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1. O0wmme nonoxenns

[Tonoxenue 06 snexTpoHHOM IOKYMEHTOO0O0POTE H MOPAIKE €ro OCYLIECTBICHHS (naee -
ITonokenne) MyHHIMIIATEHOTO aBTOHOMHOTO JOIMIKOIEHOLO 00pa3oBaTENLHOTO YUPEKICHHS
«[lercknit cam Ne 19 «UeGyparkay KoMOHHHpOBaHHOTO BHIa (Hasee - JIOY) paspaGorano B
COOTBeTCTBHH ¢ TpynmoBeiM kozexkcoMm Poccuiickoi OQenepanuy, cr. 214 ®enepanpHOro
3akoHa N 311-®@3 or 2 wmiona 2021 r. "O BHeCEeHWH W3MeHEHHH B Tpynosoit komexc
Poccuiickolt ®enepaunn", ®enepansusiv 3akoHoM Ne 63-03 ot 6 ampens 2011 «O6
ICKTPOHHOH moxmucn», DenepanshbiM 3akomoM Ne 152-03 or 27 wmoms 2006 «O
[ICPCOHATIEHBIX JNaHHBIX», DenepanbHbiM 3akoHoM Ne 125-B3 or 22 okTsI0pa 2004 «0O6
apXHBHOM 1esie B Poceniickoit Oeneparymy.

Hacrosmee ITonoxenue omnpenensier OpraHH3alHio 3IEKTPOHHOTO JIOKYMEHTO0O0poTa ¢
HCIIONL30BAHMEM CUCTEMBI SIEKTPOHHOIO MoKyMeHTo0G0poTa (Kontyp, Juajoxk, Mepxypuii,
[poaxtuensie Beimmatel ®CC u T.11.) (nanee — C3]1), mopsnok o6Mena noxymentaliu B Col,
a TaKKe TPeOOBAHKSA K OPraHU3alEH SIEKTPOHHOTO JIOKYMEHT0000pOTA.

B nacrosumem ITonoxenuu ucnons3ytores CIICIYIOLIHE ONPEeICIECHUS:

® DJIeKTPOHHBI JOKyMeHT (mamee — S/1) — IOKYMEHT, CO3NAaHHBII TP MOMOITH
JICKTPOHHBIX - ANMApaTHO-TEXHHYECKHX M NPOTPAMMHBIX CPEJICTB, (PUKCHPYeMblii B
nudposoM kome B (opme UICHTH(QUIHPYEMOr0 10 COAEPKATETBHON yacT
MMEHOBAHHOTO (haiira, MOCTYHHBIH s Tocienyromeit 00paboTKH, HCIONB30BaAHM,
BOCTIPOM3BENCHHSA (0TOOPANKEHHS) H BH3YAILHOTO BOCTIPHSTHS, @ TAKIKe IS nepesavd u
IIOJIy4€HHS N0 TeJICKOMMYHHKAIIHOHHLIM KaHAJIAM CB3H.

® 3JIEKTPOHHBII JOKYMeHT0060poT (nanee — 9/10) — opraHM3aLHOHHO ¥ TPOTPAMMHO-
TEXHUYECKH YNOPANOYCHHAS HH()OPMALMOHHAS CHCTEMa, O0OECIIeYMBAIONIAs npolece
obmena, copa, 00paGOTKH, HAKOILIEHHS U XpaHeHHs. MH(OPMalHU I[0CPEACTBOM
ANICKTPOHHEIX JOKYMEHTOB.

® DJIeKTPOHHASI NOJMHCE (Janee — OIl) — uEGopManus B 31€KTPOHHOM (bOpMF, KoTopas
[IPUCOCIMHEHA K JIpyro#i mH(pOpMauuu B 3IEKTPOHHOH (opMe (IoamHchBaeMOoii
HHOOPMAllMH) WIH WHBIM o0pa3oM CBS3aHA ¢ Takoif vH]popMaIe W koTopas
HCIIOJIb3YETCS UTst ONPEACTICHHMS LA, TIOIHMCHIBAIOLIEr0 HH(OPMALIHIO.

* Kmou III - ymwmkamsHas mocienoBaTe bHOCTS CHMBOJIOB, IIpeHa3HAYEHHAsd JUls
CO3/IaHMs AIEKTPOHHOMN OAIHCH.

* Veuiennash KBaau(MIUPOBAHHAN JMEKTPOHHASA moanuch (nanee — YKDIII) -
2ICKTPOHHAA MOMIHCE, CONOCTABUMAs [O IOPUAMYECKOH CHIle ¢ cOGCTBEHHOPYUHONH 1
TIO3BOJIAIOMAA  y/IA/ICHHO TPOBOJMTE PasIHYHBIE ONEPALUH ¢ HHPOPMALHOHHEIMH
CHCTEMaMH, B3aHMOJECHCTBOBATH C FOCOPTAHAMH, KOMMEPYECKMMH OPraHH3AIMAMH WITH
TOPrOBEIMH ILTOLIAKAMH.

o IloanmucanHplii  3JeKTPOHHBII AOKYMEHT  —  DJICKTPOHHBIA  JOKYMEHT cC
PHCOCANHEHHOH SICKTPOHHOH MOJIIACHIO, KOTOpas Oblia CO3/@HA HA OCHOBE CAMOIO
AOKVYMCHTA U KII0Ya 3JIEKTPOHHOM MOIKCH,

