmp. 61)
M3 nmyHoro kabuHeTa iyulle BbIXOAWUTb MNOC/IE OKOHYaHUs paboTbl — 3TO BOMPOC
nHbopmaLmoHHoN 6e3onacHoOCTU. Bnpouem, ecan Bbl 3abblin BbINTY, HUYETO CTPALLIHOTO: Yepe3
HEeKOTOpOe BPeMS BbIXOJ, MPOU30MAET aBTOMATUYECKMN.

G C yero HavaTtb (cmp. 22)
3aecb cobpaHbl pekoMeHAaLmm No nogroToske k pabote ¢ MNNC XKKX.
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3.3.1. Kak BOMUTM B INUHBbIN KabuHET COTPYAHMKA OpraHu3auuu

B nnuHom kabuHeTe coTpyaHMKka MoxkHo pabotatb B TMC XKKX oT uMeHu opraHusauumn. Habop gocTynHbix
WHCTPYMEHTOB AN paboTbl 3aBUCUT OT BblAaHHbIX BaM MpaB A0CTyna.

Pabouunin kabuHet COTPYZAHMKa AOCTYyNeH npun BbINOJHEHUN CNeAYyHOLNX yCJ'IOBI/II‘/’IZ

» OpraHu3auums 3apeructpupoana B ['MC XKX.
* Bbl 3aperunctpmposanbl B ['IC XKKX B KauecTBe cOTpyAHMKa OpraHmM3aLmm.

PekomeHaaLMm No Noarotoeke

S Peructpaums coTpyAHWKa opraHusauumn (cmp. 48)

1. OTkponTe rnasHyto ctpanmuy MC XKKX.

2. HaxxmuTe Ha kHonKy BoidTy B BepxHel npaBol YacTh CTPaHMLLbI.
Otobpa3ntca cTpaHuLa Bxoda yepes Focycayru.

3. Bongute uepes Focycnyrn OgHUM U3 NPEASOXEHHbIX CMOCOHOB.
OT1obpazunTca cTpaHuLa Bbibopa poau.

4. HaxkmuTe Ha CTPOKY C HaMMEHOBaHWEM OpraHu3aLum.
OTobpasznTca rnaBHas CTpaHuLa NMYHOTo KabuHeTa.

Moka Bac He 6bI10, B INYHBIA KABUHET MOrAK NOCTYNUTb yBeAoMaeHns oT Onepatopa MMC XKX nan apyrux
opraHusauuin. B atom cayyae otobpasntcs okHo UHpopmaumoHHbie coobuieHus.

MpounTanTe NOCTYNUBLLME YBEAOMIEHNS UM OTIOXMTE X Ha noTom. MNpuctynainTte k paboTe B INHHOM
KabuHerTe.

Ccbiikn no Teme
S Kak nocMoTpeTb YBEAOMIEHMUS MPU BXOAE B IMUHbIN KabUHeT (cmp. 55)
Onepatop MN'MC XKKX n apyrvie opraHusaLmm MOryT paccbliate MHGOPMaLMOHHbIE COOBLLEHNS.
Cama MTMC XKKX MOXeT npucbiiaTb CUCTEMHbIE YBEAOMIEHWNS, HANPUMEpP O 3aBepLUEHUN onepaL i
aKcnopTa uan nmnoprta. Takme yBeJOMAEHNA OTOBpaXkaroTCa Npu BXOAE B IMYHbIV KabUHET.

S JINYHbIA KabuHeT coTpyaHuka (cmp. 53)
Bxog, BbIXOA, HAaCTPOWKa yBEAOMIEHNNA.
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3.3.2. Kak nocmoTpeTb yBeAOMJIEHUA NPU BXOAE B JIMUHbIN KabuHeT

Onepatop M'MC XKKX n apyrve opraHusaumm MoryT paccbiiatb MHpopMaLmoHHble coobueHus. Cama M'MC
JKKX mMoxkeT npucbinatb CUCTEMHbIE YBEAOMJIEHUSA, HaNPUMEpP O 3aBEPLUEHUN onepaLuii SKCnopTa namu
umnopTta. Takve yBefoMieHMA OTOBparkatoTcsl MPU BXOAE B JINYHbBINA KabUHeT.

Boliante B MNUHBIA KabuHET. ECIM B INYHbBIV KAOVMHET MNOCTYNWAM HOBbIE YBEAOMJIEHNS, OTOBPA3NTCA OKHO

NHdopmaumoHHble coobLieHus.

PekomeHaaLMM No NoArotoBke

G Kak BOWTU B INYHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)

MpumeuaHue: YBeOMAEHNN MOXET BbITb MHOTO, @ BPEMeHW Masio. Heobs3aTenbHO pa3bupatb
KOPPECMOHAEHLMIO Cpa3y NMpu BXOZAE B IMUHbIV KabUHET. Bbl MOXeTe BEPHYTLCA K YBEAOMIEHUAM
no3szaHee. YTobbl NEPenTH K CNNCKY YBEAOMAEHWM, HAXKMUTE Ha 3HAUOK C KOHBEPTOM U CHETUMKOM
yBermneHmﬁ CfpaBa OT Ballero MMeHW B NpaBOM BEPXHEM YTIy. Mnn B rnaBHOM HaBUTraUuMOHHOM
MeHto BblbepuTe Mpouee > MHPopMaLMOHHbIe cOObLLEeHNA.

1. MocMoTpUTe NOCTYNUBLUME YBEAOM/IEHUS.

Onuua

OnucaHne

B coobuieHnn ckaszaHo: B pasgene «MHpopmauyoHHble co06-
LeHUs» AOCTYNHO AN NPOCMOTPa MHPOPMALIMOHHOE COoobLLeHMe

Haxxmute Ha runepccbinky MH¢popmaLMoHHble
coobueHmnsn 8 okHe. B HOBOW BKajKe TOBPasUTCa CTpaHnua
NudopmaumoHHbie coobueHuns. OTkpoiTe HoBoe
yBelOM/IeHMe B CMINCKE N O3HAKOMbTEChH C HUM.

B coobuieHnn ckaszaHo: B pasgene «MHpopmaumoHHble co06-
LeHus» JOCTynHO Ans npocmoTpa N MHPOPMALMOHHBIX coobLLe-
HURA

Mepengute K cregytollemy Luary.

2. HaxxmuTte kHorky MpocmoTpetb coobueHus B okHe MH$popmMaLMoHHble coobleHus.

OT06pa3nTCca OAHO 13 NONYUYEHHbIX YBELOMAEHNN.

3. MpounTalite TEKCT yBEAOMIEHUSI.

4. HeobszamensHo. YctaHoBuTe ¢pnaxkok bonblue He nokasbiBaTb.
MMC XKKX 6onblue He byseT ynoMmHaTb 06 3TOM yBELOMAEHUN.
5. HeobsazamesbHo. Haxmute KHonky Bbirpysutb B daiin.
ApxuB C yBefoMIeHMEM ByAeT coXxpaHeH Ha Ball koMnbtoTep. B apxvee 6yaetr PDF-¢pain ¢
yBeAOMeHMEM U daiin 3NeKTPOHHOM noanucn onepatopa MNMC XKKX.
6. Ha>kmmnTe KHOMKY > cnpaBsa OT 3aro/oBKa yBeAOMIEHMA AA Nepexoa K cneayroliemy ysBeAoMIEeHWIO.
7. O3HaKOMbTeCh C MPOYNMM YBEAOMAEHNAMMN aHANOTMUYHBIM O6pa3oM.

8. Haxxmnte KHOMKy 3aKkpbiTb.

OTobpaznTcsa rnaBHas CTpaHuMLa NMYHOTO KabuHeTa.

Ccbiniku no Teme

S JInyHbIN KabuHET coTpyaHuKa (cmp. 53)
Bxog, BbIxOA, HAaCTpOWKa yBEAOMIEHNA.
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3.3.3. Kak nameHuTb agpec 3n1eKTPOHHOW NOYThI

Ha 3neKkTpoHHYo NouTy, ykasaHHYI0 B HacTpolKax, npuxoasaT yBegomaeHus ot M'MC XKKX.

* 3aBeAnTe 3NEKTPOHHYIO MOUYTY, Ha KOTOPYHO Bbl ByseTe nosyyatb MHbopmaumio ot MAC XKKX.
* Bonaute B nnuHbIN KabuHeT TMC XKKX.

PekomeHaaLMM No NoArotoeke

G Kak BOWTU B INYHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)

1. Ha>kmunTe Ha Ha3BaHWe Ballei opraHM3aLm B NPaBoOM BEPXHEM Yray t0H0OM CTpaHuULbl.
OTob6pa3nTcs BbiNagaroLLMiA CIINCOK.

2. BbibepuTe nyHKT MpocmoTpeTb nHpopMaLMio 0 NpeacTaBuUTesle OpraHu3aLuum.
Otobpasntca okHo MHdopmaumsa o npegcrtaButene opraHusaumm Ha Bkiagke CBegeHuUs o
nosb3oBaresne.

3. YKaxxuTe HOBbIN agpec 31eKTPOHHOW MouThl B Nose Agpec 3J1IeKTPOHHO! NOYTbI.
OTob6pa3nTca OKHO € MHGOPMALMOHHbBIM COOBLLEHMEM:

Bbl n3meHwunn ajgpec 3ﬂeKTpOHHOl7I MOYThI. ﬂ,}]ﬂ NMONHOLUEHHOIO MCMNO/Ib30BaHUA
yenyr TUC XKX Bam Heob6xoAMMO MOATBEPAUTb HOBbLIM aApec 3NEKTPOHHOM

nouytbl. MNnucemo Anda noATBep>XaeHna HanpaBieHO Ha yKaBaHHbII?I ajgpec
3/]eKTpOHHOI‘/II MOYThbI.

4. Haxxmute OK.
OkHo 3akpoetca. OTobpasmnTCs rnaBHas CTpaHULa IMYHOTO KabuHeta.
5. OTKpONTE yKa3aHHYH BaMW 3/1EKTPOHHYH MOYTY.
6. MNepenanTe Mo ccblike B MUCbMe O NoaTBepxaeHuM agpeca oT IIC XKKX.

DNeKTpPOHHas NnoyTa NoATBep>KAeHa. Tenepb yBeAOMAEHUS OYAYT NPUXOANTL HE TOIbKO B JINUHBIA KabUHET,
HO 1 Ha yKa3aHHYH 3NEKTPOHHYHO MOouTy.

Bbl MoxeTe HacTpouTb noaydveHve yBegomneHunin ot NMC XKX Ha anekTpoHHyto nouTy.

Ccbiikn no Teme
G Kak HacTpouTb yBegoMaeHus (cmp. 57)
B nnuHOM KabrHeTe MOXHO HaCTPOUTb NoJy4YeHue yBeaomaeHui ot onepatopa MNAC XXKX un
APYr1X opraHv3auunin. Bel MoxxeTe nosyyaTb BC/bIBarOLLME YBEAOMIEHMSA B IMYHOM KabuHeTe.
Mo>keTe nosyyaTb yBeAOMAEHNA Ha NMOYTY. A MOXeTe 0TKa3aTbCsA OT Nt06bIX PacChIIOK.

S JINYHbIA KabuHeT coTpyaHuka (cmp. 53)
Bxog, BbIx0OA, HAaCTpOWKa yBEAOMIEHNN.
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3.3.4. Kak HacTpouTb yBeoMIeHNA

B inuHom kabuHeTe MOXKHO HacTPOUTb NoslyyeHue yBeagoMaeHnn ot onepatopa MNC XXKX u gpyrux
opraHusauuii. Bol MoXeTe nosiyyatb BCNJbIBaloOLWME YBEAOMIEHUA B IMUHOM KabuHeTe. MoxkeTe
nonyuyaTb yBeAOMJIEHUS Ha NoUTy. A MOXKeTe oTKa3aTbCA OT JIF06bIX pacchblioK.

BonauTte B NMUHbLIV KabUHET.

PeKOMeHAauMM no noarotoBke

G Kak BOWTW B IMYHBIN KabUHET COTPYAHMKA OpraHmsauum (cmp. 54)

1. HaxxmunTe Ha Ha3BaHWe Ballel opraHn3aLmm B NpaBOM BEPXHEM Yray Nt0H60N CTpaHuULLbI.
OTobpa3nTcs BbiNnagatoLLMii CIINCOK.
2. Bbibepute nyHkT MpocmoTpeTb MHpopMaLUIo O NpeacTaBUTeNe OpraHu3aLmun.
OT1obpazuntca okHo MHpopmaLuma o npeacraBuTeNe opraHu3aLmm Ha Bkiazke CBegeHus o
nosb3oBarene.
3. MNepenawnte Ha Bkaaky HacTpoliku nonb3oBartens.
4. HeobszamesnbHo. YctaHoBUTe GAaxoK B Nojie OTAMCaTbCA OT NOJlyYeHUs pPaccblIK MO
3/IeKTPOHHOW nourTe.
Bbl mepectaHeTe nonyyatb yBeAOMAEHUS Ha 3NEKTPOHHYHO NouTy. lNone OTnpaBKa Ha agpec
3/1eKTPOHHOW NOUTbI YBeAOMJIEHUI O NoJlyYeHMU UHPOPMaLLMOHHbIX COO6LLEHNI B IMYHOM
KabuHeTe CTaHeT HeZOCTYMHbIM A5 PefaKkTVPOBaHMS.
5. HeobsazamesbHo. Bbibepute dopmMat noayueHns yBeOMAEHUI B 31€KTPOHHOW MouTe.
B none OTnpaBKa Ha agpec 31eKTPOHHO MOUTbl YBEAOM/IEHUIA O NOJlyYeHUM
MH}OpPMaLMOHHbIX CO06LIEeHUI B IMUHOM KabuHeTe yCTaHOBWTE NepekntoyaTesb a O4HO 13
MONOXEHNN:
> OTNpaBAATb YBEeAOMJIEHUA O NOJIyY€HUM HOBbIX MHPOPMALMOHHbIX COOBLLEHMUNA.
> OTNpaBAATb YBEAOMJIEHUA O NOJIyY€HUN HOBbIX MHPOPMaLMOHHbIX COOBLLEHUIA U UX
copeprkaHue.
Ecnn Bac nHTepecyet ToNbko dakT nonyyeHus yBeaoMaeHns, BbibepuTe nepsbiri BapuaHT. Ecan Bbl
cobupaeTecb UMTaTh YBEAOMIEHMA MPAMO B NOYTe, BblOepuTe BTOPOM.
6. HeobszamesibHo. HacTpoinTe oTobpakeHne BCMJbIBAOLWMX YBEAOMAEHUI O COBLITUAX B TIMUHOM
KabuHerte.
B none OTtobparkeHne BCn/ibiBaloLero yBeAoM/IeHUA O NOoJy4YeHUN HOBbIX MHGOPMALMOHHbIX
€006 eHNI YCTaHOBYTE MepPeKItoYaTesb a OLHO U3 MOJOXEHNI:
> OTo6parkaTb ANA BceX MHPOPMaLMOHHbIX COObLeHuiA.
> He oTo6par<aTb BCrn/ibiBaloliee yBefoMIeHMe.
Mpu oTkase yBEAOM/IEHUS HUKYAA HE NMOTEPSAOTCS, UX MO-MPEXHEMY MOXHO ByaeT HaT! Ha CTpaHuLe
MHdpopmaLmoHHble cooblyeHunid. [1pocTo umdpbl Ha cyeTUnKe yBeAOMAEHN He ByayT Bac oropyatb.
7. Haxxmute CoxpaHUTb.

Hactpoiku yBeOMIEHUI COXPaHEHBI.

CcbIIKM No Teme
S JINYHbIA KabuHeT coTpyaHuka (cmp. 53)
Bxog, BbIxoa, HacTpownka yBeAOMIEHW.
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3.3.5. Kak nocmoTpeTb uctoputo cobbITUn, NPOUCXOAMBLLNX C YUETHOMU
3anucbio

B ncropun cobbITUIA XPaHATCA 3annucm o ToM, Koraa Bbl BXOAWUIN NN BbIXOAUAUN U3 TNYHOTIO KabuHerta,
Korga n Kakme gaHHble O BaC MeHAJINCb, Kakne namMmeHeHuUA npetepneBa CMCOK BallnX NpaB AOCTyNa.

Bolante B INUHbBIN KabUHET.

PekomeHaaLMM Mo NOAroToBKe

G Kak BOWTU B IMYUHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)

1. HaxkmunTe Ha Ha3BaHWe Ballei opraHM3aL M B NPaBoOM BEPXHEM Yy JH0H0OM CTpaHuULbI.
OTob6pa3nTcs BbiNagaroLLMii CIINCOK.

2. BbibepuTe nyHkT MpocmoTpeTb MHGOpMaLMIo O NpeacTaBUTesle OpraHu3aLuum.
Otobpasntca okHo MHdopmaumsa o npegcraBuTene opraHusaumm Ha Bkiagke CBegeHus o
nosab3oBaresne.

3. HaxxmuTte Ha kHonky Uctopusa cobbiTuii.
Otobpasntcsa okHo Uctopusa cobbituii. OkHO cosep>mT 610K nomcka 1 610K pesynbTaToB Nomcka
¢ Tabavuen cobbiTnin. CTpokK TabmLbl COAEep KAT BPeMS HACcTyrnaeHns cobbITUS, TUN COBbITUA U
pacliMpeHHOoe onvcaHme cobbITuA.

4. O3HaKOMbTeCb C TabauLer cobbITUN.

5. HeobsazamesbHo. MNpn HEOHBXOAMMOCTN HanaMTe NHTepecytoLLiee Bac cobbITME Npu nomoLum 6aoka
noucka.

Bbl noayunnu npegcraBneHvie o cobbITUAX, MPOVCXOAMBLLMNX C BaLLEN YYETHOW 3aMuchHo.

CcbIikn no Teme
S JInuHbIn kKabuHeT cotpyaHuka (cmp. 53)
Bxog, BbIXOA, HAaCTpOWKa yBEAOMIEHNIA.
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3.3.6. [ae HanTK nonb3oBaTe/IbCKOe CornalleHmne

B nonb3oBaTe/IbCKOM COMNalleHMM COofep>KaTca MPUHLUIMLI B3aMOAEeNCTBMA Noib3oBaTe/iel 1 onepartopa
FMC XKX.

Bonaute B NMUHbLIN KabUHET.

PekomMeHAaLMM MO NOAroToBKe

G Kak BOWTW B INYHBIN KabUHET COTpYAHMKA OpraHm3auum (cmp. 54)

1. HaxkmunTe Ha Ha3BaHWe Ballleil opraHM3aL M B NPaBOM BEPXHEM Yy 0HOM CTpaHMLLbI.
OTo6paznTca BbiNagaroLwnin CrINCOK.

2. Boibepute nyHkT MpocmoTpeTb MHpopMaLUIo 0 NpeacTaBuTeNe opraHn3aLmmn.
Otobpasntcs okHo MHdopmaums o npeacrtaButene opraHusaumm Ha Bkiagke CBegeHus o
nosnb3oBaresne.

3. HaxkmuTe Ha runepccoiiky CBeaeHUs o noJsib3oBartesne.

OTO6pa3I/ITCFI OKHO C TEKCTOM MONb30BAaTENBCKOro CornalleHunA.

CcbIIKM No Teme
S JINYHbIA KabuHeT coTpyaHuka (cmp. 53)
Bxog, BbIxoa, HacTpownka yBeAOMAEHW.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
3. C vero Hauatb | 3.3. J/INUHbIV KabMHET COTPYAHMKa

3.3.7. Kak nocmoTtpeTb uHpopmMaLuo 0 Ballen opraHmM3auum

B okHe UHdopmauma 06 opraHmsaumm Bbl MOXKeTe HaWTK Ha3BaHue, koHTakTbl, UHH, OTPH/OTPHUM n
KM sawei opraHnsaumm.

Bonaute B NMUHbLIN KabUHET.

PekomMeHAaLMM MO NOAroToBKe

G Kak BOWTW B INYHBIN KabUHET COTpYAHMKA OpraHm3auum (cmp. 54)

1. HaxkmunTe Ha Ha3BaHWe Ballleil opraHM3aL M B NPaBOM BEPXHEM Yy 0HOM CTpaHMLLbI.
OTo6paznTca BbiNagaroLwnin CrINCOK.
2. Boibepute nyHkT MpocmoTpeTb uHpopmauuto 06 opraHnsaumm.

Otobpasntcs okHo NHdopmaLmsa 06 opraHusaumm.

CcbI/IKM No Teme
S JINYHbIA KabuHeT coTpyaHuka (cmp. 53)
Bxog, BbIxoa, HacTpownka yBeAOMAEHW.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
3. C vero Hauatb | 3.3. J/INUHbIV KabMHET COTPYAHMKa

3.3.8. Kak BbINTU U3 IMUMHOroO KabuHeTa

M3 nnuHoro kabuHeTa nyylle BbIXOAUTb MOC/e OKOHUYAHWUA paboTbl — 3TO BONPOC MHGOPMAaLMOHHO
6e3onacHocTu. Bnpouem, ecnun Bbl 3abbIN BbINTU, HUYETO CTPALLHOIO: Yepe3 HEKOTOPOE BPeMs BbIXOZ,
npowusonaer aBToMaTUYeCcKu.

BolianTe B INYHbIN KabUHeET.
PekomeHAaLMM Mo No4roToBKe

G Kak BOWTW B IMYHBIN KabUHET COTPYAHMKA OpraHmsauum (cmp. 54)

HaxxmuTe kHoMKy Bbixoa, B mpaBoM BepxXHEM yry Nt0601 CTpaHuLbl.

Otobpasutca rnaeHas ctpaHuua MNC XKKX.

Ccbuikm no teme
S JInyHbIA KabuHeT coTpyaHuka (cmp. 53)
Bxog, BbIXOA, HacTpPOKa yBeJOMIEHWA.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AAMUHUCTPUpPOBaHMe

4. AAMUHUCTPUpOBaHMe

Monb3oBaTensb ¢ posbto «AgmuHuctpatop opraHmnsauum B N'MC XXKX» 3aHnmaetca ynpaBaeHnem NUYHbIM
KkabuHeTom opraHmsauum B NMC XKKX. OH 3anosiHaeT gaHHble 06 opraHu3aumn, HacTpamBaeT GyHKL MM
opraHusaumun, npegocTaBaseT npasa AOCTyna COTPyAHMKaM U T.4.

Bce MHCTpyMeHTbI A5 paboTbl aAMUHUCTPATOPa OPraHn3aLLMm COCPeLOTOYUEHbI B pasgene ropusoHTaNbHOro
HaBWUraLMOHHOrO MeH0 AZMUHUCTPUPOBaHMe.

MyHKTbI MeHIO pasgena AGMUHUCTPUPOBAHUE LOCTYMHbI CIEAYHOLLM NLAM:

* PykoBogutento opranusaumm nam WM.

° B IM4HOM KabuHeTe pykoBoguTens opraHunsauumn uam VN Ha focycnyrax goaxkeH 6biTb ykasaH
VHH ¢umsmueckoro anua.

* 'HOMy J,OMKHOCTHOMY /1MLy OpraHu3aLmmn, UMeroLLEMY NPaBO AENCTBOBATL OT MMEHW HOPUANYECKOTO
nnua 6e3 J0BEpPeHHOCTH.

° B ninuHOM KabuHeTe AOMXKHOCTHOrO AvLa Ha focycnyrax gonxeH 6biTb ykasaH VIHH
dusmyeckoro amua.

o [lOMKHOCTHOE NL0 AOMKHO UMEeTb Pob «AaMuHMcTpaTop opraHm3aumm B TMC XKX». 31a
poAb yCTaHaBAMBaeTCA Ha [ocycayrax.

o PykoBogutens nam UM npesoctaBma AOMKHOCTHOMY XLy NMpaBa Ha aAMUHUCTPUPOBaHME,

npeaocTtaBaeHMe npaB 4OCTyMNa COTPYAHUKaM OopraHunsaumnn n noarnncaHmne noab3oBaTe/ibCKOro
cornawleHma opraHunsaumnn.

[Janee B TekcTe 3TV L@ 6yAyT 0603HaUYaTbCA TEPMUHOM AOMUHUCMPAMop op2aHu3ayuu.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. ApmuHnctpupoBaHue | 4.1. lndopmaumsa ob opraHusauunm

4.1. Nndopmauma ob opraHmsaumm

Mpuka3s MuHcTpos N279/np perynvpyet coctaB nHpopmaumm 06 opraHunsaumm nam UM, kotopas
A0JKHa 6biTh pa3melyeHa B TMC XKKX. YacTtb 310l nHPopMaumm ykasbiBaeTcs Ha focycnyrax Ha aTane
peructpauunmn opraHusauum. lNpoumne ceegeHns (HanpumMmep, KOHTaKTHble AaHHblE) NO34Hee pa3MeLlaeT B
M'MC )KKX agMUHUCTpaTOp opraHu3auunm.

CcbI/IKM No Teme
S Kak nepeiitn k nHGopmauum 06 opraHmsaumm (cmp. 64)
CtpaHunua NHpopmauusa 06 opraHUsaLum COAEPXUT OOLLMe CBEAEHWS O Ballen opraHu3aLmm,
NCTOPUIO UX U3MEHEHMS M MOJIb30BATEIbCKOE COralleHne opraHmnsaumnmn. CeegeHns oo
OpraHuMsaunm MOXHO NPOCMaTpuBaTh U pPeAakTMpPOBaTh.

G Kak nocmotpeTb nHbopMaumio o6 opraHusaumm (cmp. 65)
Mepengunte Ha cTpaHuLy MHpopmauma 06 opraHusaumm, ecan BaM HY>XHO ybeanTbcs, YTo B
IMNC KKX yka3aHbl BepHble CBEEHUA O Balleil opraHmn3aLmu.

G Kak oTpesakTMpoBaTh 06LLy0 MHGOpPMaL Mo 06 opraHmsaumm (cmp. 67)
Ob6was nHbopmauma o6 opraHmsaumm — 310 HaMMeHoBaHWe opraHm3auum, OFPH, KM, agpeca,
TenedoHbl 1 Npoyee.

G Kak nocmMoTpeTb UCTOPUIO COBbITUI OpraHu3auum (cmp. 69)
B nctopmm cobbiTnin opraHn3aLmMm XpaHATCAa 3anncK o0 TOM, KTO U KOrja Havan Uav 3aBepLunn
paboTy B IMYHOM KabuHeTe opraHu3aLm, O6GHOBWUA JaHHble B pa3jese AAMUHUCTPUPOBaHUE U
.M.

G Kak nocmMoTpeTb N0Ab30BaTENbCKOE COralleHme opraHm3aummn (cmp. 70)
Monb3oBaTenbCKOe COornalleHne NpMHMMAaEeT PyKOBOAMTE b Ha 3Tarne perncrpaunm opraHm3aumm
B NVIC XXKX. O3HaKOMUTBLCA € 3TUM COrlalleHneM MOXHO Ha cTpaHuue UHdopmauuma o6
opraHusauuu.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. ApmuHnctpupoBaHue | 4.1. lndopmaumsa ob opraHusauunm

4.1.1. Kak nepenTtn K nHpopmaumm o6 opraHmsauum

CrpaHuua NHdpopmauua 06 opraHusauum cogep>knT obLne cBeaeHMa O Balle opraHu3aLmn, UCTOPUIO
MX U3MEHEHMS 1 NO0JIb30BaTe/IbCKOe COornlalleHre opraHusauumn. CeBegeHus 06 opraHn3aumm MOXXHO
npocMaTpuBaTh U pesakTUpoBaThb.

Bbl 40O/KHbBI BbITh JOOaBAEHbI B IMYHBIA KaOMHET opraHu3aLmm Ha locycyrax B kadyecTtBe adMuHUCmMpamopa
opaaHu3ayuu.

BonanTte B NIMUHbLIV KaBUHET OpraHm3aLmm.

PekomeHAaLMM No NoAroToBke

G Kak BOMTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)

B rnaBHOM HaBWrauMoOHHOM MeHHO Bbibepute NyHKT AAMUHUCTpUpoBaHue > UHpopmauums o6
opraHM3sauuu.

Otobpasuntca cTpaHvua UHdpopmauma 06 opraHmsaumm.

,Cl,anee MO>XHO O3HAaKOMWUTbCA C VIHCI)OpMaLI,VIef/’I 06 opraHunsauum n npu HEO6XOAI/IMOCTI/I M3MEHUTHL ee.

Ccbuikm no teme
G Kak nocmoTtpeTb nHbopMaLuumio 06 opraHusaumm (cmp. 65)
MepenanTe Ha cTpaHuLy UHdpopmauua 06 opraHM3aumm, eciv BaM HY>KHO Y6eANTbCS, YTO B
IMMC XKX yka3zaHbl BepHble CBeAEHWA O Balleil opraHm3aLmm.

G Kak oTpesaktnpoBaTtbh 06LLy0 nHGopMaLuto 06 opraHmsaumm (cmp. 67)
Ob6uwas nHdopmauma o6 opraHmsaLmm — 3TO0 HauMeHoBaHWe opraHu3auun, OTPH, KIMI, agpeca,
TenedoHbl 1 Npoyee.

S VIHpopmaums 06 opraHuzaumm (cmp. 63)
Mpwka3 MuHctpos N279/np peryanpyet coctaB nHdopmauum ob opraHmsaumm uam UMM, kotopas
B0KHa 6bITb pa3melteHa B TMIC XKKX. YacTtb aTor MHbopmaLmm ykasbiBaeTcs Ha Focycayrax Ha
3Tarne perncrpaumm opraHnsaguu. Npoune ceegeHns (Hanpumep, KOHTakTHbIe JaHHble) No34Hee
pa3meLtaet B N'MC XKX agMuHUCTpaTOp opraHn3aLmu.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. ApmuHnctpupoBaHue | 4.1. lndopmaumsa ob opraHusauunm

4.1.2. Kak nocmoTtpeTb MHbOopMauuto o6 opraHmsauum

Mepelignte Ha cTpaHnuy NHpopmauma 06 opraHusaumm, eciv Bam Hy>XHO yb6eantbes, uto B MNC XKKX
yKa3aHbl BepHble CBeiE€HMs O Ballel opraHu3aumu.

Bbl 4OKHBI 6bITh JOOaBAEHBI B IMYHBIA KabBMHET opraHm3aLmm Ha locyciyrax B kadecTse adMuHUCmMpamopa
opaaHu3ayuu.

* BoiianTe B NMUHBIN KabUHET opraHn3aLmu.
* MNepengunte Ha cTpaHuLy NHdpopmaumsa 06 opraHnsaumn.

PekoMmeHAaUMu No NoarotToBke

G Kak BOWTW B IMYHBIN KabUHET COTpYAHMKA OpraHmsauum (cmp. 54)

O3HaKOMbTECh C COAEPXKUMbIM BKNaZKn O6wme cBefeHUs.

Bknagka conepxuT cregyrome noas:

* NNonHoe HaumeHOBaHue.
* OIPH.
* UHH.
- Knn.
» OpraHusaLMoHHO-NpaBoBasa popma.
* Aapec mecTa HaXOXKAEHUA.
» CokpalieHHOe HauMeHOoBaHue.
» [laTta rocyaapCcTBEHHOW perncrpauum.
» MakTUUecKkui agpec.
* MouToBbIii agpec.
* Aapec 31eKTPOHHOW NOYTbI.
* OpuumanbHbIi cauT B cetn MIHTepHer.
* TenegoH.
» akc.
* YacoBas 30Ha.
* PykoBoaurtenb opraHusaumm (1oneko ans UMM):
o Pamunus.
° Uma.
o OTUecTBoO.

Bbl npocMoTpenn nHpopmaumnto 06 opraHusaumm.

Mpun HeobxoAMMOCTN OTpeaakTUpyiTe nHGopMaLMio 06 opraHm3aLmn.

Ccbiikn no Teme
G Kak oTpesaktnpoBaTtbh 06Lyto nHdopMauuto o6 opraHmsaumm (cmp. 67)
Ob6was nHbopmMaLma o6 opraHM3auum — 3To HaMMeHoBaHWe opraHmsauumn, OFPH, KMM, agpeca,
Tene@oHbl 1 Nnpoyee.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
4. ApmuHnctpupoBaHue | 4.1. lndopmaumsa ob opraHusauunm

S VIHpopmaums 06 opraHuzaumm (cmp. 63)
Mpuka3 MuHctposa N279/np peryanpyeT coctaB MHbopMaLmm 06 opraHusaumm nam UMM, kotopas
A0KHa 6bITb pa3melteHa B TMC XKKX. YacTtb aTol MHbOpMaLmm yka3biBaeTcs Ha Focycayrax Ha
3Tane perncrpaumm opraHnsagun. Npoune ceegeHnsa (Hanpumep, KOHTaKTHbIE JaHHbIe) No34Hee

pa3meLtaet B NMC XKX agMnHUCTpaTOp opraHn3aLmm.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. ApmuHnctpupoBaHue | 4.1. lndopmaumsa ob opraHusauunm

4.1.3. Kak otpegaktMpoBaTtb 0b6wyto nHbopmauuto o6 opraHmsauum

O6wwas nHpopmauma 06 opraHmsaLmnm — 3To HauMeHoBaHue opraHusauun, OFPH, KM, agpeca,
TenedoHbl 1 npouee.

Bbl 4OKHBI 6bITh JOOaBAEHBI B IMYHBIA KabBMHET opraHm3aLmm Ha locyciyrax B kadecTse adMuHUCmMpamopa
opaaHu3ayuu.

* BoiianTe B NMUHBIN KabUHET opraHn3aLmu.
* MNepengunte Ha cTpaHuLy NHdpopmaumsa 06 opraHnsaumn.
» O3HakoMbTeCh € MHbOpMaLmen Ha Bkiagke O6waa nHpopmauus.

PekomeHAaLMM Mo NOAroToBKe

G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)

Ba>kHo: B TIC )KKX Henb3a pesakTnpoBaTh NOAHOE HauMeHoBaHWe opraHunsaummn, OMPH, MHH,
KM, opraHv3aumoHHO-NpaBoBYy0 GOPMY M afpec MecTa HaxOXXAeHUa opraHm3aumn. 3T CBeaeHuns
MO>HO WU3MEHUTb B IMYHOM KabmHeTe opraHusaumm Ha Focycnyrax.

. HeobszamesnsHo. N13meHunTe COKpaleHHOe HauMeHOBaHWe opraHnsauunm B none Coxpau.q,eHHoe

HauvuMveHoBaHue.

2. HeobszamenesHo. V13meHUTe 3Ha4YeHue B noe [laTta rocyfapcTBeHHON perncrpaumm.

S O 0 3 N W

11.

. Heob6sazamesnsHo. N3meHwnTe 3HaueHve B nose dakTuueckuii agpec.

[Lnsi 3aM0ONHEHNS HAXKMUTE Ha KHOMKY C TPEMS FOPU30HTaIbHbIMU MOA0OCAaMK B Mose 1 Bbibepute
aApec v3 CnpaBoOYHMKa.

. HeobgzamesnbHo.

BaxkHo: Ecv nouToBbIN agpec coBnajaeT ¢ GakTMUeckMM aapecom, TO NoA Nojem
MouToBbIN agpec foKeH 6biTb ycTaHOBAEH daaxok CoBnagaet ¢ paKTUUECKUM aApecom.
Ecnn agpeca He coBnasatoT, U BaM HY>XHO M3MEHUTb MOYTOBBIA afpec, BbINMOJHUTE 3TOT Luar.

N3meHuTe 3HaueHue B none MoutoBbIl agpec.
N5 3aM0ONHEHNS HaXKMUTE Ha KHOMKY C TPEMS FOPU30HTa/IbHbIMKU MOAOCaMK B Mosie 1 BbibepuTe
aApec v3 CNpaBoOYHMKa.

. HeobszamessHo. MI3MeHUTe 3HaueHme B nosie Aapec 3N1eKTPOHHO! MoYThl.

. HeobszamesnbHo. M3meHuUTe 3HaueHwue B nosie OdpuumanbHbii caidiT B cetn MIHTepHeT.
. HeobszamesnbHo. WameHunTe 3HaueHue B nose TenedoH.

. HeobsazamesnsHo. VI3ameHnTe 3HauveHne B noJsie dakc.

. HeobszamesnsHo. VI3meHUTe 3HaueHne B nose YacoBas 30Ha.

. Heobsiz3amesneHo.

MpumeuaHue: bnok PykoBoauTenb opraHusaumm otobpaxxaetcs TONbKO B IMUHbIX
kabuHetax UI.

3meHuTe OUIO pykoBoauTens B nonsx 6i1oka PykoBoauTenb opraHnsaumu.
HaxxmunTe KHonky CoXpaHUTb.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
4. ApmuHnctpupoBaHue | 4.1. lndopmaumsa ob opraHusauunm

M3ameHeHuns B I/IHCI)OpMaLI,I/II/I 06 opraHnsaynm CoOXpaHeHbI.

Ccbiikn no Teme
S VIHpopmaums 06 opraHuzaumm (cmp. 63)
Mpuka3 MuHctposa N279/np peryanpyeT coctaB MHbopMaLmm 06 opraHusaumm nam UMM, kotopas
A0KHa 6bITb pa3melteHa B TMC XKKX. YacTtb aTol MHbopMaLmm yka3biBaeTcs Ha Focycayrax Ha
3Tane peruncrpaumm opraHnsagun. Npoune ceegeHnsa (Hanpumep, KOHTaKTHbIE JaHHbIe) No34Hee
pa3meltaet B NMC XXKX agMnHUCTpaTOp opraHn3aLmm.

68



INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. ApmuHnctpupoBaHue | 4.1. lndopmaumsa ob opraHusauunm

4.1.4. Kak nOCMOTpPEeTb UCTOPUIO COBBLITUI OpraHu3auum

B nctopum cobbiTnin opraHM3aL My XpaHATCs 3an1cu o0 TOM, KTO 1 KOrga Havana uav 3aBepLumn paboty B
JINYHOM KabuHeTe opraHusaumnn, 06HOBUA AaHHble B pa3gene AAMUHUCTPUPOBAHME U T.M.

Bbl 4OKHBI 6bITh JOOaBAEHBI B IMYHBIA KabBMHET opraHm3aLmm Ha locyciyrax B kadecTse adMuHUCmMpamopa
opaaHu3ayuu.

* BoiianTe B NMUHBIN KabUHET opraHn3aLmu.
* MNepengunte Ha cTpaHuLy NHdpopmaumsa 06 opraHnsaumn.

PekoMmeHAaUMu No NoarotToBke

G Kak BOWTW B IMYHBIN KabUHET COTpYAHMKA OpraHmsauum (cmp. 54)

1. HaxxmuTe kHomnky Uctopua cobbiTUiA.
OT1obpazuntca okHo UcTtopusa cobbiTmin. OKHO Ccofep>XKNUT 610K Nomncka 1 610K pe3ynbTaToB nouncka.
2. O3HaKOMbTECh CO CMUCKOM COObITUIA B Ha0KE pe3y/ibTaToB Nouncka.
Ecav Bbl He HalLM MHTepecytoLLMe Bac COObITUSA, MEPENANTE K CeaytoLLemMy Luary.
3. HeobszamessHo. Bocnonb3lyintech 610KOM noucka.
a. B none Mepunogp, pasmelteHns HGOpPMaLUUN YKaXXNUTE NPUMEPHbIV BDEMEHHOMN NMPOMEXYTOK,
Korga npoun3oLLIM NHTepeCytoLwmne Bac cobbITUs.
b. BeibepuTe 3HaueHre B none Tun cobbiTusA.
c. Heobsz3amesibHo. 3anonHWTe Npoyre Noss nomcka.
d. Haxxmute kHonky HaidTu.
OTtobpa3nTcs Bbibopka COBLITUN, YAOBAETBOPSIOLLMNX YCIOBUSAM BaLLero 3anpoca.

Bbl npocMoTpenn Nctopmto cobbITUIA OpraHn3aLum.

CcbIikn no Teme
S VIHpopmaums 06 opraHuzaumm (cmp. 63)
Mpwuka3 MuHctpos N279/np peryanpyet coctaB nHdopmauum ob opraHmsaumm uam UMM, kotopas
AomKHa 6biTb pa3melyeHa B TVIC XKKX. Yactb aTon nHdopmMaLmm ykasbiBaetcs Ha [ocycnyrax Ha
3Tane perncrpaumm opraHunsauguu. Npoune ceegeHns (Hanpumep, KOHTaKTHbIe AaHHbIE) MO3Hee
pa3meLtaet B MC XKX agMnHUCTpaTOp opraHn3aLmu.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. ApmuHnctpupoBaHue | 4.1. lndopmaumsa ob opraHusauunm

4.1.5. Kak nocmoTpeTb NoJib30BaTe/1IbCKOe CorJlalleHne opraHu3aumm

Mosb30BaTeNbCKOE coralleHre NPUHMMAET PyKOBOAWTE b Ha 3Tarne permcrpauun opraHmnsaumm B N’NC
XKKX. O3HaKOMUTBCA € 3TUM COrlalleHneM MOXKHO Ha cTpaHuue UHdopmalma 06 opraHusauum.

Bbl 4OKHBI 6bITh JOOaBAEHBI B IMYHBIA KabBMHET opraHm3aLmm Ha locyciyrax B kadecTse adMuHUCmMpamopa
opaaHu3ayuu.

* BoiianTe B NMUHBIN KabUHET opraHn3aLmu.
* MNepengunte Ha cTpaHuLy NHdpopmaumsa 06 opraHnsaumn.

PekoMmeHAaUMu No NoarotToBke

G Kak BOWTW B IMYHBIN KabUHET COTpYAHMKA OpraHmsauum (cmp. 54)

1. HaxxmuTe runepccoinky Monb3oBaTenbckoe cornalleHne opraHusauum Ha Bknaske O6uwas
nHopmaums.
Otobpasutca okHo Monb3oBaTenbcKoe cornalleHue (419 OPUANUECKOro nLa U
MHAUBUAYANBHOTO NpeAnpuHMUMaTens).

2. O3HaKOMbTECh C TEKCTOM COralleHMS.

3. Haxxmute Ha KpecT B MpaBoM BepxHeM yray okHa Monb3oBaTenbckoe cornaiueHue (ana
FOPUANUYECKOTOo IMLa U UHAUBUAYaNbLHOTO NpeAnpuHUMaTens).
OkHo 3akpoetcs. CHoBa oTobpazunTca cTpaHuua UHpopmauma o6 opraHusauum.

Bbl O3HAaKOMUANCH C MOAb30BaTENbCKMM COTNALLIEHNEM OopraHnsayun.

Ccbikm no teme
S VIHpopmaums 06 opraHuzaumm (cmp. 63)
Mpwuka3 MuHctpos N279/np peryanpyet coctaB nHdopmauum ob opraHmsaumm uam MM, kotopas
fomkHa 6biTb pa3melyeHa B TVIC XKKX. Yactb aton nHdopmMaLmm ykasbiBaeTcs Ha [ocycnyrax Ha
3Tane perncrpauuu opraHmsaumn. NMpoune ceefeHna (HanpuMep, KOHTaKTHbIE JaHHble) Mo34Hee
pa3meLtaet B NMC XKX agMuHUCTpaTOp opraHn3aumu.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AAMUHUCTpUpOBaHue | 4.2. COTpyaHUKN

4.2. CoTpyaHUKHN

B pasgene AamuHuctpupoBaHue > COTPYAHUKN COAEPIXKUTCA CMNCOK PaboTHMKOB Ballei opraHu3aLuu,
3apeructpmpoBaHHbix B TMC XKKX. 3gecb MOXHO BbigaBaTb paboTHMKaM npaBa AocTyna Ans paboTbl ¢
TeMU AN HbIMKU Bugamm gaHHbix B TMIC XKKX. MHbIMY cnoBamu, Bbl MOXKeTe 0UepTUTb KaXkaomy chepy
AeatenbHocTn: Hanpumep, ognH 3aHUMaeTca JoroBopamu, Apyroin — npubopamu yuerta.

Ccbiikn no Teme
S Kak nepeiiTu kK cnucky paboTHUKOB (cmp. 72)
CtpaHunua CNUCoK NpeAcTaBUTEsIel OpraHU3aLum COAEPXKUT TabaunLy ¢ MHGopMaLnen o
paboTHMKax Balleln opraHunsaumnm, 3apernctpupoBaHHbix B FNC XXKX. Ha aTo cTtpaHuLe MOXHO
nocMoTpeTb obLLme cBeeHns 0 paboTHMKaX 1 BblAaTb MM NpaBa AoCTyna K MHpopmaumm B MAC
KKX.

