The Chancellery program allows you to control various types of documents
circulating in a given enterprise. It can be incoming and outgoing external and
internal letters, orders, instructions protocols, acts, schedules, plans, etc. The
program is intended for installation in enterprises with a significant volume of
workflow.

However, even if there aren’t a lot of documents in a small enterprise, the
program will solve a number of problems, in particular, find correspondence that
was conducted many years ago or find a document on which an adjacent enterprise
worked, even if none of the employees already have information about these
documents does not remember.

Given the complex nature of the parameters for the descriptions of each
document, about 20 fields are used, including the type of document, its incoming
number and date, as for whom, from whom, to whom, the responsible officer, the
planned date of response, execution, etc. In the event that there are several
performers under the document, each of them has its own deadline.
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For the execution of a document that is closed only if each contractor has
closed its part, it is displayed in the corresponding column: Completed,
respectively, for each other state of the document, a corresponding entry is
provided: The deadline has expired, there are ... days (months) left to execute the
document. . The status of documents is also assessed visually by circles with blue
sectors if there is still time to execute the document and red circles if the document
has expired. For each contractor, you can draw up a work plan for unfulfilled
documents for today, as well as for the future period of time.



SLTES B Buibopia san«ceii no onpegeneisin KprTepusm =0l
Toon oy Kanrsecro meron
[P mgnae spgeves I T e " mo mory =l
 moeep VTR ol
[t oracace a3es [eme B 1 e ssromn ™ N B epragnamar | =l
Fiexammunds o roam Tl weemmme s
6475143 20306 Bl " 1o zave Bxozsmuero womepa YTK |15 11,2005 =
Kacsemes: s, T TR BN R TR A)
W c Gncrapoerai ro vas, 130162405, 130 = 1o zave HexoZFUUEro HOMEPR. [5z0s =]
d " mo xare oTBeTA 15.11.2005 -
[rasa roveneraancr 7o romot =
| - oy ¢ [6712065 =] 4 [E1205 <]
s 5 ¢ oy | =l
Ky -
o oo | |
|ﬂmwmm\n»LW\‘a,5-2|.)-L:; 806_334 31 W Cim ’ o S ¢ o meexa)’
'YE | W ornernora rlmuJJ € Tlo Bxopsmuesty oneepy YTK hd
e -]
wlale|w| > (ol T ——— -
pafmnn uennnnTated 7o momo "OTBET MOATOTOBIN" |
[ouecprest 1 =] B
P Bl’ " TMoxazars Bcwo Tafmogy goxysewmos
Fm—w 0506
B s | =
I He o o = R 0 HeB IO JTHE HABIN PaBoTant At
I Pegaxtipopasme papemeno
¥ Toxmmmats rpagiieckoe molpawenie
Comanuien o | () Ormewers moeneen L =

For the execution of a document that is closed only if each contractor has
closed its part, the Completed column is displayed in the corresponding column,
respectively, for each other state of the document a corresponding entry is
provided: The deadline has expired, there are ... days (months) left before the
document is executed. The status of documents is also assessed visually by circles
with blue sectors if there is still time to execute the document and red circles if the
document has expired. For each contractor, you can draw up a work plan for
unfulfilled documents for today, as well as for the future period of time.

Each document can be seen in the viewing and editing window, as shown in
the figure.

In the case of the network version of the program, editing is possible only
from the program located on the server; for all other users, the program and
database are available only for viewing, searching for the required record, printing,
and compiling various types of reports.

You can search for the required record by any available field: the type of
document, incoming number and outgoing response number, the field concerns,
among all unexecuted or executed documents, in a certain period of time, etc. (see
figure).

Using the Documents program allows you to systematically monitor the
execution of documents at each level of any enterprise.