¢ Ceprudurar kaoua npopepkn 3JEKTPOHHOH MOANMCH — 3JIEKTPOHHBIN | IOKyMEHT
HIH JIOKYMEHT Ha OyMa>KHOM HOCHTEJIE, BbIIAHHbIE YZAOCTOBEPSIOIIMM LEHTPOM JIHOO
AOBEPCHHBIM JIMIIOM YAOCTOBEPSIOLIErO LEHTPa ¥ [OATBEPIKIAIOLIHE [PHHA/UIEIKHOCTE
KCTIOMa MPOBEPKH DNIEKTPOHHON MOANKCH BIANENbly cepTudHKaTa Kiioua MIPOBEPKH
371CKTPOHHOM MOAIMHCH. '

* Yiocrosepsiommii menrp (mamee — YII) - ropumdeckoe JIMLO, OCYIIECTBIISIONIEE
(OYHKIHH 1O CO3MAHMIO M BHLAYE cepTh(HKATOB KiIrouei mposepkn DI, a Takike HHbIE
(DYHKLMH, TPeyCMOTPEHHBIE 3aKOHOHATEbCTBOM Pocemiickoii Denepauun,
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! 4. 3AeKTpOHHBIH JOKyMeHTOo0OOpoT ¢ ucmonb3oBanueM COJ] HampasieH Ha peuleHHe
CISIVIOUIHNX 3a/1ay:

—

CO3JJaHUEC €AHMHOI0 HOKYMBHTOO60p0Ta B CTPYKTYPHBIX IIOAPA3ACIICHHAX,

noBelnieHHe  3(P(EeKTHBHOCTH W  ONEPaTUBHOCTH paboThl ¢  JOKYMEHTAMH W
J0KYMEHTO0D0POTOM;

cHCTeMaTH3alMsd W  YHHQUKAIMS TEXHOJNOIMH paboThl ¢  JOKYMEHTaMH U
JTOKYMEHTOO0OPOTOM;

VIYUYILICHHE Ka4eCTBA, IIOJHOTEI, JOCTOBEPHOCTH H JOCTYIIHOCTH I/IH(l)OpMaL[I/II'I;
CHHIKCHHE 3aTparT, CBA3aHHBIX C HOKWGHTOOﬁOpOTOM 1 OSIIONIPOU3BOACTBOM; [

HCKJIFOUEHHE YTEPH JOKYMEHTOB U COKpallleHHe qrciIa omuboK npu o6paboTke 60IbIIHX
MOTOKOB IOKYMEHTOB;

COKpAlllcHHE BpPEMEHH T[IOMCKA, MPOXOKIEHWS W HCIONHEHHS IOKYMEHTOB TIO
CTPYKTYPHBIM TIOApa3ACICHUIM;

VCHIICHHWE KOHTPOIIA HCIIOJIHUTENBLHOM THCIUIIINHEI;
coOJTI0ICHHE IIPHUHIHIIA OJHOKPATHOCTH PETUCTPAllui JOKYMCHTOB,

[NOJIYUCHHE onepamlsﬂoﬁ CTATHCTUYECKOH OTYETHOCTH.

3. TlepeueHb 3JIEKTPOHHBIX JOKYMEHTOB, B OTHOIIEHHH KOTOPBIX OCYLIECTBIACTCS DIEKTPOHHbIH

noxymentoobopor B JIOVY:

KaJpoBble JIOKYMEHTBI, O(OpMIISEeMBIE B COOTBETCTBHHM €O cTaTbamMu 22.1-22.3
Tpynosoro koxekca Poccuiickoit @eneparinu;

JOKYMEHTH 1[I0 OXpaHe Tpyda, 3a HCKIIOUEHHEM JOKYMEHTOB, IOJTREPHIARIINX
NpOXOXIeHHe pabOTHHUKOM HHCTPYKTaXKeH IO OoXpaHe Tpyja, B TOM YHCIE KOTOpHIE
pabOTHUK MOANHUCHIBAET JIUYHO;

JOKYMEHTHI II0 00pa3oBaTeNbHOH MAEATENBHOCTH, 3a HCKIIOYEHHEM TeX, KOTOphIE
JIOJDKHBI OBITH OhopMIIEHB! Ha Oymare B COOTBETCTBMHM C IpHKa3oM 3asezyromiero JJOV
WK 3aKOHOmaTenbeTBoM Poccuiickoil @enepanumy;

JOKYMEHTHI, CBA3aHHBIC C OpraHM3alMed NUTaHHS BOCIHTAHHHMKOB, 32 HCKIHOYEHHUEM
TeX, KOTOpbIE MOKHBI ObiTh OdopMIeHH Ha Oymare B COOTBETCTBHH C IPHKA30M
3ageayroutero JJOY unu 3axkononarensctBoM Poccuiickoii @eneparyu.

1.6, IlepeueHb JOKYMEHTOB, KOTOphIe HE MOANAjalOT IO JeHcTBHE 3akoHa 00 aneKTpOHHOM
KaJIpOBOM JIOKYMEHTOo0OOopoTE:!

TPVI0BbBIC KHHKKH,
CBCICHHA O TleIOBOH JACATEIILHOCTH;

ARThbI O HECHAaCTHOM ClIy4dac,

' mpHKa3bl 00 YBOJILHEHHH;

JO0KYMEHTEI, KOTOphIe MOATBEPIKAAIOT, YTO COTPYIHMK IIPOLIEN HHCTPYKTAX 110 OXpaHe
TpyZa.