G Kak HalrTu paboTHuKa B cnncke (cmp. 73)
Cnuncok paboTHMKOB OpraHM3aLm oTCOPTUPOBaAH MO andaBuUTy, N OObIYHO HANTK HY>KHOTO
paboTHMKa HECNIOXHO. HO ecnn cnncok 60/bLLION, Bbl MOXETE BOCMO/1b30BaThCs H10KOM MOUCKa,
YTOObI HaNTK paboTHMKA.

S Kak nocmoTpeTb MHbopMaLuuio o paboTHuKe (cmp. 75)
Kaptouka paboTHuka cogepxxnt ®NO, CHUJIC, agpec aneKTpOHHOM NouThl, AZOAXKHOCTb, POJb
pabotHuka B FTMIC XKKX 1 cnncok npae goctyna pabotHuka B MMC XKKX.

G Kak npegoctaBuTb paboTHMKY NpaBa aoctyna (cmp. 77)
AZAMWHWUCTPATOP OpraHM3aL My AOMKEeH NpesoCTaBUTb paboTHMKaM npaBa JOCTyna K TeM
paszgenam MMIC XKKX, ¢ koTopbIMU UM NpeacTonT paboTtats.

G Kak npegoctaBuTb paboTHMKY MpaBa AOCTyrna K otyeTam (cmp. 79)
AZMUVHUCTPaTOP OpraHM3aLmnmy MOXeT NPesocTaBUTb PaboTHUKaM opraHu3aLmmn npaea A4ocCTyna K
oTyeTaMm B pasgese AHaIMTUKA U CTaTUCTUKA.

71



INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AAMUHUCTpUpOBaHue | 4.2. COTpyaHUKN

4.2.1. Kak nepenTtn K cnucky paboTtHMKoB

CrpaHuua Cnucok npeacraBuTesieil opraHnsaLum cogep>XxXnuT Tabanuy ¢ nHoopmaumein o paboTHUKax
Balleli opraHusauuu, 3apermctpmpoBaHHbix B NTMC XKKX. Ha 3Toli cTpaHuLe MOXKHO NocMoTpeTh obLyme
cBegeHusa o paboTHMKax 1 BblgaTb UM NpaBa goctyna K uHpopmaumm B N’MC XKKX.

Bbl 40O/KHbBI BbITh JOOaBAEHbI B IMYHBIA KaOMHET opraHu3aLmm Ha locycyrax B kadyecTtBe adMuHUCmMpamopa

opaaHu3ayuu. Y Bac OKHO BbITb NPaBO AOCTyNa «AAMUHUCTPUPOBaHME NMpaB AOCTyrna NoJb30BaTeNen».

* Borigmnte B NMUHbIN KabuHeT opraHuzaumm B MAC XKKX.

PEKOMeHAaLl.VII/I no noarotoBke

G Kak BOWTU B IMYHBIN KaBUHET COTpYyAHMKa opraHm3aumm (cmp. 54)

B rnaBHOM HaBUrauMOHHOM MeHIO Bblibepute NyHKT AAMUHUCTpUpOoBaHue > COTPYyAHUKM.
Otobpasutca cTpaHvLa CNncok npeacTaBUTeNIell opraHu3aLum.

HaliguTte nHTepecytowero Bac paboTtHuka.

Ccbiky No Teme
G Kak HaliTv paboTHuKa B cnucke (cmp. 73)
Cnncok paboTHMKOB OpraHM3aumnm oTCOPTUPOBAH MO andaBuTy, N OObIYHO HANTU HY>KHOTO
paboTHMKa HECNOXHO. Ho ecnn cnvcok 60/bLLION, Bbl MOXETE BOCMO/1b30BaTbCsl 6H10KOM NMOUCKA,
YTObbI HANTN PabOTHUKA.

S CotpygHuku (cmp. 71)
B pazgene AgMuHucTpmupoBaHue > COTPYAHUKN COAEPXKMUTCS CMUCOK PabOTHUKOB Ballel
opraHusauum, 3apernctpupoBaHHbix B MNNC XXKX. 3aecb MOXHO BbifaBaTb paboTHMKaM npasa
AocTyna ana pabotbl C TeMU UAn UHbIMK BuAamu gaHHbix B TVC XKKX. ViHbiMn cnoBamu, Bbl
MOXKETEe 0O4YEPTUTb KaxkaoMy chepy gesTesbHOCTU: Hanpumep, OAnH 3aHMMaEeTCca AOroBopamu,
Apyron — npubopamu yyeTa.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AAMUHUCTpUpOBaHue | 4.2. COTpyaHUKN

4.2.2. Kak HanTu paboTHMKa B cnucke

Cnncok paboTHNKOB OpraHu3aLmMy OTCOPTUPOBaH No andaBuTy, U 06bIYHO HalTN HY>XHOTo paboTHMKa
HecnoXHo. Ho ecan cnncok 601bL10OM, Bbl MOXKETe BOCMO/Ib30BaTbCA 6/10KOM MOUCKa, YTOObl HAUTH
paboTtHuka.

Bbl 40O/KHbBI BbITh JOOaBAEHbI B IMYHBIA KaOMHET opraHu3aLmm Ha locycyrax B kadyecTtBe adMuHUCmMpamopa
opaaHu3ayuu. Y Bac OKHO BbITb NPaBO AOCTyNa «AAMUHUCTPUPOBaHME NMpaB AOCTyrna NoJb30BaTeNen».

PaboTHWK opraHunsaumm gosxeH bbiTb 3apernctpuposaH B MNNC XKKX.

* Bonanute B IMUHbIN KabuHeT opraHm3aumm B TIC XKKX.
* MNepengunte Ha cTpaHMLy CNMCOK NpeAcTaBUTEIeA OpraHu3aLmm.

PekomeHaaLm no noarotoske
S Peructpaums coTpyaHuKa opraHusauum (cmp. 48)
G Kak BOWTM B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)

S Kak nepeiTu kK cnucky paboTHUKOB (cmp. 72)

. HeobsazamesnsHo. 3anonHute nose ®amunus.

. HeobszamesbHo. 3anonHute none Nma.

. HeobszamesibHo. 3anonHuTe noae OTuecTBo.

. HeobszamesnsHo. B none [LomKHOCTb BbibepuTe 3HaUeHMe 13 BbiMajatoLLero crucka.

N AW N =

. HeobszamessHo. B none Ponb BbibepunTe 3Ha4eHMe 13 BbiMajatoLLero cnmcka.
Moy «ponbto» 34echb NOHUMaeTca posb paboTHuka B MVIC XKKX: agMuHUCTpaTop opraHvsaumnm nim
YMOJIHOMOYEHHbIN CneLmaancT opraHnsaLmm.

6. HeobazameseHo. B none [Lo/MmKHOCTb BbibepuTe 3HaUeHVe 13 BbiNajatoLLiero Ccnmcka.

7. Haxkmute kHonky Haidtn.

B 610Ke pe3ynbTaToB nowvcka oTobpasatca paboTHWMKY, NognadaroLLe nog Ball NMovCKOBbIN 3anpoc.

[lanee MOXHO MOCMOTPETb NHPOPMALMIO O PabOTHVKE U M3MEHUTL ero npasa AoCTyna.

Ccbiikn no Teme
S Kak nocmoTpeTb MHbopMaLuuio o paboTHuKe (cmp. 75)
Kaptouka pabotHuka cogep>xxnt ®NO, CHNJIC, agpec aneKTpOHHOM NouThl, ZOAXKHOCTb, POJb
paboTtHuka B TMIC XKKX 1 cnncok npae goctyna pabotHuka B MMC XKKX.

G Kak npegoctaBuTb paboTHMKY NpaBa aoctyna (cmp. 77)
AZAMWHWUCTPATOP OpraHM3aL My AOMKEeH NpesoCTaBUTb paboTHMKaM npaBa JOCTyna K TeM
paszgenam MMIC XKKX, ¢ koTopbIMW UM NpeacTonT paboTats.

G  Kak npegoctaBuTb paboTHMKY MpaBa AOCTyrna K otyeTam (cmp. 79)
AZMUHUCTPaTOP OpraHM3aLnmy MOXeT NPesocTaBUTb PaboTHUKaM opraHu3aLmmn npaea A4ocCTyna K
oTyeTaMm B pasgese AHa/IMTUKA U CTaTUCTUKA.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
4. ApmunHuctpupoBaHue | 4.2. CoTpyaHMKM

S CotpyaHukn (cmp. 71)
B pazgene ApMunHucTpmpoBaHue > COTPYAHUKN COAEPXKMUTCA CMUCOK PabOTHNKOB Ballen
opraHusauum, 3apernctpmpoBaHHbix B MAC XKX. 3aecb MOXHO BblgaBaTh paboTHMKaM npasa
AocTyna ans pabotbl C TeMU AN UHBIMUK BUAaMK gaHHbIX B TC XKKX. MiHbiMu cnoBamu, Bbl
MOXKETEe 04YepTUTb KaxkgoMy chepy geaTesbHOCTU: Hanpumep, OANH 3aHMMaEeTCa AOroBopamu,
Apyrori — npubopamu yyerta.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AAMUHUCTpUpOBaHue | 4.2. COTpyaHUKN

4.2.3. Kak nocmotpeTtb MHGOpMaLuio o paboTHuke

Kaptouka pabotHuka cogepxxut ®PNO, CHUIC, agpec 3neKTPOHHOM NOYUThI, AO/IKHOCTb, POJb paboTHUKA
B 'MC )KKX v cnncok npae goctyna pa6otHuka B M'MC XKKX.

Bbl Ao/mKHbBI BbITh J06aBAEHbI B INYHBIN KabMHET opraHm3aunm Ha Focycayrax B kauectBe adMuHUCMpamopa
opeaHusayuu. Y Bac AOXKHO BbITb NPaBo A0CTyna «AZMUHUCTPUPOBaHWE NpaB AOCTyNa NoJib30BaTeNemn.

PaboTHMK opraHunsaumm gosxeH 6biTb 3apernctpuposaH B M'NMC XKKX.
* Boiamnte B NMUHBIN kKabuHeT opraHusauum B MAC XKKX.

* MNepenanTe Ha cTpaHuLy CNMCOK NpeacTaBuUTeNnell opraHusaLmu.
* HalianTe nHTepecytoLlero Bac paboTHMKa.

PekomeHaaLm no noarotoBke

S Peructpauusa coTpysHuka opraHmsaumm (cmp. 48)

G Kak BOWTW B IMYHBIN KabUHET COTPYAHMKA OpraHm3auum (cmp. 54)
G Kak nepentu K cnncky paboTHUKOB (cmp. 72)
(&N

Kak HanTh paboTHuWKa B cniucke (cmp. 73)

—_

. Haxxmute Ha weBpoH cnpasa ot PO paboTHuka B 610Ke pe3yabTaToB novcka.
OT106paznTca BbiNagaroWwnim Crincok paboTHMKa.

2. B BeINagatoLiem cnucke paboTHuka Beibepute nyHKT MpocmMoTpeTb MHpopmaLuio o
npeacTaBuTesie opraHM3saLmun.
OT1obpazutca okHo MHpopmauma o npeacraBuTesie opraHU3aLuum.

3. O3HakoMbTeCh € MHpOPMaLmen o paboTHuKe.

4. HaxxmuTe kHonky UcTtopua cobbiTuid.

Otobpasutca okHo Uctopusa cobbitnit. OKHO COAEPIXKUT CMIMCOK COBLITUIM, MPOUCXOAMBLUNX C

YUYeTHOM 3anucbio paboTHMKa: Korga PaboTHUK BXOAMA B IMUHBINA KaOVHET 1 BbIXOAWA U3 Hero, Koraa

M3MEHANNCh MpaBa AocTyna paboTHMKa U T.M.

Bbl 03HakoMuAnCh ¢ MHPopMaument 06 yueTHou 3anmcn paboTHuka B MAC XKKX.

[anee MOXHO Ha3HaunTb PaboTHWMKY NpaBa gocTtyna K pabote ¢ TMC XKKX nan cHaTb paHee Ha3HauYeHHble
npasa JocTyna.

Ccbiku no teme
& Kak npegocTaBuTb paboTHWMKY NpaBa Aoctyna (cmp. 77)
AAMWHWCTPATOP OpraHu3aLmmn AOMKEeH NPefoCTaBUTb paboTHMKaM npaBa JOCTyna K TeM
paszgenam MMIC XKKX, ¢ koTopbiMU UM NpeacTonT paboTats.

G Kak npegocTtaBuTb paboTHMKY NpaBa AOCTyna K oTyeTaMm (cmp. 79)
AZMUHUCTPaTOP OpraHM3aLmny MOXeT NPesocTaBUTb paboTHMKaM opraHu3aLmMmn npaea JOCTyna K
oTyeTaMm B pasgesne AHa/IMTUKa U CTaTUCTUKA.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
4. ApmunHuctpupoBaHue | 4.2. CoTpyaHMKM

S CotpyaHukn (cmp. 71)
B pazgene ApMunHucTpmpoBaHue > COTPYAHUKN COAEPXKMUTCA CMUCOK PabOTHNKOB Ballen
opraHusauum, 3apernctpmpoBaHHbix B MAC XKX. 3aecb MOXHO BblgaBaTh paboTHMKaM npasa
AocTyna ans pabotbl C TeMU AN UHBIMUK BUAaMK gaHHbIX B TC XKKX. MiHbiMu cnoBamu, Bbl
MOXKETEe 04YepTUTb KaxkgoMy chepy geaTesbHOCTU: Hanpumep, OANH 3aHMMaEeTCa AOroBopamu,
Apyrori — npubopamu yyerta.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AAMUHUCTpUpOBaHue | 4.2. COTpyaHUKN

4.2.4. Kak npegoctaBuTb paboTHUKY NpaBa AoCTyna

AZMWHMCTPaTOp OpraHM3aLun A0/DKEeH NpeocTaBuTb paboTHMKaM npaBa gocTtyna K TeM pasgenam MMC
XKKX, c koTopbIMM UM NpeacTonT paboTtath.

Bbl Ao/mKHbBI BbITh J06aBAEHbI B INYHBIN KabMHET opraHm3aunm Ha Focycayrax B kauectBe adMuHUCMpamopa
opeaHusayuu. Y Bac AOXKHO BbITb NPaBo A0CTyna «AZMUHUCTPUPOBaHWE NpaB AOCTyNa NoJib30BaTeNemn.

PaboTHMK opraHunsaumm gosxeH 6biTb 3apernctpuposaH B M'NMC XKKX.

BolanTe B nnuHbIN kKabuHeT opranmsauun B MNC XKKX.
MepenanTe Ha cTpaHuLy CNMCOK NpeacTaBUTeNell opraHUsaLmu.
Haigunte nHTepecytoLero Bac paboTHuka.

PekoMeHAaLMn No NoAroToBke

@

s
o
(&

—_

Pernctpauua cotpygHuka opraHusauuv (cmp. 48)
Kak BOWTM B INYHBIV KaBUHET COTPYAHMKa opraHu3aumm (cmp. 54)
Kak neperTu k cnvcky paboTHUKOB (cmp. 72)

Kak HanTh paboTHuWKa B cniucke (cmp. 73)

. Haxxmute Ha weBpoH cnpasa ot PO paboTHuka B 610Ke pe3yabTaToB novcka.

OT106paznTca BbiNagaroWwnim Crincok paboTHMKa.

.B BblNnajgaklowem Ccnmcke pa6OTHVIKa Bbl6epI/ITe NYyHKT npeAOCTaBVITb npaBa AoCTyna

npeacraBUTe/IIO OpraHU3aLuu.
OTtobpazuntca okHo MpepocTaBieHne NpaB AOCTymNa NpeacraBuTento opraHnsaumm. OkHo
COAEPXKUT CMMCOK FPynn JocTyna.

. Packpoiite nHTepecytoLlyto Bac rpynny AocTyna.

OT06pa3snTcs CNMCOK MOAFPYNM M NpPaB AOCTyNa, BXOAALWMX B rpynmny.

4. Hangute nHTepecytoLlee Bac NpaBo AOCTyra.

MpaBa

YT106bI

. YcTaHOoBMTe pAaxoK pAgoM C MpaBoM AOCTyna.
. Haxxmute kHonky MpepocraBuThb NnpaBa gocryna.

CHoBa oTobpa3zmnTca cTpaHuLa CNMcokK npeacTaBuTesIe opraHmMsaLmmn.

[OCTyrNa npesocTaB/eHbl.

MN3MeHeHNA BOLWIN B CUNY, pa6OTHVIK A0JIKEH BbIATN N3 IMYHOTO KabuHeTa 1 BONTK cHoBa. lNMocne

3TOro paboTHUK cMoxeT pabotatb B [MC XKKX ¢ Tol MHPOpMaLmel, K KOTOPOW eMy NPesoCTaBUAN AOCTYN.

CcbIikn no Teme
G  Kak npegoctaBuTb paboTHMKY MpaBa AOCTyrna K otyeTam (cmp. 79)

AZMUVHUCTPATOP OpraHM3aLny MOXeT NPesocTaBUTb paboTHMKaM OpraHu3aLmmn npaea 4OCTyna K
oTyeTaMm B pasgesie AHaZIMTUKA U CTaTUCTUKA.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
4. ApmunHuctpupoBaHue | 4.2. CoTpyaHMKM

S CotpyaHukn (cmp. 71)
B pazgene ApMunHucTpmpoBaHue > COTPYAHUKN COAEPXKMUTCA CMUCOK PabOTHNKOB Ballen
opraHusauum, 3apernctpmpoBaHHbix B MAC XKX. 3aecb MOXHO BblgaBaTh paboTHMKaM npasa
AocTyna ans pabotbl C TeMU AN UHBIMUK BUAaMK gaHHbIX B TC XKKX. MiHbiMu cnoBamu, Bbl
MOXKETEe 04YepTUTb KaxkgoMy chepy geaTesbHOCTU: Hanpumep, OANH 3aHMMaEeTCa AOroBopamu,
Apyrori — npubopamu yyerta.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AAMUHUCTpUpOBaHue | 4.2. COTpyaHUKN

4.2.5. Kak npegoctaButb paboTHUKY NpaBa AOCTyna K oTuetam

AZMWHWCTPATOP OpraHM3aL My MOXeT NpejocTaBUTb paboTHUKaM opraHu3anmm npasa fOCTyna K oTyeTaM
B pa3gesie AHaAUTUKA U CTaTUCTUKA.

Bbl Ao/mKHbBI BbITh J06aBAEHbI B INYHBIN KabMHET opraHm3aunm Ha Focycayrax B kauectBe adMuHUCMpamopa
opeaHusayuu. Y Bac AOXKHO BbITb NPaBo A0CTyna «AZMUHUCTPUPOBaHWE NpaB AOCTyNa NoJib30BaTeNemn.

PaboTHMK opraHunsaumm gosxeH 6biTb 3apernctpuposaH B M'NMC XKKX.
* Boiamnte B NMUHBIN kKabuHeT opraHusauum B MAC XKKX.

* MNepenanTe Ha cTpaHuLy CNMCOK NpeacTaBuUTeNnell opraHusaLmu.
* HalianTe nHTepecytoLlero Bac paboTHMKa.

PekomeHaaLm no noarotoBke

S Peructpauusa coTpysHuka opraHmsaumm (cmp. 48)

G Kak BOWTW B IMYHBIN KabUHET COTPYAHMKA OpraHm3auum (cmp. 54)
G Kak nepentu K cnncky paboTHUKOB (cmp. 72)
(&N

Kak HanTh paboTHuWKa B cniucke (cmp. 73)

—_

. Haxxmute Ha weBpoH cnpasa ot PO paboTHuka B 610Ke pe3yabTaToB novcka.
OT106paznTca BbiNagaroWwnim Crincok paboTHMKa.

2. B BeINagatoLem cnucke paboTHuka BeibepuTe NyHKT MpepocTtaBuTh NpaBa AocTtyna
npeacTaBUTE/IIO OpPraHM3aLMK K oTyeTam.
Otobpasuntca okHo MpepocTaBsieHne NpaB AOCTyNa NpeACTaBATE/IIO OpPraHM3aL MK K oTyeTam.

3. YcraHoBuTe paaxku pagoM € oT4eTaMu, K KOTOPbIM HY>XHO NpeAoCcTaBUTb AOCTYM.

4. Haxxmute kHonky MpepoctaBuTb NpaBa AocTyna.
OT06pasnTca OKHO NOATBEPXKAEHWS.

5. Haxxmute Aa.

CHoBa oTobpasuTcs cTpaHuLa CNMcok npeacTaBUTeNIeid opraHu3aLmn.

MpaBa foCTyna npeAocTaBaeHbl paboTHUKY.

YT06bI M3MEHEHWA BOLLM B CUJTY, COTPYAHMK JOXKEH BbIATA U3 IMYHOTO KabmHeTa 1 BONTK cHoBa. [Mocne
3TOro paboTHWK cmoxeT npocMatpmeath B MMC XKKX oTueTsl, K KOTOPbIM €My NPeAOoCTaBUAM AOCTYr.

Ccbiku no teme
& Kak npegocTaBuTb paboTHWMKY NpaBa Aoctyna (cmp. 77)
AAMWHWCTPATOP OpraHu3aLmmn AOMKEeH NPefoCTaBUTb paboTHMKaM npaBa JOCTyna K TeM
paszgenam MMIC XKKX, ¢ koTopbiMU UM NpeacTonT paboTats.

S CotpygHuku (cmp. 71)
B pazgene AgMuHucTpmupoBaHue > COTPYAHUKUN COAEPXKMUTCS CMUCOK PabOTHUKOB Ballel
opraHmnsauunm, 3apernctpupoBaHHbix B MAC XXKX. 3aecb MOXHO BblgaBaTe pabOTHWKaM npasa
Aoctyna ans pabotbl C TeMU UAN UHbIMUK BUAaMKM gaHHbIX B TC XKKX. ViHbiMu cnoBamu, Bbl
MOXXETe 04YePTUTb KaxkaoMy chepy geaTesbHOCTU: Hanpumep, OANH 3aHUMAaEeTCa AOroBopamu,
Apyron — npubopamu ydeTa.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AaMuHUCTprpoBaHue | 4.3. PyHKLUM OpraHm3anmm

4.3. DyHKUMN OopraHn3aumm

®yHKUMA opraHn3aLmm — 3TO POJib, KOTOPYHO opraHu3auus BbinosaHaeT B T'MIC XKKX u B xnsHu.
Hanpumep, «Ynpasnatowas opraHmsauma», «focysapcTBeHHas XXNANLLHaA nHcnekumna» nam «OpraH
MeCTHOro camoynpasJ/ieHUA» — 3TO GYHKL MM opraHusaumm. OpraHnsaumsa MoXeT UMeTb O4HY MK
Heckobko pyHkumi B TNC XKKX.

Ccbiikn no Teme
G Kak nepentn k cnucky dyHKUm (cmp. 81)
CtpaHunua CBeaeHUA 0 PYHKLMAX OPraHU3aLmn COAEPXKUT CNUCOK GYHKLMI. Ha 3ToN cTpaHuue
MOXHO A06aBUTb HOBYO QYHKLIMIO AN CHATb paHee A06aBAEHHYHO QYHKLMIO.

S Kak HarTu GyHKLMIO B cnvcke (cmp. 82)
Ecam cnucok GyHKLMI BeAUK, Bbl MOXKETE BOCMO/b30BaTbCA 610KOM NMowvcka, YTobbl HaUTy
HY>XHYH DYHKLIMFO.

S Kak gobaButb GyHKLMIO (cmp. 83)
Y opraHu3aunm y>ke ecTb ogHa GyHKLMA — Ta, 4TO Oblia BbibpaHa Npu perncrpaLmm opraHnsaymm
B TVIC XXKX. Mpn HeobxoANMOCTH Bbl MOXeTe J06aBUTb JOMONHUTENbHbIE QYHKLIMM YXKe nocae
pervcrpaumm opraHm3aunn. 34ecb cka3aHo, Kak 3TO caenatb.

G Kak oTto3Batbh QyHKLUMIO (cmp. 92)
Ecan dyHkumsa 6bina gobaBaeHa no ownbke, av ecav Balla opraHusaums 6oblue He BbINMONHAET
bYHKLMIO, ee HaZlo CHATb.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AaMuHUCTprpoBaHue | 4.3. PyHKLUM OpraHm3anmm

4.3.1. Kak nepenTtu K cnnUcky PpyHKUNIM

CrpaHuua CBefeHUA 0 PYHKLMAX OpraHU3aLMmn COAEePXUT CnMcoK GpyHKUMA. Ha 3Tol cTpaHuLLe MOXHO
A06aBUTb HOBYHO GYHKLMIO NU CHATb paHee f06aBneHHY0 GYHKLMIO.

Bbl 4OKHBI 6bITh JOOaBAEHBI B IMYHBIA KabBMHET opraHm3aLmm Ha locyciyrax B kadecTse adMuHUCmMpamopa
opaaHu3ayuu.

* Boignte B NUHBIN kKabuHeT opraHusaumm B MAC XKKX.

PeKomer,au,vm no noarotoBke

G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)

B rnaBHOM HaBWrauMOHHOM MeHHO Bbibepute NyHKT AAMMUHUCTpUpPOBaHue > OYHKLUN.
Otobpasntca cTpaHuLa CBegeHNA o GYHKLUAX opraHU3aLumn.

[Janee MOXHO f06aBNTb HOBYIO PYHKLIMIO UAN HAWTU U CHATL y>Ke A06aBaeHHY0 QYHKLMIO.

CcbiIkM No Teme
G Kak gobaButb dyHKLMIO (cmp. 83)
Y opraHu3aunm y>ke ecTb ogHa GyHKLMA — Ta, 4TO Oblia BbibpaHa Npu perncrpaumm opraHusaumm
B TVIC XXKX. MNpn HeobxoAnMOCTH Bbl MOXeTe f06aBUTb JOMONHUTENbHbIE QYHKLIMM YXKe nocae
pervcrpaummn opraHmsaunn. 34ecb cka3aHo, Kak 3TO caenatb.

S Kak HalTn dyHKLMIO B cnvcke (cmp. 82)
Ecamn cnvcok dyHKUMA BEAWK, Bbl MOXETE BOCMO1b30BaTbCA 610KOM MOUCKA, YTOObI HANTK
HY>KHYH DYHKLMHO.

G Kak oTto3Bath GyHKLMIO (cmp. 92)
Ecan dyHkuma 6bina gobaBaeHa no owmnbke, nav ecav Balla opraHusauna 6oblue He BbINOJHAET
bYHKLMIO, ee HaZlo CHATb.

S OyHKUMK opraHu3auum (cmp. 80)
®PyHKLMA OpraHn3aLmm — 3TO PoJib, KOTOPYHO opraHm3auma BbinoaHAeT B [NC XXKX n B xxusHw.
Hanpumep, «Ynpaeastowasa opraHmsaums», «focygapCcTBeHHas XUAnLLHasa MHCNeKLMa» Uan
«OpraH MecTHOro camoyrnpasaeHna» — 310 GyHKLMW opraHm3aumnn. OpraHusauma MOXeT UMeTb
OAHY AN Heckonbko dyHkumn B TC XKKX.
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4.3.2. Kak HanTtn dpyHKuUMIO B CnNncke

Ecan cnncok dyHKUUI BEAUK, Bbl MOXXETE BOCNO/1b30BaTbCA 6JI0KOM MOMCKa, YTOObI HAUTU HY>XKHYHO
dyHKUMIO.

Bbl 4OKHBI 6bITh JOOaBAEHBI B IMYHBIA KabBMHET opraHm3aLmm Ha locyciyrax B kadecTse adMuHUCmMpamopa
opaaHu3ayuu.

* Boignte B NUHBIN kKabuHeT opraHusaumm B MAC XKKX.
* MNepengunte Ha cTpaHuLy CBeaeHUA 0 PYHKLMAX OpraHM3auum.

PekomeHaauunn no noarotoske
G Kak BOWTW B IMYHBIN KabUHET COTpYAHMKA OpraHmsauum (cmp. 54)

S Kak nepeitu k cnncky dyHKumi (cmp. 81)

1. HeobazamessHo. B none ®yHKUMA BbIGepUTE 3HAUEHME U3 BbINAZArOLLErO CrncKa.
Bbl MOXeTe HaxaTb Ha NoJjie 1 HayaTb nevaTtaTb Ha3BaHWe GYyHKLMKM, YTOObI Cy3UTb KOANYECTBO
BapVaHTOB B BbIMajatoLLEeM CMNCKE.
2. HeobsazamensHo. B none Cratyc BbIGEPUTE OLHO WA HECKONBKO 3HAUEHWI U3 BbiMaZaroLLero crnmcka.
3. HaxxmuTte kHonky Hawutwm.

B 6/10Ke pe3ynbTaToB nowvcka oTobpasstcs GyHKLUMKW, NognajaroLme nog Ball NovCcKOBbIN 3anpoc.

HavigeHHble dyHKUmmM B cTaTycax «loaTBep>KaeHo» v «3asBaeHO opraHu3aumeri» MOXHO CHATb (OTO3BaTh).

Ccbinikn no Teme
G Kak oTto3Bath GyHKLMIO (Cmp. 92)
Ecam dyHkuma b6bina gobaBneHa no owmnbke, MaM ecay Balla opraHun3aLms 60blue He BbIMOAHAET
dYHKLMIO, ee Hajo CHATb.

S OyHKuMK opraHmsauum (cmp. 80)
®yHKLMA opraHm3aLmm — 3TO pob, KOTOPYHO opraHu3aums BbinoaHaeT B MNC XKKX 1 B XXu3Hu.
Hanpumep, «Ynpasastowasa opraHmsauma», «focyjapcTBeHHas XUAnLLHaa MHCNeKLMa» Uau
«OpraH MecTHOro camoynpasJieHVsa» — 3T0 QyHKLMM opraHusaunn. OpraHusaymna MOXeT UMeTb
OAHY UAN Heckobko GyHKUmMI B TAC XKKX.
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4.3.3. Kak gobaBuntb pyHKLMIO

Y opraHusauunm yxxe ectb ogHa GyHKLMA — Ta, uTo bbina BbibpaHa nNpu permctpauun opraHunsaumm B N’NC
XKKX. Mpn Heo6x0aMMOCTU Bbl MOXeTe J06aBUTb JOMNOAHUTENBbHBIE GYHKLMM Y>KE NOCAEe pernctpaunm
opraHu3aumuu. 3aecb ckasaHo, Kak 3To cfenarb.

Bbl 40O/KHbBI BbITh JOOaBAEHbI B IMYHBIA KaOMHET opraHu3aLmm Ha locycyrax B kadyecTtBe adMuHUCmMpamopa
opaaHu3ayuu.

* BorawnTe B nnuHbIN kabuHeT opranmsauum B M’MC XKKX.
* MepenaunTe Ha cTpaHuLy CBeaeHUA o GYHKLMAX OpraHu3aLum.

PeKOMeHAauMM no noarotoBke

G Kak BOWTW B IMYHBIN KabBUHET COTPYAHMKA OpraHm3auum (cmp. 54)

G Kak nepentu K cnncky dyHKLMA (cmp. 81)

1. HaxxmuTe kHonky [lo6aBUTb Moj 6710KkOM nomcka.
Otobpa3utcs okHo [lo6aBneHne pyHKLMUN.
2. B none ®yHKumA BbibeprTe 3HaYEHME M3 BbIMajatoLwero cnmcka.
Bbl MOXeTe HaxaTb Ha noJie 1 HayaTb neyvaTtaTb Ha3BaHWe PYHKLMKN, YTOObI Cy3UTb KONNYECTBO
BapVaHTOB B BbIMajatoLLemM Crmcke.
B 3aBMcrMMOCTM OT BbIOpaHHOM GYHKLMW MOTYT 0TOHBPasnTLCA AOMONHUTENbHbBIE MOAS.
3. 3anonHUTe AOMOAHUTEbHbIE MOS.
CocTtaB noner 3aBUCUT OT PYHKLNW, BbIOPaHHOM Ha ware 2 (cmp. 83).
o [lns 3anonHeHuns nons Cyb6bekT PP BbibepuTe 3HaUeHMe 13 BbiNajatoLLero cnmncka. Bol Moxete
A06aBUTb HECKO/IBKO CYOBEKTOB AN HEKOTOPbIX GYHKLIMIA.
° [lna 3anonHeHns nons Aapec aoma HaXKMUTe KHOMKY C TPEMSA FOPU30HTa/IbHbIMW MOJA0CaMu B
noJse agpeca n BbibepuTe agpec 13 CrpaBoOYHMKa.
o [lnqa 3anonHeHns Tepputopusa (no OKTMO) HaxxmuTe Ha KHOMKY C TPeMSA rOPU30HTaNbHbIMU
nonocamu B noJie Boibopa TeppuUTOpUM 1 BbibepuTe TEPPUTOPUIO N3 CMPaBOYHMKA. Bbl MOXeTe
£,06aBUTb HECKOIbKO TEPPUTOPUIA.

Mpumeuanume: Mpu gobasneHnn GyHKUMN «OpraH MeCTHOrO CaMOoynpaB/IeHUs»
HeobXoAMMO A1 KaXA0ro MyHMLMNaAbHOro 06pa3oBaHNsa NPUKPENUTL JOKYMEHT,
NOATBEP>XXAAOLLMIA OCHOBaHWE NpefoCTaBAeHNA GYHKLMUN.

o lna 3anosHeHns nona OcHoBaHMe AnA ocyliecTBaeHnA GyHKUMM (ycTaB) nepeTalinte
¢dalinbl c yctaBoMm B nose. Pa3mep dalina He fokeH npesblwats 50 M6. Jonyctumble
¢dopmatsl pannos: PDF, RTF, doc, docx, xls, xIsx, JPEG, JPG, TIFF. Konvuectso
3arpy>kaembix Gainnos orpaHnyeHo — 1000 dpannos.

4. Haxxmute kHornky CoxXpaHUTb.
OkHo flo6aBneHne pyHKUMM 3aKkpoeTtcs. CHoBa 0TobpasnTcs cTpaHuua CBeaeHus o PyHKLMAX
opraHusauuun. [lobasneHHas GyHKLMA 0TOOPa3nTca B cnmncke GyHKLMN.

5. MpoBepbTe cTaTyC GYHKLMM B CTPOKE € fobaBaeHHON GyHKLMeln B cTonbLe CraTyc.
HekoTopble GyHKLUN NOATBEPXKAAIOTCA aBTOMATUYeCKU. B cnincke GyHKLUIA UM MPOCTaBASETCS
cTatyc «[loaTBep>aeHO» cpasy nocie jobaBaeHus. Jna NnoaTBEp XKAEHUS APYrX GYHKLUN TpebyroTcs
AeNCTBUA CTOPOHHEW opraHv3auuu (HanpumMep, JobaB/ieHVe Balled OpraHn3aLmn B onpeaesneHHbIn
peecTp; AoHaBAEHNE IMLLEH3MN B peecTp AnueH3nii; pasmelyeHme B MNNC XKX goroBopa, B KOTOPOM
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Ballla OpraHu3aLms ykasaHa B KauecTBe NaaTeXHOro areHTa). Takme QyHKLMM NoayyatoT cTaTyc
«3asBJeHO opraHunsauunemn».
° Ecam cratyc pyHKumm — «[logTBepxaeHo», To BCe B nopsagke. [Tponyctute cregytoLme warn un
nepenauTe K KoHL0BKe (cmp. 84).
o Ecnm ctatyc dyHKUMM — «3afBNEHO OpraHu3aLunen», To nepenamnte K wary 6 (cmp. 84).

. Hanpgute ctpoky c Bawen GyHKUMEN B OLHON U3 NEPEYUNCIEHHbIX TabaunLL:

o OyHKLMW, AOCTYMHbIE FOPUAMYECKMM avLam (cmp. 86).
o ®yHKkUNMK, soctynHble UMM (cmp. 88).
o OYHKLMW, JOCTYMHbIE rocopraHm3aumam (cmp. 89).

. O3HakoMbTecb ¢ MHPopMaLmel B cTonbue KTo noareepixaaer GpyHKLUIO.

o Ecnm Bawy dyHkumto noateepxkaaet Onepatop MNC XKX, neperigute K wary 8 (cmp. 84).
o Ecnn Bawy dyHkumto noateepxaaet He Onepatop MNMC XKX, a gpyras opraHmsauus,
neperiante K wary 10 (cmp. 84).

. Obpatutecsh B cnyxby noaaepxkun MNC XKX (cmp. 158) ¢ npocbboit o6aBuTb GyHKLMIO.
. Mepengute K wary 12 (cmp. 84).
10.

Hangute B TMC XXKX KOHTaKTbl opraHv3sauum, Kotopas AoKHa NOATBEPANUTL Bally QYHKLMIO.
a. OTkpowiTe rnaBHyto cTpaHuLy MC XKKX.

b. B rnaBHOM HaBUraLMOHHOM MeHHO BblibepuTe NyHKT PeecTpbl > PeecTp nocTaBLLMKOB
nH$popmaL .
OTobpa3nTcsa psag KaTeropuin NOCTaBLLMKOB MHPOPMaLIMN.

c. Bbibepute kaTeropmo nocTaBLLMKOB MHGOPMaLUN U3 NPEeANOXKEHHBbIX.
OT1obpasuntca cTpaHuLa PeecTpbl NocTaBUWMKOB MHGOPMaLLMU.

d. Haliaute Hy>KHyt0 BaM opraHu3auunio npu noMmoLlm 61oka noucka.
B 610ke pe3ynbTaToB NomMcka 0TOOpasnTCsA nepeveHb opraHM3aL i, NoAnajatoWwmnx noj saLl
MOWCKOBBIN 3anpoc.

€. Hangure Hy>XHyr0 OpraHvsaLmio B Crivcke B 610Kke pesynbTaToB Momucka.

f. HaxkmuTe Ha rmnepccbiiky ¢ HAMMEHOBAHWEM OpraHu3aLmm B 610Kke pe3ybTaToB MomcKa.
Otobpa3nTcs cTpaHuLa ¢ UHPopmMaLment 06 opraHn3aLLmMm, B TOM YNCIe C KOHTaKTHbIMM
AaHHbIMK.

11. Obpatntech B HaWAEHHYHO OpraH13aLMio C NPOCbHON NOATBEPANTL GYHKLIMIO.
12. JloxanTecb NOATBEPXKAEHUSA GYHKL NN,

®yHKLMA NOATBEPXKAEHA.

[lanee MOXHO HacTpavBaTb COTPYAHUKAM MpaBa JOCTyna, NosiBUBLLMECS Nocie gobasneHns dyHkuuu. Mocne
fobaBneHns npas 4OCTyNa COTPYAHUKM MOTYT MPUCTYNaTb K paboTe C HOBbIM MHCTPYMEHTapueMm.

Mpy HEOBXOANMOCTN NOATBEPXKAEHHYIO PYHKLIMO MOXKHO CHATb.

CcbIIKM MO Teme
G Kak npegoctaBuTb paboTHWKY NpaBa aoctyna (cmp. 77)

AZAMWHWUCTPATOP OpraHM3aL My AOMKEeH NpesoCTaBUTb paboTHMKAM npaBa JOCTyna K TeM
paszgenam MMC XKKX, ¢ koTopbiMW UM NpeacTonT paboTtats.

G Kak oTo3BaTh QyHKLMIO (cmp. 92)

Ecnm dyHKums 6bina gobaBneHa no owmrbKe, AU eciv Balla opraHmn3aLms 6onblle He BbIMOAHAET
dYHKUNIO, ee Hafo CHATb.
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S OyHKUMK opraHu3auum (cmp. 80)
®yHKLMA opraHM3aLmm — 3TO pob, KOTOPYHO opraHu3aums BbinoaHseT B FNC XKKX 1 B Xku3Hw.
Hanpumep, «Ynpaeastowasa opraHmsauma», «focygapcTBeHHas XUAnLLHasa MHCNeKLMa» Uan
«OpraH MecTHOro camoyrnpasaeHna» — 310 GyHKLMW opraHm3auun. OpraHunsauma MOXeT UMeTb
OAHY VAN Heckonbko dyHkumn B TC XKKX.
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Tabsavua AOCTYNHBIX GYHKLUMA C KPaTKUMU MOACHEHUAMM.

o JAonosHuTeNnbHbIE NO-
N DyHKLUA /191 NPy BIGOPE hYHKLMN Ko noaTBepkaaeT pyHKLMIO
1. AaMuHUcTpaTop obLlero cobpaHus Heobxoanmo 106aBuUTb 40M 1 KN
COBCTBEHHUKOB NMOMELLLEHN B npotokon obLiero cobpaHus
MHOrOKBapTVPHOM JoMme COBCTBEHHMKOB MOMeLLEeHN
B MHOrOKBapTMPHOM Jome 06
onpegeneHny agMuUHUCTpaTopa
obLero cobpaHuns cobCTBEHHMKOB
NMoMeLLeHNA B MHOTOKBapTUPHOM AoMe
2. baHK, nHas kpeaWTHaA opraHusauua He oTtobpaxatotca MoaTBep>AaeTca aBTOMaTUYECKN
WK OpraH, OCyLLeCTBAAOLLMI
OTKPbITVE U BeAeHWe NNLIEBbIX CHETOB
B COOTBETCTBUM C BIOAXKETHBIM
3aKOHOAaTeNbCTBOM Poccuinckom
Pepepaumn
3. EAVHONNYHBIN COBCTBEHHMK He otobpaxatoTtca MoaTBep>KAaeTCa aBTOMaTUYeCKM
nometyerunin 8 MK/,
4. XunviwHo-ctponTensHbii koonepatms | Cy6bekrt PO MoaTBep>KaaeTca aBTOMaTUYeCKn
(OKCK)
KunmwHbin koonepatus (KK) Cy6bekrt PO MoatBep>xaaeTca aBTOMaTUYECKH
3acTpowiLymk He oTtobpaxatotca MoaTBep>aaeTca aBTOMaTUYECKH
VHoW cneymnannsnpoBaHHbIN Cy6bekrt PO MoaTBEpXAaeTCa aBTOMATUYECKM
noTpebuTenbCkunii koonepaTtms
8. Onepatop MNMC XKX He oTobpaxatotcs MoaTBep>KAaeTCA NpU HaNU4YMM
nHdopmaumn y Onepatopa MNMC XKKX
9. OnepaTtop ANCTaHLMOHHOIO CHATUA He oTtobpaxatotca Onepatop MNC XKX
nokasaHui (Onepatop ACM)
10. | Onepatop MHPOPMaLMOHHON cncTembl | He oTobpakatotcs MoaTBep>XXAaeTca aBTOMaTUYeCKU.
(Onepatop UC) 3asBka Ha peructpauuto VC
paccmatpuaetca Onepatopom
MMC KKX. MpaBa Ha pa3melyeHmne
nHbopMaLnn Aenermpyrorcsa
noctaswukamu XKY
11. | Onepatop no npuemy naatexen He oTobpaxatotcs Mpown3sBoanTCA NpoBepKa HaAnuns
B [MIC XKX gorosopa, rae
peructprpyemas opraHusauus
BbICTyNaeT B PO/IN MATEXHOrO areHTa.
Ecan gorosop HaingeH, GyHKUMA
noATBepXAaeTca aBToMaTuyecku. Mpu
otcytctBum gorosopa B [MC XKX,
dyHKLMA OCTaeTcs B cTaTyce «3asaB/ieHO
opraHu3aumen» 0 MOMEHTa ero
pasmeLleHuns
12. | Onepatop PTNC gns nposeseruns OCC | Cy6bekt PO Onepatop MNC XKX
13. Onepatop cBA3n He otobpaxatoTtca MoatBep>KaaeTca aBTOMaTUYECKH
14. OpraHu3auus, ynosHoMoYeHHas He otobpaxatoTtca MoaTtBep>KaaeTca aBTOMaTUYECKH
MOCTaBWMKOM MHPOPMaLIMM Ha
pasMelleHne nHopmalnm
15. MnatexHbl cybareHT He oTtobpaxatotca MpownssoanTCAa NpoBepka Haanuua
B 'NC XKKX gorosopa, rae
perncTpvpyemas opraHvsauus
BbICTYMaeT B PO/IN MAATEXHOrO areHTa.
Ecnn gorosop HangeH, GyHkUmA
noaTeep>Aaetca aBTomatuydeckn. MNpwu
otcytctBum gorosopa B [MC XKX,
dyHKLUMA OCTaeTca B cTatyce «3asaBieHO
opraHusauunen» 0 MOMeHTa ero
pa3meLlleHns
16. Mpepcepatens npasaeHnsa Appec poma WHdopmauwmsa o npegcepatene AoaKHa
TOBapuLLeCcTBa COBCTBEHHNKOB XWJIbsA 6bITb pa3mMellieHa B PeecTpe uneHoB
(>kuamHoro koonepaTtBa) TCOXK. Mhpopmauwmto B Peectp BHOCAT
TCX, XK, XCK, nHble koonepatunsbl
17. | PacueTHbI LeHTp Cy6bekt P®. MoxcHO BbIbpaTh MoaTBEpXAaeTca aBTOMaTUYECKM
HeCKONbKO Cy6bekToB
18. PervoHanbHbI onepaTtop Tepputopusa (no OKTMO). MoxHo YNONHOMOYeHHbIN opraH cybbekTta PP
KanmTanbHOro peMoHTa BblIbpaTb OAHY AN HECKOBKO BHOCUT B PeecTp opraHoB Bnactu
TeppuTopun
19. PervioHanbHbIV onepatop Tepputopusa (no OKTMO). MoxHo MoaTBep>KaaeTca aBTOMaTUYeCKn
no obpalyeHnto ¢ TBepAbIMU BbI6GpaTh OfHY WAV HECKONbKO
KOMMYyHabHbIMW OTXOAaMM TeppuTopun
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AOHOHHMTeanbIe no-

o

Ne DyHKLUA N7 Y BbIGOPE BYHKLMM Kto noaTBepikaaeT pyHKUMIO

20. PecypcocHabxatoLas opraHusaums Cy6bekt P®. Mo>xcHO BbIGpaTh MoaTBep>KaaeTca aBTOMaTUYeCKn
(PCO) HecKO/IbKO Cy6BbekToB

21. | CobcTBEHHMK NOMeLLeHns He oTtobpaxatotca MoaTBep>AaeTca aBTOMaTUYECKN
(HaHUMaTenb)

22. | Cyb6bekT obLeCcTBEHHOrO XUANLHOIO Heobxoanmo npukpenuntb MoaTBepXAaeTCA MpU HaAU4YMK
KOHTpOAA dalin-ocHoBaHWe ANs OCYLLLEeCTBAEHUS nHpopmaumm y Onepatopa MNC XKKX

dyHKUMK (ycTas)

23. | ToBapuLecTBO COBCTBEHHUKOB XWJbs Cy6bekT PO MoaTBep>KaaeTca aBTOMaTUYeCKn
(TCX)

24. | Ynpasnsarowas opraHusauusa (YO) Cy6bekt P®. MoxHO BbIGpaTh KN BHOCUT vLleH3MI0 B peecTp

HeCKOJIbKO CyOBbeKToB nnuensuin, a NNC XKKX nposepset
Ha/jmune NNLLEeH3UN 1 NoaTBepXKAaeT
dyHKLMIO

25. | YnpaBoMOUYeHHOe yupexzaeHune Ha He otobpaxatotca MoaTBep>KaaeTca aBTOMaTUYECKH
npeAocTaB/ieHne rpaxaaHam cyocnanm
1 (MAn) KOMMEHCaLWM PacxoAoB
Ha onnaTy >XXW/blX MOMeLLEeHNIA 1
KOMMYHabHbIX yCayr

26. DoHg cogencTBrs pedopMUPOBaHIO He otobpaatoTtcs MoaTBep>KaaeTca Npy HaAn4mMm

KUNNWHO-KOMMYHaJIbHOTO X03alcTBa

nHpopmaumm y Onepatopa MNC XKKX

Ccbiniku no Teme

G Kak gobaButb dyHKLMIO (cmp. 83)

Y opraHusaumm yxe ectb ofHa PyHKLMA — Ta, 4YTO Bbla BbibpaHa Npv perncrpaLMm opraHmsaumm
B IC XKKX. Mpu HeobxoAMMOCTH Bbl MOXeTe A00aBUTb AOMNOAHUTENbHBIE GYHKLMK YXKe nocse
perncrpawm opraHunsaumm. 34ecb CKa3aHo, Kak 3TO cenatb.

87



INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
4. AaMuHUCTprpoBaHue | 4.3. PyHKLUM OpraHm3anmm

4.3.3.2. dyHKuum, goctynHole UM

Tabsavua AOCTYNHBIX GYHKLUMA C KPaTKUMU MOACHEHUAMM.

o JAonosHuTeNnbHbIE NO-
N DyHKUUNA /191 NPy BIGOPE hYHKLMN Ko noaTBepkaaeT pyHKLMIO
1. AaMuHUcTpaTop obLlero cobpaHus HeobxoavnmMo f06aBnTb OM 1 K
COBCTBEHHUKOB NMOMELLLEHN B npotokon obLiero cobpaHus
MHOrOKBapTMPHOM JoMe CO6CTBEHHMKOB MOMELLEHNI
B MHOrOKBapTMPHOM AoMe 06
onpeAeneHnn agMUHUCTpaTopa
obLero cobpaHuns cobCTBEHHMKOB
NOMeLLEeHN B MHOTOKBapTUPHOM AoMe
2. EAVHONAMYHBIV COBCTBEHHMK He oTtobpaxatotca MoaTBep>AaeTca aBTOMaTUYECKN
nomewieHnin 8 MK/,
3acTpowiLymk He otobpaxkatotcs MoaTBepxaaeTca aBTOMaTMYECKN
4. OnepaTtop ANCTaHLMOHHOIO CHATUA He oTobpaxatotcs Onepatop MNC XKX
nokasaHui (Onepatop ACHM)
5. Onepatop MHGOPMaLMOHHOM cucTeMbl | He oTobpaarotcs MoaTBEp>XAaeTCAa aBTOMATUYECKN.
(Onepatop NC) 3asBka Ha peructpaumto NC
paccmatpusaetca Onepatopom
MMC KKX. MpaBa Ha pa3meLlyeHmne
nHbopmaLnn genervpyrorca
nocrasLmkamm XKY
6. OnepaTop Mo npuemy naatexen He oTtobpaxatotca Mpoun3BoANTCA NPOBepKa HaAnuns
B 'NC XKX poroBsopa, rae
pernctprpyemas opraHusauus
BbICTYNaeT B POJIN MIATEXHOTO areHTa.
Ecnn gorosop HangeH, byHkUMA
noAteepxgaeTca aBToMmatuyecku. Mpu
otcytcTBum gorosopa B MMC XKKX,
dYHKLMA OCTaeTcs B CcTaTyce «3asaBaeHoO
opraHu3auuen» 40 MOMEHTa ero
pasmMeLleHuna
7. Onepartop cBaA3n He oTobpaxatotca MoaTBEpXAaeTCa aBTOMATUYECKM
OpraHu3aums, ynoNHOMOYeHHas He otobpaxatotca MoaTeepxAaeTca aBTOMaTMUeCcKn
NOCTaBLMKOM MHPOPMaLUK Ha
pa3meLlleHve nHGopmMaLmm
9. MnaTexHbIn cybareHT He oTobpaxatotca MpownssoanTCa NpoBepka Haanuna
B 'NC XKX poroBopa, rae
pernctprpyemas opraHusauus
BbICTYNaeT B POJIN MIATEXHOTO areHTa.
Ecnn gorosop HangeH, GyHKLmA
noAtBepxAaeTca aBToMatuyecku. Mpu
otcytcteum gorosopa B MMC XKX,
dyHKLMA OCTaeTca B CTaTyce «3aaBaeHO
opraHu3sauuen» 40 MOMEHTa ero
pasmMeLleHuna
10. PacueTHbI LeHTp Cy6bekT P®. MoxHO BbibpaTh MoaTBep>KAaeTca aBTOMaTUYECKN
HeCKOoNbKO CybbekToB
11. PervoHanbHbIN onepatop Tepputopusa (no OKTMO). MoxHo MoaTBEpPXAaETCA aBTOMATUYECKM
no obpalleHnto ¢ TBepAbIMU BbIBpaTh OAHY AN HECKO/IBKO
KOMMYHa/bHbIMW OTXOAaMM Tepputopui
12. PecypcocHabxatoLLas opraHusaums Cy6bekt P®. MoxHO BbIGpaTh MoatBep>xaaeTca aBTOMaTUYECKH
(PCO) HeCKOJIbKO Cy6bekToB
13. CobCTBEHHMK NOMELLEHMS He otobpaatoTtcs MoaTBep>KAaeTca aBTOMaTUYeCKn
(HaHUMmaTenb)
14. | Ynpasnstowas opraHusaumsa (YO) Cy6bekt P®. MoxHO BbIGpaTh KN BHOCUT vLleH3MI0 B peecTp
HeCKoNbKO Cy6bekToB nuuensnin, a TNMC XKKX nposepset
Hannumne NMLEH3UN 1 NOATBEPXKAAET
dyHKLMIO
CcblIkKM No Teme

G Kak gobaButb dyHKLMIO (cmp. 83)
Y opraHusaumm yxce ectb ofHa PyHKLMA — Ta, 4YTO 6blia BbibpaHa nNpy perncrpaLMm opraHmsaumm
B MC XKKX. Mpn HeobxoaAMMOCTH Bbl MOXeTe A06aBUTb AOMNOAHUTENbHBIE GYHKLMK YXKe nocie
perncrpawm opraHunsaumm. 34ecb CKasaHo, Kak 3TO cenatb.
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4.3.3.3. ®DyHKUUWN, AOCTYMHbIE rOCOpraHM3aumnam

Tabsavua AOCTYNHBIX GYHKLUMA C KPaTKUMU MOACHEHUAMM.

N2 DyHKUUNA n ;f"r?";': g:rg:;:r&:;zzzuw Ko noaTBepkaaeT pyHKLMIO

1. AaMuHUcTpaTop obLlero cobpaHus Heobxoanmo 106aBuUTb 40M 1 KN
COBCTBEHHUKOB NMOMELLLEHN B npotokon obLiero cobpaHus
MHOrOKBapTUPHOM JOMe COBCTBEHHMKOB MOMeLLEeHN

B MHOTOKBapTMPHOM AoMe 06
onpegeneHny agMuUHUCTpaTopa
obLero cobpaHuns cObCTBEHHNKOB
NMOMeLLEHN B MHOTOKBapTUPHOM AOMe

2. baHK, nHas kpeaWTHaA opraHusauua He oTtobpaxatotca MoaTBep>AaeTca aBTOMaTUYECKN
WK OpraH, OCyLLeCTBAAOLLMI
OTKPbITVE U BEAEHWE NNLIEBbIX CHETOB
B COOTBETCTBUM C BIOAXKETHBIM
3aKOHOAaTeNbCTBOM Poccuinckom
Pepepaumn

3. EAVHONNYHBIN COBCTBEHHMK He oTobpaxatoTcs MoaTBep>KAaeTCs aBTOMATNYECKN
nometyerunin 8 MK/,

4. OnepaTtop AVNCTaHLIMOHHOIO CHATUSA He otobpakatoTtcs Onepatop MNC XKX
nokasaHui (Onepatop ACM)

5. Onepatop MHOPMaLMOHHOM cucTembl | He oTobpaarotcs MoATBEPXKAAETCA aBTOMATNYECKN.
(Onepatop NC) 3asBka Ha peructpaumio NC

paccmatpuBaetcs Onepatopom
MC KKX. MpaBa Ha pa3melyeHne
NHpOpMaLMKN fenernpyrotcs
noctaswmkamm XKY

6. OnepaTtop no npviemy niaTtexew He oTobpaxatotcs Mpon3BOAMTCA NPOBEpKa HaAnuns

B [VIC XKX goroBsopa, rae
peructpvpyemas opraHusauus
BbICTYNaeT B POJIN MIATEXHOTO areHTa.
Ecau gorosop HalgeH, GyHKLmMA
noATBepXKAaeTca aBToMatuyecku. Mpu
otcytctBum gorosopa B [MC XKX,
dyHKLMA OCTaeTca B CTaTyce «3aaBaeHO
opraHusaumen» 0 MOMEHTa ero
pasmelLeHns

Onepatop PTNC ans nposegerns OCC | Cy6bekt PD Onepatop MNMC XKKX

OpraH BAacT, ynoNHOMOYEHHbIV Ha He otobpaxatotca Onepatop MNC XKX

NPOCMOTP OTYETHOCTH

9. OpraH Bnactn cybbekta PO, Cy6bekTt PO YNONHOMOYEHHbIN opraH cybbekTa
YNOJNHOMOUYEHHbIV Ha BeAeHue P® BHOCUT B PeecTp opraHos
nporpammbl «®@opmMurpoBaHune Bnactu. lMpaso goctyna «OTnpaska
COBPEMEHHOW ropoackoi cpeabl» (OB Ha corsiacoBaHue B MuHcTpowu
cybbekta PO no nporpamme P® yTBEPXKAEHHBIX OTYETOB O
«DopmMrpoBaHMe COBPeMeHHOW X0Ze NCMONHEHNA NPOrpaMMbl
rOpOACKON Cpesbl») «®opmMypoBaHmne KOMOPTHOM

FOPOACKON Cpesbl» aBTOMaTMUecku
rosyyaet TOT COTPYAHMK, KOTOPOro
MuHcTpoi PO BkatounTt B Peectp
OTBETCTBEHHbIX 32 peann3aLuio
desepasbHOro npoekTa

10. | OpraH rocysapcTBeHHOM BAacTu Cy6bekT PO YNoNHOMOUYEHHBIN opraH cybbekTa PO
cybbekta PO (OB cybbekTa PP) BHOCWT B PeecTp opraHoB BAacTu

11. | OpraH rocysapcTBeHHOM Cy6bekt PO YNONHOMOUEHHbIN opraH cybbekTa PP
BJacTu cybbekTa PO B obnactm BHOCUT B PeecTp opraHoB BaacTtu
3HeprocbepexkeHns 1 NoBbILLEHNS
3HepreTuyeckor apdektneHocTn (OB
cybbekta PO no sHeprocbepexeHnto)

12. OpraHu3auus, ynosaHOMOYeHHasn He otobpakatotcs MoaTBep>KAaeTca aBTOMaTUYeCKn
NOCTaBLMKOM MHPOpMaLMK Ha
pa3meLlleHve MHGopmMaLmm

13. | OpraH ncnoaHUTeNbHOM BRacTu Cy6bekrt PO YNONHOMOYeHHbIN opraH cybbekTa PO
cybbekTa PO, ynoNHOMOYEHHBIV Ha BHOCUT B PeecTp opraHoB Baactu
OCYLLEeCTB/IEHWNE TOCYAAPCTBEHHOMO
XUAnNLWHoro Hagsopa (MHKW)

14. | OpraH UCNOAHUTENbHOM Cy6bekT P®. MoxHO BbibpaTh YNoNHOMOUYEHHBIN opraH cybbekTa PO
BacTV cybbekta PO B o6nacTm HeCKONbKO Cy6bekToB BHOCUT B PeecTp opraHoB Bnactu
rocy,apCTBEHHOTO PeryinpoBaHns
Tapudos (OMB cybbekta PO no
perysmpoBaHuto TapudoB)

15. | OpraH MecTHOro camoynpaBsieHus, Tepputopusa (no OKTMO) YNONHOMOUYEHHbIN opraH cybbekTa PP
OCYLLEeCTBAAIOLMIA MyHULMNANbHBIV BHOCUT B PeecTp opraHoB Bnactu
KUANLLHBIA KOHTposib (OMXKK)
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AOHOHHMTeanbIe no-

Ne DyHKLUA N7 Y BbIGOPE BYHKLMM Kto noaTBepikaaeT pyHKUMIO

16. OpraH MecTHOro camoyrnpasieHus, Tepputopusa (no OKTMO) YNOAHOMOYeHHbIN opraH cybbekTa PP
YMOJIHOMOUYEHHbI Ha BejeHue BHOCWT B PeecTp opraHoB BAactu
nporpammbl «PopmMupoBaHune
COBPEMEHHOW rOpOACKOW
cpeabl» (OMC no nporpamme
«DopmMrpoBaHMe COBPeMeHHOW
rOpPOACKON cpeAbl»)

17. | OpraH MeCTHOro camoyrnpaB/ieHuns Tepputopusa (no OKTMO). YNONHOMOYeHHbIN opraH cybbekTta PO
(OMC) Heobxoanmo ykasaTtb ogHO 1aun BHOCWT B PeecTp opraHoB BaacTu

HECKONIbKO MYyHMLMNaAbHbIX

ob6pa3oBaHuNii, NO KOTOPbLIM OpraHy

MeCTHOro camoynpaBieHus

nepegaHbl GyHKLMM MO pa3MeLLeHNIo

nHdopmauun B M’MC XKKX. Ansa kaxgoro

MyHULNanbHOro obpasoBaHua

HeobX0AMMO MPUKPENUTL ZOKYMEHT,

NOATBEP>XXAAOLLMIA OCHOBaHMe

npeAocTaBaeHNA GyHKLMUN

18. | MnaTeXHbIVi cybareHT He oTtobpaxatotca Mpown3ssoanTCa NpoBepka Haanuna

B ['NC XKX poroBopa, rae
perucTpvpyemas opraHvsauus
BbICTYNaeT B PO/IN MIATEXHOTO areHTa.
Ecnn gorosop HangeH, GyHKLmMA
NoATBepXKAaeTcs aBTomatnyecku. Mpu
otcytcteum gorosopa B MMC XKX,
dyHKUMA ocTaeTca B cTaTyce «3anBaeHO
opraHu3sauuen» 40 MOMeHTa ero
pa3meLlleHns

19. | MpokypaTtypa cybbekTa Poccuiickom Cy6bekT PO YNoNHOMOUYEHHBIN opraH cybbekTa PO
®epepaumn (Mpokypatypa cybbekTa BHOCWT B PeecTp opraHoB BaacTu
P®)

20. | PacyeTHbIN LEeHTP Cy6bekt P®. MoxcHO BbIbpaTh MoaTBEpPXAaeTCA aBTOMATUYECKM

HeCKoNbKO CybbekToB

21. | PervoHanbHbI onepaTtop Tepputopusa (no OKTMO). MoxHo YNONHOMOYeHHbIN opraH cybbekTta PP

KannTasbHOro peMoHTa BbIOpaTb OAHY AN HECKOBKO BHOCUT B PeecTp opraHoB Baactu
TeppuTopuUn

22. PecypcocHabxatoLas opraHusaums Cy6bekt P®. MoxcHO BbIGpaTh MoaTBep>KaaeTca aBTOMaTUYECKN
(PCO) HeCKo/IbKO Cy6bekToB

23. | CerteBas opraHu3aums Cy6bekt P®. MoxcHO BbIbpaTh MoaTBEpPXAaeTCA aBTOMATUYECKM

HeCKOJIbKO Cy6BbeKTOB

24. | CobcTBEHHMK NoMelleHmA He otobpaxatotcs MoaTBEpXKAaETCA aBTOMATMYECKM
(HaHMMaTenb)

25. | CybbekT 0bLecTBEHHOrO XUAULHOIO Heobxoanmo npukpenuntb MoaTBEpXAaETCA MPU HANUYMK
KOHTpOAA dalin-ocHOBaHMe A/ OCYLLeCTBAEHWS nHdopmaumm y Onepatopa MNC XKX

PyHKUMK (ycTaBs)

26. | YNonHOMOYEHHbIN opraH Cy6bekt PO YNONHOMOUEHHbIN opraH cybbekTa PP
NCMONHUTEIbHON BAacTh cybbekTa BHOCUT B PeecTp opraHoB Bnactu
Poccwuiickon ®egepaumn,

OCYLLeCTBAAIOLLNIA rOCYyAapPCTBEHHbI
KOHTpO/b (Haa3op) B obnactu
[l0/IeBOTO CTPONTENLCTBA
MHOrOKBapTUPHbIX JOMOB U (MAN) MHbIX
06bEeKTOB HEABUXKMMOCTH

27. | YnonHomoueHHbIV opraH Cy6bekT PO YNoNHOMOUYEHHBIN opraH cybbekTa PO
MCMONHNTENbHOW BAacT cybbekTa BHOCWT B PeecTp opraHoB BAactu
Poccuiickoi ®epepauun,
ocyLlecTBfOWMNA 0606LLeHVe 1
cucTeMaTu3aLmio HpopmaLmm,

HeobXOAVMMOW ANs NPOBeAeHNs
MOHWTOPWHTIa NCMO/b30BaHMA
XuauuHoro ¢doHga 1 obecneyeHns ero
COXPaHHOCTK

28. | YnonHomoueHHbIV opraH cybbekta PO | CybbekT PD Onepatop MNC XKX BHocuT B Peectp
(YNonHOMOUEHHBIV OpraH) OpraHoB BAacTu

29. | Ynpasnsarowas opranusauumsa (YO) Cy6bekt P®. MoxHO BbI6paTh KN BHOCUT vLleH3MI0 B peecTp

HeCKoNbKO CybbekToB nvueHsuin, a TMC XKKX nposepsiet
Haanyne ANLLEH3NN U NOATBEPXKAAET
dyHKLMIO

30. | YnpaBoMOueHHOe yupexaeHune Ha Cy6bekt PO YNONHOMOUEHHbIN opraH cybbekTa PP

npesocTaB/eHVe rpaxaaHam cybcuanm
1 (Mnn) KOMMeHcaLm pPacxoLoB

Ha onaaTy XWblX NOMELLLEHNI 1
KOMMYHabHBbIX yCayr

BHOCUT B PeecTp opraHoB Baactu
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Ccbiikn no Teme
G Kak gobaButb dyHKLMIO (cmp. 83)
Y opraHusaumm yxe ectb ogHa GyHKLNA — Ta, UTO Hbla BbibpaHa Npu pernctpauumn opraHmn3aLmm
B TVIC XXKX. Mpn HeobxoANMOCTH Bbl MOXeTe f06aBUTb OMONHUTENbHbIE QYHKLIMM YXKe nocae
pervucrpaum opraHun3aunn. 34ecb ckasaHo, Kak 3TO cAenatb.
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4. AaMuHUCTprpoBaHue | 4.3. PyHKLUM OpraHm3anmm

4.3.4. Kak oto3BaTb pyHKLUUIO

Ecan pyHKumA 6bina gobaBaeHa no ownbke, Uan ecam Bawla opraHu3aumnsa 6osbLue He BbINOHAET
dyHKUMIO, ee Haflo CHATD.

Bbl 4OKHBI 6bITh JOOaBAEHBI B IMYHBIA KabBMHET opraHm3aLmm Ha locyciyrax B kadecTse adMuHUCmMpamopa
opaaHu3ayuu.

* Boignte B NUHBIN kKabuHeT opraHusaumm B MAC XKKX.
* MNepengunte Ha cTpaHuLy CBeaeHUA 0 PYHKLMAX OpraHM3auum.
* Hangute nHtepecytoLyro Bac QyHKLMIO.

PekomeHaauunn no noarotoske
G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)

G Kak nepeitu K cnncky dyHKumi (cmp. 81)

1. Ha>kmuTe Ha WweBpOH cnpaBa OT Ha3BaHUA GyHKLWK.
OTO6pa3nTCA KOHTEKCTHOE MEHHO BYHKLMN.
2. BbibepuTe NyHKT CHATB.
OTobpa3ntca oKHO NOATBEPXKAEHMA onepaLuun.
3. Haxxmute kHonky Aa.
Otobpasuntca cTpaHvLa CBepeHUA o PpyHKUUAX opraHusaumm. Ctatyc GyHKLMM M3MEHUTCA Ha
«CHATO».

loToBO. Bbl CHAMM PyHKUMIO.

Ccbiky nNo Teme
S OyHkuMm opraHu3auum (cmp. 80)
®PyHKLUMA OpraHmM3aLmm — 3TO pPoJb, KOTOPYHO opraHm3aumns BbinoaHseT B [IC XKKX 1 B Xu3zHw.
Hanpumep, «YnpaBastowas opraHmsaums», «FocysgapcTBeHHas XUANLLHAA MHCNEKLMSA» UK
«OpraH MeCTHOro camoynpaB/ieHUs» — 3TO QyHKLMK opraHun3au . OpraHu3aumns MOXeT UMETb
OAHY AW Heckonbko dyHKLMIA B TUIC DKKX.
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4.4, XXypHan cobbiTnn

MpocMoTp >ypHana cobbITUiA opraHn3aLmm 4OCTyneH Noib3oBaTensM C NpaBoM Aoctyna «MpocMoTp
KypHana cobbITnii».

[lns npocmoTpa XypHana cobbiTWii opraHn3aLum B pasgene AAMUHUCTPUPOBaHWE rOPY30HTaIbLHOrO
HaBUraLMOHHOrO MeHH BbibepuTe NyHKT XKypHan cobbitTnii. OTobpaxkaeTcs CTpaHuLLa NPOCMOTPA XypHaia
COBbITUI OpraHn3aLnm.

JXypHan co6bITui opraHu3aLmumn
Mouck

@ CobbiTHe

MepnogcoduiTur®  13.00.2018 B 00:00 v — 14002013 E@  00:00 v
Knacc cofbITHa v

CobbiTHe v

@ WHuynaTop cobbITHs

WnhopMaLmoktas
cucTema

OpraxH3aLlus

Monb3oBarens = IP appec

e fone “

Bhirpy3uTh HHOPMALHIO
Pe?yl’leﬂTb\ NOMUCKa
lara u sBpema Knacc Nons3oearens
T T CobbiTHe Onncaxue CODBITUA (MHthopmaumoxHas 1P agpec

cucTema)

13.02.2018 Bxopy/ VCNeWHEA 204 8 K YCNEWHO BLINONHEH BXON B NHYHbIA KAOHHET JOMKHOCTHLIM JIMLOM OpraHMzaUMy 000 "ANOTEN” OTPH/  Typos Bruecnae Tumodbesany  192.168.1.4
14:15 BbIX0A oprasusaumn OrPHWN 1077757237740: Typos Bryecnas Tumodeesny
(UTC+3)

Puc. 4. Cmparuya «XypHan cobeimuli opeaHusayuu»

[ns ocywiecTBneHMs Noucka no XypHany cobbITUIA OpraHn3aLLmMm 3anoiHnTe noas 6aoka noucka.
B 610ke CobbiTue B nose Mepuog cobbiTuA BbIbEpPUTE AMana3oH Aar.

[Ans 3anonHeHus nons Knacc cobbitua BbibepuTe 3HaueHWe 13 BbinagatoLlero cnucka. Mpu Bbibope knacca

cobbITs, none CobbiTUe CTAaHOBUTCA AOCTYMNHbIM A8 peAakTupoBaHus. BoibepunTte Heobxoanmoe 3HaueHne
13 BbiMajaroLLero crnuncka.
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JypHan co6bITuiA opraHu3aLum

Mouck

@ CobbiTHe

@ WHnumatop cobbitua

Oprasusaums

Monb3oBatens

CBepHyTE Nonck

Tepuog coBbiTHa*

Knacc cobbitna

CobbiTHe

12002018 @ 00:00 v — 132002018 EE  00:00 v

Bxoa/ebixon v
| v
BbIBPATE BCE

OcywecteneH Buixog w3 MK rpaxaaHuHa

OcywecTENeH BLIX0A M3 JTK 0praHu3aumMt
YenelwHeli exog e MK rpaxgakuHa

YenelwHsli exog e MK oprasuzaumnm

Puc. 5. ®paemeHm cmpaHuyel «KypHan cobeimuli opeaHuzayuu», nose «Cobbimue»

B 610ke MUHMLmaTop cobbiThA 4159 BbiGOpa OpraHun3aumm v Noib3oBaTesis HaXKMUTE Ha MUKTOrpaMMy «=».

OTtobpaxaeTca okHO Bbibop opraHusauum.

Mounck

HanmeHoBaHwHe
WHH

OrPH/ OTPHHN

HavMeHoBaHHe
OpraHH3alUHOHHO-
npasoBoil Hopmbl

CREPHYTs NOWUCK

Pe3ynbTaThbl NoUcKa

Monnoe CoKpalWweHHoe
ANMUHHCTPALMA AOMHHWCTPALMA
@® Q3epcxoro Q3epcroro
- y 0 y 0
pangHa panoHa
KunuwHo- KCK "3apa-40"
| CTDOMTENBHBIA
~ KOOMEepaTue
"3apA-40"
ObwecTso ¢ 000 “Komdopt™
| OrPaHMueHHON
~ OTBETCTBEHHOCTLH
“Komdopt”

Bbl6op opraHu3aLmuu

DYHKLMA v

CTaTyc OpraHM3aluM  3aperucTpupoBaHa v

HanmeHosanue
WHH ¥nn OTPH/OrPHAN  CPTAMMSAUMOHO- g yq ABMRUCTRATHEHAR ()
Npaeceon TeppuTOpHA
hopmsl
5910141201 111662333 8067890941777 YupexneHus OpraH MecTHoro 82730000, 3apervcTpuposasa
CaMOyNpaBneHuA 01
6208337603 623061612 1006050363750 KunUWHBle KunuwHo- TatapcTaH 3apercTpuposasa
HUNNLHO- CTPOMTENsHSIM Pecnybnuka
CTpouTensHbIe KOONepaTue
KoOnepaTMeLl
6208337607 623061527 1006050363265 0O0wectea ¢ YnpaensKLLas TaTapcTax 3aperucTpupoEaKa
OFPAHAUSHHOI OprasuzaLz Pecny6nika
OTBETCTEEHHOCTLI
BeiBoguTL N0 | 10 v

e

Puc. 6. OkHo «Belbop opeaHusayuu»

3anonHUTe OA4HO MM HECKObKO noel 610Ka novcka. YeM KOHKpeTHee ByeT CocTaB/IeH 3anpoc, TeM
TOouHee ByaeT BbibOpKa pe3ynbTatoB noucka. NMons HaumeHosanue, UHH, OFPH/OMPHUNM 3anonHstoTcs
BPYUYHYt0. Ana 3anonHeHua nons @yHKUMA BbibepuTe 3HaUeHWe 13 BbinagatoLLero cnucka. Jaa 3anonHeHus

94



INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
4. ApmuHucTprpoBaHue | 4.4. XypHan cobbiTui

nons HaumeHoBaHWe opraHM3aLMOHHO-NPABOBON GOPMbI HAKMUTE Ha NUKTOrPaMMy «=». OTKpoeTcs
OKHO Bbi6op 13 OKOM®.

Bbi6op 13 OKOM®

Ko

HaumeHoBaHe

@ SRR IO “

PE3y1’IbTaTbI MOKNCKa

Keg HavmeHoBaHHWe
© ) 10000 OPTAHM3AUWMOHHO-NPABOBLIE ®OPMbI KOPUOWHECKMX NKL, ABNAKOWNXCA KOMMEPHYECKMMN OPTAHWMSALINAMIA

20000 OPTAHWU3ALMOHHO-NPABOBLIE ®OPMbBI KOPUOWHECKMX ML, ABNAKWNXCH HEKOMMEPHECKWUMI OPTAHW3ALIA-
AMK

30000 OPTAHN3ALUMOHHO-NPABOBLIE GOPMEI OPTAHW3ALMIA, CO3LAHHBIX BE3 NMPAB KOPWOWHECKOTO NMLA

40000 OPTAHN3ALUMOHHO-NPABOBLIE GOPMEl MEXOYHAPOOHLIX OPTAHWU3ALIMIA, OCYILECTBNSKIWMX AESTENSHOCTD
HA TEPPUTOPWM POCCUACKON @EAEPALIA

50000 OPFTAHWU3ALIMOHHO-NPABOBLIE ©®OPMbI ANA OAEATENBHOCTIA MPAMNKOAH (GUIMHECKIAX NIALL)

60000 OPFTAHWU3ALIMOHHO-NPABOBLIE ©OPMbI KOPUOWHECKKX NUL, ABNKRKOWMXCH KOMMEPHECKHMMI YHUTAPHbIMIA OP-
FTAHW3ALIMAMIA

© () 70000 CPTAHV3ALMOHHO-NPABOBLIE ©OPMBIl KOPUOAHECKMX NUL, ABNAKWIMXCA HEKOMMEPHECKHMIMW YHUTAPHBIMK
OPTAHN3ALWMAMI

=

Puc. 7. OkHo «Beibop uz OKOl1®»

[ns nowvcka opraHv3aLMOHHO-NPaBoBOM GOpPMbl BOCMONb3yTeCh 610KOM nouvcka. B none Kog, BpyuHyto
BBEAUTE KOJ UAWN YacCTb KOZa OpraHM3aLnoHHO-NpaBoBoi GopMbl. B kauecTBe anbTepHaTUBbI MOXHO BBECTU
HavMeHOBaHWe WM YacTb HAaUMEHOBaHWs OpraHn3aLMoHHO-NPaBoBoi GopMbl. Haxkmute Ha kHomnky HalTw.

OtobpaxkatoTca pe3ybTaTbl MOUCKa, COOTBETCTBYIOLLME MONCKOBOMY 3anpocy. [lna packpbiTva rpynnbl
dOpM HaxxmuTe Ha nukTorpammy «&» HanpoTuB cooTeeTCTBYIOLLEN rpyNMbl. BboibepuTe opraHM3aLoHHO-
npaBoByto GOPMy, YCTaHOBUB Mepek/oYaTesib HanpoTB Tpebyemoro 3HaveHns. HaxmuTe BoibparTs.

CHoBa oTobpaxkaeTcsi okHO Bbi6op opraHusauun. Kputepum nouncka B 610Kke novcka yxxe 3afjaHbl.
Haxxmute Ha kHonky HaiTu. B 610Ke pe3yibTaToB Novcka 0TOBPa3nTCa CNMCOK opraHmn3aLmm,
COOTBETCTBYHOLLUMA MOMCKOBOMY 3anpocy. YCTaHOBUTE NepekatoyaTeNb HanpoTMe HeOBXOANMOW
opraHu3auum 1 HaXxkmMuTe Ha KHornky Bbl6pathb.

[anee B 6110Kke novcka cobbITUI NP HEOBXOANMMOCTU BBeAUTE 3HayeHWs B nois UHopmawumoHHas
cucrema v IP agpec.

Mounck COBBITUIA BOSMOXEH MO OZ4HOMY WM HECKOIbKUM NapameTpaM. Haxxmute Ha kHonky HaiTtm.

B 610ke pPe3ybTaTtoB NMOKNCKa 0To6pa>|<a+0Tca CO6bITVIF|, COOTBETCTBYHOLLME YCTAHOBNEHHbLIM NMapaMeTpam
nouncka.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
4. ApmuHucTprpoBaHue | 4.4. XypHan cobbiTui

YKypHan cobbITHiA opraH13aLmu

Mouck

@ CobbitHe

Mepuog cobbitua® 13002018 EE  00:00 v — 14002018 E@  00:00 v

Knacc co6biTUA ~ Bxop/seixog v

CobbiTne v

@ Wnnumatop cobbiTusa

WHQopMaumoHKas

Opratusauma cucTeMa

Monb3oeatent — IP agpec

Bbirpy3uTh HHGOpMALHID

PeSyﬂbTaTbl NoucKa

MNonk3oearens
CobbiTre Onucanue coObITUR (MHbopMaUMOHHaR 1P agpec
CHMCTEMA)

DNata u BpemA Knacc
CODBITHA CODBITHA

13.00.2018 Bxog/ Yeneww s 8xoa B MK YEMNELIHO BRINOMHEH BXOM B MHUHLIA K8OWHET JOMKHOCTHLIM TMLOM opraHuzaL 000 "AMOMER” OTPH/ Typoe Badecnas Tumodeesny 192.168.1.4
1416 BBIXOA OPTaHU3aLIMM OrPHWN 1077757937740: Typos BAuecnas TuModessuy
(UTC+3)

Puc. 8. baiok pe3ysemamos noucka cobbimuli opeaHu3ayuu

[na npocmoTpa gatbl pernctpaumm opraHunsaugmm B MNAC XXKX no >xxypHany cobbitnin B 610Ke nomcka ykaxure
Knacc cobbiTns BepeHue peectpa opraHM3auuii 1 3aaliTe Arana3oH AaT, B KOTOPble OPUEHTUPOBOYHO
NPOBOAMNACH PErncTpaLms, Noc/ie Yero HaxxmuTe Ha KHonky Hatu. B oTobpasmBLlueMcs crincke camas
paHHAA 3anncb ¢ cobbiTneM «[JobasneHa opraHusauuns» 1 byaeT AaTon pernctpaumm Ha opuymaibHOM canTe
FNC XKX.

YT100ObI BEIFPY3UTb XXypHan cobbiTuiA B dain B popmarte .XISX, HAXMMUTE Ha KHOMKY BbirpysnTb
nHdopmaumio Ha cTpaHuue XKypHan cobbiTuii opraHusaumm (PrvcyHok 4 (cmp. 93)). MNepelignTe Ha
cTpaHunLy Peectp ctatycoB 06paboTtku daitnos 1 coxpaHute daiin Ha Ball KoMnbtoTep (cm. n. Peectp
cTraTycoB 06paboTku dannos (cmp. 144)).
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKKX

5. Pabota B N'MC XXKX

Mopsagok paboTbl AMUHOM KabuHeTe 3acTpoiiLmKa.

* 3apeructpupyrite opranmsaumto B MNAC XKKX.
* Bonante B IMYHbIA KaBWHET COTPYAHMKA OpraHmn3aumnn.

PekomeHpaaLmy no nogrotoeke
G Peructpaumsa opranmsaumii B TMC XKKX (cmp. 23)

S JInuHbIA kKabuHeT cotpyaHuka (cmp. 53)

Pa3smecTnTte MHbOpMaLMo 0 fOMaX, KOTOpble BO3BOAUT Ballia KOMMnaHua (cmp. 98).

|-|pl/l HeO6XO,£I,VIMOCTI/I Bbl MO>XeTe BOCMNONb30BaTbCA APYTMMUN BO3SMOXHOCTAMWU NTNYHOTO KabuHeTa:

1. MpocmoTp oTtueTHOCTM O chepe XKKX.
2. MpocMOoTp yBEZAOMAEHWI, NOCTYMNAOLLMX B INYHbIA KaBUHET.
3. Pabota c MMNOPTUPYEMbIMM 1 SKCMOPTUPYEMbIMU dainamu.

CcbIikn no Teme
G PeecTp 06bEKTOB KanuTaJbHOrO CTpoUTeNbCTBa (Cmp. 98)
3aCTPONLLMKIN AOMKHBI Pa3MeLLaTb CBEEHMA O MHOTOKBapTUPHOM JoMe B TeyeHne 15 gHeln
noc/e NoCTaHOBKM Ha KaZacTpoBbIli yueT B oTaenbHoM peectpe MNC XKKX. 31oT peectp
Ha3biBaeTcd POKC — peecTp 06BbEKTOB KanuTasbHOTO CTPOUTENLCTBA.

G  OtnpaBaeHHble obpalleHns (cmp. 112)
lpaxkaaHe 1 opraHM3aLMy MOTYT OTNPaBAATL O6paLLeHUs 1 Xanobbl B opraHu3aLmm,
3apernctpupoBaHHble B [NC XKKX.

G Peectp otyeTHOCTM (cmp. 134)
PeecTp 0TUETHOCTU COAEPXKUT PsiZ TEMATUYECKMX OTUETOB MO Pa3NNYHbLIM acriekTaM paboTbl
SKUANLLHO-KOMMYHa/lbHOro kommnaekca. VMiHpopmaums B oTyeTax npesactaBiaeHa B rpaduyeckom
1 TabnmyHom Buge. OTueTbl cogep>kaT MHCTPYMEHTbI A5 aHav3a U BbIrPy3KMU NPeaCcTaBAeHHON
nHdopmaumn. CoctaB MHGOPMaLMM B OTUETaX OrpaHnYeH cheport AesTeNbHOCTN BaLlen
opraHuvsauuu.

G Peectp cTatycoB 0bpabotku dannos (cmp. 144)
Peectp ctatycoB 06pabotkin dainnioB akkymyampyet B cebe Bce darinbl popmata Excel,
NpoXoAsLLmMe Yepes ANYHbIN KabUHET NMpw BbIMOJHEHMN OMepaLLMiAi MMNopTa 1 3KcnopTa ¢aliios.

S YBegomneHus (cmp. 139)
Onepatop MMC XKKX 1 HekoTopble Apyrve opraHv3aLm MOryT NPUcbiiaTb B Balll JIMYHbIVA KaBUHET
YBEAOMJIEHUS O TEX UV UHbIX CODBITUSX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKX | 5.1. PeecTp 06BEKTOB KanunTaabHOro CTPOUTENbCTBA

5.1. Peectp 06BbEeKTOB KanuTasbHOIO CTPOUTENILCTBA

3acTpoNLLMKUN AOKHbBI pa3MeLlaTh CBeeHMs O MHOrOKBapTUPHOM JoMe B TeueHue 15 gHen nocne
NOCTaHOBKM Ha KajacTpPoBbIA yueT B oTaenbHOM peectpe MNMC XKKX. 31oT peectp Ha3biBaeTcss POKC —
peecTp 06bEKTOB KanuTaibHOrO CTPOUTENLCTBA.

B POKC pa3melyaetca cieayrowas nHbopmaums:

» HanmeHoBaHve 0b6bekTa KanutasbHOrO CTPOUTENBCTBA B COOTBETCTBUM C MPOEKTHOM JOKYMEHTALMEN.
 KagactpoBblin HOMep 06bekTa KanuTaabHOro CTPOUTENLCTBA.
 KagactpoBblil HOMEpP 3eMeslbHOro yyacTka, Ha KOTOPOM PacnoNoXeH 06bekT KanuTaabHOro

CTpouTenbCTBa.

« [lata BBOZa B 3KCMAyaTaLmio.

» Konnyectso nndros.

* KonnuectBo Xunbix NOMeLLeHWNA.

* KonmuectBo HeXWIbIX MOMELLEHNIA.
* [nowaab 3aaHus.

* Mnowagb XXUNbIX MOMELLLEHWIA.

* Hpopmauwmsa 06 agpece obbekTa.

CcbI/IKK MO Teme

Qs

@

VHdopmauuma, koTopyro Hy>kHO pa3meltats B TNC XKKX (cmp. 18)
Kakune BrAbl MHPOPMALMM HY>XHO pa3meLlaTb U noyvemy.

Kak nepelitv B peectp 06beKTOB KamnuTasibHOro CTpouTtesbcTBa (cmp. 100)
ViHdopMaLma o CTPOALLMXCA MHOTOKBAPTUPHBIX AOMaX XPaHUTCA B peecTpe 06bekToB
KanuTanbHOro cTpouTenbcTBa. [na paboTbl CO CTPOALMMMNCA JOMAMK NEPeranTe B 3TOT peecTp.

Kak HanTn 06bekT KanuTaabHOro cTpouTenbcTea (cmp. 101)
Ecan B peectpe cULLKOM MHOTO 3amnmncel, Bbl MOXeTE HaNTU HY>KHYH NMpw nomoLy 61oKka nomcka.

Kak nocmoTpeTb nHpopmauuto 06 obbvekte (cmp. 103)

CtpaHuua NpocMoTpa 3anmcn 06 o6bekTe KanuTaabHOrO CTPOUTENLCTBA COAEPXKUT KaZacTPOBbIN
HOMep 06bekTa U 3eMeNbHOro y4acTka, Ha KOTOPOM Pacro/IoXeH 06beKT; AaHHbIE O KONNYECTBE U
MJoLWaamM nomMeLLeHnin; nHbopmauuio ob agpece 1 HEKOTOPbIE ApYre CBEAEHMS.

Kak nocmoTpeTtb nctoputo cobbitnin obbekta (cmp. 104)
INC XKX xpaHuT nctoputo 3annuc 06 obbekTe KanutaabHOro CTPOUTENLCTBA: KTO U KOrAa
A06aBuUN 3aMnCb, U3MEHWUA ee, yAanuA U T.M.

Kak co3zatb 3anmcb 06 06bekTe KanuTasbHOro CTpouTesbcTBa (cmp. 105)

B TeueHve 15 aHeli nocne NOCTaHOBKM 06beKTa Ha KajacTPOBbIN YUEeT 3aCTPOMLLMK AOKEH
co3patb 3anuncb 06 obbeKkTe KanuTalbHOro CTPOUTEILCTBA B peecTpe 06bekTOB KanmtaabHOro
CTPOUTENbCTBA.

Kak oTpegakTpoBath 3anvcb 06 o6bekTe KanuTasbHOro cTpountenscTaa (cmp. 109)
OTpesakTMpoBaTh 3anncb 06 06bEKTE KaNMTaNbHOrO CTPOUTENBCTBA MOXHO, €C/IN B HEN
06HaPY>XMANCh OLLUNOKWM, UK B HEE HY>KHO J06aBUTb HOBYHO MHBOPMaLIKIO.