1.7. Tlepeuenp xateropuil paOOTHHUKOB, B OTHOLUCHHH KOTOPBEIX OCYIUECTBIAETCH 3IEKTPOHHBIH
JOKYMEHTO0000pOT:

zaseayrommit JJOY u aqmMununcrparususii nepconan JJOV;
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* pPabOTHHKH, CBA3AHHbIE ¢ OQOPMICHHEM, IIOANMCAHHEM U O3HAKOMIEHHEM ¢ Ka/POBBIMHU
NOKyMEHTAaMH, NOKYMCHTaMH IO OXpaHE TpyjAa, 0O0paGoTKoM NepCOHANBHBIX JAHHBIX,
JOKYMEHTOB 110 OPTaHH3AIHH MTHTAHHSI 00YJarOIHXC;

® [IeJaroru4ecKkue paboTHUKH,
2. TIlopsiiox mepexoia Ha 3JIEKTPOHHBII JOKYMEHT0060pOT

Anvunuctpamus JIOY  yBemomisier Kaxaoro paboTHHKA B MTHCHMEHHOMH j)opMe 00
U3MEHEHMAX B TPYAOBOM 3aKOHOJNATENBCTBE, CBA3AHHBIX C IEPEXONOM Ha 3MEKTPOHHBI
JTOKyMEHTOOOOpOT, a Takke O IpaBe pabOTHHKA IyTeM MOLaYH COOTBETCTRYIOLIETO
IUCPMEHHOrO 3asBNCHHs CHACNATh BHIOOP MEXIy IPOJOIDKEHHEM BeleHHs paboTomaTenem
KaJIpOBBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE HIH B 3IeKTPOHHOM (hopmare.

Ilepexon Ha 2neKTPOHHBIH TOKyMeHTOOG0POT At paGoTHukos JIOY, NPUHATHIX Ha paboty
70 31 nmexabps 2021 roma, sBiasercs HOGPOBONBHEIM M OCYIIECTBIACTCS TONBKO TO HX
MTHCEMEHHOMY 3asIBJIEHHIO.

Coryacue Ha  B3aumogedictBue ¢  pafoTOHaTeNneM  MOCPEACTBOM JNEKTPOHHOTO
A0KyMEHTOO0OpOTA He TpebyeTcs OT Jiull, KOTOPBIE NPHUHATHL (IPHHEMAIOTCA) HA PaboTy
nocne 31 nexabps 2021 rozma m y KOTOpBIX IO cOcTosHHIO Ha 31 mexaGps 2021 roma
OTCYTCTBYET TPYAOBOH CTaXK.

3apenyrommii  JIOY  o0si3an mpomH(OPMEpPOBAaTE 06  OCYIIECTBICHHH —3IEKTPOHHOIO
JOKYMEHTO000pOTA JIHIIO, IPHHUMAEMOE Ha paboTy.

OrcyreTBHe cornacus paGOTHHKAa Ha B3aHMOJCHCTBHE ¢ paboTonareneM IOGPENCTBOM
3JCKTPOHHOTO  JIOKYMEHTO00O0pOTa  MpH3HAETCS  OTKA30M pabOTHHKAa OT  Takoro
B3auMozeiicTBus. [Ipu 3TOM 3a paGoTHHKOM COXpaHsi€TCs NIPaBO JaTh YKA3aHHOE COTIacHe B
[MOCIEAYIOLIEM. ;

[locme Toro kak paGOTHUK MHOAYYMT YBEIOMJICHHE O IIlepexose Ha DJICKTPOHHBbIT
TIOKYMEHTOOOOPOT, OH JIOJDKEH peIIHTh, KaKuM CcrmocoboM OH 6ymeT oOMeHWBaThCs
JOKyMeHTaMH ¢ paboroparenem. s 3TOro oH IOMKEH HanMcaTh 3asBiIcHUE 06 0TKaze WK
COrTaCHi Ha MEPEXOJl Ha 3IEKTPOHHBIN JTOKYMEHTOOOOPOT B IMCEMEHHOM MM 371€KTPOHHOI
thopme.

Ecmin paboTHHK Xower cOXpaHWTH mpexHWui (opMmar GyMasKHOTo JOKyMEHTO000pOTa, OH
J0IKEH HANHCaTh NUCPMEHHOC 3asBJICHHE 00 OTKa3e OT Iepexoja Ha 3NEKTPOHHbII
JIOKYMEHTO000pPOT B MIpOM3BOIBHOH (opme. B srTom ciydae paGoTomarens IpoiomKuT
hbopMHpOBaTH M B3aHMONEHCTBOBATH ¢ PAGOTHHKOM € TIOMOIIBIO JOKYMEHTOB B OYMAaxkHOI
bopme.

Ecan pabortHuk xouer dopmupoBats u o6MeHMBATBCA ¢ paboTOxaTENEM 3IIEKTPOHHBIMH
RaJpOBbIMU JOKYMEHTAMH, OH JOJDKEH HANHCaTh IMMCHBMEHHOE 3asBIEHHE O COIJIACHH Ha
[ICPEXO HA JNEKTPOHHBIH NOKYMEHTOOOOPOT B NpPOM3BOIBHON ¢opme. B stom ciyuae
padoTtonartens Oyner (OpPMHPOBATE M B3aMMOIEHCTBOBATH C PAGOTHHKOM € TOMOLIBIO
JOKYMEHTOB B 9JIEKTPOHHOH (opme uepes CO/I.