Kak yaanntb 3anmcb 06 06bekTe KanuTaabHOro cTpoutenscrea (cmp. 111)
Ecnn npoekT 3anuncy 06 ob6bekTe KanuTasbHOrO CTPOUTENLCTBA CTasl HE HY>XEH, er0 MOXHO
yAanuThb.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMIC XKKX | 5.1. PeecTp 06beKTOB KanuTaabHOro CTPOUTENBLCTBA

S Paborta B T'NC XKKX (cmp. 97)
Mopsaaok paboTbl NMUHOM KabUHETe 3acTpoKLLMKa.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKX | 5.1. PeecTp 06BEKTOB KanunTaabHOro CTPOUTENbCTBA

5.1.1. Kak nepeunti B peectp 06BEKTOB KanuTaJsibHOro CTPOUTENbCTBA

NHdopmaLms o cTpoALwmMXcs MHOTOKBapTUPHbIX OMax XpaHUTCSA B peecTpe 06beKTOB KanuTaibHOro
cTpouTtenbcTBa. nsa paboTbl CO CTpPOALMMUCA AOMaMM NepeguTe B 3TOT peecTp.

Bam noHazobutcs npaBo goctyna «[pocMoTp peectpa 06beKTOB KanmnTasbHOrO CTPOUTENLCTBA» UM
«BepeHne peectpa 06bEKTOB KanuTasbHOIO CTPOMTeNbCTBa». ECm y Bac HeT NpaBa foCTyna, obpaTtntech K
aomuHucmpamopy opzarusayuu 8 M'MC XKX. Echm agMMHMUCTpaToOp OpraHnsaumnm — 370 Bbl, Ha3HaubTe cebe
npaso AOCTyrna camu.

Boliante B MMUHBIN KabUHET opraHn3aLum.

PekomeHaauunun no noarotoBke
G Kak npegoctaBuTb paboTHWKY NpaBa aoctyna (cmp. 77)

G Kak BOWTW B INYHBIN KaBUHET COTpYAHMKa opraHm3aumm (cmp. 54)

B rnaBHOM HaBuraumoHHOM MeHto (cmp. 20) Bbibepute NyHKT O6beKTbl ynpaBseHns > PeecTp o6beKToB
KanuTa/bHOro CTPOUTENbCTBA.

Otobpasntcs cTpaHuLa Peectp nHdpopmaumm 06 o6bekTax KanutTasibHOro CTPOUTE/IbCTBA.

[anee MOXHO co3zaBaTb HOBbIe 3anuncK 06 0bbekTax KanuTaabHOro CTPOUTENLCTBA UK paboTaTk C yxe
CO34aHHbIMW.

Ccbuikm no teme
G Kak HaliTM 06beKT KanuTasbHOro CTpouTesbcTBa (cmp. 101)
Ecan B peecTpe CAULLKOM MHOTO 3amnmncer, Bbl MOXETE HaNTU HY>KHYH NMpW NomoLy 61oka nomcka.

G Kak nocmoTpeTb nHpopmauuto 06 obbekTe (cmp. 103)
CTpaHuua NpocMoTpa 3anmcn 06 06bekTe KanuTaabHOrO CTPOUTENLCTBA COAEPXKUT KaZacTPOBbIN
HOMep 06bekTa U 3eMeNIbHOro y4acTka, Ha KOTOPOM Pacro/IOXeH 06bEKT; AaHHbIE O KONNYECTBE U
MJoLWaAmM nomMeLLeHnin; nHbopmaLuuio ob agpece 1 HEKOTOPbIE ApYre CBEEHMS.

G Kak co3gaTb 3anncb 06 06beKTe KanuTalbHOro CTpouTenbcTea (cmp. 105)
B TeueHve 15 gHeli nocne NOCTaHOBKM 06beKTa Ha KajacTPOBbIN YUET 3aCTPOMLLMK AOKEH
co3patb 3anuncb 06 obbeKTe KannTaabHOro CTPOUTELCTBA B peecTpe 06bekTOB KanmtaibHOro
CTPOUTENbCTBA.

S PeecTp 06bEKTOB KanuTaJlbHOrO CTpoUTeNbCTBa (Cmp. 98)
3aCTPONLLMKIN AOMKHBI pa3MeLLaTb CBEEHMA O MHOTOKBapTUPHOM JoMe B TeyeHne 15 gHen
noc/e NoCTaHOBKM Ha KaZacTpoBblli yueT B oTaenbHoM peectpe MNC XKKX. 31oT peectp
Ha3biBaeTcd POKC — peecTp 06BbEKTOB KanuTasbHOTO CTPOUTENLCTBA.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKX | 5.1. PeecTp 06BEKTOB KanunTaabHOro CTPOUTENbCTBA

5.1.2. Kak HanTK 06beKT KannTasbHOro CTPOUTE/IbCTBA

Ecnv B peecTpe C/IMLIKOM MHOTO 3anuvcel, Bbl MOXEeTEe HalTW HY>KHYHO NMpuv nomMoLuu 610ka novcka.

Bam noHagobutca npaso goctyna «I1pocMoTp peectpa 06BHEKTOB KanuTaabHOro CTPOUTENLCTBA» UK
«BepseHune peectpa 06BEKTOB KanuTanbHOro cTpoutenbcTBa». Ecam y Bac HeT npaBa AocTyna, obpaTtuTech K
aomuHucmpamopy opaaHu3sayuu 8 MMC XKKX. Ecnm agMUHUCTpaTOp opraHm3aLMm — 3TO Bbl, Ha3HaubTe cebe
npaBo AocCTyna camu.

* BoignTe B NMMUHBIN KaBUHET OpraHn3aLuu.
* MNepengunte B peecTp 06BLEKTOB KanuTaabHOrO CTPOUTENbCTBA.

PekomeHaauunun no noarotoBke
G Kak npegoctaBuTb paboTHWKY NpaBa goctyna (cmp. 77)
G Kak BOWTWU B INYHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)

G Kak nepenti B peectp 06bEKTOB KanutasabHOro ctpoutensbctea (cmp. 100)

o CoBerT: Ec/vi Bbl ULLETE KOHKPETHbIV OOBEKT, YKaXnTe B COOTBETCTBYHOLLEM MoJie 610Ka noncka
KaZacTpoBbIi HOMep, UAeHTUdMKATOP, Ha3BaHWe UK agpec. Ecan y Bac HeT aToli MHGOpMaL MK, To
Bbl MOXeTe Cy31Tb BbIOOPKY pe3y/ibTaToB MOUCKa, 3aMOAHVB ApYrie Nos.

1. 3anoaHNTE OAHO 13 NOAEN:
> KapacTpoBbii HOMep 06beKTa KanuTaJibHOro CTPOUTE/IbCTBA.
o Tno6anbHbIV naeHTUNKaTop obbekTa HeaBmknmoctu (TMOH).
> HaumeHoBaHMe 06beKTa KanuTaJbHOro CTPOUTE/ILCTBA.
o MocTosiHHbIN agpec 06beKTa KaNnUTaJIbHOIO CTPOUTE/ILCTBA.
o CTpouTeNbHbIM (BpeMeHHbI) aapec 06beKTa KanuTalbHOIO CTPOUTE/NbCTBA.
Ecamn y Bac HeT HM KasacTpOBOro HoOMepa, HN naeHTUdMKaTopa, HU HaMMeHOBaHWs 0OBEKTA, HU
ajpeca, nepenauTe K CesyolemMy Liary.
2. Heobsi3amesibHo.

0 Mpumeuanwme: Mponyctute 3TOT Lar, €CAn Bbl BbINOAHWAN war 1 (cmp. 101).

3anofHnTe OAHO M3 Nosel:
° Mepuogp, co3paHna nHpopmaumm.
° Mepwogp, pasmeleHna nuipopmaumm.
> Mepuop BBOAA B 3KCN/IyaTaLuio.
3anoHeHWe 3TUX NoJel MOMOXET Cy3UTb BbIGOPKY pe3y/ibTaTOB MOMWCKa.
3. HeobszamesbHo.

o MpumeuaHwme: [NponycTuTe 3TOT War, eCan Bbl BbIMOAHWAW war 1 (cmp. 101).

B none Cratyc undpopmaumm BoibepurTe 3HaueHMe 13 BbiMagatoLLero cnmcka.
4. Haxxmute kHonky Hantn.

OT1obpazunTca Bbibopka 06BEKTOB KanMTalbHOTO CTPOUTE/bCTBA.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMIC XKKX | 5.1. PeecTp 06beKTOB KanuTaabHOro CTPOUTENBLCTBA

OTKkpoliTe 3anuck 06 MHTepecytoLLeM Bac 06beKTe 418 MPOCMOTpa.

Ccbiikn no Teme
& Kak nocmoTpeTb MHbopmMaumio 06 obbekTte (cmp. 103)
CTpaHuua npocmoTpa 3anucy o6 obbekTe KanuTasbHOro CTPOUTENLCTBA COAEPXKMUT KaAacTpOBbIv
HOMep 06bekTa 1 3eMeNIbHOro y4acTka, Ha KOTOPOM Pacro/IoXXeH 06beKT; AaHHbIE O KONNYeCTBe U
nAoLaAv NoMeLLLeHN; MHPopMaLmio 06 agpece 1 HeKoTopble ApYre CBejeHUsA.

G PeecTp 06beKTOB KanuTasbHOIO CTpouTesnbCTBa (cmp. 98)
3aCcTPONLLMKIN AOMKHBI pa3MeLLaTb CBEAEHMS O MHOTOKBapTUPHOM JoMe B TeueHune 15 aHel
noc/e NoCTaHOBKM Ha KaZacTpoBbIli yUeT B oTaenbHOM peectpe MNC XKKX. 31oT peectp
Ha3blBaeTcs POKC — peectp 06BbeKTOB KanuTasbHOrO CTPOUTENLCTBA.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKX | 5.1. PeecTp 06BEKTOB KanunTaabHOro CTPOUTENbCTBA

5.1.3. Kak nocmoTtpeTb uHdpopmMauuto o6 obbekre

CTpaHvLua npocMoTpa 3anucy 06 o6bekTe KanuTaibHOTO CTPOUTENBLCTBA COAEPXKUT KaAacTpoBbIi HOMep
ob6bekTa 1 3eMesIbHOro yyacTka, Ha KOTOPOM PacnosioXkeH 06beKT; AaHHble O KOJIMYECTBE U njoLLaan
nomeLleHui; MHpopmaLmio 06 agpece N HEKOTOpbIe APYrve CBeAeHus.

Bam noHagobwuTca npaBo gocTtyna «pocMoTp peecTpa 06BbEKTOB KanuTasbHOro CTPOUTENLCTBA» MK
«BepeHne peectpa 06BbEKTOB KannTaabHOro CTpouTenbCTBa». Ecam y Bac HeT npaBa AocTyna, obpaTtnTech K
aomuHucmpamopy opaaHusayuu 8 MMC XKKX. Ecnm agMUHUCTpaTOp opraHnsaLmm — 3TO Bbl, Ha3HaubTe cebe
npaBo AoCTyna camu.

* BoiianTe B NMUHBIN KabUHET opraHn3aLmu.
* MepeianTe B peecTp 06bEKTOB KanmnTanbHOrO CTPOUTENbCTBA.
» Hariante 3anmncb 06 MHTepecytowemM Bac obbekTe.

PekomeHpaunun no noarotoBke
G Kak npegoctaBuTb paboTHWKY NpaBa aoctyna (cmp. 77)
G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)
G Kak nepentu B peectp 06bEKTOB KanmnTaabHOro ctpoutensctea (cmp. 100)
(&

Kak HanTn 06bekT KanuTaabHOro cTpouTenbcTea (cmp. 101)

Haxxmute Ha runepccbiiky ¢ BUAOM OObeKTa B MHTEPECYHOLLEN Bac CTPOKE.
Otobpasntcsa cTpaHuua MpocmoTtp nHpopmauum 06 06beKTe KaNnUTabHOIO CTPOUTENLCTBA.

OsHakombTech ¢ nHdopMaumen o6 obbekTe. MNpy HEOBXOANMOCTH MPOBEPbTE UCTOPUID COBLITUI 0bbeKTa.

CcbIikn no Teme
G Kak nocMOTpeTb UCTOPUIO COBLITUIN 0bbeKkTa (cmp. 104)
INC XKKX xpaHWT nctoputo 3anmcu 06 obbekTe KanmTaabHOro CTPOUTENLCTBA: KTO U KOrja
£806aBUA 3aMnCb, U3MEHWUA €e, yAanua U T.N.

G PeecTp 06bEKTOB KanuTasbHOIO CTpouTesnbCTBa (cmp. 98)
3aCcTpPONLLMKIN AOMKHBI pa3MeLLaTb CBEAEHMsS O MHOTOKBapTUPHOM JoMe B TeueHune 15 aHel
noc/e NoCTaHOBKM Ha KaZacTpoBbIl yUeT B oTaenbHOM peectpe MNC XKKX. 31oT peectp
Ha3biBaeTcd POKC — peecTp 06BbEKTOB KanuTaabHOrO CTPOUTENbCTBA.

103



INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMC XKX | 5.1. PeecTp 06BEKTOB KanunTaabHOro CTPOUTENbCTBA

5.1.4. Kak nocmMoTpeTb uctoputo cobbitum obbekTa

TMC XKKX xpaHuT nctopumro 3anncu o6 obbekTe KanntasibHOro CTPOUTENLCTBA: KTO U Koraa sobasun
3anucb, U3MEHWUA ee, yaanua n T.n.

Bam noHazobutcs npaBo goctyna «[pocMoTp peectpa 06beKTOB KanmnTasbHOrO CTPOUTENLCTBA» UM
«BepeHne peectpa 06bEKTOB KanuTasbHOIO CTPOMTeNbCTBa». ECm y Bac HeT NpaBa foCTyna, obpaTtntech K
aomuHucmpamopy opzarusayuu 8 M'MC XKX. Echm agMMHMUCTpaToOp OpraHnsaumnm — 370 Bbl, Ha3HaubTe cebe
npaso AOCTyrna camu.

* Bonante B IMYHBIA KabMHET opraHm3aLuu.

* [epenignTe B peecTp 06BbEKTOB KanuTasbHOTO CTPOUTE/bCTBA.
» Hariaute 3anncb 06 MHTepecytowemM Bac obbekTe.

» OTkpoWiTe 3anncb 06 06bEKTE A/d MPOCMOTpa.

PekomeHaaLMm No NoArotoske
G Kak npegoctaBuTb paboTHMKY MpaBa goctyna (cmp. 77)
Kak BOWTW B NINYHBIV KaBUHET COTPYAHMKa opraHu3aumm (cmp. 54)
Kak nepelitv B peectp 06BbEKTOB KanuTaabHOro ctpoutesnbcTea (cmp. 100)

Kak HavTn 06beKT KanuTasbHOro CTpouTenbCTBa (cmp. 101)

A A

Kak nocmotpeTtb nHbopmaLmo 06 obbekTe (cmp. 103)

HaxxmunTe KHonky Mctopua cobbiTUiA.
Otobpasutcs okHo Uctopusa cobbiThii.

O3HakOMbTECb C UCTOPUEN COBBITUIA, MPONCXOAMBLLMX C 3aNnCbio 06 06bekTe. Eciv cobbITnin MHOTO, Bbl
MOXeTe Cy31Tb BbIBOPKY MpY NOMOLLM 610Ka nouncka.

CcbIikn no Teme
S PeecTp 06bEKTOB KanuTaJlbHOrO CTpOUTENbCTBA (CMp. 98)
3acTpONLLMKIN AOMKHBI pa3MeLLaTb CBEAEHMsS O MHOTOKBapTUPHOM JoMe B TeueHune 15 aHel
noc/ie NOCTaHOBKM Ha KajacTpoBbIV yueT B otaenbHoM peectpe MC XKKX. 310t peectp
Ha3biBaeTc POKC — peecTp 06BbEKTOB KanuTaabHOrO CTPOUTENbCTBA.
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5.1.5. Kak co3gaTtb 3anmcb 06 ob6bekTe KanuTasbHOro CTPOUTENbCTBA

B TeueHue 15 gHei nocse NoCTaHOBKM 06bEKTa Ha KafacTPOBbIN yUeT 3aCTPOMLLMK AO/KEH CO3AaTb
3anucb 06 o6bekTe KannTanbHOrO CTPOUTENIbCTBA B PeecTpe 06 bEKTOB KanuTalbHOro CTPOUTE/IbCTBA.

Bam noHagobwTcs npaBo focTyna «BeaeHvie peectpa 06beKTOB KanWTasbHOMO CTpouTenbcTBa». Eciny
Bac HeT MpaBga 40cTyna, obpatutecb kK aOMuHUCmpamopy opearusayuu e MC XKKX. Ecin agmuHucTpaTop
opraHu3aLumy — 370 Bbl, Ha3HaubTe cebe NpaBo AOCTyna camu.

* BoignTe B NMMUHBIN KaBUHET OpraHn3aLuu.
* MNepengunte B peecTp 06BLEKTOB KanuTaabHOrO CTPOUTENbCTBA.

PekomeHaauunun no noarotoBke
G Kak npegoctaBuTb paboTHWKY NpaBa goctyna (cmp. 77)
G Kak BOWTWU B INYHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)

G Kak nepenti B peectp 06bEKTOB KanutasabHOro ctpoutensbctea (cmp. 100)

BaxkHo: [1ns fo6aBieHMs 3anuc 06 obbekTe yKaxKmMTe NOCTOAHHBIA MU CTPOUTENbHBIV agpec. Ecau
WX HET, 3ano/IHWUTe Ntob0oe M3 OCTaBLUMXCSA MOJel, NO3BOAIOLWMX ONPEeAeNNTb OOBEKT.

1. HaxxmuTe kHonky [lo6aBUTb Noj 6710KkOM nomcka.
Otobpasntcsa okHo [lo6aBneHue cBeaeHU 06 06bekTe KanuTasbHOrO CTPOUTENbCTBA.

2. 3anonHute none HammeHoBaHMe 06beKTa KanMTabHOrO CTPOUTE/IbCTBA B COOTBETCTBUM C
NPOEKTHO JOKYMeHTaLuuen.

3. 3anonHute none KagacrpoBbiii HOMep 06beKTa KanuTa/JlbHOrO CTPOUTENbLCTBA.

. 3anonnuTe none KagacrtpoBblii HOMep 3eMe/IbHOro yyacTka, Ha KOTOPOM pacno/iodXkeH 06beKT

KanutaJbHOro CTPOUTENbCTBA.

. 3anonHuTe none Jarta BBoAa B 3KCMJlyaTaLuIo.

. 3anonxute none Konnuecrso nuegros.

. 3anonnHuTe none KonnuecrBo >Xnabix NoMeLL,eHUN.

o

. 3anonHuTe none Konnuectso HEXXUAbIX MOMELLEHNNA.
. 3anonHute none Mnowaab 34aHUA.

. 3anosHuTe nose Maowaab XXUabIX NOMeLLEeHUA.

. BoinoaHute ogHo 13 AencTeuiA:

—_— O O 0 3 N W

—_

Onuusa OnucaHue

Ecan y obbekTa oTcyTCTBYET agpec CHumMmuTe pnaxkok B nose Hannume agpeca obbekTa
KanuTaJbHOrO CTPOUTE/IbCTBA

Ecnm y obbekTa MMeeTcs CTPOUTENbHBIN (BpeMeHHbIN) agpec | 3anoaHuTe noss CTpouTenbHbI (BpeMeHHbIN) agpec
obbekTa KanuTasibHoOro crpoutenbcrsa 1 OKTMO
CcTpouTe/ibHOro (BpeMeHHOro) aapeca obbekTta
KanuTta/JbHOro CTpouTeIbCTBa

Ecnn y obbekTa nmeeTcst NOCTOSIHHBIV agpec 3anonxuTe nons MocToAaHHbIN aapec o6beKTa
KanutaabHoro ctpoutenbcrBa 1 OKTMO nocrosaHHoro
appeca o6bekTa KanUTaJbHOrO CTPOUTE/ILCTBA

[ns 3anonHeHns Nons C a4pecom HaxXMUTe KHOMKY = B NpaBou Yactu noas. BeibepuiTte agpec B
oTobpasmsLuemMcs okHe (cmp. 107).

Ecnn Homep 3saHMs BbIGpaTh HEBO3MOXHO (ero elle HeT B CMPaBOYHUKE), yCTaHOBMUTE
nepekaroyaTeNb TOYHOCTM BblibOpa agpeca B NonoxeHne OnpeageneHne ¢ TOUHOCTbIO 0 Y/IULbI.
3aTem yKaxxmTe HOMep AOMa BPYUYHYHO.
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[Ans 3anonHeHns nons ¢ OKTMO HaxmuTe KHOMKY = B NpaBoi yacti noas. Beibepute OKTMO B
oTobpasmsLLeMcs OkHe (cmp. 167).
12. HaxxmuTe kHonky CoxpaHUTb.
OT1obpazuntca cooblieHne 06 ycrnewHoM BbINMOAHEHWM OnepaLmu.
13. Haxxmute kHonky OK.
Otobpa3nTca cTpaHuLa NpocMoTpa AobaBaeHHOM 3anmcu.

3anncb 06 06bekTe KanuTaabHOro CTpouTenbCTBa B CTaTyce «I'IpoeKT» ycnewHo AO6aBJ’IeHa.

Mpn HeOHXOAMMOCTN NPOEKT 3anmncK MOXHO ByaeT oTpesakTpoBaTb. Ecan ele He pasmelyeHHas B MTNC
XKKX 3anucb nepectana ObiTb HY>HA, €€ MOXHO YAaNNTb.

CcbIikn no Teme
S Kak oTpegakTMpoBaTh 3an1ck 06 06beKTe KanuTaabHOro cTpouTenscTea (cmp. 109)
OTpesakTMpoBaTh 3anncb 06 06bEKTE KaNMMTaNbHOrO CTPOUTENBCTBA MOXHO, €C/IN B HEN
06HaPY>XMANCh OLLUNOKWM, UK B HEE HY>KHO J06aBUTb HOBYHO MHPOPMaLIKIO.

G Kak yzanuTb 3anmncb 06 o6bekTe KanutaabHOro cTponTensbetea (cmp. 111)
Ecnn npoekT 3anncy 06 o6bekTe KanuTasbHOro CTPOUTENLCTBA CTasl HE HYXKEH, Er0 MOXHO
yAanuThb.

G Kak gobaBuTb agpec ob6bekTa KanuTasbHOro cTpouTesbecTa (cmp. 107)
Y ob6bekTa KanutaabHOro CTPOUTENBCTBA MOXKET ObITb MOCTOSHHBIA UAN CTPOUTE/IbHBbIN
(BpeMeHHbIN) agpec. Aapec MOXHO Ao6aBuTb B 3anncb 06 obbekTe Npu JobaBAeHUN UK
M3MeHeHUn 3anncn ob obbekTe.

G PeecTp 06bEKTOB KanuTasbHOIO CTpouTesbCTBa (cmp. 98)
3aCcTpPONLLMKIN AOMKHBI pa3MeLLaTb CBEEHMS O MHOTOKBapTUPHOM JoMe B TeueHune 15 aHel
noc/e NoCTaHOBKM Ha KaZacTpoBbIli yUeT B oTaenbHOM peectpe MNC XKKX. 31oT peectp
Ha3biBaeTc POKC — peecTp 06BbeKTOB KanuTasbHOrO CTPOUTENLCTBA.
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5.1.5.1. Kak aobaBuTb agpec o6bekTa KanuTajibHOroO CTPOUTE/IbCTBA

Y obbekTa KanuTaibHOIo CTPOUTENIbCTBA MOXKET BbITb MOCTOAHHbIN UM CTPOUTE/NIbHBIN (BpeMeHHbIN)
agpec. Appec MOXHO A06aBUTb B 3anu1cb 06 06bekTe Npu Ao6aBAEHUM UAU U3MEHEHMM 3anucy 06
obbekTe.

* HauHute 106aBaaTb UM U3MEHSATb 3aMnncb 06 0H6beKTe KanmnTasbHOro CTPOUTENBCTBA.
* B none Bbibopa agpeca HaXKMUTE KHOMKY = B MPaBOM YacTu nos.
o OTobpa3zunTcs okHo JobaBneHne agpeca o6beKTa KanMTabHOIO CTPOUTE/IbCTBA.

[lobaBneHune agpeca 06beKTa KanuTanbHOro CTPOMTENbCTBA

BblﬁepMTE TOYHOCTDb OnpejeneHna agpeca

o Ecnu BbiGpaTh TOYHOCTL ONpeAeneHus anpeca Bbille, YeM ¢ TOYHOCTbIO A0 AoMAa, TO HeoBXoANMO BPYYHYIO YKaaaTb ynuuy Wunu JoM

O OI'IPEABJ'IGHMG C TOYHOCTbLKO [0 HaceneHHOoro NyHKTa
O OnpeneneHve ¢ TOYHOCTBIO 0 YNHLbI

@ OnpeneneHune ¢ TO4HOCTBIO A0 AoMa
Cy6bekt PO v
Paiion
[opon,
HaceneHHbli NyHKT
Ynuua

Homep 3ganua ™

Puc. 9. OkHo flobaenenue adpeca ob6vbekma KanuMmMasabHO20 cmpoumesibcmea

PekomeHaauunn no noarotoske
G Kak co3gaTb 3anucb 06 06beKTe KanuTalbHOrO CTpouTenbcTea (cmp. 105)

S Kak oTpegakTMpoBaTh 3an1ck 06 06beKTe KanuTaabHOro cTpomTenscTea (cmp. 109)

Ba>kHo: Ap,pec HY>KHO YyKa3blBaTb BMJIOTb 4O HOMEpPa 34aHNA.

. 3anonHute none Cyb6bekt PP, BbiOpaB 3HaueHMe 13 BbiNajaroLlero cnmcka.

. HeobszamesbHo. 3anonHute none PailoH, BbIOpaB 3HayeHMe 13 BbiMajatoLero cnmcka.

. HeobszamesnwvHo. 3anonHute none Fopoa, BbibpaB 3HauveHVe 13 BbiNajatoLwero cnmcka.

. HeobszamesnwsHo. 3anonHute none HaceneHHbI NyHKT, BbIOpaB 3HaueHve 13 BbiNajatoLwero cnmncka.

. 3anonHuTe None ¥nuua, BbibpaB 3HaueHWe 13 BbiNajaroLLlero cnmcka.
Ecaun ynnuy BbiGpaTb HEBO3MOXHO (€€ ellie HeT B CNPaBOYHUKE), YCTAHOBUTE NepekatoyaTenb
TOUYHOCTM BbIOOpa agpeca B NojoxeHne OnpegeneHne ¢ TOUHOCTbIO A0 Hace/IeHHOTo MYyHKTa.
3aTeM yKaxxuTe yauuy v HoMep goMa Bpy4Hyto. MNeperiguTe K wary 7 (cmp. 108).

6. 3anonHuTte none Homep 3aaHuA, BbIOpaB 3HaYeHVe 13 BbiNajatoLWwero cnuncka.

D AW N =
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Ecv Homep 3zaHus BbIGpaTb HEBO3MOXHO (€ro elle HeT B CNPaBOYHMKE), yCTaHOBUTE
nepek/toyaTesib TOYHOCTU BbiOOpa agpeca B NosioxxeHne OnpegeneHne ¢ TOUHOCTbIO A0 YNLLbI.
3aTeM yKaXxute HOMep JOMa BPYYHYHO.

7. HaxkmuTe KHonky COXpaHUTb.
OkHo [lo6aBneHune agpeca 06beKTa KanMTaJbHOrO CTPOUTE/NILCTBA 3aKPOETCH.

Bbl BeEpHETECH K CTPaHWLLE, Ha KOTOPOW Bbl 3anosiHAAN noAas. [Nose BbiIbopa ajpeca 3anoNHEHO BbIOpaHHbIM
3HaYeHnEM.

Ccbiikn no Teme
G PeecTp 06bEKTOB KanuTasbHOIO CTpouTesbCTBa (cmp. 98)
3aCcTpPONLLMKIN AOMKHBI pa3MeLLaTb CBEAEHMS O MHOTOKBapTUPHOM JoMe B TeueHune 15 aHel
noc/e NoCTaHOBKM Ha KaZacTpoBbIl yUeT B oTaenbHOM peectpe MNC XKKX. 31oT peectp
Ha3biBaeTcd POKC — peecTp 06BbEKTOB KanuTaabHOrO CTPOUTENbCTBA.
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5.1.6. Kak otpesakTupoBaTtb 3an1cb 06 ob6bekTe KanuTaibHOro
CTpOUTENbCTBA

OTtpegakTupoBaTthb 3anucb 06 o6bekTe KanuTaabHOro CTPOUTENLCTBA MOXHO, €C/IN B HEW OB6Hapy>XUANCh
OWKn6KN, UK B Hee HY>XXHO J06aBUTb HOBYHO MHGOpPMaUUIo.

Bam noHago6uTcs npaBo goctyna «BegeHne peectpa 06beKTOB KanuTasbHOroO CTpoOUTeNbCTBax. Ecan y
BaC HeT nNpaBa J0CTyna, obpaTuTech K admMuHUcmpamopy opzaHuzayuu e MMC XKKX. Ecav agmMuHucTpaTop
opraHv3auum — 370 Bbl, Ha3HaubTe cebe NpaBo AOCTyMNa camu.

* BoiianTe B NMUHBIN KabUHET opraHn3aLmu.

* MepeianTe B peecTp 06bEKTOB KanmnTanbHOrO CTPOUTENbCTBA.
* Hangute nHTepecytoLLyto Bac 3anucsb.

» OTKpoWTe 3anunck 06 06bekTe A5 NPOCMOTpA.

PekomeHaaLim no noagrotoske
G Kak npefoctaBuTb paboTHMKY NpaBa AocTyna (cmp. 77)
S Kak BOMTW B IMYHBIN KabUHET COTPYAHMKA OpraHm3auum (cmp. 54)
G Kak nepent B peectp 06bEKTOB KanutajbHOro ctpoutensctea (cmp. 100)
G Kak HalTh 06bekT KannTaabHOro ctpoutenscrea (cmp. 101)
(&N

Kak nocmotpetb nHpopmaunto 06 obbekte (cmp. 103)

—_—

. Haxxmute kHonky JeicTBuA.
OT106paznTca BbiNagaroWwnii CrINCOK KHOMKM.
2. BeibepuTte nyHKT 3meHUTD.
Otobpa3ntcs okHo MameHeHue cBegeHMiA 06 06beKTe KanuTabHOro CTPOUTE/NIbCTBA.
3. BHecute Heob6x0AMMbIE N3MEHEHWS.
4. HaxxmunTe kHonky CoxXpaHUTb.
Otobpa3sntca cooblueHme 06 ycneLHOM BbINMOJHEHWN OnepaLmm.
5. Haxxmute kHonky OK.
Otobpa3nTca cTpaHnLLa NPOCMOTpa OTPeAaKTUPOBAHHOM 3anmncu.

3anuncb ycnewHo oTpeaakTnpoBaHa.

Ccbiikn no Teme
G Kak gobaBuTb agpec ob6bekTa KanuTasbHOro CTpouTesbcTa (cmp. 107)
Y ob6bekTa KanutaabHOro CTPOUTENBCTBA MOXKET BbITb MOCTOSAHHBIA UAN CTPOUTE/bHBbIN
(BpeMeHHbIN) agpec. Aapec MOXHO A06aBuTb B 3anncb 06 o6bekTe Npu JobaBAeHUN UK
M3MeHeHUN 3anncn ob obbekTe.

G Kak HarTv MyHuUuMnanbHoe obpasoBaHme npu nomolm koga OKTMO (cmp. 167)
OKTMO — 310 Ob6LL,epocCcnincknin kKnaccupukaTop TEPPUTOPUA MyHULIMMaAbHBIX 0bpa3oBaHuii. Ha
HekoTopbix cTpaHuuax MC XKKX ectb nons, B KOTOPbIX HY>XHO BbibpaTb Tepputoputo ns OKTMO.
Mpwv 3aNOAHEHUM 3TKX NOJEN OTOBpakaeTcsa TMMOBOE OKHO BbibOpa TeEpPUTOPUM.
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G PeecTp 06bEKTOB KanuTaJbHOrO CTpoUTeNbCTBa (Cmp. 98)
3aCTPONLLMKIN AOMKHBI pa3MeLLaTb CBEEHMA O MHOTOKBapTUPHOM JoMe B TeyeHune 15 gHen
noc/e NoCTaHOBKM Ha KaZacTpoBbIli yueT B oTaenbHoM peectpe MNC XKKX. 31oT peectp
Ha3biBaeTcs POKC — peecTp 06BbEKTOB KanuTaabHOrO CTPOUTENbCTBA.
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5.1.7. Kak yaanutb 3anncb 06 obbekTe KanutasibHOro CTponTeIbCTBa

Echrmn

POEKT 3anncu 06 06beKTe KanutaibHOro CTpouTeNIbCTBa CTan He HY>XeH, ero MO>XXHO yAaJ/InTb.

Bam noHazo6uTcs npaBo goctyna «BegeHune peectpa 06beKTOB KanmTasbHOrO CTPOUTENbCTBax. Ecan y
BaC HeT nNpaBa J0CTyna, obpaTuTech K admMuHUcmpamopy opzaHuzayuu e MMC XKKX. Ecav agmMuHucTpaTop
opraHv3auum — 370 Bbl, Ha3HaubTe cebe NpaBo AOCTyMNa camu.

Boliaunte B MNUHBIA KabUHET opraHn3aLmm.
MepeianTe B peecTp 06bEKTOB KanmnTaabHOrO CTPOUTENbCTBA.
HalanTte nHTepecytoLwyto Bac 3anuncb B ctatyce «lpoekT».

» OTKpoWTe 3anunck 06 06bekTe A5 NPOCMOTpA.

PekomeHAaLMM Mo NOAroToBKe

S

(3
(8
S
(3

—_—

Kak npesoctaBuTtb paboTHUKY nNpaBa goctyna (cmp. 77)

Kak BOWTM B IMUHBIA KaBUHET COTPYAHMKA opraHu3auum (cmp. 54)

Kak nepelitu B peectp 06beKTOB KanuTasbHOro cTpoutenscTa (cmp. 100)
Kak HalTn 06beKT KanuTasbHOrO CTpouTenbLCTBa (cmp. 101)

Kak nocmotpetb nHpopmaunto 06 obbekte (cmp. 103)

. Haxxmute kHonky JeicTBuA.

OT06paznTca BbiNagaroLWwnii CrINCOK KHOMKM.

. BoibepuTte nyHKT Yaanurb.

OT06pa3snTtcs OKHO NOATBEPXKAEHNA onepaLmu.

. Haxxmute kHonky Aa.

OTtobpa3nTcsa cooblieHne 06 yCcneLHOM BbINMOJHEHWN OnepaLmm.

. Haxxmute kHonky OK.

OT1obpazutca ctpaHuLa Peectp nipopmaumnm 06 o6bekTax KanutasibHOrO CTPOUTE/IbCTBA.

3anuncb yCnewHo yaaneHa.

CcblIJIKU MO Teme

Qs

Peectp 06beKTOB KanmnTaabHOro cTtpouTenbcTBa (cmp. 98)

3acTpONLLMKIN AOMKHBI pa3MeLLaTb CBEAEHMA O MHOTOKBapTUPHOM JoMe B TeyeHune 15 gHeln
noc/e NocTaHOBKM Ha KaZacTpoBblli yueT B oTaenbHoM peectpe MNC XKKX. 31oT peectp
Ha3biBaeTcd POKC — peecTp 06bEKTOB KanuTaabHOro CTPOUTENbCTBA.
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5.2. OTnpaBnieHHble 0bpalLeHuns

lpa>kgaHe u opraHM3aLUM MOTyT OTNPaBAATb ObpalLeHUs 1 Xanobbl B opraHusaumu,
3apeructpupoBaHHbie B '1C XKKX.

CcblIkKM No Teme
G Kak nepenti kK oTNpaBieHHbIM obpalyeHnam (cmp. 113)
Ecnn BaM Hy>XHO 0BpaTUTbCA B Ty AN UHYHO opraHu3aumto chepbl XKX nav nocmotpeTs paHee
oTnpaB/ieHHble 0bpaLLEeHNs, OTKPOWTE CTPaHULLYY OTNpPaBeHHbIX ObpaLLeHul

S  Onepauuu ¢ oTaenbHbIMK obpalleHuamu (cmp. 114)
Ecnn BaM Hy>XHO COBepLUNTb Kakme-TO AeACTBUA C HECKObKMMU ObpalLeHUAMY, BOCNOb3YNTeCh
BEO-MHTepdeicom BaLlero AMYHOro KabuHeta. Ecnm obpaleHuii MHOro, ayulle paboTtaTb C HUMMU
npw nomown wabnoHos Excel.

G MaccoBble onepaLmm ¢ obpalleHuamMu npu nomolum wabaoHos Excel (cmp. 130)
Bbl MoXeTe akcnopTtnpoBaTth MHPopMaLmio 06 obpalleHnsx B popmate Excel ns MAC XKX,
a TaKk)ke MacCoBO CO3/,aBaTb, U3MEHATb, OTNPAaB/ATL U OT3bIBaTb OOpaLLeHMa NPV NOMOLLM
wabnoHos dopmata Excel.

S Paborta B TNIC XKKX (cmp. 97)
Mopsaok paboTbl IMYHOM KabUHETE 3aCTPONLLMKA.
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5.2.1. Kak nepenTu K OTrpaB/ieHHbIM ObpaLLeHUAaM

Ecan Bam Hy>KHO 06paTUTbCA B TY UAKN UHYHO opraHusauumio coepbl XKKX nam nocmotpetb paHee
OTnpaB/ieHHble 06paLLeHNs, OTKPOMTE CTPaHULLYY OTNPaBAEHHbIX 0bpaLLeHu

Bonaute B NMUHbLIN KabUHET.
PekomeHaaunun No NoarotoBke

G Kak BOWTM B IMYHBIA KaBUHET COTPYAHMKA opraHu3auum (cmp. 54)

B rnaBHOM HaBuraunoHHoOM MeHto (cmp. 20) BbibepuTe NyHKT O6pauieHus > OTnpaBseHHble obpaleHus.

OT06paznTca cTpaHuLLa OTNpPaB/EHHbIX 06paLLeHUI.

O6palleHns @

Momnck

Tema obpaLieHmns

Howmep obpalenns Craryc obpaLueHus

OueHka ucronHesns

3aABUTENEM v CpoK vcnonHeHnsa v

Hanpasnexo Hanuyue otBeta
10 KOMNETEHL MK Ha OﬁpﬂLI.lEHHE

JlaTa oTnpaeku . a
obpatlexus =

HaumeHoBaHHe

() Aapecaron senserca cosera 0 gowa

Afipec ioma/ TeppuTopHm

MCTO4HUK O6paLLieHns v

PesynbTaTbi noncka Bbirpy3uth obpatueHus 3arpyauTb o6palieHus © [lo6asuTb obpawetne

Puc. 10. CmpaHuya npocMompa cnucka omnpassieHHsix obpaweHul. baok noucka

CcblIkKM No Teme
G Kak co3paTb obpalleHune (cmp. 118)
Ecnn Bam TpebyeTcsa cBsizaTbCa € Kakon-nmbo opraHmsaument ns coepbl XKX, Bbl MoxeTe
oTnpaBuTb el obpalleHne yepes MNAC XKKX.

G Kak HaliTv obpalleHune (cmp. 115)
Ecan y Bac MHOro obpalleHunin, n Bbl He MOXeTe BbICTPO HaWTW HY>XXHOE, BOCMO/Ib3ynTeCh 610KOM
noucka Ha CTpaHuLLEe OTrNpPaB/eHHbIX ObpaLLeHNiA.

G OtnpaBaeHHble obpalieHuns (cmp. 112)
lpaxkaaHe 1 opraHM3aLMy MOTYT OTNPaBAATL ObpaLLeHNs 1 Xanobbl B opraHu3aLum,
3apernctpupoBsaHHble B IVIC XKKX.
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5.2.2. Onepauun ¢ otTaenbHbIMU ObpaLLeHNAMMU

Ecnn BaM HY>KHO COBEPLUUTbL KaKre-TOo AEeNCTBUA C HECKOJIbKMMY 06palLeHNAMM, BOCMOIb3YINTECh
Beb6-nHTepdeiicom Ballero nMUHoro kabuHeta. Ecan obpalyeHnin MHoro, aiydlle paboTtaTb € HAMKU NpU
nomowm wabnoHos Excel.

Ccbuikm no teme
G Kak HaliTv obpalleHune (cmp. 115)
Ecan y Bac MHOro obpalleHunin, n Bbl He MOXeTe BbICTPO HaWTW HY>XHOE, BOCMOJIb3ynTech 610KOM
moucka Ha CTpaHuLie OTNpaBAeHHbIX ObpaLLeHNI.

S Kak oTKpbITb 06palleHune ans npocMoTpa (cmp. 117)
CtpaHuua obpalleHna coaepxxnt nHdopmauutio o 3aasutene, MHbopmaumo 06 obpalleHuny,
OTBeTbl Ha ObpaLLeHne U NCTOPUIO PaCcCMOTPEHMA obpaLleHus.

G Kak co3paTb obpalleHune (cmp. 118)
Ecnn Bam Tpebyetcsa cBszaTbCa € kKakon-nmbo opraHmsaument ns coepbl XKX, Bbl MoXeTe
oTnpaBuTh el obpalleHne yepes MNAC XKKX.

& Kak oTnpaBuTb 0bpaLleHune (cmp. 122)
Bbl MO>XKeTe He OTNpaBAATb HanMcaHHble obpalleHns cpasy. OTnpaBasiTe KX, KOrga NpUAeT
BpeMS.

G Kak nocMoTpeTb OTBET Ha ObpaLLeHNe 1N OLEHUTb ero (cmp. 124)
OueHka OTBETOB MOMOraeT cenatb paboTy opraHv3auunin aydiue.

S OtnpaBneHHble obpalleHuns (cmp. 112)
lpaxkgaHe 1 opraHn3aLmMy MOryT OTNPaB/aATL ObpalleHus 1 XXanobbl B opraHv3auuuy,
3apeructpupoBaHHble B 'MC XKX.
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5.2.2.1. Kak HanTh obpalyeHune

Ecan y Bac MHOro obpalleHuid, u Bbl He MOXeTe BbICTPO HalTU HY>XHOE, BOCNO/b3yiTeCb 610KkOM noncka
Ha CTpaHULe OTNpaBJ/IeHHbIX 06paLLeHNA.

* Bolante B IMYHBIA KabUHET.
* OTKpOWTE CTpPaHWULY OTNpPaBAEHHbIX ObpaLLeHU.

PekomeHAaLMM No NOAroToBKe

G Kak BOWTW B IMYHBIN KabUHET COTPYAHMKA OpraHm3auum (cmp. 54)

S Kak neperitv kK oTnpaBaeHHbIM obpalleHmam (cmp. 113)

1. HeobszamessHo. BbibepuTte TeMy obpalleHums.
Haxxmute Ha KHOMKy C Tpems nosockamu B nose Tema obpaiieHusn. B otobpazmsLiemcs
CnpaBOYHUKe Bblbepute TeMy obpalleHuns U Haxmute Bolbpathb.

2. HeobszamessHo. BBepuTe HOMep obpalleHus.
Ecau Bbl 3anuncann Homep oTnpaBaeHHOro obpalleHus, BBeauTe ero B nose Homep o6pauseHus.

3. HeobszamesibHo. Bblbepute OLLEHKY MCMONHEHWS 3asBUTENIEM.
Haxxmute Ha none OueHKa UCNoIHEHUA 3aaBuTeneM. Boibeprte 04HO MM HECKOABKO 3HAYEHUI U3
BbIMajatoLLero cnmcka.

4. HeobszamesnbHo. BbibepuTe, kysa obpalleHune 6bi10 HanpaB/ieHO MO KOMMETEHL M.
Haxxmute Ha none HanpaBaeHo no koMmneTeHUMWU. BbibepnTe 04HO MAN HECKONBKO 3HaUYEeHU 13
BbIMajatoLLero cnmcka.

5. HeobszamesibHo. YKaxuTe agpec AoMa AN TeppUTOPUM, KOTOPbIX Kacanocb obpalleHue.
HaxxmuTe Ha KHOMKy C TpemMs nosockamu B none Aapec goma/ Tepputopumn. B otobpasmsLuemcs
CNpaBOYHUKE NOCNEA0BATE/IbHO 3aMoHNTE MNOAA aZpeca, Bbibnpas 3HaUeHUs 13 BbiNajatoLLmx
cnuckoB. HaxmuTe Beibpathb.

6. HeobszamessHo. BbibepuTe cTaTyc obpalleHus.
Haxxmute Ha none Cratyc obpalyeHus. Boibepute 0gHO MAN HECKONbKO 3HAYeHWI 13 BbiNagatoLLero
cnucka.

7. HeobsazamesibHo. YKaxkuTe CPOK UCMONHEHWS.
Haxxmute Ha none Cpok ucnoaHeHus. Boibepunte 0gHO MAN HECKONBKO 3HaUYEeHWI U3 BbiNajatoLlero
cnucka.