YBexomienue paboOTHAKA O IIEPEXOJie Ha AEKTPOHHbII JOKYMEHTOOOOPOT OCYILECTBIISIETCS B
CISIYIOLIME CPOKH: -

® B I€Hb NpueMa Ha paboTy | 3a OMH pabouumii IeHb [0 TOro, KaK JOMYCTIT PaboTHUKA K
paboTe ¢ HCHONB30BAHAEM IEKTPOHHOIO JOKYMEHTO060POTA, — VIS JIHII, IPHHIMAEMBIX
Ha paboty B JJOY;

® 3a HEJIEJO JI0 JMomycka K paboTe ¢ HCIOJIb30BaHHEM SIEKTPOHHOrO JOKyMEHTOO60pOTa —
1714 Beex pabotHuKOB JIOVY.
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—10. DaexTpoHHkIH JIOKyMEHTO00O0POT BBOHTCS € JIATHI, YCTAHOBIICHHON [IPHKA30M 3aBENYIOILETO
~OY. B oTHOmeHHH PabOTHHKOB, COrmacHBIIMXCS Ha B3aUMOJIEHCTBHE ¢ paboTomareiem
FUCPEIACTBOM  SNIEKTPOHHOTO JIOKYMEHTOOGOPOTa, HO He paHee JHS HCTEYCHHS cpoka
- BEIOMIICHHSA, YCTAHOBIEHHOTO B ImyHKTe 2.9 [10105KeHus.

- . Ecam paGOTHHK BRIPAsHII CBOE cOracue o [ICPEXO/e HA SNEKTPOHHBIH JOKYMEHTOOGOPOT,
paboTONaTeNb BEIET HA HETO BCE JOKYMEHTHI, KOTOpPEIE CBA3aHBI ¢ paboTol COTPYAHHKA B
FISKTPOHHOH (opme.

3. Ilopsitok BK/IIOYeHns paGoTHHKa B 6C )] |

‘78 NOIVYEHHH OT pa6OTHPIKa 3a5BJICHHUS O COIVIACHH HAa Nnepexoa Ha INCKTPOHHBIN
Ly .‘-f:‘l—iTOOGOpOT JIMLO, OTBETCTBEHHOE 3a BCICHHE Ka/IpOBOI0 ydera:

- Ilposomut wmHcTIpykTAXK B o0beMe, HEOOXOMMMOM I nocreaymoomero  3QQeKTHBHOTO
s3auMozeiicTsus paborruka ¢ CJI.

=~ Odopmnser paborruky TIPOCTYIO MK YCHIICHHYO 3]ICKTPOHHYIO TIO/IIHCE.

~->. BHOCHT W3MeHeHMs B TpyxOBOIX AOTOBOp PAOOTHHKA MyTeM MOANMCAHHS TOTIONHUTENBHONO
COLVAIICHAS O TNOPsAKE B3AMMONEHCTBHS paGoOTHHKA W paboTtonarens KanpoBbiMu
AOKYMEHTAMH B 3JICKTPOHHOM BHJIE.

lad

~. Ilpu HeoGxomumocTu IIPOBOMUT JIOLIONHUTEIBHBIE MHCTPYKTAKH PabGOTHHKOB B pouecce
B3aumoJieiicTeus ¢ COJI, B TOM YHCIIe B CRS3H OOHOBJIEHHEM TIPOTPAMMHOTO 06eCIedcH s
CHCTEMEL. |

4. IlpaBuia padorsi ¢ JIEKTPOHHBIMH JIOKYMEHTAMH

=.1. DIeKTpPOHHBIE JOKYMEHTHI YHaCTHHUKOB JICKTPOHHOTO JIOKYMEHTOOGOPOTA CO3/AI0TCS B
CIydae HX anpecoBaHus pabOTHHKAM, SBISIOIIMMCS YYaCTHUKaMH  3JIEKTPOHHOTO
JAOKYMEHTO000pOTA.

)

+.2.  DICKTPOHHBIE OKYMEHTHL, /IpeCOBAHHEIE PAbOTHHKAM, He SIBISIOMMMCS YYacTHHKAMH
FICKTPOHHOTO NOKYMEHTOOGO0POTA, IIepeBOAsTCS Ha OYMaXHBI HOCHTEND, MOAMUCHIBAIOTCS
COOCTBEHHOPYYHOM OAIIHCHIO OTBETCTREHHOIO JIMIA ¥ HANPaBJIAIOTCs ajpecary. B cucreme
ICKTPOHHOTO JIOKYMEHTOOGOPOTA COXPAHSETCS STIEKTPOHHAS KOIHUSI YKAa3aHHOTO IOKYMEHTA.

=.>. [llopsaok moamucanms AOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO AOKYMEHTOO00pOTA NOJKEH
COOTBCTCTBOBATh  NOPSAKY NOAMHCAHUS JAOKYMEHTOB Ha OYyMaXHBIX HOCHTEJsX,
ONPCIACICHHOMY B HMHCTPYKUHH [0 ACTIOIPOU3BOACTBY, € YYETOM OCOBEHHOCTEH,
fpEayCMOTpeHHBIX TpynoBeM Komekcom Poccriickoii Denepanuu.

==. B cucTeMe 3neKkTpoHHOrO AOKYMEHT0000poTa (uKCHpyIOTCS naTa BpEMsl CO3JaHHS W
JTTPABKH  3JIEKTPOHHOTO  JOKYMEHTa, €ro PCTUCTPAllMOHHBIA HOMEpP, CBelieHHS 06
OTIPaBHTENE JOKYMEHTA.

=3. PerucTpanus JOKyMeHTOB B cHCTeMe SJICKTPOHHOTO JOKYMEHTOO00POTA OCYIIECTBISETCS B

-CUTECICTBHM C TIDHHLAIOM €IMHOH pEerucTpaLum JIOKyMEHTa (OMHOKPATHOCTH 3allHCH
“=00pMalHH O JI0KyMeHTe). JIOKYMEHT, 3aperucTpUpOBaHHEIH B CHCTeMe AJIEKTPOHHOTO
SOEIMEHTO000pOTA, HMEET €HHYIO PETHCTPANHOHHYIO KapTOYKy JOKYMEHTa, 100ABIIIOTCS

5K0 JOMNOTHATEIILHEIE CBEICHUA O paﬁOTe C JOKYMEHTOM.

|
i N

© ~=FTPOHHBIC IOKYMEHTBI, IOCTYITHBIIHE TIOC/IE OKOHYAHHS pabovero NHS ¥ B MpasHUTHbIE
- FETHCTDHDYIOTCS B TEUCHME CIIE/IyIOEro paGoyero jus.

- Siamwonciictene paGOTHHKOB HOY ¢ cucremoii anekrpornoro JOKYMEHTO000pOTa, B TOM

T-= CO0%aaHES, NIpeoOpa3oBaHME, MONIMCAHHE H XPaHCHUE BIEKTPOHHBIX JOKYMEHTOB,
- WESCTEIACTCA B COOTBETCTBHHM C HHCTPYKIMEH paspabotanxa COJ.
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4.8. PaBorauk 00s3aH 03HAKOMHTHCSA C HA3HAUCHHBIM Ha HEro 3eKTPOHHBIM JOKYMCHTOM B Co1
B Tedenue padbo4ero JHs.

4.9, JIOKyMEHTEI, CO3/aBaCMBIC B CD], ohopmisAIOTCS Ha GyMaxKHOM HOCHUTEIIE B cydasx:

e ccy OHE IHOJUIENKAT IOAMMCAHMIO pabOTHHKOM, KOTOpBI OTKasalci OT né{aexona Ha
BAMMOJIEHCTBIE ¢ paboToNIATENIEM TOCPEICTBOM MEKTPOHHOTO JOKyMEHT0000pOTa;

e ecnu CDJI BBULUIA U3 CTPOA H HE [OJNEXKHUT HCIOPABICHHIO B CPOK, Ha3HaueHHBIA Ui
MCIIOJIHEHHs ¥ NOAIHCAHHA 3IeKTPOHHOTO JOKYMCHTA,

e ccrmy 510 TpeOyercs B COOTBETCTBAM € IPUKa30M 3aBE/IyrOmEro JIOY, noKanbHbIMHA
HOPMATHBHBIMH aKTaMH JIOY mmui 3aKOHOAATENBCTBOM Poccuiickoii Penepanii.

5. Tloxmmcande YIEKTPOHHOTO OKYMeHTa

5.1. DnexkTpoHHas MOAMHCH B 37EKTPOHHOM JIOKYMEHTC, cozepxaliemMecs B CDJI, paBHO3HAYHA
coGCTReHHOPYIHOHM HOIIHCH B JOKyMeHTE Ha OyMaKHOM HocuTene MpH OJHOBPEMEHHOM
COOITIOICHHAHN CICAYIOIHX TpeGOoBaHMH:

e wmouJllu COOTBETCTBYIOIIMEA EMY KBaJmtbnunposaHHmﬁ cepruduKaT KIoua IPOBEPKH
DI co3zaH ¥ BhIAAH aKKpeIUTOBAHHBIM VII;

e ceprudukar KiIoda POBEPKH 3JIGKTPOHHON MOJITHCH HeHCTBUTCIEH H{ MOMCHT
O/IACAHHS DJIEKTPOHHOIO NOKyMeHTa (He MPeKpaTi CBOC neficTBIE, HE AHHYJIMPOBAH,
HE HpHOCTaHDBJleH);

e TIOATBEPXKACH (i)aK'I' LEeNOCTHOCTH H ayTeHTH‘IHOCTI/I 3JIEKTPOHHOTO JOKYMEHTA ocle ero
noanucatHud,

5.2. PabOTHHKH, [TOATHCHIBAIOIINE 3IeKTPOHHBIE TOKYMCHTRI 11, obs3aHbl:

e oGecreurBaTh KOHQUICHIMANBHOCTD xrogeit DII, B COOTBETCTBHHA C neiicTBYIONIAM
3aKOHOIATEIBCTBOM;

e pe JICTIONB30BATH  KIHOH Sl mpuH  HAAYHH OocHOBaHWII  mojararh, HTO
koHGHAIEHIMATBHOCTE HaHHOTO KTfo4a HapyIneHa,

e pe3aMeUIUTENBHO YBEIOMIATE Y 0CTOBEPSIOLIHH HEHTP O KOMIIPOMETAIMH KIOHa .

5.3. TloxmucaHne DJICKTPOHHOIO JOKYMEHT2 B CHJ wmouom OII NOIKHO OCYILLECTBIATHCA
TONLKO BIAJAEIbLEM €TI0 ceprdukara Koda nposepkn I, NefCTBYIOIEro Ha MOMEHT
[IO/FCAHHS IEKTPOHHOTO JOKYMEHTA. |

5.4. Padorauka JOY [OJITHCHIBAIOT SNEKTPOHHbIC OKYMEHTBI VKDII, 3a HMCKIIOYCHACM
3asiBJICHUH, yBenOMneHHi?I, obpauieHuil H cayxeOHBIX 3aMICOK, MTOATIACBIBAEMBIX IPOCTOH
3JIEKTPOHHOM MOANHUCHIO, ohOpMIIEHHOI B COOTBETCTBHH C MHCTPYKLHEH paspaboTyuKa CBL.