8. HeobszamesbHo. YKaxkute, Bbl1 1M NpeaocTaBieH OTBET Ha obpalleHme.
Haxxmute Ha none Hannume otBeTa Ha obpauyeHue. Boibepute 04HO MM HECKONBKO 3HAYEHUI U3
BbIMaatoLLero crnmcka.

9. HeobsazamesibHo. YkaxuTe faTy oTnpaBku obpalleHums.
Ha>xmute Ha KHOMKy C KaneHZapukom B nosie fata ornpaBku obpaleHus. B otobpasusLuemcs
KaseHAape yKaxxuTe AaTbl, MeXAy KOTOPbIMU C HanboibLlen BEPOATHOCTbIO OblIO OTNPaBAEHO
obpaleHue.

10. Heobs3amesbHo. Bblibepute agpecaTa.

B none HaumeHoBaHue agpecata obpalLeHUs HauHUTe BBOAUTb HaVIMEHOBaHWE OpraHM3auumn nan
ee pekBu3nTbl — OIPH, KM, MHH, ®NO nan OTPHUT. Cuctema NnpesnoxXnT Bbinagarowmi Cnmcok
BapVaHTOB, YAOBNETBOPSAIOLLMX 3anpocy. Boibepute Hy>XHbIN.

11. HeobsazamenbHo. YKaxuTe, ABASAETCA IV ajpecaT npeacesatesieM cCOBeTa MHOrOKBapTMPHOro JoMa.
YcraHoBuTe dnaxok Agpecatom obpalueHns ABAAETCA NpeacejaTe/ib COBETa MHOTOKBapTUPHOro
Aoma.

12. Heobs3amesnbHo. BblibepuTe NCTOUHUK obpalleHus.
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HaxxmunTe Ha none MctouHuk obpaleHus. Boibepute 04HO AN HECKONBKO 3HAUYEHUI 13
BbIMajaroLero cnmcka.
13. HaxxmuTe Ha kHornky Haiitk.

B 6aoke pPe3ynbTaTtoB NMNOKMCKa OTO6pa3I/1TCFI Cnncok o6pau.|,eH|/||7|, noAaxoAAalmx nog Bawl 3anpoc.

OTKpOWTe MHTepecytolLiee Bac obpalleHve Ans NpocMoTpa.

CcblIkn no Teme
S Kak oTKpbITb 06palleHune ans npocMoTpa (cmp. 117)
CtpaHuua obpalleHnsa coaepxxnt nHdopmauuto o 3aasutene, MHbopmaumo 06 obpalleHny,
OTBEeTbl Ha ObpaLLeHNe U NCTOPUIO PaCCMOTPEHMA obpaLleHus.

S Onepauunn ¢ oTAeNbHbIMKU 0bpalleHuamMmn (cmp. 114)
Ecav Bam HYy>XKHO COBepLUNTL Kakne-TO AeNCTBUA C HECKObKMMM OBpaLLleHNAMY, BOCMONb3YNTeCh
Be6-UHTepdeincom BaLlero IMYHoro kabuHeta. Ecav obpalleHnii MHOro, ayylue paboTtaTe C HUMMU
npw nomown wabnoHos Excel.
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5.2.2.2. Kak oTkpbITb 0bpalyeHme ans npocMoTpa

CrpaHuua obpalleHns cogep>XXuT MHpopmaumio o 3assutene, MHPopMaLmo 06 obpalleHnn, oTBETbI Ha
obpalleHne 1 UCTOPUI0 paccMOTPEHMA obpaLleHus.

* Bolante B IMYHBIA KabUHET.
* OTKpOWTE CTpPaHWULY OTNpPaBAEHHbIX ObpaLLeHU.
» Hanante nHtepecytoLee Bac obpatieHme.

PekomeHaaLm no noagrotoske
G Kak BOMTM B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)
G Kak neperitu kK oTnpaBaeHHbIM obpalleHuam (cmp. 113)

G Kak HaliTv obpalleHune (cmp. 115)

1. Ha>kmunTe Ha runepccbiiky € TEMOW 0bpaLLeHus.
Otobpa3ntcsa cTpaHuLia NpocMoTpa obpatleHus.
2. O3HaKoMbTeCh € ObpalLeHEeM 1 OTBETOM Ha Hero.

OueHnTe OTBET Ha ObpalleHue.

Ccbikn no Teme
G Kak nocMOTpeTb OTBET Ha ObpalleHne 1 OLEeHUTb ero (cmp. 124)
OueHka OTBETOB MOMOraeT caenatb paboTy opraHM3auunin aydile.

S Onepauumn ¢ oTAeNbHbIMKU 0bpalleHnamMmn (cmp. 114)
Ecnn BaM Hy>XHO COBepLUNTb KaKme-TO AeACTBUA C HECKObKMMU ObpalleHAMY, BOCNOb3YyMTeCh
BEO-MHTepdelicom BaLlero AMYHOro kabuHeta. Ecnm obpaleHuii MHOro, aydlle paboTtaTb C HUMU
npv nomoLuy wabnoHos Excel.
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5.2.2.3. Kak co3gaTtb obpalwieHue

Ecnn Bam TpebyeTca cBA3aTbCA € KaKon-nnbo opraHmsaumeit ns coepbl XKKX, Bbl MoXKeTe oTnpaBuTh e
obpateHune uepes MNC XKX.

* Bolante B IMYHBIA KabUHET.
* OTKpOWTE CTpPaHWULY OTNpPaBAEHHbIX ObpaLLeHU.

PekomeHaaLm no noarotoBke
G Kak BOWTW B IMYHBIN KabUHET COTPYAHMKA OpraHm3auum (cmp. 54)

S Kak neperitv kK oTnpaBaeHHbIM obpalleHmam (cmp. 113)

1. Haxxmute kHonky Jlo6aBuTh o6palyeHue.
OTtobpa3nTca cTpaHuLa jobaBneHns obpalleHus.
2. HeobszamesibHO. YKaxkuTe Ball MOYTOBbIN aspec.
B nose MoutoBbIN agpec Ball ajpec yxe ykasaH. ECin ero Hy>KkHO N3MeHUTb, YCTaHOBUTE G1adkoK
YkaszaTb agpec BpyUuHyro. Haxxmute Ha KHOMKY € Tpemsi nosiockamu B nose MoutoBblii agpec. B
0TOHPa3MBLLIEMCS CMPAaBOYHMKE MOCNEA0BaTENbHO 3aMoIHUTE NOAA afpeca, BbIOMpas 3HaYeHNs 13
BbIMajatoLWMX CNckoB. HaxxmmTe BoibpaThb.
3. HeobsazamesibHo. YKaxuTe HOMep MOMeLLEeHUA.
None Homep nomeleHUsA 3aN0JHAETCA BPYUHYHO.
4. BoibepuTe agpec JoMa UV TepPPUTOPUN, KOTOPbIX KacaeTcs co3gaBaemMoe obpalleHue.
Ha>xxmute KHOMKy C Tpems nosockamu B none Agpec goma/Tepputopun. B otobpasnsluemcs
CNpaBoOYHUKe NOCae0BaTeNbHO 3aMN0AHMNTE NOASA aApeca, Bblbrpas 3HaYeHUs 13 BbinagatoLmnx
cnunckoB. Haxxmute Bbi6paTb.
Otobpa3sntca gononHutensHoe nose Homep nomewieHus. None MyHuumnaabHoe o6pasoBaHue
CncTema 3anoNHNT caMa Ha OCHOBe BBEAEHHOro BamMu agpeca.
5. HeobsazamesbHo. YKaxuTe HOMep NMOMeLLEeHUA.
MNone Homep nomelL,eHNA 3aMONHAETCA BPYUHYHO.
6. HeobszamesbHo. V3meHuTe 3HaueHne nons MyHuumnanbHoe o6pa3oBaHue.
HaxxmuTe Ha KHOMKy ¢ TpeMsa nosockamu B none MyHuumnanbHoe obpasoBaHue. Boibepute
MyHWLMNaNbHOEe 0bpa3oBaHMe M3 CPaBOYHMKA U HaxkMUTe Ha KHonky Hantu.
7. BoibepuTe TeMy obpalleHus.
Haxxmute Ha KHOMKy ¢ Tpems nonockamu B nosie Tema obpaieHns. Boibepute TeMy 13 cnpaBoyHMKa
N HaXxMuTe Ha KHornky Haidtn.
Mone Appecar obpaweHns Crctema 3anoOJHUT caMa Ha OCHOBE BbIOPaHHOM TEMBI.
8. HeobszamesnbHo. N3meHnTe agpecaTa.
Ha>xxmuTte kHonky PaclumpeHHbIi nouck B nose Aapecat obpauieHus. Boibepute opraHmsauuio ns
CnpaBOYHMKA N HaXXMUTe BbibpaThb.
9. BBeaute TekcT obpalleHuns.
Mone TekcT obpaleHnsa 3anonHAeTCA BPyYHyo. MrHMManbHas gonyctmMas anmHa tekcta — 100
CUMBOJI0B, MakcuManbHas — 10000. Eciv obpallieHne He yMecTuaoCh B Nose, npukpenute daia ¢
MOJIHBIM TEKCTOM OBpaLLeHus.
Mpn HeOHXOAMMOCTIN TEKCT O6PaLLLEHNS MOXHO 0TGOPMaTUPOBaTb MPU MOMOLLM UHCTPYMEHTOB
dbopMaTMpoBaHMNSA, PaCNONOXEHHbIX Haj NOJEM.
10. HeobsazamessHo. TpukpenuTe Garbl, MAOCTPUPYHOLWME CYyTb NPO6aEMbI.
Bbibepute danbl n nepetawmte mx B nose MpukpenneHHble ¢aiinbl.
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11. Haxxmute kHonky CoxpaHuUTb.

Mpumeuanme: Bmecto kHoMkn CoxpaHUTb MOXHO Ha)kaTb KHOMKYy OTnpaButb. Toraa
obpalleHne cpasy xe byaeT oTnpaBaeHO agpecary.

O6palueHne NoArOTOBAEHO U COXPAHEHO.
CoxpaHeHHOe 06palLeHrie MOXHO OTPeaaKTMpPOBaTh.
Ecm HeobxoAMMOCTb B OTNpaBke obpalleHns oTnana, yaanute obpaleHue.

Ecav npuwno Bpems oTnpaBuTb 0bpalleHne, OTNPaBbTE €ro.

CcbinkK no Teme
G Kak oTpesakTnpoBaTb obpalleHune (cmp. 120)
Bbl MOXeTe BHOCUTb MCMpaB/ieHUs B 0bpallleHne, ecivi OHO ellle He OTMPaBAEHO.

G Kak yganuTb obpalleHue (cmp. 121)
Elle He oTnpaBneHHble OBpaLLeHNs MOXKHO YAanaThb.

G Kak otnpaBuTb obpaLleHme (cmp. 122)
Bbl MOXKeTe He OTNpaBAsATb HaMMCaHHble obpalleHuns cpasy. OTnpaBasiTe KX, Korga npuaeT
Bpewms.

S  Onepauuu c oTgenbHbIMK obpalyeHuamu (cmp. 114)
Ecnn BaM Hy>XHO COBepLUNTb KaKMe-TO AeACTBUS C HECKObKMMU ObpalLeHMAMY, BOCNOb3YNTECh
BEO-MHTepdeNncom BaLlero AIMYHOro KabuHeta. Ecnm obpaleHuii MHOTO, aydlle paboTtaTb C HUMM
npw nomown wabnoHos Excel.
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5.2.2.3.1. Kak otpegaktupoBaTb obpalyeHune

Bbl MoXeTe BHOCUTbL UCMpaBaeHUs B obpalleHre, eC/iv OHO €eLlUe He OTMNPaBJIEHO.

PesakTvpoBaTh MOXHO ObpalleHus B cTaTyce «He oTnpaeaeHo». CTaTyc MOXHO NOCMOTPETb B CToN6Le
CraTtyc obpalueHus.

* BonaunTe B IMYHBIN KabUHET.

» OTKpOWTE CTPaHULY OTNpPaB/EHHbIX ObpaLLeHNN.

» Hariante obpalleHune B ctaTyce «He oTnpasaeHo». CTaTyc MOXHO NOCMOTPETb B cTo16Le CTaTyc
obpaleHuns.

PekomeHaauunun no noarotoBke
G Kak BOWTW B IMYHBIN KabBUHET COTPYAHMKA OpraHm3auum (cmp. 54)
G Kak nepentu K oTnpaBaeHHbIM obpalyeHusam (cmp. 113)

G Kak HaliTu obpalleHune (cmp. 115)

1. PackpoiiTe KOHTEKCTHOE MeHH0 obpaLleHus.
[lns BbI30Ba KOHTEKCTHOTO MEHHO HAaXXMUTE Ha KHOMKY C LUEBPOHOM CrpaBa OT r'MMNepcCbikKM C TEMOW
obpalleHus.

2. Bbibepute nyHKT M3meHUTD.
OT06paznTca OKHO pesakTMPOBaHWsA ObpalleHus.

3. BHecute Heob6x0AMMbIE N3MEHEHWS.

4. HaxxmuTe Ha KHornKy CoOXpaHUTb.

ObpallieHne 0TpeaakTMpOBaHoO.

ObpallieHne MOXHO OTNPaBMTbL agpecary.

Ccbiikn no Teme
G Kak co3paTb obpalleHune (cmp. 118)
Ecnv Bam TpebyeTcsa cBsA3aTbCA C Kakon-Anmbo opraHmzaumen ns chepbl XKX, Bbl MoxeTe
oTnpaBuTh el obpalueHne yepes MNAC XKKX.
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5.2.2.3.2. Kak yganuTb obpalueHue

Ewe He oTnpaBneHHble o6palLeHNss MOXHO YAANATb.

* BolauTe B IMYHbBIN KabUHET.
» OTKpOWTE CTPaHULYy OTNpPaB/EHHbIX ObpaLLeHNN.
* Hariante obpalueHune B ctaTyce «He oTnpasaeHo». CTaTyc MOXHO NOCMOTPETb B cT016Le CTaTyc

obpaleHuns.

PeKOMeHAaLI,VIVI no noarotoBke

G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)
G Kak nepentu K oTnpaBaeHHbIM obpalyeHusam (cmp. 113)

G Kak HaliTv obpaleHune (cmp. 115)

1. PackpoiiTe KOHTEKCTHOe MeHIo obpalleHus.
[lnA BbI30Ba KOHTEKCTHOrO MEHIO HaXKMMUTE Ha KHOMMKY C LUIEBPOHOM CripaBa OT rMNepCccbIKL C TEMOW
obpalleHus.

2. BbibepuTe NyHKT YAanuthb.
Otobpa3ntca OKHO MOATBEPXKAEHWNA YAaNeHWA.

3. MNopTBepaunTe AeicTBME.

ObpalLeHne yaaneHo.

CcbIikn no Teme
G Kak co3paTb obpalleHue (cmp. 118)
Ecnn Bam TpebyeTcs cBsA3aTbCa € KaKoW-NnMbo opraHmsaument us coepbl XKX, Bbl MoOXeTe
OTnpaBuTb el obpalteHne yepes MNAC XKKX.
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5.2.2.4. Kak otnpaBuTb obpawieHue

Bbl MoXkeTe He OTNPaBAATbL HanMcaHHble obpalleHus cpasy. OTnpasnslTe Nx, Korga NPUAET BPEMS.

* BolauTe B IMYHbBIN KabUHET.

» OTKpOWTE CTPaHULYy OTNpPaB/EHHbIX ObpaLLeHNN.

* Hariante obpalueHune B ctaTyce «He oTnpasaeHo». CTaTyc MOXHO NOCMOTPETb B cT016Le CTaTyc
obpaleHuns.

PekomeHaauunun no noarotoBke
G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)
G Kak nepentu K oTnpaBaeHHbIM obpalyeHusam (cmp. 113)

G Kak HaliTv obpaleHune (cmp. 115)

1. PackpoiiTe KOHTEKCTHOe MeHIo obpalleHus.
[lnA BbI30Ba KOHTEKCTHOrO MEHIO HaXKMMUTE Ha KHOMMKY C LUIEBPOHOM CripaBa OT rMNepCccbIKL C TEMOW
obpalleHus.

2. Bbibepute NyHKT OTNpPaBUTB.
OTobpa3sntca OKHO MNOATBEPXKAEHNA OTMPaBKMU.

3. MNopTBepaunTe AeicTBME.

ObpalLieHne oTrnpaBaeHo.

JoxaunTecb oTBeTa Ha obpalleHue. B 3aBMCMMOCTH OT HaCTPOeK INYHOro KabuHeTa OTBET NPUAET B Balll
JINYHBIN KaBUHET N/UNN Ha SNEKTPOHHYHO MOYTY.

Ecnn oTtBeT ewe He npuwen, a Bbl NOHANN, YTO o6pau.|,eH|/|e y>Ke He MMeeT CMblC/ia, OT30BUTE o6pau.|,eHV|e.

Ecan npowno 6onblue Mecsua, a oTBeTa Bbl Tak U He noayunaun, N'MC XKKX aBTtomatnueckm chopmmpyet
>Kanoby B BbILLECTOALLYH MHCTaHLMHO.

Ecan Bbl noay4ymnam OoTBeT, O3HaKOMbTECb C HAM M OLUEHNTE ero KayecTso.

CcblIkKM nNo Teme
G Kak oTo3BaTh OTMpaB/ieHHoe obpalyeHue (cmp. 123)
Bbl MOXeTe 0TO3BaTh ObpallleHre, OTNpaBJIeHHOe Mo ownbke.

G Kak nocMoTpeTb OTBET Ha ObpaLleHne 1 OLeHUTb ero (cmp. 124)
OueHka OTBETOB NMOMOraeT cAesaTb paboTy opraHU3aLmin ayylue.

G  Onepauuu c oTgenbHbIMK obpalyeHuamu (cmp. 114)
Ecnn BaM Hy>XHO COBepLUNTb KaKMe-TO AeACTBUS C HECKOJbKMMW obpalLeHMAMY, BOCNOb3YNTeCh
BEO-MHTepdecom BaLlero IMYHOro kabmHeta. Ecnm obpaleHuii MHOTO, aydlle paboTtaTb C HAMM
npwv nomown wabnoHos Excel.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

5.2.2.4.1. Kak oto3BaTb OoTnpaB/ieHHOe obpalieHne

Bbl MoXxeTe oTo3BaTbh 0bpalleHue, oTnpaBaeHHOe No ownbke.

* BolauTe B IMYHbBIN KabUHET.

» OTKpOWTE CTPaHULYy OTNpPaB/EHHbIX ObpaLLeHNN.

» Harignte obpalueHune B ctaTyce «OTnpaBaeHo». CTaTyC MOXHO NOCMOTPETb B cTonbue CraTyc
obpaleHuns.

PeKOMeHAaLI,VIVI no noarotoBke

G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)
G Kak nepentu K oTnpaBaeHHbIM obpalyeHusam (cmp. 113)

G Kak HaliTv obpaleHune (cmp. 115)

1. PackpoWiTe KOHTEKCTHOE MeHH obpalLeHus.
[lnsa BbI30Ba KOHTEKCTHOrO MEHH HaX>XMWUTE Ha KHOMKY C LUEBPOHOM CrpaBa OT MMMNepCcChbiIKL C TEMOW
obpalleHus.

2. BbibepuTte nyHKT OTO3BaTh.
OT06paznTca OKHO NOATBEPXKAEHWS AENCTBUIS.

3. YkaxuTe npuymHy oT3biBa 0bpaLleHus.

4. Haxxmute kHonky MoparBepanTb.

ObpalLeHre 0TO3BaHO.

Ccbuikm no teme
G Kak oTnpaBuTtb obpallieHne (cmp. 122)
Bbl MOXeTe He OTNpPaBAATb HamMCaHHble obpalleHus cpa3dy. OTnpaBasiTe KX, Korga npuaet
Bpems.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

5.2.2.5. Kak nocmoTpeTb OTBeT Ha obpallyeHne U OLeHUTb ero

OueHKa OTBETOB MOMOraeT caenatb paboTy opraHvsaumii ayylle.

Bolante B INUHbBIN KabUHET.

» OTnpaBbTe obpalleHme.
 loxxantecb NCNONHEHWS ObpalLleHNs opraHM3aLMen-OTBETYMKOM.
» OTKpOWTE CTPaHULYy NPOCMOTPa CMCKa OTMNPAaBAEHHbIX OBpaLLEeHU.

Halaute obpalueHune, nmetowee cratycbl «/lcnonHeHo» 1 «HanpasieH oTBeT». CTaTyC MOXHO
nocMOoTpeTh B CTo/16Le CTaTyc obpalyeHuns.

* OTKpoWTe ObpallLeHne 48 NpocMoTpa.

PekomeHaaLMmM No NoaArotoBke

(3%

S
S
S
S

N —

Kak BOMTW B ANYHBIV KaBMHET COTPYAHMKA OpraHun3aumm (cmp. 54)
Kak otnpaBuTb 0bpaleHune (cmp. 122)

Kak nepelitu K oTnpaBaeHHbIM obpatieHnam (cmp. 113)

Kak Havitn obpalleHme (cmp. 115)

Kak oTkpbITb 0bpalleHne ans npocmotpa (cmp. 117)

. Mepelignte Ha Bknaaky OTBeTbl Ha obpalleHme.
. O3HaKOMbTECh C OTBETOM, KOTOPbIV NpuUcaana opraHvsaums.
. B 610ke OueHUTe NoJlyUeHHbI OTBET YCTaHOBMTE NEPEKIIOYATENb B OLHO M3 TPEX MONOXEHWIA:

> Heo6xogumas nHpopmaLnsa nojyueHa.
> Heobxoaumas nHpopmaL s noayuyeHa YacTUUHO.
o OTBETOM He YJ0B/IETBOPEH.

4. OcTaBbTe OT3bIB B TEKCTOBOM MOJ1€ HUXKE.

. Haxxmunte Ha KHOTMKY ou.eHVlTb.

Ecan paHee Bbl BbiGpanu oueHky OTBETOM He YAO0BNIETBOPEH, 0TO6PasnTCs MojaabHoe okHO XoTtuTe
obpatuTtbcea ewe pas? Eciu ga, BbIbeprTe OAWH U3 NPeANOXEHHbIX BapuaHToB. Ecin Het, 3akpoinTte
OKHO.

Ecav oTBeT Ha obpalleHne Bac He YAOBAETBOPWI, Bbl MOXETE HamnpaBUTb MOBTOPHOE obpalleHne B Ty Xe
opraHun3aumio UK Noaathb >Kanoby B BbILLECTOSALLYH MHCTAHLMIO.

Ccbuikm no teme
G Kak HanpaBuTb MOBTOPHOE ObpaLleHue (cmp. 126)

Ecnn oTBeT opraHm3aLmm Ha obpallieHre BaC He YAOBNETBOPWUII, Bbl MOXETE BbICTaBUTb OTBETY
oLeHKy OTBeTOM He yA0BJieTBOPeH. [10c/ie 3TOro MOXHO HamnpaBuTb MOBTOPHOE obpalleHie B
Ty XK€ opraHum3auuto.

Kak HanpaBuTb >anoby B BbILLECTOALLYH NHCTaHLMIO (cmp. 128)

Ecan oTBeT opraHusaumm Ha obpalleHne Bac He yA0BIETBOPWI, Bbl MOXETE BbICTaBUTb OTBETY
oueHKy OTBeTOM He yA0B/IeTBOPeH. [10C/ie 3TOro MOXHO HamnpaBUTb >Kanoby B BbILLECTOALLYHO
NHCTaHLUMIO.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

S Onepauum c oTAeNbHbIMKU 0bpalleHnamMmn (cmp. 114)
Ecan BaM HYy>XKHO COBepLUNTb Kakne-TO AeNCTBUA C HECKObKMMM ObpaLleHnAMY, BOCMONb3YNTECh

Beb-NHTepdeiicomM BaLlero IMYHoro kabuHeta. Ecam obpalleHnii MHoOro, aydlue paboTtaTe C HUMWU
npwv nomoLuy wabnoHos Excel.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

5.2.2.5.1. Kak HanpaBuTb NOBTOpHOEe obpalieHne

Ecnn
oueH

OTBEeT OpraHM3aunun Ha 06pau.|,eH|/|e Bac He yAOBJ1IETBOPWUI, Bbl MOXXeTe BbICTaBUTb OTBETY
Ky OTBeTOoM He yAOB/1€TBOPEH. Mocne 3T0ro MoOXKHO HanpaBUTb NOBTOpPHOE 06anJ,eHlﬂe B Ty e

opraHv3auumio.

* Bolante B IMYHBIA KabUHET.

» OTnpaBbTe obpalleHme.

* [loxxantecb NCNONHEHWs obpallleHNs opraHm3aLen-oTBETUUKOM.

» OTKpOWTE CTPaHULYy NPOCMOTPA CMCKa OTNPaBAEHHbIX OBpaLLEHUI.

* Hanante obpalueHue, umetolee ctatycol «/icnonHeHo», «HanpaeneH otBeT» 1 «OTBETOM He
yAoBaeTBopeH». CTaTyC MOXHO NOCMOTPETb B cTo16Le CTaTyc obpalyeHuns.

» OTKpoOWTE ObBpalLleHne Ans NPOCMOTpa.

PEKOMeHAaLl.VII/I no noarotoBke

G Kak BOWTU B INYHBIN KaBUHET COTpYyAHMKa opraHm3aumm (cmp. 54)

A A

—_

Kak oTnpaBuTb obpalieHme (cmp. 122)
Kak nepelitu Kk oTnpaBaeHHbIM obpalleHmam (cmp. 113)
Kak HavT obpalleHmne (cmp. 115)

Kak oTkpbITb 0bpalleHne aas npocmoTpa (cmp. 117)

. Haxxmute kHonky MopaTb o6palyeHe NOBTOPHO.
OT106pa3snTcs OKHO MNOATBEPXKAEHNS.

2. Haxxmute Aa.

OTobpa3nTcs cTpaHuLa pesakTMpoBaHUs obpalleHus.

3. [JonosnHuTte TekcT B nosie TekcT o6palyeHuns.
4. HeobsazamesnbHo. TpukpenuTe AONONHUTENbHbIE Gaibl, UANKOCTPUPYOLLKE Npobaemy.

Bbibepute davinbl n nepetawmte mx B nose MpukpenneHHble ¢gaiinbl.

5. HaxxmuTe KHonky OTnpaBuTb.

OTO6paBI/ITCFI OKHO NOATBEPXAEHUA, Npeanararoulee oTnpaBnTb o6pau.|,eH|/1e C UBMEHEHHbIMK
AaHHbIMW.

6. Haxxmute Aa.

OT06pasnTca OKHO € COObLLEHNEM: ObpalyeHre yCnewHo OTMPaBAEHO.

7. Haxxmunte OK.

MoBTOpHOE ObpalleHre OTIPaBIEHO Ha PACCMOTPEHME.

[Joxauntecb oTBeTa Ha obpallieHne. B 3aBUCMMOCTM OT HaCTPOEK IMYHOIo KabuHeTa OTBET NPUAET B Ball

JNYH
Ecan

Ecan

bl KABUHET /WM Ha 3NEKTPOHHYHO MOUTY.
OTBET eLle He NpuLLen, a Bbl MOHAAM, YTO ObpaLLleHne y>Ke He MMeeT CMbIC/a, OT30BUTE ObpalLLeHume.

Bbl NOAYy4YNAN OTBET, O3HAKOMbTECb C HAM U OUEHUTE ero KayectBo.

Ccbiikn no Teme
G Kak oTo3BaTh OTNpaBAeHHOe obpalleHme (cmp. 123)

Bbl MOXkeTe 0TO3BaTb ObOpalLleHne, OTAPaBEHHOE MO OLIMOKe.

126



INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

G Kak nocmMoTpeTb OTBET Ha ObpaLLeHNe 1N OLEHUTb ero (cmp. 124)
OueHKa OTBETOB NMOMOraeT cAesaTb paboTy opraHU3aL i ayylle.

127



INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

5.2.2.5.2. Kak HanpaBuTb >anoby B BbILLECTOALLYI MHCTaHLUIO

Ecam otBet OopraHunsaunu Ha 06pau.|,eH|/|e BacC He yAOBJIETBOPWU, Bbl MOXXeTe BbICTaBUTb OTBETY OLLEHKY
OTBeToM He yAOBJ/1IETBOPEH. MNocne 3TOoro MO>XXHO HanpaBWUTb )Kano6y B BbILLIECTOALLYH MHCTaHUUIO.

BolignTe B IMYHBIN KabMHET.

OtnpaBbTe obpalleHune.

[JoxanTecb ncnosHeHus obpallleHns opraHM3aLnen-oTBETUNMKOM.

OTKpoWTE CTPaHULY NPOCMOTPa CNnCcKa OTNPaBAEHHbIX OBpaLLeHNA.

Hanante obpalieHre, nmetowee ctatycobl «/lcnonHeHo», «<HanpasaeH oteBeT» 1 «OTBETOM He
yZoBneTBopeH». CTaTyc MOXHO NOCMOTpeTh B cTonbue CraTtyc obpaleHus.

OtkpoiTe obpalleHne Ans NPOCMOTpa.

PeKomer,au,vm no noarotoBke

s

A A

—_—

Kak BOMTM B INYHbIV KaBMHET COTPYAHMKA OpraHun3auum (cmp. 54)
Kak oTnpaBuTb 06paLyeHme (cmp. 122)

Kak neperitv k oTnpaB/ieHHbIM obpalleHnsm (cmp. 113)

Kak HainTn obpateHue (cmp. 115)

Kak oTkpbITb 0bpaLleHne ans npocMmotpa (cmp. 117)

. Haxxmute kHonky HanpaBuTb >xanob6y.

OTOb6pasnTCA OKHO NOATBEPXKAEHMS.

. Haxxmute Aa.

OTtobpa3nTca cTpaHuLa co3saHnsa obpalleHns B BbiecToslwyto nHctaHumo. HUC XKKX yxe
3anoJiHMNa aBTOMaTUYeCKM NOoIA CTPaHNULbI.

. O3HaKOMbTeCb C MHPOPMaLMEN B MOAAX CTPAHMLLbI.

4. HeobasameneHo. B none [ipyraa Tema yTouHuTe TeMy obpaLleHus.

10.

. HeobszamesnsHo. B none Appecat obpaleHus 13 BbinajatoLlero cnucka Boibepute 6onee

NOAXOASLLYHO OpraHn3aLuio.

. HeobszamensHo. [JononHute TekcT B nosie TekcT obpalieHus.
. HeobszamesnsHo. TMpukpenute AONOAHUTENbHbIE Galibl, UANOCTPUpPYLOLW e Npobiemy.

BbibepuTe darnbl 1 nepetawmte nx B nose NMpukpenaeHHbie ¢painbl.

. Haxxmute kHonky OTnpaBuTb.

OT106pa3snTcs OKHO MOATBEPXKAEHUS.

. Haxxmute Oa.

OT06pasnTca OKHO € COObLLEHNEM: ObpalyeHre yCnewHo OTMNPaBAEHO.
Haxxmute OK.

Xanoba otnpasneHa.

[oxauntecb oTBeTa Ha Xanoby. B 3aBUCMMOCTM OT HACTPOEK MYHOTO KabuHeTa OTBET MNPUAET B Balll JIMYHbIN
KabWHET N/MAKN Ha SNEKTPOHHYHO NMOUTY.

Ecam o

Echm B

TBET eLle He NpuLles, a Bbl MOHANN, UTO >xanoba y>Ke He MMeET CMblCJla, OT30BUTE €e.

bl NONYYNAN OTBET, O3HAKOMbTECH C HAM U OLEHNTE €ro KayecTBo.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

CcblIKM Mo Teme
G Kak oTo3BaTh OTMpaB/ieHHoe obpalyeHre (cmp. 123)
Bbl MOXeTe 0TO3BaThb ObpallleHre, OTrnpaBIeHHOe Mo olwunbKe.

G Kak nocmMoTpeTb OTBET Ha ObpaLleHne 1 oueHUTb ero (cmp. 124)
OueHka OTBETOB NMOMOraeT cAenaTb paboTy opraH13aLmin ayylue.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

5.2.3. MaccoBble onepauumn ¢ obpallieHMsaMM Npu noMmowm wabaoHos
Excel

Bbl MoXxeTe akcnopTupoBaTb nHdopmauuto 06 obpalieHusax B popmate Excel ns N’MC XKKX, a takxe
MaccoBO CO3jaBaTb, U3MEHATb, OTNPaBAATb U OT3bIBaTb ObpalleHMa Npu noMowm WwabaoHoB popmata
Excel.

Ccbuikm no teme
G Kak BbIrpy3uTb oTnpaB/ieHHble obpateHms 3 MAC XKX (cmp. 131)
Bbl MOXeTe akcnopTnpoBaTh BbIGOPKY OTNpPaB/ieHHbIX 0bpalleHnin B dopmate Excel nz MAC XKKX.

G Kak MaccoBo 3arpy3utb obpateHms B [VIC XKKX npu nomolm wabnoHa Excel (cmp. 132)
LLlabnoH v npaBuaa ero 3anofHEHUs HaXOAATCA B apxmBe C WwabnoHamu B pa3zese PernameHTbl u
MHCTPYKLN.

G Kak MaccoBo HampaBUTb MK OTO3BaTb ObpalLeHns npu nomown wabnoHa Excel (cmp. 133)
LLlabnoH v npaBuaa ero 3anofHEHUs HaXOAATCA B apxmBe C WwabnoHamu B pa3zgese PernameHTbl u
MHCTPYKLUN.

G  OtnpaBaeHHble obpalleHns (cmp. 112)
MpakaaHe 1 opraHM3aLMy MOTYT OTNPaBAATL ObpaLLeHNs 1 Xanobbl B opraHu3aLmm,
3apernctpupoBaHHble B [NC XKKX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

5.2.3.1. Kak BbIrpy3utb otnpasieHHble obpawenuns ns MNC XKX

Bbl MoXeTe 3KcnopTUpoBaTh BbIGOPKY OTnpaBaeHHbIX obpaleHnin B popmate Excel ns NC XKKX.

* BolauTe B IMYHbBIN KabUHET.
» OTKpOWTE CTPaHULYy OTNpPaB/EHHbIX ObpaLLeHNN.

PekomeHpaaLmy no nogrotoeke
G Kak BOWTU B INYHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)

G Kak nepenti K oTnpaB/ieHHbIM obpalleHmsamM (cmp. 113)

NHudbopmauwma o6 oTnpaBieHHbIX 06paLLeHnsax akcnoptupyetcs B dopmate Excel. B daiin Excel nonagatot
TONbKO ObpallieHns, oTobpaxkatolLmecs B 61oke pe3ynbTaToB Noncka. MakcumanbHbIn pasmep daina —
15000 cTpok.

1. B nonsx 6aoka noucka (cmp. 115) ykaxuTe, kakme obpalleHuns nonasyT B Gpain akcnopTa.
2. HaxxmuTe Ha KHonky HaidTu.
3. HaxxmuTe Ha kHomnky Bbirpy3autb o6paiueHus.
Otobpasntcs coobleHne o6 oTnpaske dalina B 06paboTky.
4. HaxxmuTe Ha runepccbinky PeecTp ctatycoB 06pa6oTku ¢aiizioB B COOOLLEHNN.
Otobpa3suntca cTpaHuLa Peectp ctatycoB o6pabotku ¢aiinos.
5. Ckavalite copMUpPOBaHHbIN dain (cmp. 149).

CcblIkKM No Teme
S MaccoBble onepalmm ¢ obpalleHuamMm npu nomolum wabaoHos Excel (cmp. 130)
Bbl MOXKeTe 3kcnopTnpoBaTh MHbOPMaLMo 06 obpalleHusx B dopmate Excel nz M’MC XKKX,
a Tak>Ke MacCoBO CO3/aBaTb, M3MEHATb, OTMNPABAATb U OT3biBaTb OOPALLEHNS NMPY MOMOLLM
wabnoHos dopmata Excel.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

5.2.3.2. Kak maccoBo 3arpy3utb obpaweHus B N'MC XKX npyn nomowm
wabnoHa Excel

Lla6soH 1 npaBraa ero 3anoHEHMsA HaXxoAATCA B apxuBe ¢ WabnoHamu B pasgene PernameHTbl U
MHCTPYKLUWN.

Bolante B INUHbBIN KabUHET.

PekomeHaaLMM Mo NOAroToBKe

G Kak BOWTU B IMYUHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)

1. OTkpoWTe cTpaHuLy PernameHTbl U MHCTPYKLUN.

2. Ckayaite apxmB C WwWabsoHaMu AN MMNOPTa U 3KCMOpTa AaHHbIX 13 darinos popmata Excel ans
3acTpownLmKa.

3. O3HAaKOMbTECH C COAEPXMMbIM aina Onuncarvie nosel wabsoHa vMiopTa obpalleHui.

4. 3anonHute LLabnoH danna vmnopta obpalyeHunn
MpaBwna 3anonHeHus wWabaoHa cogepxkatca B anne Onuncanve nosedi wabsoHa vMnopTa
obpatueHnin.

5. HeobsazamesibHo. TNogrotoBbTe AONOAHUTENbHbIE dali/bl, UANKOCTPUPYHOLLIME CyTb OOpaLLEHWIA.
MpaBwna noarotoBkm Gannos cogepxkatca B dane Onuncanve noseii wabsoHa vMnopTa
obpatueHnin.

6. MogrotoBbTe Zip-apxuB C LWABGJOHOM U AOMOJHUTENBHBIMY dainamu.

MpaBuia NoArotToBkN apxmea cogepxatcs B danne OnvicaHne nonei wabnoHa vMnopTa
obpatueHnin.

7. OTKpONTE CTpaHWLYy OTNpaBAeHHbIX obpalleHuii (cmp. 113).

8. Haxxmute Ha KHOMKy 3arpy3uTb obpaleHus.

OTobpa3nTcs OKHO 3arpy3ka obpaLleHuii.

9. YcTaHOBUWTE NepekstoyaTenb B nosoxeHne Jlob6aBneHne/ nasmeHeHme obpaiieHnii n nx
HanpaBJ/ieHue.

10. MepeTallnTe NOArOTOBAEHHbBIV Zip-apXxuB B Noje fobasieHns dainnos.
11. Haxxmute MMmnopTtuposathb.

Zip-apxvB ¢ obpalleHnaMIN oTrpaBaeH B 06paboTky.

Y6eaunTech, UTO Zip-apXxmB YCMELIHO NMMOPTUPOBAH.

CcbInkun no Teme
G Kak npoBepwuTb, UTO Gain ycnewHo nmnoptnposaH B Cuctemy (cmp. 153)
3arpy>xaemble B Cuctemy Excel-daiinbl npoxoaat NnpoBepKy Ha NpaBuAbHOCTb 3amoaHeHWs. Ecan
Cuctema obHapyXXuT owmnbKK B daline, X NpUAETCa NCnpaBasTb BpyUHyto. COOTBETCTBEHHO, BaM
cnesyeT KOHTPOAMPOBATb CTaTyc 0bpaboTkm daina.

S MaccoBble onepalimn ¢ obpalleHnsaMu Npu nomolm wabaoHos Excel (cmp. 130)
Bbl MOXeTe akcnopTupoBaTth MHopMaLmo 06 obpalleHusax B opmate Excel ns T’MC XKX,
a Tak>Ke MacCcoBO CO3/aBaTb, U3MEHATb, OTNPABAATb U OT3biBaTb O6paLLEHNS NPY MOMOLLM
wabnoHosB popmata Excel.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMC XKX | 5.2. OTnpaBaeHHble obpalyeHuns

5.2.3.3. Kak maccoBo HanpaButb Wan oTo3BaTb obpalieHns Nnpyu nomMoLm
wabnoHa Excel

Lla6soH 1 npaBraa ero 3anoHEHMsA HaXxoAATCA B apxuBe ¢ WabnoHamu B pasgene PernameHTbl U
MHCTPYKLUWN.

Bolante B INUHbBIN KabUHET.

PekomeHaaLMM Mo NOAroToBKe

G Kak BOWTU B IMYUHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)

1. OTkpoWTe cTpaHuLy PernameHTbl U MHCTPYKLUN.

2. Ckayaite apxmB C WwWabsoHaMu AN MMNOPTa U 3KCMOpTa AaHHbIX 13 darinos popmata Excel ans
3acTpownLmKa.

3. O3HAaKOMbTECH C COAEPXMMbIM daina Onncanvie noselt wabsoHa OT3biBa WM HarpaBieHus
obpatueHnin.

4. 3anonHute LLabnoH daiina oT3biBa MAM HanpaBAeHUs OOpaLLeHWi.
MpaBwaa 3anofHeHNs WabsoHa cogep>katcs B danne Onuncanvie noseli wabsoHa OT3biBa WK
HamnpaB/iieHns obpalleHWni.

5. OTKpoWiTe cTpaHuLy oTrnpaBaeHHbIX obpalleHnii (cmp. 113).

6. HaxkmunTe Ha KHOMKY 3arpy3uTb obpalyeHus.
OTobpa3nTcs OKHO 3arpy3ka obpaLleHuii.

7. YcTaHOBUTE NepekstoyaTenb B nosioxkeHne HanpasneHune co3gaHHbIX obpalieHuii / OT3biB
OoTnpaB/IeHHbIX 06pallLeHuiA .

8. MepeTalumTe 3an0AHeHHbIN WabnoH B nosne gobasneHuns daiinos.

9. Haxxmute UmnopTtuposatsb.

3anoHeHHbIN WabnoH oTnpasieH B 06paboTky.

Y6eaunTech, YTO 3aMONHEHHbIN WABAOH YCNeLHO NMNOPTUPOBaH.

CcbIikn no Teme
G Kak npoBepuTb, UTO haia ycnewHo nmnopTmposaH B Cuctemy (cmp. 153)
3arpy>xaemble B Cuctemy Excel-dannbl npoxoaaT npoBepky Ha NPaBUIbHOCTb 3anoaHeHns. Ecam
Cuctema 06Hapy>XMT OLWMbKM B daline, X NpUAETCA NCNpaBasTb BpyUHyro. COOTBETCTBEHHO, BaM
cnesyeT KOHTPOIMPOBaTh CTaTyc 0bpaboTkm danna.

S MaccoBble onepalmn ¢ obpalieHnsaMu Npu nomoLm wabaoHos Excel (cmp. 130)
Bbl MOXeTe akcnopTnpoBath MHbOopMaLmio 06 obpalleHnsx B popmate Excel ns MAC XKX,
a TaKk)ke MacCoBO CO3/,aBaTb, N3MEHATb, OTNPAaB/ATL U OT3bIBaTb OOpaLLEeHMa NPy NOMOLLM
wabnoHos dopmata Excel.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B T'MC XKKX | 5.3. Peectp oT4eTHOCTH

5.3. PeecTp oTyeTHOCTH

PeecTp oTUETHOCTU COAEPXUT pPsAA TEMAaTUUECKMX OTYETOB MO PasMYHbIM acnekTaM paboTbl XXUANULLHO-
KOMMYHasibHoro komnekca. MHdopmaums B oTuetax npegcraBieHa B rpadpuyeckom 1 1absimyHom
Buge. OTueTbl cogep>kaT MHCTPYMEHTbI A1 aHa/M3a M BbIrPy3ku npegcraBieHHon nHopmauum. CoctaB
nHbOpMaUUM B OTUETaxX orpaHnyeH chepoin aeAaTesIbHOCTU Balleli opraHn3aumm.

Ccbiikn no Teme
G Kak nepenti B peectp otyeTHOCTU (cmp. 135)
[lns nepexosa K peecTpy OTYETHOCTU NCMO/b3YETCA FOPU3OHTaIbHOE HaBUraLMOHHOE MEHHO.

G Paborta B 'IC XKKX (cmp. 97)
Mopsgok paboTbl IMYHOM KabUHETEe 3aCTPONLLMKA.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B T'MC XKKX | 5.3. Peectp oT4eTHOCTH

5.3.1. Kak nepenti B peectp OTHETHOCTH

ﬂ,ﬂﬂ nepexoja K peectpy oT4eTHOCTU UCNOJIb3yeTCA TOPpU30HTaJIbHOE HaBUTAUNMOHHOE MEeHIO.

Bonaute B NMUHbLIV KaBUHET OpraHm3aLmm.

1. HaxkmuTte Ha pasaen ropusoHTaIbHOro HaBUrallMOHHOToO MeHK AHanUTUKa U OTUETDbI.
2. BbibepuTe nyHKT PeecTp oTueTHOCTW.
OTtobpaxaeTca cTpaHuLa Peectp oTueTHOCTM.