5.5. Kaaposble JAOKyMEHTBL OAIMCHBAIOTCA € YHCTOM orpaHMuenuii, YCTAHOBJICHHBIX
cratbeii 22.3 TpyaoBOTO KOACKCA Poccuiickoit deneparny.

5.6. DJEKTPOHHBIA TOKYMEHT [OJMCEIBATCA B JIEHb €TI0 CO3aHMA, WCIOJHEHUS WM
yTBEpAKICHHA — B 3aBUCHMOCTH OT HA3HAYCHHMA JOKYMEHTa U Ha3HA4YEHHOW ponM JHua,
paGoTaroLero ¢ HiM, B crcTeMe JIEKTPOHHOTO [OKyMEHTO000pOTa.

6. KoHTpPOJb HCTOJIHEHHS H XpaHEHHs! JJIEKTPOHHBIX [NOKYMEHTOB

6.1. B DJIO ocyuwecTBIACTCA KOHTPOJb HCIIOHCHHA JOKyMEHTOB H obecrieynBacTCa
MHOTOYPOBHEBBIH KOHTPOJIB HCIIOTHEHNS PE30TIOLHH PYKOBORHTENIEH pasiHbX ypoBHEH
yOpaBJIeHU. Ha xoHTpoJb MOXCT GLITh TIOCTABEHO KaK HCIOMHEHMC OT/IENIBHBIX
pesoJuoLmi, TaKk U MCIIOJHEHHE JOKYMEHTa B HEJIOM. [lpu oTOM aBTOITIaTIfI‘-IGCKH
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OTCIICKHBAKTCA CPOKH HCIIOJTHECHH, 0c000 BBIAEIAKTCA KOHTPOJIMPYEMBIC JOKYMEHTBI H
JOKYMCHTEI C HUCTEKIITHMH CpOKaMH HCIIOJIHEHHS. 'l

KOHTpOIIb HCTIOMHEHHS JIOKYMEHTOB U nopydenuii pykosojactsa B 310 BKmo4acT B ceOst:
e [OCTAHOBKY JIOKyMEHTOB Ha KOHTPOIb;
e BHECEHHE TEKCTA PE30JIIOLIUH PYKOBOIUTEIL,
e BHECEHHE CPOKOB HCIIOIHECHUA JOKYMEHTOB,
e ajpecamio JOKyMEHTa HCIIOIHHUTENISIM B COOTBETCTEHHI € PE30IOLUAMH;
e IPOBEPKY CBOEBPEMEHHOCTH JIOBE/ICHHS JOKYMEHTOB 10 KOHKPETHBIX HCTIOJIHUTENCH,
e pelBapUTENbHYIO MPOBEPKY U PEryIMpOoBaHKE XONd VICTIOJTHEH NS,
e BHECEHHE JaHHAIX O BHIIOJHEHUN JTOKYMCHTA,
e IIPOCMOTP JIOKYMEHTOB, II0 KOTOPLIM CPOKH HCIIOIHCHIA IIPOCPOYEHBI;
e CHATHE JIOKYMEHTOB ¢ KOHTPOJIS,
e TOCTPOGHHE OTUETOB 06 MCTIONHUTENBCKOH HUCHMILITHHE,
e yuer H 06001LICHHE PE3Y/IHTATOB KOHTPOJIS HCIIOHCHHA JOKYMEHTOB.
JIOKYMEHT, yCTAHOBJICHHBIH Ha KOHTPOIIb, TOMEYACTC CHEHAILHON TOMETKOH.

HcnonHenue NOKYMEHTA KOHTPOJHAPYECTCA € MOMEHTA ITOCTAHOBKHM Ha KOHTPOJIb. Hpﬂ 3TOM
cny)1c6a JEenonpon3BO/ACTBA U COTPYAHHK, OTBETCTREHHEBIM 34 KOHTPOIb, HMCIOT
BO3MOKHOCTH IIPOBECTH IpoBEPKY CBOECBPEMEHHOCTH JIOBEJICHU JOKYMEHTA 110 KOHKPETHOTO
HCIIOJHUTEIIA.

B TeyeHue CPOKAa MCHOJHEHHS JOKYMEHTA JOJDKHBI OCYLICCTBIATHCA IpeABAPUTENBHBIE
NpOBEPKH W PEryJIMPOBAHAE XOa MCTIOJNHCHI, Pe3y/bTaThl KOTOPBIX, KaK IPaBHIIO, TAKIKE
dukcHpyIOTCS B DIEKTPOHHOH  KapTOUKe. OTBETCTBEHHOCTh  3a  TIPABHUIBHOCTD
MpeICTaBICHHOM HHOpMALMK HECYT HCTIOTHHTENHI.

Ec/ii OKYMEHT MMEET KOHKPETHYIO ATy HCTIONHEHHMSX, YKA3aHHYIO B TEKCTE, UM JOKYMCHT
BXOIUT B IIEpEUeHb TOKYMEHTOB C THIOBBIMH CPOKAMH HCIOTHCHHA, KOHTpOIIL,] CTaBUTCS
cpasy IpH PerHCTPaIHH.

Bxonsme TOKYMEHTH! ¢ HHIMBHIYalbHbIMHE CPOKaMH HCTIOIHCHIA CTABATCS HA KOHTPOIb
mocie PacCMOTPEHHsS HX PYKOBOJMTEIEM, KOTOPBIA B CBOEH DE3OJIIOLHMH OHPEALIHCT
KOHKPETHBIH CPOK HCIIOJHCHHA.