CcbIIkn no Teme
G Peectp oTtuyeTHOCTM (cmp. 134)
PeecTp 0TUETHOCTN COAEPXKUT PAZ TEeMATUYECKMX OTUETOB MO Pa3NNYHbIM acriekTam paboTbl
SKUANLLHO-KOMMYHa/IbHOro koMmaekca. ViIHpopmauma B oTueTax npeactaBiaeHa B rpaduyeckom
1 TabanyHom Buge. OTUeTbl CoAep>KaT UHCTPYMEHTbI A5 aHaM3a U BbIrPY3KU NPeACTaBAEHHOM
nHdopmaumun. Coctas MHGOPMaLMM B OTUETax OrpaHnYeH chepor AesTeNbHOCTY BaLlen
opraHusauum.

G Kak HalTh HY>KHbIA OTYET B peecTpe OTYeTHOCTU (cmp. 136)
Ha ctpaHuue PeecTp oT4ETHOCTM PaCMoJIOXEH CAMCOK AOCTYMHbIX BaM OT4eTOB. Bbibepute
HY>XHbI/ BaM OTYeT 13 cnucka. Ecam cnncok 6onbLuoi, Bocnonb3yteck 610KOM nouncka, 4tobsl
HaWTV HY>KHbIN OTYeT.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B T'MC XKKX | 5.3. Peectp oT4eTHOCTH

5.3.2. Kak HanTK HY>KHbIA OTYET B peecTpe OTUETHOCTU

Ha cTpaHuue PeecTp oTUETHOCTM Pacno/IoKeH CMUCOK AOCTYMHbIX BaM OTYETOB. BbibepuTte Hy>KHbIV Bam
oTuet 13 cnucka. Ecam cnmcok 60O, BOCNONb3yTECh 610KOM MOUCKA, YTOObI HANTU HY>KHbIW OTYeET.

* BoignTe B NMUHBIN KabUHET opraHn3aLmu.
* Mp¥ NOMOLLY FOPU3OHTAILHOTO HABUTALMOHHOTO MEHIO Mepeiaunte Ha cTpaHuuy Peectp
OTUETHOCTW.

1. HalianTe Hy>KHbIi BaM OTUET B CMIUCKE OTUYETOB.
Ec/v Bbl He BUAMTE OTUET B CMUCKE, BOCMOJIb3YINTECH BJ1OKOM MoumcKa.
YcTaHoBUTE nepekitoyatesb B OAHO M3 ABYX MOJIOXEHWA:

° MpepHacTpOeHHbIE OTYETDI.
o PernameHTHbIe OTYeThl.

B none HanpaBneHMe OTUHETHOCTHN Bbl6epVITe MHTepecyrulee BacC HanpasJieHWe N3 CnpaBOYHKKa.
,Cl,anee MoXXeTte Bbl6paTb KOHerTHbII‘/’I oTtyet B nosie OTuUer.

Haxxmute Ha KHOMKY Havtn ANA OCyLlecTBaeHNA NoncKa.

o MpumeuaHme: Ecm B cnivcke OTCYTCTBYET HY>XKHbIN BaM OTYET, 3HaUUT Y BaC HeT npasa
AOCTyna K 3ToMy oTyety. ObpaTutech K AAMUHUCTPATOPY OpraHM3aLmmn ¢ Npocbboi
npesocTaBUTb BaM 3TO NpPaBo JOCTyra.

2. HaxkmuTe Ha rmnepccbiiky ¢ HaMeHOBaHWeM OTYeTa.

OT06paszmnTCcsA cTpaHuLLa NPOCMOTPa oTyeTa.

O3HaKOMbTECb C OTYETOM.

Ccbikm no teme
G Peectp otueTHOCTM (cmp. 134)
PeecTp OTUETHOCTM COAEPXKMT PAZ TEMaTUUECKUX OTYETOB MO Pa3NNYHbIM acrekTam paboTbl
>KWIMLLHO-KOMMYHa/IbHOro KoMnaekca. VMiHdopmauua B oTueTax npejcraBieHa B rpaduyeckom
1 TabanuHom Buge. OTyeTbl coAep>KaT MHCTPYMEHTbI ANA aHaAn3a U BbIrpy3ku NpeAcTaBAeHHOW
nHdopmaumn. CoctaB MHGOPMaLIMK B OTYETaX OrpaHUYeH Chepoit AeaTeNbHOCTU Ballei
opraHuv3agumn.

G Kak nepentn B peectp otyeTHOCTU (cmp. 135)
[na nepexoga K peectpy OTYETHOCTU UCMOJIb3yeTCA FOPU30OHTaIbHOE HaBUTaLlMOHHOE MEHHO.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B T'MC XKKX | 5.3. Peectp oT4eTHOCTH

5.3.3. Kak ckauaTb BbIrpY>XeHHbIN OTUYET Ha CBOW KOMMbIOTEP

B HeKkOTOpbIX OTUETaX MOXXHO 3KCMOPTUPOBAThL TabAnuUHbIe faHHble B Buge darina Excel. Ana nonyueHus
daina HaxxmuTe Ha KHOMKY BbIrpy3nTb B OTUeTe, Nepenaute Ha cTpaHuLy PeecTp oTueTHOCTU, HaXKMUTE
Ha KHOMKY BbIrpy3km u ckaualite Hy>KHbI ¢paiin U3 cnucka.

* BoianTe B NMUHBIN KaBUHET OpraHn3aLuu.

* Mp¥ NOMOLLM FOPU30OHTAILHOTO HAaBUTaLMOHHOIO MEHIO nepeiaunte Ha cTpaHuly Peectp
OTUETHOCTMN.

* OTKPOWTE HY>KHbI OTYET.

* Bbirpysute nHtepecyroLyto Bac MHGopMaumto.

1. Mepenante Ha cTpaHuLy PeecTp oTueTHOCTM.
2. HaxxmuTe Ha KHorKy Bbirpyskn.
OTobpasnTcsa CnNMCok BbIrpy>xaemMbix Gpaiiaos.
3. HaxkmunTe Ha HavMeHOBaHMWeE HY>XXHOro BaMm dalina.

Ckopee Bcero ¢darin byaeT nepBbIM B CNINCKE.

PeecTp oTyeTHOCTH

MOKUCK M0 OTHETAM

Bug oTyeros @ npeaHacTpoeHHble OTYETEl () PErnamMeHTHeIe OTYETb!
HanpaeneHKe 6T4ETHOCTH =
Omyer
[] Toneko aKTyansHeie
Pe3yneTathl noncka: 21
v
Ne  HaWMeHOBaKHe OTYETHOR (DOPMLI A Onncatine HaaBanne BLITPYXaenmoro gaiina Mepwop, 0bpaboTkH

no p:

-
1 Asanuiueckuii oTuet o kauectee n Orer nossanmer awannauposat | () — 15.02.2024 16:27:50 - 15.02.2024 16:27:53
YOpaBnAeMEI AoMoB oT 15.02 2024 16-27 xsx

nonHore ynpaar
OpraHU3aUMAMN B pa3peas ycTal
nokasarenei

® [v 3aNDOCOE B DA3Dede i o1

1402 2094 111855 14022024 11:18:54 - 14.02 2024 11:18:55

Puc. 11. CmpaHuya Peecmp omyemHocmu. KHonka
Belepysku. [unepccelika ¢ HaumeHosaHueM galina

HauunHaeTcs ckauvBaHue dalina Ha Ball KOMMbLOTEP.

Ccbliky No Teme
G Peectp otyeTHOCTM (cmp. 134)
PeecTp 0TUETHOCTU COAEPXKUT P TEMATUUYECKMX OTUETOB MO Pa3NNYHbIM acriekTaM paboTbl
SKUINLLHO-KOMMYHa/lbHOro koMmnaekca. VMiHpopmaums B oTyeTax npeactaBiaeHa B rpaduyeckom
1 TabanyHom Buge. OTUeThbl cogepykaT MHCTPYMEHTbI AN aHav3a U BbIrpy3KW NpescTaBieHHON
nHdopmaumn. CoctaB MHGOPMaLMM B OTUETaX OrpaHnUeH chepor AesTeNbHOCTN BaLlen
opraHusaumm.

G Kak nepentu B peectp otyeTHocTH (cmp. 135)
[ns nepexoza K peectpy OTYETHOCTU MCMOJIb3YETCS FOPU30HTaIbHOE HAaBUTaLMOHHOE MEHHO.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B T'MC XKKX | 5.3. Peectp oT4eTHOCTH

G Kak HalTh Hy>KHbIA OTYET B peecTpe OTUeTHOCTU (cmp. 136)
Ha ctpaHuue PeecTp oT4ETHOCTM PACMoJIOXEH CAMCOK AOCTYMHbIX BaM OT4eTOB. Bbibepute
HY>KHbIV BaM OT4YeT U3 cnuncka. Ecam cnvcok 601bLIoN, BOCNOAb3YTeCh 6J10KOM MomcKa, YTOObI
HaWTN HY>KHbI OTYeT.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMIC XKKX | 5.4. YBegomneHus

5.4. YBepomneHunsa

Onepatop M'MC XKKX n HekoTopble Apyrve opraHusaLmm MOryT NpucbiiaTb B Ball JIMYHbIA KabuHeT
YyBElOMJIEHUA O TEX UM UHBIX COOBITUAX.

Korga Bbl BxoguMTe B MUHbIN kKabuHeT, [IC XKKX nokasbiBaeT Bam okHO UH¢$popmaumoHHble coobuieHus.

B 3TOM OKHe cobpaHbl yBeAOMAEHWS, HAKOMMBLUMECA 3a Bpems Ballero oTcytcTaus. Eciv Bam Hekorga
unTaTb 3TU YBEAOMJ/IEHUS, 3aKPOWTE OKHO. YBEAOM/IEHNS MOXHO B JIF06OM MOMEHT NOCMOTPETb Ha CTpaHuLe
NHdpopmaLmoHHble coobleHus.

CcblIkKM No Teme
G Kak nepent K MoayYeHHbIM yBeaoMAeHUAM (cmp. 140)
CrpaHuua MHpopmaLMoHHble COO6LEHNA COLEPXKUT CNNCOK yYBegomaeHur oT Onepatopa MNMC
XKKX v gpyrvx opraHusaLmi.

G Kak HarTu nosyyeHHoe yBesomieHne (cmp. 141)
Cnrcok NofyYeHHbIX yBEAOMIEHNA MOXKET ObiTb H0bLIMM. EC BaM HYy>XXKHO onpegeneHHoe
yBeZlOM/IeHME, MOULLUTE ero Npu NOMOLLYM 610Ka nowmcka.

G Kak nocMOTpeTb NosyyeHHOe yBeAoMIeHWe (cmp. 143)
B yBegomneHmM ykasaHbl TeMa, TEKCT, OTAPaBUTENb 1 JaTa JOCTaBKW. YBEAOMIEHME MOXKHO
akcnopTtnpoBaTthb B Buge PDF-daiina ¢ JONONHUTENbHBIMU CBEAEHMAMU 06 OTNpaBuTese
(OrPH/OIPHWM, MIHH, KMM) n onepatope MNAC XKX (OI'PH, HH, ceptnudukat, cpok aencTeus
ceptudukara).

S Paborta B TNC XKKX (cmp. 97)
Mopsaok paboTbl IMYHOM KabUHETEe 3aCTPONLLMKA.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMIC XKKX | 5.4. YBegomneHus

5.4.1. Kak nepelnT K NONy4YeHHbIM yBEAOMIEHUAM

CrpaHuua NMHdpopmaLoHHble cOObLLeHUA COAePXKUT CNMCOK yBegomaeHni ot Onepatopa MNMC XKKX n
APYr1X opraHusauui.

Bonaute B NMUHbLIN KabUHET.

PekomMeHAaLMM MO NOAroToBKe

G Kak BOWTW B INYHBIN KabUHET COTpYAHMKA OpraHm3auum (cmp. 54)

B rnaBHOM HaBWraunoHHOM MeHto BbibepuTe Mpouee > NHpopmaLMoHHble cO06LeHun.
o Mpumeuanume: MyHkT Mpouee BbIrNAANT Kak KHOMKa € YeTbIPbMSA FOPM30HTaIbHbIMW MONOCKAMM.

Otobpasuntca cTpaHvLa UHdpopmaumoHHble coobueHus.

HalnanTe nHTepecytoLee Bac yBejOMIEHME.

Ccbuikm no teme
G Kak HalTu nonyyeHHoe yBegomMaeHune (cmp. 141)
Cnu1cok NoslyYeHHbIX yBeAOMAEHU MOXKET BbITb 60abWIMM. ECv Bam HY>XHO onpeseneHHoe
yBeZOM/IeHME, MOULLUTE ero Npu NoMoLLy 610Ka nomcka.

S YBegomneHus (cmp. 139)
Onepatop M'MC XKKX 1 HekoTopble Apyrve opraHM3aL M MOTryT NPUCbINaTb B Balll JIMYHbIVA KAaOUHET
YBEAOMJIEHUSA O TEX WUV UHbIX COBBITUAX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMIC XKKX | 5.4. YBegomneHus

5.4.2. Kak HanTK nosyyeHHoOe yBegOM/IeHne

CNnCoK NoJlyYEHHbIX YBEJOMIEHUI MOXET 6bITb 601bWNM. ECIM BaMm HY>XKHO onpejesieHHoe
yBeoMeHMe, NMouLMTe ero Npy noMoLm 610ka noucka.

* Bolante B IMYHBIA KabUHET.
* Otkpowite cTpaHuly UHdpopmaLmoHHble coobuieHus.

PekomeHaaLm no noarotoBke
G Kak BOWTW B IMYHBIN KabUHET COTPYAHMKA OpraHm3auum (cmp. 54)

S Kak neperTu K moayyYeHHbIM yBeAoMAeHUAM (cmp. 140)

1. HeobazamensHo. B none TeKCT yKaxuTe KNOYeBble C0Ba U3 TeMbl MW TeKCTa yBeJOMIEHNS,
KOTOpble Bbl 3aMOMHUAN.
2. HeobszamesbHo. BblbepuTte oTnpaBuTens.

Onuusa OnucaHue
B none Ot onepartopa MNC XKKX Bbibepute 3HaueHne OT Bbl 3HaeTe, uTo yBeAOMAeHMe npuLio oT onepaTtopa 'MIC
oneparopa N'MC XKKX XKKX
B none Ot onepartopa NC XKKX BbibepuTe 3HaueHve OT Bbl 3HaeTe, UTO yBEeAOMAEHME NpULLIO He OT onepatopa MMC
APYruX oTnpaButenen KKX, HO He 3HaeTe, OT KOro UMeHHO
B none Ot onepartopa MNC XKX Bbibepute 3HaueHne OT Bbl 3HaeTe, uTo yBeAOMAEHME NpULLIO He OT onepatopa MNC
Apyrux otnpaeBuTteneii. B none OrnpaButens ykaxute op- | XKX, n 3HaeTe, OT KOro MMeHHO
raHn3auuio

3. HeobsazamesisHo. YkaxuTte agpec A0Ma, Mo NOBOAY KOTOPOro MPUXOANI0 YBELOMIIEHVE.
a. Packpoiite 610k Aapec goma.
b. YkaxuTe agpec, nocnesoBaTtesibHO BblIOMpas 3HaYeHUs 13 BbiNaZatoLLmMX CIIMCKOB.
4. B none [laTa oTnpaBKM yKaXKute NpvMepHbI AMana3oH JaT, Kor4a 6bio NosyyeHo yBeJOMAEHME.
5. HeobszamessHo. Bbibepute 04HO 13 3HaYeHUN B Nosie OTMeTKa O NPOUTEHUN.
o HempouuTaHHble, eCiu Bbl MLLIETE YBEAOMIEHWE, KOTOPOE He OTKPbIBaAN paHee.
> MpounTaHHbIe, EC/IV Bbl ULLETE YBEJOMJIEHNE, KOTOPOE y3Ke OTKPbLIBaIM U MPOCMaTPUBAIIN.
6. Heobsa3amesibHO. YKaxuTte cTerneHb BaXXHOCTW YBEAOMJIEHUS, YKa3aHHYH OTMpaBUTENEM.
B none BaxxHOCTb BbibepuTe 3HaUeHWe 13 BbiNajaroLlero crncka.

7. HeobsazamessHo. B none Mepuopa, akTyasnibHOCTU BbibepUTE NEPUOS akTyalbHOCTA YBEAOMAEHMUS U3
KaneHzaps.

8. HeobsazamesibHo. Ecav npu NpocMoTpe YBeAOMIEHUS Bbl CTaBUAM Gpaaxok bosblue He nNokasbiBaTh,
TO B BblMajaroLleM crnncke noas OTmerka 06 o3HakoOM/IeHUU BbibepuTe 3HaYeHVe bonblue He
nokasblBaTh.

9. HeobszamessHo. B none NMogrBepikaeHne ¢akra NnosayueHUs BoblbepuTe 3HaUeHne 13
BbIMajaroLLero cnmcka.

10. HaxxmuTe kHonky Hantm.

B 610Kke pe3ynbtaTtoB nomcka MNC XKKX oTobpasunt BbIGOPKY pe3ynbTaToB, COOTBETCTBYHOLLYHO Ballemy
MOMCKOBOMY 3arnpocy.

MocMOTpUTE UHTEpPECYIOLLLEE BaC YBEAOMIEHME.
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INC XKX. PykoBoacTBO. JINUHBIN KabUHET 3acTpoKiLlmka
5. Pabota B TMIC XKKX | 5.4. YBegomneHus

Ccbiikn no Teme
G Kak nocmMoTpeTb NojydyeHHoe yBeaomieHue (cmp. 143)
B yBegomneHmM ykasaHbl TeMa, TEKCT, OTNPaBUTENb 1 JaTa JOCTaBKW. YBeAOMAEHMNE MOXKHO
akcnopTtupoBaTb B Buge PDF-daiina ¢ JONONHUTENbHBIMU CBEAEHMAMU 06 OTnpaBuTese
(OrPH/OIPHWIM, MIHH, KMM) n onepatope MNAC XKX (OIF'PH, NHH, ceptudumkat, cpok aenctaus
ceptudukara).

S YBegomneHus (cmp. 139)
Onepatop M'MC XKKX 1 HekoTopble Apyrve opraHu3aLm MOryT NPUcbiaaTb B Balll JIMYHbIV KaBUHET
YBEAOMJIEHUSA O TEX UV UHbIX COBBITUAX.
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INC XKKX. PykoBogacTBO. JINUHBIN KabMHET 3acTponiLmnKa
5. Pabota B TMIC XKKX | 5.4. YBegomneHus

5.4.3. Kak nocmoTpeTb NosyyeHHOe yBeAoOMAeHne

B yBegoMneHnn ykasaHbl TemMa, TEKCT, OTMpaBuTe b 1 AaTa AOCTaBKW. YBeJOMIeHNe MOXHO
aKkcnopTupoBaTh B BUuge PDF-¢alina c 4onosHuUTeNbHbIMU cBeAeHUsMU 06 otnpasutene (OFPH/OMPHUM,
MHH, KIMM) n onepatope MNC XXKX (OIF'PH, HH, ceptndukar, cpok aencreus ceptudukara).

* Bolante B IMYHBIA KabUHET.
* Otkpowite cTpaHuly UHdpopmaLmnoHHble coobuieHus.
» Hariante nHTepecytoLlee Bac yBeoMIEHME.

PekomeHaauunn no noarotoske
S Kak BOWTM B IMUHBIA KaBUHET COTPYyAHMKa opraHu3auum (cmp. 54)
S Kak neperTu K noayyYeHHbIM yBeAoMAeHUsM (cmp. 140)

G Kak HarTu nonyyeHHoe yBegomMaeHue (cmp. 141)

1. B 6710Ke pe3ynbTaToB NOMCKA HAKMUTE Ha TMMNEPCChbINKY C TEMON YBeAOMAEHWS.
OTob6pa3nTca OKHO MPOCMOTPA YBEAOMIEHUS.

2. MNMpouunTaliTe TEKCT yBELOMIEHUA.

3. HeobszamesbHo. YctaHoBuTe daaxok bonblue He NokasbIBaTh.
MNC XKX 6onbLue He ByaeT ynoMmHaTh 06 3TOM yBEAOMAEHUN.

4. HeobszamesibHo. Haxmute kHonky Beirpysutb B ¢aiin.
Apxu1B C yBegoMIeHMEM ByAeT coxpaHeH Ha Ball koMmbtoTep. B apxmBe byaet PDF-daiin ¢
yBeZoMeHVeM u daiin 3neKTPoHHOM noanucy onepatopa MMC XKKX.

5. Haxxmute KHONKy 3aKpbiTh.

MpocMOTp yBeLOMAEHNS 3aBEPLLEH.

Ccbikm no Teme
S YBegomneHus (cmp. 139)
Onepatop M'MC XKKX 1 HekoTopble Apyrve opraHv3aLm MOryT NPUCbINaTb B Balll IMYHbIVA KaBUHET
YBEOMJ/IEHUS O TEX WU UHBIX CODBITUSAX.
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5.5. Peectp cTatycoB obpaboTtku ¢aiios

Peectp ctatycoB 06paboTkm dainnoB akkymyampyet B cebe Bce ¢dainsbl dopmata Excel, npoxoasaime
yepes IMYHbIA KabUHET NPy BbINMOJIHEHWMW ONepaLui UMNopTa 1 3KcrnopTta ¢anios.

Onepauwu akcnopTa (Bbirpyskn) nHdopmaumm ns MNAC XXKKX no3BonaroT ckayate OTGUABTPOBAHHOE
COZLEP>XKMMOE TeX AN NHBIX PEECTPOB Ha Ball KOMMbHOTEP. ITU OrepaLMn Bbi3bIBatOTCA U3 CaMUX PEECTPOB.
Pe3ynbTaTbl onepaunin — dannbl popmata Excel — nomelarotcs B peecTp ctatycoB 06paboTku ¢halinos.

Onepauunun nmnopta (3arpyskun) nHdopmaumm B INC XKKX no3sonaroT MaccoBo nomeLlatb MHGoOpmMaLmnto

B TMIC XXKX npu nomotm wabnoHoB pasmelleHms nHibopmaumm dopmata Excel, 3anosHeHHbIX No
onpezeneHHbIM NpaBmaam. 3anonHeHHble WabioHbl OTNpaBaseTca B oyepesb Ha 06paboTky, KoTopas
3aHMMaeT 0 24 YyacoB. 3aTeM 3anoJiHeHHble WwabnoHbl obpabaTbiBatoTca MIC XKKX. Cratycel nx obpaboTku
COXPaHAITCA B peecTpe cTaTycoB 06paboTkn dannos. Cogep>kMmMoe 3anoaHEHHbIX WabaoHOB NOMELLAETCA B
COOTBETCTBYHOLLME PeecTpbl.

ObpaboTka 3anoNHEHHbIX Wab/IOHOB pa3MeLleHns MHOPMaLLMK NO3BOJISET BbISBAATL OLUMOKM 3anONHEHWS.
MMC XKKX otmeuaeT 31 ownbku. Vix cneayet ncnpaeaatb 1 3arpyxatb MHPOPMaL MO MOBTOPHO.

CcblIkKM No Teme
G  Kak nepentu B peectp ctatycoB 06paboTkm darnoB (cmp. 145)
[ns nepexosa K peectpy UCMOAb3yeTcA FOPU30OHTaIbHOE HaBUraLMOHHOE MEHHO.

S Paborta B TNIC XKKX (cmp. 97)
Mopsaok paboTbl IMYHOM KabUHETEe 3aCTPONLLMKA.
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5.5.1. Kak nepeuTtu B peecTtp ctatycoB obpabotku danios

ﬂ,ﬂﬂ nepexoja K peectpy nMcnosibdyetcda ropusoHTaJibHoe HaBUrayuMoHHOEe MeHHo.

Bonaute B NMUHbLIV KaBUHET OpraHm3aLmm.

B ropv30HTaNbHOM HABUIaLMOHHOM MEHIO HaXXMuUTe Ha NyHKT & > Peectp cTaTycoB 06pa6oTku

daiinos.
Otobpasntcsa cTpaHuLa Peectp ctatycoB o6pabotku ¢aiinos.

[Janee MOXHO 1ckaTb U MHTepecytoLLne Bac dhalibl U BbISCHATb KX CTaTyC.

CcbIikn no Teme
G Kak BOWTU B INYHBIN KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)
B amyHOM KkabuHeTe coTpyaHmka MoxHO pabotatb B 'MIC XKKX oT nmeHn opraHusauuv. Habop
[OCTYMHbIX MHCTPYMEHTOB A/l paboTbl 3aBUCUT OT BblaHHbIX BaM NpaBs AOCTyra.

G Kak HarTu dainn B peectpe cTatycoB obpabotku dannos (cmp. 146)
[ns nouncka dannoB B peectpe HEO6X0AMMO CHOPMYIMPOBATL MOUCKOBLIM 3aMPOC NPY MOMOLLM
noer 610Kka NOMCKa U HANTN Hy>KHble daibl B BbIBOPKE pe3yibTaToB NoOUCKa.
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5.5.2. Kak HanTtu ¢pann B peectpe ctatycoB obpabotkn dpannos

[na noucka ¢aiinos B peectpe He0bxoaMMO cPopMynMpoBaTh NOMCKOBDIN 3aNpoc NpU NOMOLLM Noaein
610Ka Mouncka 1 HaTU HY>XKHble daiiibl B BbIGOPKe pe3y/ibTaToB Nouvcka.

Mepea nonckom ainos:

* Bonante B IMYHBIA KabMHET opraHm3aLuu.
* [MepengnTe Ha cTpaHuLy PeecTp ctaTtycoB o6paboTtku ¢aitnos (cmp. 145).

B 06Lem cnyuae nepexo K peectpy cTatycoB 06paboTkun GaiioB OCyLLECTBASETCS CO CTPaHULbl PeecTpa,
rae Bbl UMMOPTUPOBAAN UAKN SKCMOPTMPOBaNN MHGOPMaLMIO, MO rMnepccbiike B MHGOPMaLNOHHOM
coobuieHmm. Npun 3TOM Bbl OXMAaeTe YBUAETb yxe obpaboTaHHbIn Cuctemont dpann. OgHako obpaboTka
barina MOXeT 3aHATb OLLYTUMOE Bpems, A0 24 yacoB. 3a 3TO BpeMS B C/lyuae akTUBHOW paboThbl B IMYHOM
KabuHeTe darin MOXET yCreTb «yTOHYTb» B peecTpe. [103ToMy ero, BeposTHO, MPUAETCS UCKaTb NMPY MOMOLLM
610Ka nomcka.

1. 3anonHuTe nons 6a0ka nNomcka.
Yaob6Hee Bcero nckatb KOHKPETHbIV dai no TUny onepaumn n NpUMepPHOMY Nepuoay 3arpysKku
danna B Cucremy.

2. HaxxmuTe Ha KHonky HaidTu.

B 610Kke pe3ynbTaToB nowvcka otobpaxatotca dalisbl, yA0BAETBOPAOLWME KPUTEPUSM NMONCKOBOTO
3anpoca.

Peectp cTaTycoB 06paboTku daiinos

Mouck

WMma aitna | Beepure sHauenne
T onepaumi v

Cratyc o6padoTku v

no

13
At

Mepuoa 3arpy3ky Gaitna o

no

13
Bt

Mepuoa Hayana 06paGoTku Qaiina
c

no

i
At

Mepuos oKotHatnA ofpatoTkn
taiina c

CaepHyTs nouck Haita

[ata
jata Havana
Hasganme daiina Tun onepauum Craryc e6paboTkn DNara sarpysku L OKOHYAHUR

Gpac
Ciend 06paBoTki

ypHan coGemit ot 29.03.2018 13-15.zip KypHan coBbITHit O6paboTan 29.032018 13:15:08 2903 2018 13.16:08 2903 2018 3)
13:16:12

KypHan codbimil o7 20.03.2018 13-15.2ip KypHan coBuITHit B ouepequ 29.03.2018 13:15:03 v

Puc. 12. CmpaHuya «Peecmp cmamycos
obpabomku ¢hatinos». baok pesynemamos noucka

Hy>Hble paitabl HangeHsl. Tenepb MOXHO NMPOCMATPMBATL UX U BbIACHATb, YCMELLUHO I OHW 06paboTaHsbl
Cucremoln.
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Ccbiikn no Teme
G Kak BOWTW B IMYUHBIN KaBUHET COTPYAHMKA OpraHm3auum (cmp. 54)
B nnuHoM kabuHeTe coTpysHuKa MOxHO pabotaTb B M'MC XKKX ot umeHwn opraHusaumm. Habop
AOCTYMHbIX MHCTPYMEHTOB 151 paboTbl 3aBUCUT OT BblAaHHbIX BaM NMpaB JOCTyna.

G Kak nepenti B peecTp ctaTycoB 06paboTku ¢darinos (cmp. 145)
[ns nepexoza K peecTpy MCMoJb3yeTCs FOPU3OHTabHOE HAaBUTaLMOHHOE MEHHO.

G Kak ckayaTb dalin ¢ BbIrpy>KEHHON MHPopmMaLmelt (cmp. 149)
Mpw BbINOAHEHUW OMepaLn BbIrpy3ku (3kcrnopTa) MHGOPMaLIMM B TOM WAV MHOM peecTpe daiin
C Heobxoammon BaM nHbopMaLmen obpabatbiBaeTcss CUCTEMOW M NOMNaZaeT B peecTp CTaTyCcoB
06paboTkm darinos. OTcrofa ero MOXHO CKayaTb Ha Ball KOMMbHOTEP.

G Kak npoBepwuThb, UTO dain ycrnewHo nmnoptnposaH B Cucremy (cmp. 153)
3arpy>xaemble B Cuctemy Excel-dannbl npoxoaaT npoBepky Ha MPaBUIbHOCTb 3anoaHeHns. Ecam
Cuctema 06Hapy>XMT owmnbkmM B daline, Ux NpUAeTCa NCNpaBasTb BpyUHyro. COOTBETCTBEHHO, BaM
cneayet KOHTPOMPOBaTb CTaTyc 0bpaboTku darna.

G Cratychl 3arpy>kaembix 1 Bbirpy>KaeMbix GaraoB (cmp. 148)
3arpy>aemble B CucTeMy 1 Bbirpy>kaemble 13 Cuctemsl Gpainnsl obpabaTbiBarotcs CUCTEMONA.
Kaxxabii darin nMeeT cTaTyc, NOKa3blBarOLLMIA 3Tan UAK pesynbTat 3To 06paboTku.
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5.5.2.1. Cratycbl 3arpy><aemMbix U BbIrpy>Kaembix ¢panios

3arpy>kaemble B Cuctemy u Bbirpy>kaemble n3 Cucremsol dpaiinbl obpabatbiBatotcs Cuctemoid. Kaxkabli
daiin umeet cTaTyc, MOKa3bIBalOLLMIA 3Tan AN pe3ynbTaT 3Toi 06paboTKM.

CBoiicTBO 3HaueHue OnucaHue
Cratyc B ouepeam dalin HaxoaMTCA B ouvepesmn Ha
obpaboTky. ELie He B3AT B 06paboTky
B obpaboTke daiin n3bAT N3 OUepesn N HaXoAUTCA B
obpaboTke
Ob6paboTaH ®alin ycnewHo obpaboTtaH
OTMeHeH nonb3oBaTesiem Mpucsansaetca paiinam B ctatyce B

obpaboTke, /15 KOTOPbIX Obl1 BbIOPaH
MYHKT KOHTEKCTHOrO MEHI0 YAanuTb

Ob6paboTaH ¢ brsHec-owmnbKon MpwrcBanBaeTcs 3arpy>xeHHbim B [NC
XKKX dainam, nHpopmaLma B KOTOPbIX
He COOTBETCTBYeT NPUHATLIM B CucTeme
dopmatam

O6paboTaH ¢ CUCTEMHOM OLLNGKON MpurcBanBaetcs Bbirpy>xaembim n3s NMC
XKKX dannam, npn obpaboTtke KOTOpbIX
YTO-TO MOLLJIO He TaK

CcblIkn no Teme
G Peectp cTtatycoB 0bpaboTku dannos (cmp. 144)
Peectp ctatycoB 06paboTkin dannoB akkymyampyet B cebe Bce darinbl popmata Excel,
NpoxoAsLLmMe Yepes ANYHbIN KabUMHET Npw BbIMOJHEHWIN OMepaLMii UMIopTa 1 aKcnopTa ¢arnios.
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5.5.3. Kak ckauatb ¢ain ¢ BbIrpy>keHHoM nHpopmavimen

Mpw BbINONIHEHMM OMepaLun BbIrPy3KX (3KCNopTa) MHpOpMaL MK B TOM UM MHOM peecTpe daiin ¢
HeobxoanMoO Bam MHPopMaLmeln obpabaTbiBaeTcs CMCTEMOW M NonajaeT B peecTp cTaTycoB 06paboTku
darinoB. OTcloga ero MOXKHO cKayaTb Ha Ball KOMMbOTep.

Mepea ckauvBaHveM dalina C BbIrpy>KEHHOW MHPOopMaLLmel:

* BoiianTe B NMUHBIN KabUHET opraHn3aLmu.

* Bbirpysute Hy>kHyto BaM MHGOPMaLUtO.

* MNepengunte Ha cTpaHuLy Peectp ctatycoB 06paboTtku daitnos (cmp. 145).

* Hariante Hy>kHbIV Bam dann. Ecam Bbl He BUANUTE dalin B CrcKe, BOCMOJ/Ib3yNTeCh 6/10KOM Movcka Ans
obHapy>xeHus panna (cmp. 146).

Ckopee Bcero, oTnpaB/ieHHbI B 06paboTky oTobpadkaeTcs B 610Ke pe3ybTaTOB MOMCKa NEPBbIM U UMeET
ctaTyc O6pabotaH.

Ecan dain umeet ctatyc B ouepeaum, 3Haumt F'MC XKKX 3aHsTa 06paboTkol apyrux ¢arinos. Gaiin moxxeTt
HaXoAUTbCS B ovepesmn Ha 0bpaboTky fo 24 yacos.

Ecan dpann nmeert ctatyc B o6paboTke, nofoxanTe HeKoTopoe Bpems 1 obHoBuTe cTpaHuuy. O6bluHO
obpaboTka nponcxoamnt beicTpo. OgHako, ecan o6bem obpabaTbiBaeMoin Cnuctemor MHGOPMaLMK B JaHHBIA
MOMEHT JOCTaTOYHO Be/IVK, NMpoLiecc 06paboTkn MOXKET 3aHATb OLLYTUMOE BPEMS.

HaxxmMunTe Ha rmnepccbinky ¢ HaMMeHOBaHMEM HY>KHOTO Bam daiina B cTatyce O6pabotaH.

Dara Ha4yana Dara okoH4YaHWA

o i T Cratyc 06paco
la3BaHme dbaiina un onepauun TaTyC 0GpatoTkH Flarz 3armvai oBpaboTkn obpaboTkn

3KcnopT MHPOpMaUWK o cyaebHbIX 3KkcnopT MHGopMauun o cynebHex ObpaboTan 07.08.2023 07.08.2023 07.08.2023 3)
3agomkerHocTax (PC3) ot 07 08 2023 17-30 xlsx 3apomkeHHocTAx (PC3) 15:30:03 15:30:04 15:30:07

Puc. 13. Baiok pe3yiemamos noucka. lunepccuiika ¢ HauMeHosaHuem gatina

HaumnHaeTcs ckaumBaHue dalina Ha Ball KOMMbIOTEP.
®aiin BbIrpy3kn popmata Excel coxpaHeH Ha BalleM KOMMbIOTEpE.

OtkponTte dann N 0O3HAKOMAEHWNS C COAep KaLLenica B HeM nHdopmMaumen.

Ccbiikn no Teme
G Peectp cTatycoB 0bpabotku dannos (cmp. 144)
Peectp ctatycoB 06pabotkin dainnioB akkymyampyet B cebe Bce darinbl popmata Excel,
MPOXOAALLME YEPE3 JINYHbIV KAOUHET MPU BbINOJHEHUN OMepaL il MMNopTa 1 3KcrnopTa ¢haniaos.

G Kak BOWTU B IMYHBINA KaBUHET COTPYAHMKa opraHm3aumm (cmp. 54)
B amyHOM KabuHeTte coTpyaHmKa MoxHO pabotatb B NMIC XKKX oT nmeHn opraHmsauuu. Habop
HOCTYMHbIX MHCTPYMEHTOB A1 paboTbl 3aBUCUT OT BblJaHHbIX BaM NpaBs AOCTyra.

G  Kak nepentu B peectp ctatycoB 06paboTkm darnoB (cmp. 145)
[ns nepexoza K peectpy UCMOAb3YyeTCs FOPU30HTaIbHOE HaBUraLMOHHOE MEHHO.

G Kak HaliTh ¢dalin B peectpe cTaTycoB 0bpaboTku dannos (cmp. 146)
[ns noncka GannoB B peectpe HeO6Xo0AMMO CHOPMYIMPOBATL MONCKOBDIM 3aMpPOC NPY MOMOLLM
noer 610Kka NoOMCKa U HANTU Hy>KHble daiinbl B BbIBOpKE pe3yibTaToB NOUCKaA.
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G CraTychl 3arpy>kaeMblix 1 BbIrpy>aembix dalinos (cmp. 148)
3arpy>kaemble B CucteMy 1 Bbirpy>aemMble n3 Cuctembl daribl obpabatbiBarotcs CucteMon.
Kaxabli parn umeeT cTaTyc, MoKasbiBatoLLMIA 3Tan UaK pe3y/ibTaT 3Ton 06paboTku.

S Yrto penatb, ecam BbirpyxkaeMblin daiin obpabatbiBaeTcs 6osbLe cyTok (cmp. 151)
®ainn HaxoauTCs B ovepesmn Ha 0bpaboTtky nam obpabaTbiBaeTcH A0bLUe NPesyCMOTPEHHbIX
pernameHToM 24 yacoB. B 3Tom cnyyae cnegyet caenatb CKPUHLLOT peectpa v OTAPaBUTb €ro B
CNYX0Y TEXHUYECKOM NOAAEPXKKMN.

S Yrto genatb, ecim Bbirpy>kaemblin Gain BbIrpy>aeTcs ¢ owmnbkon (cmp. 152)
[Ans peleHns npobaemMbl 06paTUTECh B CNY>KOY TEXHUUYECKON MOAAEPXKKN.
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5.5.3.1. Yto penatb, ecnn Bbirpy>kaemoi ¢ain obpabatbiBaetca 6onblue
CyTOK

®ann HaxoaUTCA B ouepean Ha ob6paboTky unm obpabaTtbiBaeTcs f0/blUE NPEeAYCMOTPEHHbIX
pernameHToMm 24 yacoB. B 3Tom cnyuyae cnegyet caenatb CKPUHLLOT peecTpa v OTNPaBUTbL €ro B CyXK6y
TEXHMUYECKOWN NoAAepPIXKKN.

1. Caenainte CHUMOK 3KpaHa co cTpaHuLeli Peectp ctatycoB 06pabotku daiinos.
Ha cHmMKe 3KkpaHa A4o/KHbI YeTKo oTobpaxkaTbcs Ha3BaHve daiina, cTaTyc u Aatbl 06paboTku.

He ncnonb3yite cMapThOH A5 CbeMKM 3KpaHa. Bawl komnbroTep y>ke MMeeT BO3MOXHOCTU A/ 3TOrO.
O6bIYHO 411 CbEMKM 3KpaHa HY>XKHO HaxaTb prt sc (Ha mawwuHax ¢ OC Windows) uan cmd+shift+ F4
(Ha Mac).

2. OTnpaBbTe cOObLEHNE B CNYXKOY MOAJEPXKKM W MPUNOXKNUTE K HEMY CHUMOK 3KpaHa.

CcblIkn no Teme
G Kak 06paTtuTbCs B Cay>K0y noaaepsxkun (cmp. 158)
Ecaun y Bac BO3HMKAM BONPOCHI A npeanoxeHus no pabote MNC XKX, obpaTtutech B Hally
CNy>K0y noasep>KKu.

S Kak ckayatb daiin ¢ BbIrpy>KeHHON HbOopMaLmen (cmp. 149)
Mpw BbINOAHEHUW OMepaLn BbIrpy3ku (3kcrnopTa) MHGOPMaLIMK B TOM WAV MHOM peecTpe dpaii
C HeobxoaMMoii Bam nHbopmMaLmen obpabateiBaetcd CUCTEMON 1 NoOMNajaeT B peecTp CTaTycoB
06paboTkm parnoB. OTcrofa ero MOXHO CKayaTb Ha Ball KOMMbHOTEP.
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5.5.3.2. Yto penatb, ecnm Bbirpy>kaembii ¢ann Bbirpy>kaetca ¢ owmbkon

[nsa peweHna npobaembl 06paTUTeCh B CNYXKOY TEXHUUECKOWN NOALEPIXKKM.

Bbl 3anycTuam Bbirpysky danna n otkpbian Peectp ctatycoB 06pabotku ¢aiinos, UTo6bl 3TOT daiin
ckayaTb. Ccblnka Ha ckaumBaHue dalina HeakTVBHa, a B cTos16Le CtaTyc 06paboTku ykazaHo: O6paboTaH ¢
CUCTeMHOM oWMNBKON. TaM Xe yKazaH Kog ownbKu.

1. CaenainTe CHUMOK 3KpaHa CO CTPaHWLIEW, Ha KOTOPOW Bbl 3aMyCTUAN NPOLEeAYPY BbIrpy3Ku
NHPopMaL K.

Ha cHmMKe akpaHa Ao/keH YeTko oTobpaxkaTbcs 610K moncka ¢ napamMeTpaMun noucka, Kotopble Bbl
3a/laBasin Mepe BbIMONHEHVEM NPOLEeAypbl BbIFPy3KU MHPOPMaLUK.

He ncnonb3yiite cMapTPOH AN CbeMKM 3KpaHa. Ball KoMMbloTep yXKe MMeeT BO3MOXHOCTU AN 3TOTO.
O6bIYHO 419 CbEMKM 3KPaHa HY>XKHO HaxaTb prt sc (Ha mawwuHax ¢ OC Windows) uan cmd+shift+ F4
(Ha Mac).

2. Caenaite CHUMOK 3KpaHa co cTpaHuLel Peectp cratycoB 06paboTtku ¢daitnos.
Ha cHumKke akpaHa AOMKHbI YeTKO OTobpaxKaTbCs HazBaHWe daina n naeHTUGMKaTop ownbKu.

3. OTnpaBbTe COOBLLEHNE C ONUCaHNEM NPOGEMbI B CYXKOY NOAAEPXKKH.
MPUNOXMTE CHUMKW dKPaHa AN UAKOCTPaLUM Npobemsl.

Ccbiikn no Teme
G Kak 06paTtuTbCs B Cay>K0y noaaepsxku (cmp. 158)
Ecan y Bac BO3HMKAM BONPOCHI nan npeanoxeHus no pabote MNC XKX, obpaTtuTech B Hally
CNyX6y NoaAepP>KKH.

S Kak ckayatb daiin ¢ BbIrpy>KEHHOW MHbOpMaLmen (cmp. 149)
Mpw BbINOAHEHUW OMepaLun BbIrpy3ku (3KCnopTa) MHGopMaL MM B TOM UAN MHOM peectpe dann
C HeobxoaMMoi Bam nHdopmMaLmen obpabateiBaetcd CMCTEMORN 1 NoNajaeT B peecTp CTaTycoB
06paboTku darinos. OTCtoAa €ro MOXHO ckayaTb Ha Ball KOMMbOTEP.

G Cratychl 3arpy>kaembix 1 BbIrpy>KaeMbix GaraoB (cmp. 148)
3arpy>aemble B CucTeMy 1 Bbirpy>kaemble 13 Cuctemsl Gpainnbl obpabaTbiBarotcs CUCTEMONA.
Kaxxabii darin nMeeT cTaTyc, NOKa3blBarOLLMIA 3Tan UAK pesynbTat 3Tol 06paboTku.
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5.5.4. Kak npoBepuTb, Uto ¢dainn ycrnewHo nmnoptmposaH B Cucremy

3arpy>xaemble B Cuctemy Excel-gaiinbl npoxoasT NpoBepKy Ha NpaBUIbHOCTb 3anoaHeHus. Ecan
CncteMa 06Hapy>XuUT olINGKM B daline, ux NpuaeTcs ucnpaeastb BpyUuHyto. COOTBETCTBEHHO, BaM ciiegyeT
KOHTpOJIMpOBaTh cTaTyc 06paboTku danna.

MepeA NpoOBEPKO cTaTyca 3arpy>xeHHoro daina:

* BoiianTe B NMUHBIN KabUHET opraHn3aLmu.
* 3arpy3unTte Hy>KHyto BaM MHPOpPMaLMIO.
* MNepengunte Ha cTpaHuLy Peectp ctatycoB 06paboTtku daitnos (cmp. 145).