CrsiTve JOKYMEHTA ¢ KOHTPOJIS OCYIIECTBIIAET NOJDKHOCTHOE JIMLLO, yCTAHOBHUBILIEE KOHTPOIIb
WTH TI0 €ro IOPYYeHHIo CIyxGo# JenoIrpou3BOICTBA CHsTHE JIOKYMEHTa C KOHTpOJA
oopmseTcst OTMETKOH 00 HCIOIHEHHN A0KYMEHTA B JIEKTPOHHON KapTOUKe.

JTOKyMEHT CUMTAETCsl HCIOJIHEHHBIM H CHUMaeTCs € KOHTPOJA nociie  (hakTHIECKOro
BbIIOHEHHS IOPYYEHUH [0 CYIIECTBY, AOKYMEHTHPOBAHHOIO MOATBEPACHHA HCIIOJIHEHHS
¥ cOOOLIEHHS Pe3YJIbTATOB PYKOBOJICTBY.

MCTIOIHEHHEIE 3JIeKTPOHHBIE JOKYMEHTBl CHCTEMATH3HMDYIOTCA B Ji€na B COOTBETCTBHH C
nomenknarypoit gen yuyactaukos DJ10. IIpu cocTaBreHHH HOMEHIIIATYDLI J€]1 YKa3bIBAETCS,
yTO JEJ0 BEAETCS B JEKTPOHHOM BUJE.

DNEKTPOHHbIE HOKYMEHTBI IOCHIE MX HMCIOJIHEHHUA MOZICHKAT xparenuio B DJI0 b Teuenne
CPOKOB, TIPEIYCMOTPEHHBIX 3aKOHONATENLCTBOM - JUTd AHAJIOTHYHEIX JOKYMEHTOB Ha
OyMaXXHBIX HOCHTETIAX.



. |
6.12. Tlocme HCTEYEHHS YCTAHOBIEHHOTO CpOKa XPAaHEHHS SJIEKTPOHHBIX JOKYMEHTOB Ha
OCHOBAHHMH aKTa O BBIICIICHHH HX K YHI/IT-ITO}KEHHI'O, Oq)opMHeHHOI‘O 58 yTBep>I<£[eHHOFO B
YCTAHOBJIEHHOM TIODSIKE, YKA3aHHBIC JJICKTPOHHBIE NOKYMCHTBI M HMH(pOpMAlHs O HHX,
3a(EKCHPOBAHHAS B OJEKTPOHHBIX KapTOUKaX, IMOIEKAT YHHYTOXKCHHIO (YIANeHHIO W3

SO,
7. BzauMopjeiicTBHe H 0OTBETCTBEHHOCTH pabdornukos B /10

i OTHpaBHTeHB 3MEKTPOHHOIO HOKYMCHTa HECET OTBETCTBEHHOCTE 34 €ro COHEpXKaHHuce,
PEKBU3HUTEI, aZipecaliio, Ka4eCTBO U KOJMYECTBO BJIOKCHHH.

7.2. TlomyuaTesns 3JIEKTPOHHOTO JOKYMEHTa HECET OTBETCTBEHHOCTD 33 HEHCTIOIHEHUE JIOKYMEHTA
B YCTAHOBJEHHBIH CPOK, HEBHECEHHE MHJM HCCBOCBPEMEHHOE BHECEHHE CBElleHUH B
SIIEKTPOHHYIO KapTOUKY.

7.3. PykoBomuTeNH HECYT IIEPCOHATBHYIO OTBETCTBEHHOCTH 3a cobmonenne Ilonmoykenus
MOAUMHSIONIMHUCS UM paOOTHHKAMH.

7.4. PyKoBOMTENH TPH YBOJBHEHHH PabOTHHKOB K OQOPMIICHHH Ha paboTy HOBBIX pabOOTHUKOB
oBecrnednBaloT yaaneHne/n3MeneHne/opopMIeHAE YIETHOH 3anucyu paboTHHKA B TCUCHHE
ABYX paboumx AHeil ¢ JaThl YBOJbHEHHMS pPabOTHHKA WM IpAeMa Ha paboTy HOBOTO
paboTHHKA.

7.5. 3apenyrommii JJOY mHpoBepseT HAIMYHE Y YBONBHAEMBIX DaOOTHHKOB HE3aBEPIICHHBIX
SJIEKTPOHHEIX JIOKYMEHTOB M NPHHUMAET MEPBI II0 HX MCIIOJHEHUIO/3aBEPIICHAIO B TEYECHHE
Tpex pabounx jHel ¢ IaTH YBOTbHEHHsS PaOOTHUKOB.

8. O6ecncuenue unopmMannonHoii 6esomacaocTu B CI/]

8.1. CDJI — »ro uHpOPMANMOHHAas CHCTeMa, B KoTopoif oOpabaThiBaeTcs OOIICHOCTYIHAsA
undopManus W HHGOPMALHUA OIPAHMYEHHOTO JOCTYyIa, HE COJACpXKallas CBEJICHHUS,
COCTaBJIAIOIIHE TOCYIAPCTBCHHYIO TalHY.