1. Haingunte Hy>HbIN Bam daiin.
Ckopee Bcero, oTnpaBJ/ieHHbI B 06paboTky oTobpaxkaeTcs B 610Ke pe3y/ibTaTOB MOMCKA NEPBbIM.
Ecnm 310 He Tak, 1 Bbl He MOXeTe HalTn dailn B CNCKe, BOCMO/b3ynTeCh 610KOM noucka (cmp. 146)
Ans obHapy>xeHusa darina.

2. MpoBepbTe cTatyc darina B ctonbue Craryc o6paboTkm.

o Ecnn dpann nmeet cratyc B ouepepum, 3Haumt MNMC XKKX 3aHATa 06paboTkoit apyrux dhannos.
daiin MOXeT HaxoAUTbCA B oUvepesmn Ha 06paboTky A0 24 yacos.

o Ecam dann nmeet cratyc B o6paboTtke, NojoxaMTE HEKOTOPOE BPeMs 1 OBHOBUTE CTpaHuLy.
O6bI4HO 0bpaboTka NponcxoamT BLICTPO, HO ecnn 06bem obpabaTtbiBaemor CucteMom
nHbOPMaLUn B JaHHbIA MOMEHT AOCTaTOYHO BEAWK, MPOLEecC 06paboTkn MOXKET 3aHATb
OLLYTMMOE BpeMs.

o Ecnn dann nmeet ctatyc O6paboTaH, 3HaunT BCe B nopsagke. 3arpyska nHdopmauum B Cuctemy
npowna 6e3 ownbok.

o Ecnm pann nmeet ctatyc O6paboTtaH ¢ 6u3Hec owmnbKoM, 3HaUUT dalin COAEPXKUT OWNOKN
3anoaHeHus. VIX He0bX0AMMO NCMpPaBAsATh.

CcblIkKn nNo Teme
G Peectp cTtatycoB 0bpaboTku dannos (cmp. 144)
Peectp ctatycoB 06pabotkin dainsioB akkymyampyet B cebe Bce darinbl popmarta Excel,
NpoxoAsLLmMe Yepes ANYHbIN KabMHET Npw BbINOJHEHWN OMepaLMii UMIopTa 1 aKcnopTa ¢arnios.

G Kak BOWTW B IMYHBIN KabBUHET COTPYAHMKA OpraHm3auum (cmp. 54)
B nnuHoM kabuHeTe coTpysHuKa MOXHO pabotaTb B MNC XKKX oT umeHun opraHuzaumm. Habop
AOCTYMHBIX MHCTPYMEHTOB 151 paboTbl 3aBUCUT OT BblAaHHbIX BaM NpaB A0CTyma.

G Kak nepent B peecTp ctaTycoB 06paboTku darinos (cmp. 145)
[ns nepexoza K peecTpy MCMoJb3yeTCs FOPU3OHTabHOE HAaBUTaLMOHHOE MEHHO.

G Kak HaliTu ¢alin B peectpe cTaTtycoB 0bpaboTku dannos (cmp. 146)
[Ans noncka GannoB B peectpe HEO6XOAMMO CHOPMYIMPOBATL MOUCKOBLIM 3aMpPOC NMPY MOMOLLM
noser 610ka NOMCKa U HANTN Hy>KHble aiinbl B BbIBOpKE pe3yibTaToB MNOUCKA.

G CraTychl 3arpy>kaeMblix 1 BbIrpy>aembix daiinos (cmp. 148)
3arpy>kaemble B CUCTEMY U BbirpykaemMble U3 Cuctembl daiiibl obpabatbiBatotcs CUCTEMON.
Kaxabivi darin nmeeT cTaTyc, NOKa3blBaroLLMIA 3Tan Uan pesynbTaT 3To 06paboTku.

S Yo penatb, ecnm 3arpykeHHbIl ¢arin obpaboTaH ¢ busHec-owmbkor (cmp. 155)
3arpy>keHHbIn paiin nmeet ctatyc O6paboTaH ¢ 6usHec oWNBKON. ITOT dalin HeoBXOANMO
cKayaTb, YCTPaHUTb OTMeUeHHbIe B HEM OLUNOKM 1 3arpy3uTb B CUCTEMY MOBTOPHO.
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S Yro genatb, ecnm pain 3arpy>kaetcs 6oablue cyTok (cmp. 156)
®ainn HaxoauTCs B ovepesmn Ha 0bpaboTtky nam obpabaTbiBaeTcA A0bLUe NPesyCMOTPEHHbIX
pernameHToM 24 yacoB. B 3Tom cnyyae cnegyet caenatb CKPUHLLOT peectpa v OTAPaBUTb €ro B
CNYX0Y TEXHUYECKOM NOAAEPKKMN.
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5.5.4.1. Yto pgenatb, ecnn 3arpy>keHHbin pann obpabotaH ¢ busHec-
owmnbKom

3arpy>keHHbI ¢aiin umeet ctatyc O6paboTaH ¢ 6u3Hec ownbKoM. ITOT Palin Heo6XoAMMO cKauaTb,
YCTPaHUTb OTMeUeHHble B HeM oLM6KK 1 3arpy3nTb B CcTemMy NOBTOPHO.

MpuynHa BO3HMKHOBEHNSA OWNOKM 3aKNro4aeTCs B HECOOTBETCTBMM hopMaTa cogepxmnmoro danna
dbopmMaTam MHPOPMaLMOHHOTO B3aMMOAENCTBUSA BHELIHMX NHGOPMaLNOHHBIX cucteM ¢ TAC XKKX.

1. CoxpaHute obpaboTaHHbIV ¢ buaHec-owmbKol darin Ha Ball KOMMbLOTEP.
[lna aTOro HaxkmuTte Ha runepccbiaky ¢ HaMMeHoBaHMeM paina.

2. OTKpOWNTE COXPaHeHHbIN dai.

3. MNpoBepbTe BCe MCTbI Gaina 1 Hangute BbisBAEHHblIE CUCTEMOW OLLINOKM.
YBegomMaeHns 06 owmnbkax pasmMewarotcsa B ctonbue Crtatyc o6paboTku.

4. YcTpaHuTe oWnbKM COracHO pekoMeHaaLmsam B ctonbue Cratyc o6paboTku 1 npaeuaam,
yKa3aHHbIM B COOTBETCTBYHOLLIEM daline-onncaHnm nonen wabaoHa.
®annbl-onucaHma nosen WabaoHOB MOXHO HalTX B apXMBe C HAMMEHOBaHWEM BalleW OpraHusaumm
B pa3gene PernameHTbl U MHCTPYKLUMUK, pybprika LLla6noHbI.

5. 3arpy3ute ucnpassieHHbIn Gain B Cuctemy.

CcblIkKM No Teme
G Kak npoBepuTb, YTO haia ycnewHo nmnopTmposaH B Cuctemy (cmp. 153)
3arpy>xaemble B Cuctemy Excel-dannbl npoxoaaT npoBepky Ha NpaBUIbHOCTb 3anoaHeHus. Ecam
Cuctema 06Hapy>XMT oLwnbKM B daline, X NpUAETCA NCNpaBasTb BpyUHyro. COOTBETCTBEHHO, BaM
cnesyeT KOHTPOIMPOBaTh CTaTyc 0bpaboTkm dainna.

G Cratychl 3arpy>aeMblix 1 Bbirpyaembix dannos (cmp. 148)
3arpy>aemble B CucteMy 1 Bbirpy>kaemble 13 Cuctembl Gaiinbl obpabaTbiBarotca CUCTEMON.
Kaxkabln darin nmeeT cTaTyc, MokasbiBatoL M 3Tan AN pe3yabTaT 3Ton 06paboTKu.

S PernameHTbl 1 MHCTPYKLWN
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5.5.4.2. Yto penatb, ecnin dann 3arpyxkaetca 6osblue cyTok

®aiin HaxoauTCa B ovepeam Ha 06paboTky nan obpabaTbiBaeTcs A0JblUE NPEAYCMOTPEHHbIX
pernameHToM 24 yacoB. B 3ToM cnyuae cnegyet caenatb CKPUHLLOT peectpa U OTNpPaBUTb ero B CyX6y
TEXHUYECKOW Moaaep XK.

1. Caenainte CHUMOK 3KpaHa co cTpaHuLel PeecTp cratycoB o6pabotku ¢aiinos.
Ha cHMMKe 3KpaHa A0JI>KHbI YeTKO OTobpakaTbCs Ha3BaHWe daitna, cTaTyc u gatbl 06paboTku.

He ncnonb3yite cMapTdOH A8 CbeMku 3KpaHa. Ball komnbroTep yxe MMeeT BO3MOXHOCTU AJ/1f 3TOrO.
OB6bIYHO A8 CbEMKM 3KpaHa HY>KHO HaxaTb prt sc (Ha mawwmHax ¢ OC Windows) uan cmd+shift+ F4
(Ha Mac).

2. OTnpaBbTe cOObLLEHNE B CYXOY NOAAEPIKKM U MPUNOXKMTE K HEMY CHUMOK 3KpaHa.

Ccbiku no teme
G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKa opraHmsauum (cmp. 54)
B aMyHOM KabuHeTe coTpyaHmKka MoxHO pabotatb B 'MIC XKKX oT nmeHn opraHusauuu. Habop
AOCTYMHbIX MHCTPYMEHTOB A paboTbl 3aBUCUT OT BblJaHHbIX BaM Npas AOCTymna.

G Kak npoBepwuTb, UTO Gain ycnewHo nmnoptnposaH B Cuctemy (cmp. 153)
3arpy>xaemble B Cuctemy Excel-daiinbl npoxoaat NnpoBepKy Ha NpaBuAbHOCTb 3amoaHeHWs. Ecan
Cuctema obHapyXuT owmnbKkK B daline, X NpUAETCA NCnpaBasaTb BpyUHyto. COOTBETCTBEHHO, BaM
cnesyeT KOHTPOAMPOBATb CTaTyc 0bpaboTkm darna.
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5.5.5. Kak yaanntb ¢pann n3 peecrpa cratycos obpabotku ¢pannos

CncteMa No3BOAAET yAansaTb OTAeNbHble dalinbl N3 peectpa ctatycoB 06paboTkm ¢aiinos.

Mepeg yaaneHvem daina 13 peectpa:

 BorignTe B NMMUHBIN KaBUHET OpraHn3aLuu.

* MNepengunte Ha cTpaHuLy Peectp ctatycoB 06paboTtku daitnos (cmp. 145).

* Hangute Hy>HbIN Bam daiin. Ecam Bbl He BUAWTe dalin B CNNCKE, BOCMONb3YINTECh HNOKOM nouncka
(cmp. 146) pns obHapy>xeHus dainna.

1. PackpoiiTe KOHTEKCTHOE MeHto daiina v BbibepuTe NyHKT YAanuThb.

. Nara nayana [ara okoHuaHuA
Haseanme (paiina Tun onepaumun Craryc obpaborkm ITa 3arpy3Km
al = =y e Aa obpabotkn obpaborkn
BKCNOpT UHHOPMALMK 0 CYeBHEDX BKenopT uHpopMaLum o cynebkex  OBpabotaH 07.08.2023 07.08.2023 07.08.2023 v
3apomkenHocTsx (PC3) oT 07.08.2023 17-30xdsx  33A0MKEHHOCTAX (PC3) 15:30:03 15:30:0° e
CoxpaHuTb 06paboTaHHbIi haiin

SKCMOPT UHDOPMALIAH © CYEGHEX BKCNOPT UHBOPMALIK © CYIEOHEX  OBpaBoTaH 04.08.2023 04082 pocmorperts oTuet |
3300MKeHHOCTAX (PC3) o1 04.08.2023 20-38.1sX ‘3agomKeHHocTAX (PC3) 18:38:03 18:38:0

I Ynanuts

3KCNOPT UHPOPMALMH 0 CYEBHBIX 3KCNOPT MHPHOPMALIMK © CYAEGHBD 06paboTaH 04.08.2023 04.08.2023 04082023 3)
3300MKeHHOCTAX (PC3) 0T 04.08.2023 20-36.xlsx  3apomxeHHocTsx (PC3) 18:36:49 18:36:50 18:36:55

Puc. 14. KoHmekcmHoe meHto gatina. [MyHkm «Yoanume»

OTobparkaeTcs OKHO NOATBEPXKAEHUSA AENCTBUS.
2. MoaTtBepauTe AencTBME.

®anin yganeH v3 peectpa.

Ccbinikn no Teme
G Peectp cratycoB 0bpaboTku dannos (cmp. 144)
Peectp ctaTycoB 06paboTkin painsioB akkymyampyet B cebe Bce dalinbl popmata Excel,
NPOoXoAsALLME Yepe3 JNYHbIN KaOMHET NPV BbINOJHEHWM OnepaLmii UMMNopTa 1 3KCnopTa Gparaos.

G Kak BOWTW B IMYHBIN KabUHET COTpyAHMKA OpraHm3auum (cmp. 54)
B anyHOM KabuHeTe coTpyaHmKa MoxHO pabotatb B NMC XKKX oT nmeHn opraHmsauuu. Habop
AOCTYMHbIX MHCTPYMEHTOB AN paboTbl 3aBUCUT OT BblJaHHbIX BaM Npas AOCTymna.

G Kak nepenti B peecTp ctaTycoB 06paboTku darinos (cmp. 145)
[na nepexosa K peectpy MCMob3yeTCs FOPU30HTalbHOE HaBUTaLMOHHOE MEHHO.

G Kak HarTv dainn B peectpe cTatycoB 0bpaboTtku dannos (cmp. 146)
Ans novcka dannos B peectpe HEOHX04MMO CHOPMYANPOBATL MONCKOBbIN 3aNpPOC NPY MOMOLLM
nosei 610Ka Nomncka U HaTK Hy>KHble Gaiinbl B BbIGOPKe pe3y/ibTaToB Mouncka.
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Kak obpatntbca B cny>kby noapep>kku

Ecan y Bac BO3HMKAM BoNpocChkl v npeasioxeHns no pabote NC XKKX, obpatutech B Hally cnyxo6y
noaaepxKu.

1. BolignTe B nUHbIN KabuHeT (cmp. 54).
2. HaxxmuTe Ha rvnepccbinky ObpaleHue B cny)Kby noaaepixku.

MMnepccbiiika pacnosiodKeHa MoA BEPXHUM HaBUTaLMOHHbBIM MeHO (cmp. 21).

‘Z‘ Ocaiite  PernameHTbl M MHCTPYKuMu  YacTo 3anaBaembie Bonpochi  Kapracaiita < Bepcys Ans cna6oBuAsiLnX

O6patuenve | i7 oy
EixRE rocycnyry | “DPAUEHAL 000 "Apk Poiisin
Eﬁ TNC XXKX éég > —
L]
2 D[t

) (8
TocynapcTBeHHas MHdopMaLvoHHas cucTemMa CKauuBaiiTe Hawe HoBOE @ Metpos U.W. - cneumanmet b4
MO6UNbHOE NpUNoXeHne -

KWIMLLHO-KOMMYHAJIbHOTO X03AiCTBa BoiiiTn

Puc. 15. lunepcceinika O6pauseHue 8 cy>x6y noddepikku

Otobpasuntca cTpaHvLa ObpaleHue B cny>X6y noaaepixku.
3. 3anonHute none Appec 3NeKTPOHHOW NouThl B 6/10Ke 3aABUTEND.
4. HaxxmuTe Ha none Tun B 6510ke O6palyeHne.

5. BbibepuTe 04HO 13 3HAUYEHMI M3 BbINaAatoLWero cnmcka:
> Bonpocbl no cucreme.
° OWKN6KUN CUCTEMDI.
> MpeanoXXeHnAa No pa3BUTUIO CUCTEMDI.

B 3aBMCMMOCTM OT BbIOpaHHOrO 3HauyeHus B 6ioke O6palgeHue 0TobpasaATCsa pa3/ivuHble
[OMONHNTENbHbIE MOS.

MepenaunTe K CnegyroweMy 3Tany B 3aBUMCUMOCTA OT BbIGpaHHOro T1na obpalleHus:

* Kak coctaBuTb BOnpoc no cucrteme (cmp. 159).
* Kak coctaButb coobuieHmne 06 owmnbke cnctemsl (cmp. 160).
* Kak coctaButh npeasoxeHune no passutunto NC XKX (cmp. 161).
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Kak cocTtaBuTb BOnpoc rno cmcreme

3anosiHnTe Nnons 6a1o0ka O6palleHue.

Mpeablaywnia 3Tan obpalleHns B Cy>X0y NoaaepKKn paccMOTpeH 3seck (cmp. 158).

1. HeobazamensHo. Ecnn Balwe obpallieHre CBA3aHO C MMMOPTOM WK 3KCMopTom nHdopmauun s M’C
XKKX npu nomouun wabnoHos Excel, yctaHosuTe dpnaxkok B none LWa6naonbl Excel.

a. B oTobpasusLiemcsa Huxe nose LWa6aoH Bbibepute 13 cnucka WwWab/oH, BbiI3BaBLLUMIA BOMPOC.

b. B oTobpa3sumBLlLeMcs HMxKe nose CTeHA, BbibepuTe U3 CNncKa TUM CTeHAa, C KOTOPbIM Bbl
paboTtanu.
Bbibepute BapuaHT MpomMbiwneHHbINA, eciv npobaema Bo3HMKNa Npu pabote ¢ TMC XKKX.
BbibepuTte BapuaHT TecToBbIiA, eciv Npobaema BO3HMKAA NpY paboTe CO CTEHA0M,
npesocTaB/ieHHbIM BaM Ana nposepku conpskeHnsa MMC XKX v Bawwei MHPopMaLMOHHOWM
cucTeMbl.

2. HeobszamesnwHo. Ecnu Bawwe obpalleHne cBsizaHO ¢ UHPOPMaLMOoHHbIM obmeHom Mexxay TC XKKX
¥ Ballein MHPOPMALIMOHHOW CUCTEMOW NPU MOMOLLM MeXaHW3MOB MHTerpaLmm, yctTaHoBuTe GaxKok B
none JlerkoBecHas UHTerpauus.

a. B oTobpasueLiemcsa Huxe none Metog, BbibepuTe U3 CNMCKa METOZ, Bbi3BaBLUMI BOMPOC.

3. HeobsazamessHo. Ecam Baw BOnpocC cBA3aH C NpobemMoi No 3anpocy/oTBeTY O Haan4mm
NoATBEPXXAEHHOMW cyAebHbIM akToOM 3ag0/mKeHHOCTM 3a XKKY, yctaHoBKTE draxkok B
COOTBETCTBYIOLLEM MOJIE.

4. BeeauTe Temy obpalleHus B none Tema.

5. B none Tekct obpaLyeHus HanvLmTe BaLl BOMpPOC.

6. HeobazamessHo. 3anonHute none HasBaHue 6paysepa u ero Bepcus.

Hanpwumep, Chrome 40.

7. HeobazamenwHo. B none HaTta BocnpousBeaeHUs Bbibepute n3 KkaseHAapa AaTy, Korja npovsoLno
cobbITve, Bbi3BaBLLEE BOMPOC.

8. HeobszamesieHo. B none Bpemsa BocnpousBeaeHNsA yKaxute Bpems, Korgaa npounsoLuno cobeitme,
Bbl3BaBLLEee BOMpPOC.

9. HeobazamessHo. TNpukpenuTe K COOBLLEHMIO dainibl, MAOCTPUPYOLL e CyTb BOMpoca.

[na aToro nepetawmte dpannbl B none 3arpysurte ¢paitnbl.

MpuKpenasaTb MOXHO He 6obliue NATK GalioB CyMMapHbIM 06beMom 10 M6. Paiinbl f0NXKHbBI UMETb
oanH n3 cneayrowwmx popmatos: pdf, rtf, doc, docx, xls, xIsx, jpeg, jpg, png, tiff, zip, rar, xml, txt, avi,
mp4.

10. HaxxmuTe kHomky OTnpaBuTb.

CneumanmcTbl TEXHUYECKOW NOAAEPXKKM PacCMOTPAT Balle obpalleHne 1 OTrNpaBsAT OTBET.
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Kak coctaButb cooblieHne 06 owmbke cncremsl

3anosiHnTe Nnons 6a1o0ka O6palleHue.

Mpeablaywnia 3Tan obpalleHns B Cy>X0y NoaaepKKn paccMOTpeH 3seck (cmp. 158).

1. HeobazamensHo. Ecnn Balwe obpallieHre CBA3aHO C MMMOPTOM WK 3KCMopTom nHdopmauun s M’C
XKKX npu nomouun wabnoHos Excel, yctaHosuTe dpnaxkok B none LWa6naonbl Excel.

a. B oTobpasusLiemcs Huxke nose WWa6aoH Bbibepute 13 cnucka WabioH, ¢ KOTOPbIM BO3HUKIIM
npo6aembl.

b. B otobpasmeLuemcs Huxe nose CreHa, BbibepuTe 13 cnmncka TN CTeHAa, C KOTOPbIM Bbl
paboTtanu.
Bbi6epuTe BapvaHT MpomblwneHHbINA, eciv Nnpobaema Bo3HUkAa npu pabote ¢ MC XKX.
BbibepuTte BapuaHT TecToBbIiA, eciv Npobaema BO3HMKAA NpU paboTe CO CTEHAO0M,
npesoCcTaBieHHbIM BaM A5 npoBepku conpsikeHuns MC XXKX v Bawen nHdopmaumoHHOM
cucTeMmbl.

2. HeobszamensHo. Ecnu Balwe obpalleHne cBa3aHo ¢ MHGopMaLMoHHbIM 0bMeHoM Mexay TC XKKX
¥ Ballein MHPOPMALMOHHOW CUCTEMOW NPU MOMOLLM MeXaHM3MOB MHTerpaLmm, yctaHoBuTe GaxKok B
none JlerkoBecHasi MHTerpawms.

a. B otobpasusLlemcsa Huxe none MeTopa Bbibepute U3 Cnvcka MeTos, C KOTOPbIM BO3HUKIIM
npobiembl.

3. HeobazamessHo. Ecam Baw Bonpoc cBA3aH ¢ Npob1emMoi Nno 3anpocy/oTBeTy O Haan4mm
NOATBEPXAEHHOW CyAebHbIM akToM 3ag0mkeHHoCTH 3a XKKY, yctaHoBUTE daxok B
COOTBETCTBYHOLLEM MOJIE.

4. BBeawuTe Temy obpalleHus B none Tema.

5. B none TekcT o6paleHnsa onuwnTe BOHUKLLYHO Npobiemy.

6. HeobazamessHo. 3anonHute none HaseBaHue 6paysepa u ero Bepcus.

Hanpwumep, Chrome 40.

7. HeobazamensHo. B none [laTta BocnpousBegeHus BbIOepUTE U3 KaneHAaps AaTy, Korga npovsoLuna
olmnbka.

8. HeobsazamessHo. B none Bpems BocnpousBefeHNsa yKaxunTe BpeMs, KOrAa npounsoLusia owmnbka.

9. HeobsazamenbHo. MNpukpenute K coobuyeHmto daiabl, UANKOCTPUPYIOLLME OWNOKY.

[na aToro nepetawmte pannbl B none 3arpysurte ¢paitnbl.

MpuKpenaaTs MOXHO He Honblue NATK GalioB CyMMapHbIM 06beMom 10 M6. Paiinbl fONXKHBI UMETb
oaunH 13 cnepyrownx dopmaros: pdf, rtf, doc, docx, xIs, xIsx, jpeg, jpg, png, tiff, zip, rar, xml, txt, avi,
mp4.

10. HaxxmuTe kHoMKy OTnpaBuTb.

CI'IeLI,I/IaIIVICTbI TEXHUYECKOWN noAAEP>XKN PacCMOTPAT Balle o6paL|.|,eH|/|e N OTNPaBAT OTBET.
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Kak coctaButb npegnoxxeHune no passutmio NMC XKKX

3anosiHnTe Nnons 6a1o0ka O6palleHue.

Mpeablaywnia 3Tan obpalleHns B Cy>X0y NoaaepKKn paccMOTpeH 3seck (cmp. 158).

1. HeobazamensHo. Ecnn Balwe obpallieHre CBA3aHO C MMMOPTOM WK 3KCMopTom nHdopmauun s M’C
XKKX npu nomouun wabnoHos Excel, yctaHosuTe dpnaxkok B none LWa6naonbl Excel.

a. B oTobpasusLiemcs Huxke nose WWa6aoH Bbibepute 13 cnucka WabioH, ¢ KOTOPbIM BO3HUKIIM
npo6aembl.

b. B otobpasmeLuemcs Huxe nose CreHa, BbibepuTe 13 cnmncka TN CTeHAa, C KOTOPbIM Bbl
paboTtanu.
Bbi6epuTe BapvaHT MpomblwneHHbINA, eciv Nnpobaema Bo3HUkAa npu pabote ¢ MC XKX.
BbibepuTte BapuaHT TecToBbIiA, eciv Npobaema BO3HMKAA NpU paboTe CO CTEHAO0M,
npesoCcTaBieHHbIM BaM A5 npoBepku conpsikeHuns MC XXKX v Bawen nHdopmaumoHHOM
cucTeMmbl.

2. HeobszamensHo. Ecnu Balwe obpalleHne cBa3aHo ¢ MHGopMaLMoHHbIM 0bMeHoM Mexay TC XKKX
¥ Ballein MHPOPMALMOHHOW CUCTEMOW NPU MOMOLLM MeXaHM3MOB MHTerpaLmm, yctaHoBuTe GaxKok B
none JlerkoBecHaa UHTerpauus.

a. B otobpasusLlemcsa Huxe none MeTopa Bbibepute U3 Cnvcka MeTos, C KOTOPbIM BO3HUKIIM
npobiembl.

3. HeobazamessHo. Ecam Baw Bonpoc cBA3aH ¢ Npob1emMoi Nno 3anpocy/oTBeTy O Haan4mm
NOATBEPXAEHHOW CyAebHbIM akToM 3ag0mkeHHoCTH 3a XKKY, yctaHoBUTE daxok B
COOTBETCTBYHOLLEM NOJIE.

4. BBeawuTe Temy obpalleHus B none Tema.

5. Hanuwwte Bawwe npeanoxeHve B noje TekcT obpalyeHus.

6. HeobazamessHo. 3anonHute none HaseBaHue 6paysepa u ero Bepcus.

Hanpwumep, Chrome 40.
7. HeobazamessHo. TpukpenuTe K COOOLLEHMIO daliibl, UAAOCTPUPYIOLLME CYTb MPEANOXKEHWS.

[ns atoro nepetawute ¢aiabl B nose 3arpysute ¢paitbl.

MpukpennaTb MOXHO He 6osblue NAaTV daraoB cyMMapHbIM o6beMoM 10 M6. Dalinbl JOAKHBI UMETb
oAvH n3 cnegyrownx popmaros: pdf, rtf, doc, docx, xIs, xIsx, jpeg, jpg, png, tiff, zip, rar, xml, txt, avi,
mp4.

8. Haxkmute kHonky OTnpaBuThb.

CreumanmcTbl TEXHUYECKOW MOAAEPXKKM PAacCMOTPAT Balle obpalleHne 1 OTNpaBsAT OTBET.
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NHdpopmayuna gna cnpaBku

Pasaen co BcnomoraTesnbHoW nHdpopmaumein. Cioga ccbinatoTca HEKOTOpbIe CTaTbU AOKYMEHTa.

CcbIikn no Teme
G Kak HalrTu opraHmu3aumto B peectpe (cmp. 163)
Mpwu pabote ¢ NMC XKX yacto npmuxoanTca nckatb Ty UM UHYIO OpraHmn3aLnio. 31a MHCTPYKLMA
MOMOXEeT COCTaBUTb KOPPEKTHbIN MOUCKOBBIW 3amnpoc.

G Kak HarTv opraHusaumto no kogy OKOM® (cmp. 166)
Mpwu pabote ¢ MTMC XXKX 4yacto NnpmuxoamMTca nckatb Ty UAW UHYHO opraHusaumio. ViHoraa ans
Cy>KeHMA BbIBOPKM pe3ynbTaToB MOMCKa MOXHO yKa3aTb KOHKPETHYH OpraHv3aLMoHHO-NPaBOBYHO

dopmy.
G Kak noanucatb JOKYMEHT C MOMOLLbIO 3/1eKTPOHHON nognucy (cmp. 169)
HekoTopble gokymMeHTbl B TVIC XKKX Heo6x0AnMMO noanuncbiBaTh 31eKTPOHHON Noagnuncbio. B ogHmx

cnyyasx TMC XKKX cama dopmupyeT daiin, n K HemMy HY>KHO TOJIbKO MPUAOXKUTb MOANUCH. B apyrmx
cnyyaax HeobxoamMmo 3arpysuTb B TVIC XKKX v dann, n nognumce.

G [paBa gocTyna COTpyAHWKOB 3acTpolilinka (cmp. 170)
3arnfaHvTe croAa, ecam Bam MOHaZ0buA0Ch Y3HaTh, YTO TO AWM MHOE MPaBo JOCTYyrMa No3BoaseT
aenatb B [MIC XKKX, 1 KOMYy ero MO>XHO Ha3Hau4uTb.
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Kak HanTn opraHusaumio B peectpe

Mpu pabote ¢ NTMC XXKX yacto npuxoanTca Nckatb Ty UAN UHYHO OpraHU3aLmio. 3Ta MHCTPYKLMUA NMOMOXKET
COCTaBUTb KOPPEKTHbIN NMOUCKOBBIN 3anpoc.

OtkpoiiTe okHO Bbl6op opraHusaumm.

Bbi60op opraHusaumu
Momck
Tunnuua  Opnpmyeckoe nuuo v Cybbekt PO
HaumeHoBakue Kog no OKOM®  Boibepyte koa no OKOM® =
OrPH lMocnentue Bepcun uHbopMaLmm

[leficTaytowme opraHusauum

Wrdopmaums us ETPIOJI/ETPUN (ans 1071 n
)]

WHH

Knn

OrPH/OFPHUIM/H3A, KNN HaumeHoBaHue/PUO WHH farta U HaMMeHoBaHWe NCTOYHMKA AaHHLIX

OTCyTCTBYIOT pesynsTarsl noveka

Puc. 16. OkHo Bb16op op2anuzayuu

1. HeobszamesnsHo. B none Tun inuga Bbl6epI/ITe OAVH N3 BapMaHTOB W3 BbiMNajakowero cnmcka:

Onuusa OnucaHue

FOpugunyeckoe nnuo Otobpa3zsatca nons HaumeHoBanme, OFPH, MHH, KM,
Cy6bekt PP, Koa no OKOM®, MocnegHune Bepcumn
nHpopmauum, [leicTByrowme opraHusaLum,
Nudopmauusa us EFPHOJI/ETPUN (ana FON1 n UM)

VHamBuayanbHbIn npeanprHUMaTens Otobpazatcsa nons ®amunusa, Umsa, Otuecreo, UHH,
OrPHWUM, feiicTBytowme opraHmsaumm, Mupopmaumsa ns
EFPKOJI/EFPUN (ans KON n M)

O6ocobneHHoe nogpasgeneHune Otobpa3zatca nons HaumeHoBanme, OFPH, MHH, KM,
Cy6bekt PP, Koa no OKOM®, MocnegHune Bepcumn
nHpopmauumn

®duanan nav NnpeacTaBuTelb UHOCTPAHHOTO FOPUANYECKOTO Ortobpasatca nons HaumeHosanue, Homep 3anucu

vua 06 akkpeautauumn, MUHH,KMM, CrpaHa pernctpauyum
MHOCTPaHHOro opuauveckoro auua, NocnegHune sepcun
nHpopmauumn

2. Heobsa3amesibHo. 3anosHWTE OAHO WM HECKOJ/IbKO MOJIEN ANS MONCKA FOPUANYECKOTO anLa.
a. 3anonHuTe nose HaumeHoBaHue.
b. 3anonHuTe none OrPH.
c¢. 3anonnute none MHH.

d. 3anonnHuTte none KMM.
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e. B none Cy6bekT P® BhibepunTe 3HaUeHWE 13 BbiNaZatoLLero crimcka.

f. Ykaxxute kog no OKOlMO®.
Ha>xmute Ha KHOMKY C Tpems ropn3oHTaibHbIMU nosocamu B nose Kog no OKOM®.
OT1obpazutca okHo OKOM®. Bribepute kog no OKOM® uns cnpaBoyHuka (cmp. 166).

g. HeobszamesnsHo. Mpu HeobxoammocTn cHumuTe daar B nose MocnegHue Bepcum
nHpopmaL .
B BbIGOPKY pe3y/sibTaToB MOWCKa NonagyT cTapble Bepcun MHGopMaLmMm o6 opraHu3aumsx.

h. HeobszamenesHo. Tpn HeobxoammocTu cHuMUTe daar B none JeiicTByrowme nHpopmMaumn.
B BbIGOpKY pe3ynbTaToB Mowcka nonagyT opraHvsaumu, npekpaTneLime AedTeNbHOCTb.

3. Heobs3zamesibHo. 3anoJHUTE OAHO WM HECKOJIbKO MOJEN ANs MOUCKA UHAVBUAYANbHOTO
npeanpuHUMaTens.

a. 3anonHuTe none ®amunusa.
b. 3anonHuTe none Uma.
c¢. 3anoaHuTe none OTuecTBO.
d. 3anonHute none UHH.
e. 3anonHute none OrPHUNM.

f. Heobsa3amessHo. Tpy HeobxoAMMOCTN CHUMKTe daar B nose MocnegHue Bepcm
nH$popmaLmn.
B BbIGOpPKY pe3y/sbTaToB MOWCKa NonagyT cTapble Bepcun MHGopMaL M o6 opraHusaumsx.

g. HeobszamesbHo. TMpun HeobxoanMMocTn cHumMmuTe daar B nose felicTByrowme nHdpopmaumm.
B BbIGOPKY pe3ynbTaToB novcka NonagyT OpraHn3aLmm, NpekpaTuBLIMeE AedTeIbHOCTb.

4. HeobsgzamesibHo. 3anoiHUTE O4HO WM HECKOJIbKO Moaen Ana noncka o6ocobaeHHOro
nogpaszeneHus.

a. 3anonHuTe nose HaumeHoBaHue.

b. 3anonnute none ONPH.

c¢. 3anonnute none MHH.

d. 3anonHuTe none KMAM.

e. B none Cy6bekt P® BbibepunTe 3HaUeHWe 13 BbiNaZatoLLero crmcka.

f. Ykaxute kog no OKOlMO®.
Ha>xmuTe Ha KHOMKy C TpeMsa ropnsoHTaabHbIMK nosocamu B none Koa no OKOM®.
Otobpasutca okHo OKOM®. Boibepute kog no OKOM® 13 cnpaBoyHuka (cmp. 166).

g. HeobazamessHo. TMpun HeobxoanmocTn cHumute daar B none MocnepaHne Bepcun
nHdopmaLmu.
B BbIGOpPKY pe3y/ibTaToOB MOWCKa MonagyT CTapble BEPCUMN MHPOPMaLIMM 06 opraHmnsaLmax.
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5. HeobszamesibHo. 3anoNHUTE OAHO UAM HECKOIbKO MoAen Ans noncka o6ocobaeHHoro
nogpaszeneHus.

a. 3anoaHuTe none HammeHoBaHme.

b. 3anonHuTe none Homep 3anucn 06 akKkpeauTaumu.

c¢. 3anoanute none MHH.

d. 3anonHute none KMM.

e. 3anosHuTe nosie CTpaHa akKpeAUTaLMM MHOCTPAHHOTO KOPUANUECKOTro INLa.

f. HeobsazamesnsHo. Tpy HeobxoaMMOCTU CHUMKTE daar B nosne MocnegHue Bepcnm
nHopmauun.
B BbIGOPKY pe3ynbTaToB Novcka nonaayT ctapble Bepcun nHbopMaLmm 06 opraHmsaumsx.

6. HaxxmuTe Ha kHonky Haiitk.

OtobpasznTcsa Bbibopka pe3ynbTaToB Nnomcka.
7. YcTaHOBUTE NepekstoyaTeb B CTPOKE C MHTepeCytoLLel BaC opraHu3aLment.
8. Haxkmute Ha kHonky BbibpaThb.

Ccbiikn no Teme
S VHdopmauma ans cnpasku (cmp. 162)
Pazgen co BcnomoratenbHon nHdopmaumen. Crosa CCblatoTCsl HEKOTOPbIE CTaTby JOKYMEHTA.
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Kak HauTm opraHusaumio no kogy OKOIN®

Mpu pabote ¢ NNC XXKX uacto npuxoanTca nckatb Ty UAK UHYIO opraHu3auuto. iHoraa ans cyxkeHus
BbI6GOPKM pe3ynbTaToB MONCKA MOXHO yKa3aTb KOHKPETHYHO OpraHM3aLMoHHO-NpaBoByto Gopmy.

OtkpoiTe 610k nomcka opraHusauum no OKOMO.

OoKono

Mouck

Kop

HaumMeHoBaHue

CosprTe nove m

Pe3y11bTaTbI MOUCKa
Koa HaumeHoBaHue

© O 10000 OPFTAHU3ALIMOHHO-MPABOBBLIE ®OPMbIl FOPUOUYECKMX ML, ABNAKOLWKMXCH KOMMEPYECKUMW KOPMOPATUBHbI-
MW OPTAHU3ALIMAMA

© O 20000 OPFTAHW3ALWMOHHO-MNPABOBLIE ®OPMbl FOPUAWYECKUX NALL, ABNAKLWMXCA HEKOMMEPYECKUMK KOPIMOPATHMB-
HbIMW OPTAHU3ALIMAMU

© O 30000 OPFAHU3ALIMOHHO-NMPABOBBIE $OPMbl OPTAHW3ALIUIA, CO3OAHHbBIX BE3 MPAB FOPUAWYECKOrO NLA

© O 40000 OPMAHV3ALMOHHO-MPABOBBIE #OPMbl MEXAYHAPOAHbLIX OPTAHUSALIMK, OCYLUECTBRAIOWMX OEATENBHOCTb
HA TEPPUTOPUW POCCUMCKOW ®ELEPALIM

© O 50000 OPFTAHU3ALMOHHO-NPABOBLIE ®OPMbl ANA OEATENBHOCT MPAXXKOAH (PUBNHECKMX NALL)

© (O 60000 OPTAHU3ALWMOHHO-MNPABOBLIE ®OPMbl FOPUAMYECKMX NL, ABNAIOWMXCA KOMMEPHYECKMMWA YHUTAPHBIMWA OP-
FTAHU3ALMAMU

© O 70000 OPFTAHU3ALIMOHHO-MPABOBBIE ®OPMbIl FOPUOUYECKMX NAL, ABNAKOWMXCA HEKOMMEPYECKUMW YHUTAPHBIMU
OPTAHU3ALIMAMK

Puc. 17. OkHo OKOI1®

1. HeobazamensHo. B none Kop BBeauTe KO OpraHM3aLMOHHO-NPaBoBOR GOPMbI UAKN ero YacTb.

2. HeobssamensHo. B none HaumeHoBaHMe BBeMTE HaUMEHOBaHWe OpraHn3aLMOHHO-MPaBOBOM
$OopMbl NN ero YacTb.

3. Haxkmute Ha kHonky HaidTn.
Otobpaszuntcsa BbibopKa pe3ynbTaToB nomcka.

4. HeobazamenoHo. [Ina packpbITva rpynnbl OpraHn3aLMoHHO-NPaBoOBbIX GOPM HaXKMUTE Ha KHOMKY +
HanpOTMB COOTBETCTBYHOLLEN TPYMMbI.

5. YcTaHOBWTe NepeksitoyaTeNb HanpoTUB UHTEPECYHOLLLe BaC OpraHM3aLMOHHO-NPaBoOBON GOPMbI.
6. HaxxmuTe Ha kHomnky Bbibpathb.

CcbIIKM No Teme
S VIHpopmaums ans cnpasku (cmp. 162)
Pazgen co BcnomoratenbHon nHdopmaumen. Croga CCblatoTca HEKOTOPbIE CTaTbW JOKYMEHTA.
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Kak HanTu myHuumnanbHoe obpa3oBaHue Npu NOMOLLM KoAaa
OKTMO

OKTMO — 310 ObLepoccuiickuii knaccudukatop TeppuTopuii MyHMLmMnaabHbix obpasoBaHui. Ha
HekoTopbix cTpaHuuax M'MC XXKX ecTb noss, B KOTOPbIX HYXKHO BbibpaTb Tepputoputo ns OKTMO. Mpun
3anoJIHEHUN 3TUX NoJeli 0TobpaXkaeTcs TUMOBOE OKHO BbibOpa TeEppUTOPUM.

* B none Bbibopa koga OKTMO HaxmuTe KHOMKY = B NMpaBol 4acTu noas.
> OTo6pasnTca okHO BbiGop MyHMLMNaAbLHOro 06pa3soBaHUA MW Hace/IEHHOTO MYHKTa,
BXOJALLErO B COCTaB MyHULMMNalbHOro ob6pasoBaHuA.

X
Bbl60p MYHULIUNaNnbHOIo 06pa30BaHMFI WKW HAaCeJIEHHOIo NYHKTA, BXO/ALLEro B CoOCTaB

MYHULIMNaNbHOro 06pa3oBaHus

@ Pa3sBepHyTb NoNCK

Kon HaumeHoBaHne

OTCyTCTBYIOT pesynksTaTsl novcka

Puc. 18. OkHo Bel6op myHuyunaibHo20 obpasoeaHus uau HaceseHHO20
nyHkma, exodsaujez2o 8 cocmae MyHU4UhasabHo20 obpasoeaHus

1. HauHnTe BBOAWTL KOZ MO3ULUW MU HAaVMEHOBaHWE MYHULMMNaAbHOrO 0bpa3oBaHus nan
HaceNeHHOro MyHKTa B CTPOKe rnoucka.
MoncKoBbIV 3aMPOC AOMKEH COAEPXKATb HE MEHEE YETbIPEX CMBOJIOB.

B BbinagatoLLem cnvcke oTobpas3aTcs BapuaHTbl, MOAXOAALLME MOA Ball 3anpoc.

" X
Bbl60p MYHULIMNaNbHOro oﬁpaaoBava WK HaceneHHoro NyHKTa, BXOAALLLEero B COCTaB

MYyHUUUNaJIbHOIo 06paaoBaHm|

Mypom|

Mypom
17644000 - MypoMmCKnid MyHULMNANbHBIA PafoH
MyHuumnansHble obpasosannA Bnaaumupckor obnacti / MyHuUMnanbHble parioHs! BnaguMupckoi obnacti

52634000 - MypoMLEBCKAA MyHULIMNANbHbIA ParioH
MyHULnansHbie 06pas0saHia OMCKOi 06NacTi / MyHUUMNaNbHbIe PaioHs! OMCKOi 0BnacTu

17735000 - okpyr Mypom |

MyryunansHeie obpasosanis Braanmupcroi obnacty / Mopoackve okpyra Banummpcxoii obnactn i

Puc. 19. OkHo Bb1bop MmyHuyunaibHo20 06paszoeaHuss unu Haces1eHHO20
nyHKma, exodsauje20 e cocmae MyHUyunaabHo20 obpasoeaHus

2. BbibepuTe 0AMH 13 BapraHTOB 13 BbiMajatoLLEero cnmcka.
3. HaxmuTte kHonky Hautum.

B 6/10ke pe3ynbTaToB nowvcka oTo6pa3aTcs BolbpaHHbIA BapUaHT 1 JOYepHUE NO3ULUM, EC/IN OHU ECTb.
4. YcTaHOBMWTE MepekroyaTesb HaNpPOTUB MHTEPECYHOLEl Bac NO3ULUN.
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Bbl60p MYyHULUNanbHoOro 06pa3OBaHI/IFI WU HaceNnéHHoro NyHKTa, BXOAALLEro B COCTaB
MyHULUNasibHOro 06pa303aHm|

17735000 - okpyr Mypom v m

® Pa3BepHyTL NoVck

Kon HaumeHoBaHue
O 17735000 oKpyr Mypom
My B. i oBnacti / FopoAckue okpyra BnaanMupckoi oBnactu

(O 17735000000 HacenekHsie NYHKTLI, BXOASALWE B COCTaB FOPOACKOr0 OKpyra okpyr Mypom
My v B  obnacti | Fopoackve okpyra Briafmamupckoi obnacTy / oxpyr Mypom

@® 17735000001 1 Mypom
My w B it o6nacTi / Fopoackye okpyra Braamampckoi oBnacTy / okpyr Mypom / HaceneHHsle nyHKTbI, BXOASLLME B COCTaB
FOpOrCKOr OKpYra okpyr Mypom

O 17735000106 [ AnekcaHapoBka
My s B, # 0BNacTH | TOPOACKHE OKPYTa BITAAMMUPCKOF 0GNaCTH / okpyT Mypom / HacenerHbie MyHKTsi, BXORSILME B COCTaE
TOPOACKOTO OKPYTa OKPYT Mypam

(O 17735000116 A KommyHa
My B i oBnacTi / Fopoackue okpyra BriaguMupeKoi oBnacTy / okpyr Mypom / HaceneHHsie NyHKTL!, BXOASLLME B COCTaB
FOPOACKOTD OKPYFa OKpyr Mypom

BbiBOAWTL MO 10 v

Puc. 20. OkHo Bblbop MyHuyunaibHo20 06pazoeaHus unu Haces1eHHO20
nyHKma, exodaujezo e cocmae MyHUyunaabHozo obpasoeaHus

5. Haxkmute kHomnky Bbi6pathb.
OkHo Bbi60op MyHULMNaNbHOrO 06pa3oBaHNA NN Hace/IeHHOTO NYHKTa, BXOASALLEro B cocTaB
MyHULUNaAbHOro o6pasoBaHNA 3aKPOETCS.

Bbl BepHeTechb K CTpaHuLe, Ha KOTOPOW Bbl 3ano/HAAn nos. MNMone Bbibopa OKTMO 3anosHeHo BbIOpaHHbIM
3HayeHneM.
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Kak nognucatb 4OKyMeHT C MOMOLbHO 3ﬂeKTpOHHOI>’I noanmcum

HekoTtopble gokymeHTbl B TMIC XKKX Heobxoanmo noanucbiBaTb 31EKTPOHHOM Noanucbio. B ogHux
cnyuasax NTMC XXKX cama popmupyeT daiin, n K HEMY HY>KHO TOJIbKO MPUIOXKUTb NoANUCk. B apyrux
cnydaax Heobxogummo 3arpysutb B T'NC XKKX un ¢aiin, n nognuce.

* YcraHosuTe nporpammy Kpuntollpo CSP.
* MNoarotoBbTe HeobxoaNMble dalibl.
° Ecam TUIC XKX dopmupyeT noanuceiBaemble Gaiiibl aBTOMaTUYECKM, CKayanTe UX.

o Mpumeuanue: Bmecto Kpuntollpo CSP mMoxeTe ncnosb3oBaTh NH06YH Apyryto nporpammy ans
nognucanus. Hanpumep, KpyntoApm. O3HakoMbTECh C JOKYMEHTauuMer no BblbpaHHOM BaMu
nporpamme, 4tobbl y3HaTb, Kak NOAMNUCATb JOKYMEHT.

. 3anyctute Kpuntollpo CSP.

. Mepelignte Ha Bknagky CosgaHne noanucwy.

. Haxxmute kHomky MokasaTb pacluMpeHHble.

. Beibepute ceptndmkat 13 cnmcka.

. Haxxmute Ha kHoMky BbibpaTtb daiin gna noanucu.

. Bbibepute daiin.

. YcraHosuTte dnaxok B none Co3paTb OTCOEAMHEHHYIO NOANMUCH.
. Haxxmute kHonky CoxpaHUTb NOANMUCh Kak.

. Bbibepute nanky Ans coxpaHeHus.

. Haxxmute kHonky Mognucatsb.

O 0 9 N L AW N —

—_
=]

MognucaHHbIN daiin NOABUTCA B BbiIOPaHHONM narke.

3arpy3uTe nognucanHbi ¢ann B TMC XKKX.

CcbIIKM No Teme
S VIHpopmaums ans cnpasku (cmp. 162)
Pasgen co BcnomoratenbHon nHdopmaumen. Croga CCblatoTCa HEKOTOPbIE CTaTbW JOKYMEHTA.
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MpaBa gocTyna COTPYAHMKOB 3acTpouLmKa

3arnaHuTe crofa, ecv BaM NOHaA06Mn0Ck yY3HaTb, UTO TO WM MHOE NPaBo A0CTyMna NO3BO/AET JenaTb B
F'MC XKX, n komy ero MO>KHO Ha3HaunUTb.

MosicHeHus K ctonbuam Tabauu;
HaseaHwne
Kak npaBo goctyna Ha3biBaeTtca B [NC XKKX.
lpynna

B pazgene AgMuHucTpupoBaHue > COTPyAHUKM NpaBa AOCTyNa pa3geseHbl Aas rpynnbl.
MpaB f40OCTyna MHOTO, ¥ MO Fpynmnam ux ferye nckaTb.

Ponb coTpygHuka

Kakum cotpysHMKaM MOXHO Ha3zHa4yMTb NPaBO AOCTyNa: aAMUHUCTPaTOPaM UK
YMNOJAHOMOUYEHHbIM crieLnanmctaM. Poav coTpyaHrKaM HazHauyatoTcs B IMUHOM KabuHeTe
opraHusauunm Ha locycnyrax.

OnucaHune

Kakue genctBus cotpyaHuk cmoxet coepllatb B [VIC XKKX 6nrarogaps npaBy goctyna.

Ne

HasBaHue

Fpynna

Ponb coTpyaHuka

OnucaHue

1.

Onepauun ¢ anueBbIMU
cyeTaMu opraHvsaumm

AAMUHUCTpUpOBaHue >
YnpaBneHue

YNOAHOMOUEHHbIN
cneymnanmcrt

* MpocmoTp AnLEeBbIX
CYeTOB OpraHu3aLum.
MopkntoueHne
NNLEBbLIX CHETOB
opraHusauuu.
OTK/ItOYEHNE NNLEBBIX
CYETOB OpraHun3aLuu.

ALMVHWCTPUPOBaHUE NpaB
[0CTyna noJsib3oBatenei

AamuHucTppoBaHue >
YnpaBsneHue

AgMUHUCTPaTOpP
opraHuzauum B M’MC XKX

MpocmoTp nepeyHs
nosab3oBarenei
opraHu3auun.
MpocMoTp AeTanbHOM
nHGopMaLmm o
nosab3oBarene,
opraHusauum.
Hactpoliika

npas focTyna
nosab3oBarenem
opraHusauum.
[loCTynHO COTPYAHUKY
aBTOMaTNYeCcKn

ALMVHUCTPUPOBaHMe
dYHKLMIA 060CO6NEHHbIX
noapasaesneHunn

AAMUHUCTPUpPOBaHue >
YnpaBneHue

AAMUHUCTPaTOp
opranuzauum B M'MC
XKKX. O6ocobneHHbIm
noApasgeneHnam
Hes0CTyNHO

* [pocMoTp nepeyHs
060C06/1eHHbIX
nogpasgeneHui
opraHusauum.
MpocmoTtp
nHdopmMaLmm 06
060cobeHHOM
noAapasgseneHnm
opraHusauuu.
Hactpoiika pyHKLmM
060C06/1eHHbIX
nogpasgeneHui
opraHuzauum

Vi3meHeHWe cBeaeHuii 06
opraHusauum

AaMUHUCTPpUpPOBaHue >
YnpaBnenue

AgMuHUCTpaTop
opranmzaumm B M’MC XKX

MpocmoTp GyHKLMM
opraHmsauun.
JobasneHve pyHKLMUM
opraHusauum.

CHaTtve dyHKUun
opraHusauum.
JloctynHo coTpyaHuKy
aBTOMaTU4eCcKn

MpocmoTp xypHana
cobbITUI

AAMUHUCTpUpOBaHMue >
YnpaBneHue

AgMUHUCTPaTOp
opraHuzauum B MNNC XKX

[loCTynHO COTpYAHUKY
aBTOMaTNYeCcKn

MoanucaHne
MoJ/Ib30BaTE/IbCKOr0
cornalleHve opraHusaumm

AAMUHUCTPUpPOBaHue >
YnpaBnenue

AgMUHUCTpaTOp
opraHusauun B N’MC
XKKX. O6ocobneHHbIM

[lOCTYNHO COTPYAHWMKY
aBTOMaTNYECKM
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Ne HassaHune Fpynna Ponb cotpyaHuka OnucaHue
noApaszseneHnam
HeAOCTyMNMHO
7. MpocmoTp cBegeHwui o AaMUHUCTPUpPOBaHUe > * AAMUHUCTpaTop MpocmoTp nepeyxs
npa.ax CO6CTBEHHOCTU YnpaBneHue opraHwusauum B N’MC nomMeLLeHnn (KnbIx
KKX. LOMOB), HaXOAALLMXCA
* YNONHOMOUYEHHbIN B COHBCTBEHHOCTH
cneymanmnct opraHusauumn nosb3oBaTens
8. CoBepLueHune caenok ¢ AaMuHucTpUpoBaHue > * AAMUHUCTpaTop [locTynHo coTpyaHuKy
MCnosib30BaHNeM cucTembl | YnpaBaeHue opranusauum B N'MC aBTOMaTU4eCcKn
KKX.
* YNONHOMOUYEHHbIN
cneuuanmnct
9. Pabota oT nMeHu AaMUHUCTPUpPOBaHUe > AAMUHUCTPaTOp Bo3moxkHOCTb paboThl OT
obocobneHHOro YnpaBneHue opraHuzauum B N’MC UMeHn 060cobseHHOoro
nogpaszgesneHus XKKX. O60cobeHHbIM noapasgesneHus
nogpasseneHnam LLO/DKHOCTHBIM IMLLOM
HejoCTyNHO rOJI0BHOW OpraHun3auum
10. 3aknroyeHne Aorosopa B Onepauuu ¢ obbekTamu YNONHOMOUYEHHBIN —
3/IEKTPOHHOM BUje ynpasieHus > [loroBopbl | CNeunanunct ¢ Mpu3Hakom
«PykoBoguTesb
opraHusaunm»
11. Bo3Mo>XHOCTb yyacTus B Onepauum ¢ obbekTamu YNONHOMOUYEHHBIN —
rolocoBaHNM OT UMEHM ynpaBieHus > O6beKTbl cneyunanmnct
opraHusauum XXunuuHoro ¢oHaa
M cBA3aHHasA ¢ HUMK
MHpopMaumsa
12. MpocmoTp peectpa Onepauum c o6bekTamm YNONHOMOUEHHbIN —
0b6BEKTOB KanuTasibHOro ynpassieHus > O6beKTbl creunanmcr
CTpOUTENbCTBA XunviHoro $poHaa
1 cBA3aHHasA ¢ HUMK
nHdopmauma
13. BepeHne peectpa Onepauuu ¢ obbekTamm YNONHOMOUYEHHBIN —

06bEKTOB KanuTajbHOro
CTpouTenbCTBa

ynpasieHus > O6beKTbl
XXunuiHoro ¢poHaa

1 cBA3aHHasi C HUMU
MHpopMauma

cneynannct

CcblIIkM no Teme
G Kak npegoctaBuTb paboTHMKY MpaBa goctyna (cmp. 77)

S UHdopmauums ans cnpasku (cmp. 162)

AZMVHUCTPATOpP OpraHM3aLnn AoMKEH NPejoCcTaBUTb paboTHMKaM npasa AOCTyna K TeM
pa3genam MMC XKKX, c koTopbiMy UM NpescTonT paboTaTs.

Pa3zzen co BcmomoratensHol nHdopmavmen. Ctoga cCblatoTcsl HEKOTOPble CTaTbM AOKYMEHTA.
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CnoBapb

Ecnu Bbl BCTpeTUAM HE3HAKOMOE MOHATUE NAn abbpeBnaTypy B TEKCTE JOKYMeHTa uaun B nHtepderice NcC

XKKX, 3arnaHuTe croga 3a pa3bacHeHneM.

CcbIIKM NO Teme

@

N A A A A A A A A

A (cmp. 173)
b (cmp. 174)
I (cmp. 175)
[ (cmp. 176)
E (cmp. 177)
X (cmp. 179)
W (cmp. 180)
K (cmp. 182)
1 (cmp. 183)
M (cmp. 184)
H (cmp. 185)
O (cmp. 186)
I (cmp. 187)
P (cmp. 188)
C (cmp. 189)
T (cmp. 190)
Y (cmp. 191)
® (cmp. 192)
FO (cmp. 193)

MNC XKX. PykoBogcTBO. JINUHbIN KabnHeT 3acTponiLlmka
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A

AamuHucTpatop opradusaummn B M'C XKX
Posb coTpysHWKa, HazHayaemMas B IMYHOM KabuHeTe opraHusaumm Ha Focycnyrax. 3Ta posib NO3BOASET
COTPYAHVKY aAMUHUCTPUPOBATb NYHbIV KabuHeT opraHmsaumm B [VIC XKKX: nameHsaTs cBegeHuns ob
OopraHmnsauynun, HaCctpaneaTtb JINYHBIN Ka6I/IHET, Ha3Ha4aTb NMpaBa JOCTyna COTpygHUKaM U np. Ponb
aAMUHUCTPaTOpa eCcTb Kak MVMHUMYM Y PYKOBOAUTENA OpraHn3aLuunm.

AOCC

AZMUHUCTpaTOp 0bLwero cobpaHus CO6CTBEHHMKOB NMOMELLEHNA B MHOTOKBAPTUPHOM AOMe. ITO
yesioBeK, KOTOPbIV OT UMEHM COBCTBEHHMKOB MOMELLEHMI MHOTOKBAPTUPHOrO Aoma ucnoabsyet MNAC
XKKX ans nposegeHms obuero cobpaHuns B 3a04HoOn Gpopme.
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BUK

baHkoBCkMn naeHTMdMKaLMOHHbIN Koa. BUIK cayxunt ans ogHo3HauHON naeHTndmkaumm baHka
npv npoBezeHunn naatexer. BUK npeacraBaset cobon AeBATU3HAYHOE UMNCIO, HaYMHatoLWEeecs

¢ koga Poccuiickon Pepepaunm — undp «04». Cregyrowme ABa cuMmBoia ob03HayatoT
Tepputoputo Poccuiickonr ®epepaumm no OKATO (Obepoccuinckomy knaccudukatopy obbekTos
aAMWHNCTPATVBHO-TEPPUTOPUaNbHOTO geneHuns). NocneaHne 3 undpsl BUK Homepa gomKHbI
coBnagatb € NocaeAHUMU LbpaMu B KOPPECNOHAEHTCKOM cyeTe baHka.

boppepo
JokyMeHTanbHO 0GOPMIIEHHBIV NepeyeHb PUCKOB, MPUHATBIX K CTPaXOBaHMIO W MOANEXALLMX
nepecrpaxoBaHWMIO, C yKasaHnem CTanOBOI7I CyMMbI N NPUYNTAOLLNXCA HpeMMVI.
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MC XKX

'KH

locyaapctBeHHas MHGOPMaLMOHHAs CUCTEMA XUIULLHO-KOMMYHaIbHOFO X034ACTBa. ITO eAMHas
MHMOpPMaLMOHHas CUCTEMa, B KOTOPOI XPaHUTCs MOJIHas 1 akTyanbHas MHpopMaLuums o chepe
KUAUUHO-KOMMYHA/IbHO20 Xx03salicmea Poccuiickon Pepepaumm. Odunumanshblin cat FNC KKX
pacnosnoxeH no agpecy https://my.dom.gosuslugi.ru/#!/main.

FoCyAapCTBEHHBIV KajacTp HEABMXXMMOCTW. 3TO MacCuB CBefeHN 06 obbekTax, KoTopble Bbin
nocTaB/ieHbl Ha KaZacTPOBbIV yyeT: 06bekTax HeABUKMMOCTY, 3eMe/IbHbIX y4acTKaX, MyHULMNaNbHbIX
rpaHuLax.

lfocycnyrn

depnepanbHas rocysapcTBeHHas MHPOPMaLMOHHaA CUCTEMa, MPeAOCTaBAAOLWas JOCTYN K
rocyfapCTBEHHBIM U MYHULIMNANbHBIM YCyram B 31eKTPOHHOM BUAE Yepe3 eAuHbIN nopTan u
MObUNbHOE NPUIoXeHWe. Yepes 3TOT CepBUC rpaxzaaHe MOryT NoayyaTb pasanyHble yCayry, Takue
KaK 3anmucb K Bpady, onsiaTa WTpadoB 1 Hanoros, obopMIeHNe JOKYMEHTOB 1 Nojaya 3asaBAeHnI, YTo
NO3BONIAET CAENaTb 3TO OHAaMH, 63 IMUHbIX BU3UTOB B yupexaeHns. OduumanbHblin cant MNAC XKKX
pacnosnoxeH no agpecy https://www.gosuslugi.ru/.

lpynnosble onepayumn

B HekoTopbix peectpax MNC XXKX MOXHO TeM uan MHbIM 06pa3om BbibpaTh rpynmny peecTpoBbIX
3anucer 1 NPUMEHNUTb K HUM Kakoe-nmbo AencTere (Hanpumep, apxMBnpoBaTh UV YANNUTb).

B oT/mume ot MaccoBbix onepauuii (cmp. 184) rpynnoBble onepaumm coBepluaroTcs 6es
ncnonb3oBaHua WabaoHos Excel.
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A

[oroBop pecypcocHabxxeHus (4PCO)

[Jorosop, 3akntoueHHbIn TOXK, koonepaTMBOM WM YNPaBASIOLWEA OpraHM3aLmen C O4HOM CTOPOHBI
N pecypcocHabxatolLelt opraHu3saumnen ¢ Apyroit. loroBop peryanpyeT NocTaBky KOMMYHasIbHbIX
pecypcoB B MHOTOKBAPTUPHbIA AOM.

[orosop ynpasnenus (4Y)

[OKYMEHT, perympyroLLmin B3aMMOOTHOLLEHWS MeXAY COBCTBEHHUKAMM XXUbIX MOMELLLEHUI B
MHOTFOKBapTMPHOM JOME U YNpaB/stoLLell opraHm3aLmen.
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E

ErNCCO

EanHas rocypapcTBeHHas MHPOPMaLMOHHasa cucTemMa coumanbHoro obecnevenus. EFTMCCO

XPaHUT NOCTOSIHHO OBHOB/SEMbIE aHHblE O Mepax COLMaNbHOM NOAAEPKKM, NPEAYCMOTPEHHbIX
3akoHogatenbctBoM. EFTMICCO noseonseT rpaxzgaHam PO y3HaBaTb uepes IMUHbINA KabUHET NOJIHYHO
MHGOPMaLMIO O CBOMX MpaBax Ha Mepbl COLMaNbHOW NOAAEPXKKW, @ OpraHaM BAacT — Mnoay4yaTtb
MHGOPMaLMIO O BbiMaTax, KOTOPble NoayYaeT rpaxaaHuvH.

ErPUN

EAVHBIV rocyflapCTBEHHbIV PEECTP MHAUBUAYaNbHbIX NPeAnpUHMMaTEel. ITO rocyapCTBEHHbIN
peectp Poccuiickon PepepaLmm, cofep>kallmii jaHHble 060 BCEX UHAMBUAYabHbIX
npeanpuHUMAaTENsX, 3apPerncTpUpPOBaHHbIX Ha TeppuTopumn PO, a Takke faHHble 06 KX
nepeperncTpaLum nam AnKemaaLmn.

EFPH

EAVHBIV rocyfapCTBEHHbIV peecTp NpaB Ha HeABUXKMMOE MMYLLECTBO U CAENOK C HUM. B HeM xpaHunTcs
BCS UHPOPMaLMS O KBapTUPaX, JOMAX, 3eMeJIbHbIX y4acTKax 1 Apyrmx obbekTax HeABUXKXUMOCTH,
3aperucTpupoBaHHbIx nocne 31 aHeapsa 1998 roga.

ErPHOJ

EAVHBIV rOCyAapCTBEHHbIA PeecTp PUANYECKMX UL, ITO PpeaepanbHbll UHGOPMALMOHHbIN
pecypc, KOTOPbIV COAEPXKUT OCHOBHbIE CBEAEHUS O LOPUANYECKUX IMLLAX: OPraHN3aLMOHHY Gopmy,
HauMeHOBaHWe, aZpec, KOHTakTHble JaHHble, pa3Mep YCTaBHOrO Kanutana u T.4.

EanHbIN AnueBon cueT

EJIC — 6ykBEHHO-LMOPOBON KOJ, ONPEeAENstOLLMIA MOMELLEHWNE U YeIOBEKA, BAAJEHOLLETO
nomeLLeHneM (AOMOM, KOMHATOM) 1 0653aHHOrO BHOCUTb N1aTy 3a 3To nomelleHue. EJ/IC nossonser
opraHu3auunm, Yepes KoOTopyro BHOCUTCA MaaTta, MOHUMaTh, YTO niata oTHocuTea K ycayram XKKX, n yto
MHPopMaL s BHECEHMM NaTbl AOKHA bbITb NepeaaHa B IVIC XKKX.

MMC XKX dopmupyet EJIC aBTOMaTMueCckn Npun pasmeLLeHnm nHhopmaLmm o AMLEeBOM cyeTe Ha
OCHOBaHUW CNeAYOLLMX CBEAEHW:

* VIHpopmauma o nomMeLLeHnn, ykazaHHasa NCNoJHUTENEM KOMMYHaNbHbIX YCAYT.

* Vlnbopmauma o pasgeneHnmn anueBbiX CHETOB A5 MOMELLEeHWA (eCan NOMeLLeHneM Bnaseet
HECKOJ/IbKO YeNioBeKk).

* lhdopmaLmsa o yenoBeke, KOTOPbIV 0653aH BHOCUTL MaaTy 3a MOMeLLEeHMEe U KOMMYHabHble
YCAYrn. OTOT NYHKT NPUMEHAETCA TONAbKO MNP pasfeneHnn N1LEBbIX CYETOB.

HOMep JINLEeBOro cyeTa MOXXeT U3BMEeHUTbCA. MeHsieTcs OH B cnefyroumnx cny4yanx:

* B iMuieBOM cueTe M3MeHUACA afpec MOMELLLEHUS.
* B inuieBoM cueTe 6bin1 BbiCTaBeH Npv3Hak JluueBble cueTa pasaesieHbl, U MiaTesbLivK Obl
BbI6paH 13 peecTpa GU3NYECKUX L,

Ta6s. 1. Koduposka E/IC

Ly — yugppa, b — bykea (cumeon kupunnuysl). lMepssili pazpsd — KOHMPOJIbHbIU, 0cMaabHele pa3psadel 06pa3yrom yHUKAbHbIU
Homep E/IC

1 2 3 4 5 6 7 8 9 10

4 b b 4 4 U 4 U L
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Mpumep EJIC: 60AA000593.

EPYN

EAVHBIV peecTp y4yeTa IMLLEH3NIA.
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K

XKKY

KunaniHo-KoMMyHanbHble yeyru. [esatenbHoCTb Cayx6 1 NpesnpusaTnii XMANLHO-KOMMYHa bHOMO
KOMMJeKca, OTBeuaroLnx 3a obecneyeHve Tena, CBeTa, UNCTOTbI U KOMdOpTa B ZOMaXx.

XKnnnwHo-kommMmyHanbHoe xo3a1cTBo (PKKX)

Otpacnb 3KOHOMUMKM, obecneymBatoLLas 6e3onacHoe N KOMGOPTHOE NPOXMBaHME NHOAEN B AOMaX.
Bkntouaet B cebs akcnyaTaLmo U COAep>KaHne JOMOB, 06bEKTOB COLMaNbHOM MHOPACTPYKTYpPbI 1
ceTeln Nojaun KOMMYHA/IbHbLIX pecypcos.

XKCK

KuanwHo-cTponTtenbHbln koornepaTue. ObbesMHEHWE NHOAEN AN OpraHM3aLmi C Lesbo
CTPOUTENBCTBA XUNbS U YNIPaBAEHNS UM.

XXunon gom

OTAenbHOe 3jaHue, COCTosLLLEe N3 KOMHAT U BCMOMOTaTebHbIX NoMeLLeHui. MpegHasHayeHo ans
NPOXWBaHWA NtOAEN.
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7

Mﬂ,eHTMCI)I/IKaTOp XKNNTNLWHO-KOMMYHaJIbHbIX yCnyr

NaenTtnoukatop XKY (cmp. 179) — 6ykBEHHO-LUPOBON KO, COCTOALLMI N3 €4MHOTO NINLEBOTO
cyeta (cmp. 177) (ENC) n umdposoro koga ycayr (pabor), 3a KoTopble NOTPebUTENb B COOTBETCTBUM C
SKUIVILLHBIM 3aKOHOaTeIbCTBOM 00si3aH BHOCUTL MiaTy.

TMC KKX popmupyeT naeHTnpumkatop aBToMatmyecky npu pasmeLleHum nHpopmaumm o IMLesom
cyeTe Ha OCHOBaHMM CNeAYIOLLNX CBeAEHMN:

« EJIC.
* ndopmauwmsa o gorosope, pazmelyeHHoM B 'NC XKKX, Ha ocHOBaHWUM KOTOpOro noTpebutento
OKa3bIBaKOTCA YCAYTW.

Taba. 2. Koduposka udeHmugukamopa XKY

Ly — yugppa, b — 6ykea (cumeon kupunnuysl), C — cumeon «-». Pazpsadsl ¢ nepgozo no decsimeili — Homep EJIC. Pazpsd 11 —
cumeos «-». Pazpsaodel 12 u 13 — Homep ycaye (pabom), 3a kKomopble hompebumesib 0653aH 8HOCUMb naamy
1 2 3 4 5 6 7 8 9 10 11 12 13
L L b b L ! 1) L L 3! C ! 1)

Mpumep naeHtndunkatopa XXKY: 60AA000593-01.

NaeHTndmrkaTop naaTedXXHOro foKyMeHTa

ByKBeHHO-LIMPPOBOW KOA, COCTOAMIA N3 UAEHTUDMKATOPA XUNLLHO-KOMMYHanbHbIX ycayr (OKKY)
(cmp. 180) n yndposoro koga coaepxaluencs B MNNC XKX nHpopmaummn, Heobxoammon ans
BHECeHMWA niatbl.

TMC XKKX dopmupyeT ngeHtndmrkatop aBToMatmyecky npu pasMmeLleHnm nHbopmaumm o naaTexXHoMm
LOKYMEHTE Ha OCHOBaHWUW CIefyHoLWNX CBEAEHNA:

* igeHTndukatop XKY.
* NHpopMaLmsa o nnaTexxHOM AOKyMeHTe.

Ta6s. 3. Koduposka udeHmugukamopa naamexHozo 0oKyMeHma
L — yugppa, b — 6ykea (cumeon kupunnuysl), C — cumeon «-». Pazpsadel 1-13 coomeemcmeyrom udeHmugukamopy XKY. Paspsad
14 — cumeon «-». Paspsdel 15-18 — Homep nnamexHozo dokymeHma e E/IC. Pa3psid 15 — nocnedHss yugpa 2o0a (00uH
cumeon). Paspsdel 16 u 17 — Homep mecsya (0sa cumeosa). Pa3psd 18 — nopsdkoseili HoMep naamexHoz20 0oKyMeHma e mecsye
00UH CUMBOJT)

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18

L ) b b ) L u ) L u C L u C L u ) u
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Mpumep naeHTMdMKaTopa naatexHoro gokymeHTta: 60AA000593-01-7111 (nepBblil MAaTEXHbIN
AOKYMEHT 3a Hosbpb 2017 roaa).

NHH

VaeHTMdMKaLMOHHBIA HOMep HanoronaaTeNblinka. YHUKaNbHbI aeHTUduKaTop drsndeckmx amu,
camo3saHaATbIx, UM u ropugnueckmx any,. VIHH dunsnueckoro anua, camosanatoro n UM cogepxnt 12
undp. HH ropungmueckoro avua cogepxut 10 undp.

nn

MHAI/IBI/I,D,yaﬂbeII‘/’I npeanprHMmMmaTesb — CI)I/I3I/IH€CKO€ JINLO C 3aperncTtpupoBaHHbIM NpPaBOM
3aHMMaTbCA I'Ipe,ﬂ,l'lpI/IHI/IMaTeﬂbCKOIZ AeATE/IbHOCTbHO.

nc

MHdopmaumoHHasa cuctema. NpegHasHaveHa 414 XxpaHeHus, novcka n 06pabotkn nHdopmaumm
onpeaeseHHOW TeMaThKM.

NHansunayanbHbi Nnprubop yueta

CpescTBO M3MepEHWS, UCMOb3YEMOE A/ OnpeseneHns 06beMoB NoTpebaeHns KOMMYHaNbHOTO
pecypca B O4HOM >XUWIOM WU HEXWIOM NMOMELLEHUN B MHOFOKBapPTUPHOM AOME (33 UCK/IHOUYEHMEM
KWUA0TO MOMELLEHNS B KOMMYHaNbHOW KBapTUPE), B XXMAOM AOMeE (4acTu KUAOro 4OMa) Uan
AOMOBAZEHMM.
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K

KBK

Koabl 6roxeTHOM knaccudmkaumm. 20-3HauHbIn LMHPOBON KOA, NCMOb3YeMbI A8 FPYNNUPOBKN
cTaTen rocbroaxeTa.

K

Ko npuunHbl NOCTaHOBKM Ha y4eT. 3To Habop 13 aeBATU Lndp, gonoanaowmnin MHH. Mo Hemy
onpeAensoT, Ha OCHOBAHUN Yero PUANYECKoe JNLLO NOCTaBNEHO Ha y4eT.

KommyHanbHble pecypcbl (KP)

XonogHas Boga, ropsvas BOAa, 3/eKTpuyeckas 3Heprus, ras, TenaoBas sHeprus, 66ITOBOW ras B
6annoHax, TBepA0e TOMANBO NPU HAIMUUK MEYHOTO OTOMIEHMS, UCNOJIb3yeMbIe ANs NPeLOoCTaBAeHMs
KOMMYHGA6HbIX ycaye. K KOMMyHalbHBIM pecypcamM NpupaBHUBAKOTCA Tak>Ke CTOYHbIE ObITOBbIE BOZbI,
OTBOAVMbIE MO LEHTPaSIM30BaHHbIM CETAM UHXEHEPHO-TEXHMUECKOro obecneyeHus.

KommyHanbHbie ycayru (KY)

OcyuwecTBneHne AeATeNbHOCT UCMOAHUTENS MO Nojade NoTpedbutensim 1oboro KOMMyHabHo20
pecypca B OTAENBbHOCTU UK ABYX W Bosiee U3 HUX B IFOBOM COUETaHUM C Lenbto obecneveHms
6naronpuATHbIX N 6e30MacHbIX YCNOBUIA NCMONb30BaHWNS XMUbIX, HEXWUbIX MOMELLLEHWU, obLiero
NUMYLLLECTBA B MHO20K8APMUPHOM JoMe, a TakxKe 3eMeNbHbIX Y4acTKOB 1 PaCMONOXKEHHbIX Ha HUX
XWbIX JOMOB (AOMOBNAAEHWUI).

KpuntonpoBauaep
MporpaMmmMHoe obecrneveHne, oTBeYaroLLee 3a BbINMOJHEHME KpUNTOrpaduueckmx GyHKLUNIA, B TOM
ymcne 3a NPoBEPKY 3NEKTPOHHON MOAMUCH.
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N

JNIK

JInuHbIN KabrHeT. Pabouee NpoCcTpaHCTBO Nosb3oBaTens uam opraHmsaumm B FTMC XKKX, goctynHoe
nocsie aBTopr3aLum.
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M

Maccosble onepauuu

Onepauymm Hag peecTpoBbIMU 3aNUCAMK, COBepLLaeMble Npu nomolm 3arpyskum B MNAC XXKX wabnoHos
Excel, 3anonHeHHbIX MHPOPMaL e 06 3TUX 3anncax.

MHorokBapTupHbii gom (MK/)

CTpoeHue, B KOTOPOM PaCMONIOXKEHbI KBAPTUPbI, HEXWJIblE MOMELLEHWS, MeCTa OBLLEero No/ib30BaHUA 1
06LLe0MOBOE MMYLLECTBO.

MyHUUMNAaNbHBIN XXWUANLLHbIA KOHTPO/1b

PaboTa MeCTHbIX BlacTei Mo NpoBepke COBMOAEHNS MPaBW UCMOAb30BaHUS MYHULMMANbHOTO
XUAWLHOTO GOHAA rpaxkaaHaMu 1 opraHn3aunsamu.
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H

H3A

Howmep 3anuncm 06 akkpeanTaLmm MHocTpaHHoro duanana, npeacrasmtenscrea. H3A coctomt ns 11
3HaKoB.

HoBocTHOoe coobueHne

MHdopmaumoHHoe cooblueHune, kotopoe Onepatop MNMC XKKX nan nHas opraHusaums otnpasaset
nosb3oBaTensiM MobuabHOro npuaoxenus focycayru.Jlom.

Hapsaay c TepmmvHOM «HoBocTHOe coobuerme» B TC XKKX npumeHsieTca TepMnH «YsedomieHue».

Hopmatne notpe6i1eHnA KOMMYHaNbHbIX YCAYT

KonnuectBeHHbIN Nokasatesb 06bemMa NotpebaeHns KOMMYHaIbHOTO pecypca, MPUMEHsIEMbIN /15
pacuyeTta pa3mepa niatbl Npu OTCYTCTBUM MNPUOOPOB yueTa.

HIMA

HopmaTturBHbIV npaBoBon akT. OduumanbHbI JOKYMEHT YCTaHOBAEHHOW dopmbl. V3gaeTca

B YCTaHOBJIEHHOM MOpsAKe YNOJHOMOUYEHHbIM OpraHOM roCyjapCTBEHHOW BAACTW, OPraHOM
MECTHOTO CaMOyrpaBJeHNs UAN AOIKHOCTHLIM JULLOM. COAEPXKUT MPaBOBble HOPMbI UK NpaBuaa
noBeseHus, 0bs3aTeNbHble /15 HEONPeAeNeHHOro Kpyra auL. PaccuntaH Ha HeoZHOKpaTHOe

NnpUMeHeHne, HanpaBJIEHHbIX Ha yperyanpoBaHne O6I.Ll,eCTBeHHbIX OTHOLIEHU B0 Ha UBMEHEHME

nan npekpaweHune CyuecTtByromnx I'IpaBOOTHOLLIEHI/II\/‘I.
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O

OrPH

OCHOBHOW roCyapCTBEHHBIN PErncTpaLmMoOHHbIN HOMEpP 3anmcn O CO3AaHMN FOPUANYECKOTO anLia.
CoctounTt 13 13 undp.

OrPHUM

OCHOBHOW rocyAapCTBEHHbIV PErUCTPALLMOHHBI HOMEP MHANBUAYaNBHOTO NpPeAnpUHMMATENS.
Coctount 13 15 yundp.

OKEN

ObLepoccnincknii knaccudurkaTop eAvHULL M3MepeHns. Vicnonblyetcs Ans KONMYECTBEHHON OLEHKM
TEXHNKO-3KOHOMMUYECKNX 1N COLMabHbIX MOKa3aTesnew.

oKory

O6LLepoCCMnCKIIA KnaccupmukaTop opraHoOB rocyapCTBEHHOW BAACTU W ynpasieHus. MNpesHa3HayeH
A5 knaccudurkaLmn 1 KOAMPOBaHUS nHdopMauumn ob opraHax rocysapCTBEHHOW BAACT U MECTHOTO
camoyrnpasaeHus.

oKono

O6LLepoCCMnCKIMI KnaccupukaTop opraHm3aLMoHHO-NpaBoBbIX Gopm. [Nog opraHn3aLMOHHO-
npaBoBoi GOPMOIN MOHUMAETCS CNocob 3akpenieHns (GoOpPMUPOBaHUSA) U UCMOJIb30BaHMS
opraHv3aLuei UMyLLLECTBa U BbITEKAOLLME U3 3TOrO ee NPaBOBOE MOJIOXKEHME U Liesn
npeanpUHMMaTENbCKON AEATENbHOCTY.

OKTMO

ObLepoccnincknii knaccuburkaTop TeppUTOPUN MyHULMNaNnbHbix obpasoBaHunini. Kog OKTMO
npvcBanBaeTca KaxzaoMy MyHULMNanbHoOMy obpasosaHuto B PO. Kog OKTMO coctount 13 8 nam 11
unbp 1 cogepXkunT nHGopmaLmto o cybbekte PO, MyHMLIMNANbHOM palioHe, TOPOACKOM OKpYre U
APYTUX TEPPUTOPUABbHBIX EANHNLAX.

Obuwee cobpaHne co6CTBEHHNKOB MOMELLEHUI B MHOTOKBapTMpHOM gome (OCC)

OpraH ynpasieHuns MHo2okeapmupHeiM domom. Ha cobpaHnm cobcTBEHHMKM 06CY>KAatoT BOMPOChI
MOBECTKM AHS U NMPVMHUMAOT PELLUEHWNS MO BOMPOCaM, MOCTaBJeHHbIM Ha FOJ0COBaHMe.

O6weaomoBoun npmbop yueta

CpeACTBO n3MepeHna, ncnojiblyemoe Ana onpeaeneHns obbema KOMMYHaJIbHOTo pecypca, NnogaHHOro
B MHOFOKBapTI/IprIIz AOM.

OpraH rocyaapcrBeHHon Baactu (OIB)

CocTaBHas YacTb rocyjapcTBEHHOro MexaHunama. ObnagaeT BAaCTHbIMU NMOJHOMOUYUAMU U peannsyeT
onpeaeneHHble GYHKLMN Ha OnpeseseHHOW TeppUTOpUm.

OpraH mecTtHoro camoynpasneHunsa (OMC)

V36upaemblit nam HazHayaemMblin opraH. Obnasaet NONHOMOUMAMU MO PELLEHNIO BONPOCOB MECTHOrO
3HAUEHUs Ha TEPPUTOPUM MYHULMMNAIbHBIX 06Pa30BaHWN.
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n

nrc

Mnatdopma rocysapcrTBeHHbIX cepBncoB. VMIHGopmaLMoHHas cnctema, obecneymnBaroLlas Npuem u
06paboTKy 3a8BAEHNIN MO MACCOBbIM COLIMaNbHO 3HAYMMbIM FOCYAAPCTBEHHBIM U MYHULMNAAbHbIM
ycayram, NnocTynmBLINX ¢ nopTana Focycayr.

Mpu6bop yueta (MY)

ObopyaoBaHve /15 USMEPEHUS PAaCXOAYEMbIX MOTPEOUTENAMU OOBEMOB KOMMYHA/IbHbIX Pecypcos.
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P

Pocpeectp

®epepanbHas cnyxba rocyaapCTBEHHOW perncrTpaunm, kagactpa n kaptorpadum. OpraH
NCMOAHUTENbHOM BNACTU, KOTOPbIA OpPraHn3yeT eAnHY CUCTEMY KaZaCTPOBOrO yyeTa HeABUXKMMOCTY,
rocyAapCTBEHHOM PerncTpaLMm npae Ha MMYLLECTBO U CAENOK C HUM.

PecypcocHabxxarowas opraHunsauusa (PCO)

FOpuranyeckoe NMLO He3aBUCYMO OT OPraHU3aLMOHHO-NPaBOBOV GOPMbI AW NHANBUAYaNbHbIN
NpeAnpUHMMAaTESb, OCYLLEECTBASIOLLEE NMPOAAXKY KOMMYHA/6HO20 pecypca.
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C

CtpaxoBoi HoMep uHaMBUAyanbHoro auuesoro cyeta (CHUJIC)

YHUKaNbHbIN NAEHTUOUKALMOHHBIN HOMEpP, KOTOPbIN NPUCBaNBAETCSA KaXkaoMYy rpaxkaaHuHy PO, a
TakXe MHOCTpaHLam 1 anuam 6e3 rpaxgaHcrtesa. CHUJIC ncnonbsyetca ansa perncrpaunm B cucteme
0653aTe/IbHOro NEHCMOHHOIO CTPaxOBaHMA N COAEPXKUT MHPOPMaLMIO O CTPaxXOBbIX B3HOCAX U
TPYZAOBOM CTaxe yenoeka. Heobxoamm ana paboTbl, NOAyUYEHUA roCyAapCTBEHHbIX YCAYT U NbTOT, a
TaKxXe ANa naeHTUOMKaLUM INYHOCTL.

Cyb6bekT obLecTBeHHOro >XuanwHoro koHTpoas (COXKK)

OpraHusauus nan rpynna JauL, KOTopble OCYLLEeCTBAAIOT OBLECTBEHHbIN XMANULLHbBIA KOHTPOb.
Cybbektamu MoryT 6biTb ObLiecTBeHHas nanata PO, obwectBeHHble nanatol cybbektos PO,
0bLecTBEHHbIE ManaTbl MyHULMNAIbHbIX 06pa30BaHNiA, O6LLECTBEHHbIE COBETbLI MPU OpraHax BAacTv 1
MECTHOTO CaMoyrpaBJ/IeHNs, a TakxKe 0OLLEeCTBEHHbIE OOBEANHEHNS U FpaXkaHe.
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TKO

TBepAble KOMMYHasbHble 0TX0Abl. Mycop, KOTOpbIN 0bpa3yeTcs B AoMax, KBapTvpax, oducax U Apyrnx
nomMeteHusx. K TKO oTHocsATCS BbITOBbIE OTXOZAbI, TOBApPbI, YTPaTUBLLME NOTPEOUTENbCKNE CBOMCTBA,

N OTXOAbl, 0bpa3ytoLLmecs B pesybTaTe AeATe/IbHOCTM HPUANUYECKUX UL, U UHAUBUAYANbHbIX
npeanpuHuMaTtenen.

TO®K

TeppuTopuanbHbl opraH PesepasbHOrO Ka3HavelncTBa.

TCX

ToBapuLLecTBO COHCTBEHHMKOB XWbs. O6besMHEHNE COBCTBEHHMUKOB KBapPTUP N HEXMbIX
NMOMELLEHWNA B MHOTOKBapPTUPHOM ZOMe A1 COBMECTHOIO yrpaBAeHNs O6LLMM UMYLLECTBOM.
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y

YBegomnenne
VHpopmaumoHHoe coobueHune, koTopoe Onepatop MNMC XKX nam nHas opraHmsaumsa otnpasaser
nosb3oBaTensm MNC XKKX. YBegomaeHmns otobpaxkatotcs B IMUHbIX KabuHeTax nosb3osatenen MNC
XKX Ha ctpaHuue UHdopmMaLMoHHble coobLieHuns.

Hapsagay ¢ TepmyHom «YBegomMnenue» B M'MC XKKX npumMeHseTca TepMuH «HogocmHoe coobuyeHue.

YKarn

YcuneHHas KBaavouLmMpoBaHHas 31eKTPOHHasA NOANMCh — LndpoBoii aHaaor CO6CTBEHHOPYUYHOM
NOAMUCK. E MOXHO NognuceiBaTh Nt06ble AOKYMEHTbLI 6€3 NpesBapuTeNsHON JOrOBOPEHHOCTH C
APYroin CTOpOHOM.

Ynpasastowasa opraHmsaumsa (YO)

FOpuamnueckoe 1ML HE3aBUCMMO OT OpPraHmn3aLMOHHO-NPaBOBOM GOPMbI UV UHANBUAYAbHbIN
npeanpuHYMaTeNb, OCYLLLECTBAAIOLLEE AeATENbHOCTb MO YNPaBJeHWNO MHO20K8APMUPHb6IM OOMOM.

YnonHoMoueHHbI cneunannct opraimsauum B M’MC XKKX

Ponb cotpysHuka, Ha3HayaeMas B IMYHOM KabuHeTe opraHm3aumm Ha Focycayrax. 3Ta poab no3soaseT
COTPYAHWKY OT MMeHM opraHunsauyunmn 3arpyxatb nHdopmaumto B MNNC XKKX n obpabateiaTth ee. [paBa
[0CTyna K pa3inyHbiM nHcTpyMeHTaMm MIC XKKX ynosiHOMoOuYeHHOMY crieumanncty BblgaeT COTPYAHMK C
ponbto AaMmuHucTpatop oprandmsaumm B FTMIC XXKX (cmp. 173).
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0}

PUAC

®epepanbHas MHGoOpMaLMOHHas agpecHas cuctema. OHa obecneurBaeT GopMUpPoOBaHUE, BeAeHME
1 UCNO/Ib30BaHWe rocyAapCTBEHHOIO aZipeCcHOro peectpa, KOTOPbI CoAep>KUT nHbopMaLmio 06
afpecHbIx 06bekTax Ha TeppuTopum Poccuiickon Peaepaumm.

®HC

®esepanbHas Hasorosas cayxba.
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HO

HOoN

FOpugmnueckoe nmuo. OpraHunsaums, KoTopas MMeeT 060CcoHAEHHOE MMYLLLECTBO M OTBEYAET MO CBOMM
obs3aTenbCTBaM, MOXET NpUobpeTaTbh 1 OCYLLECTBATL FPaXkAaHCKMe NpaBa, HeCTU rpaxzaaHckue
0653aHHOCTH, BbITb UCTLLOM 1 OTBETUMKOM B CyZe.
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