8.2. Ilpu oCyIIECTBIEHMH OIEKTPOHHOIO mokymeHToobopora B C3IJI nmomyckaercs obmeH
3NEKTPOHHBIMH  JOKYMEHTAMH, COACPXKAIIMMH  OOIIENOCTYNHYH — HHQOpMAlMio W
MH(OPMALMIO OTPAHMYEHHOTO MOCTYNA, HE COJEPXKAIIYK CBEICHHS, COCTHBILIIOLIME
rocyJapcTBEHHYIO TaiHy, MHOCTYI K KOTOpPOH OrpaHM4UBacTCs B COOTBETCTBHU C
3aKOHOJATENBCTBOM Poccuiickoit ®emepanuu. O6Mmen uupopmamueidr B COJI, mocTynm K
KOTOPO#l OrpaHHYMBAETCS B COOTBETCTBHH C 3aKOHOJATENbeTBOM Poccuifckoil denepaln,
OCYLIECTB/IAETCA TPH BHIMOJHEHMH MMH TpeOopaHuii 1o 3ammre Takoil uH]OpMAalmH,
YCTAHOBJIEHHEIX B OTHOIEHNWH MH(OPMAIHOHHBIX CHCTEM 3IEKTPOHHOTO JIOKYMEHTO0G0POTA.

oo
(')

WndopmanrorHas 6e30MacHOCTs NIPH OCYINECTBICHHH 3JIEKTPOHHOTO JOKYMEHTO0DOPOTA
o0ecreurBaeTcs KOMIUIEKCOM MEPOTIPHATHIA, KOTOPBIE HANPABJICHbI HA MCKITIOYCHHUE!

® HENpPaBOMEPHOTO MOCTYIa, KOMHPOBAHMS, IIPEJOCTABICHHS MWIIH PacIpPOCTPAHCHUS
nHbopManuy (obecreueHne KOHQHICHIMATEHOCTH HH(POpMALiH);

¢ HENPaBOMEPHOTO YHHYTOXEHUS HIH Momupuuuposanus undopmauu (obecrmeyenue
LIEJOCTHOCTH HH(OPMALIUK);

e HempaBoMepHoro  GnokupoBanms — uHGopmauuu  (obecmeyeHue  JOCTYHMHOCTH
uHpOpMAaIIK).

8.4. OpraHu3alMOHHBIC M TEXHHYECKHE MEPHI 3alMTHl MH(GOpMALMH, Peanu3yeMble B pamKax
OCYIIECTBIEHHS 3JIEKTPOHHOTO TOKYMEHT0000pOTa, 00eCIeIHBaIOT:

e yAeHTU(HKAIMIO K ayTeHTU()UKAIKIO CyOBEKTOB JOCTYNA B O0BEKTOB JOCTYIIa;
e yIpaBlIeHHE JOCTYIIOM CyOBEKTOB JOCTyNa K 00BbeKTaM JOCTYIIa;

e OrpaHdyeHHe NPOTPaMMHOHN CPEJIBL;
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e 3aUUTY MAIIMHHBIX HochTenel HHGOpMALHH;

e pETHCTPAIHIO coOBITHIA 0€30T1aCHOCTH;

e AHTHBUPYCHYIO 3aLIUTY;

e OOHApYXCHHE (npenompameﬂne) BTOPIKEHHUIH;

e KOHTPOJH (AHAIH3) 3aNTHIIEHHOCTH HE(OPMATIIH;

e 1I€JIOCTHOCTD pH(pOpMAIMOHHOK CO/1 u urpopMaL;

e JIOCTYMHOCTH HHPOPMAIIHH;

e 3AIIUTY TEXHUYECKHX CPEJCTE;

e 3AUIUTY uH(OPMAIIHOHHOH CD]l, ee CPEACTB, CACTEM CBASH 1 nepeaavn IaHHbIX.

8.5. B xone KOHTPOJA (MOHHMTOPHHIA) 38 oGecredcHHEM yPOBHS 3aUIMIICHHOCTH uHpopMauu,
copepkamieiics B pH(OPMALAOHHON CH/1, OCYLIECTBIAIOTCA:

e KOHTpPOJbL 32 coBpITHAMH  0€30MacHoCTH M neHCTBUAMHA nojp3oBaresiell B
uH(pOPMAIMOHHOH C3l;

e KOHTpOH (aHAH3) saIAIEHHOCTH HHpOpMALIH, cozieprKameics B Call;

o auanu3 U OLEHKa (QyHKIMOHMPOBAHHS CHCTEMBI 3aIUTH HH(pOPMALH COJ1, Bknrovas
sLISBICHNC, AHAIN3 U YCTPAHEHHE HEIOCTATKOB B (yHKIHOHUPOBAHHMH CHCTEMBI 3AIUTHI
undopmauun CIJL;

o TEPHOIMUECKAN aHaIH3 y3MeHeHus yrpo3 0e30macHOCTH undopmanuy B COn,
BO3HHKAIONEX B XO[E €€ OKCILlyarauu, H IPUMHSATHE Mep 3aIUTBI uHdopMalui B
cTy9ae BOIHMKHOBEHHA HOBBIX yIPo3 GesonacHocTH HHHOPMALIHH;

e JOKYMCHTHDOBAHHE HpOUEAYP H pe3ynpTaToOB  KOHTPOILL (MOHnTopfmra) 3a
oBecrieyeHEeM YPOBHS 3alHIICHHOCTH ur(opManuy, coaepyKaLlencs B CO.

9, JakaUYHTEIbHbIC [LOJTOKEHH S

9.1. IlonoxeHne SBIAETCS JIOKATLHBIM HOPMATHBHEIM aKTOM, yIBepiKkaeTes (BBOLHTCH B
JeficTBHE) MPUKA30M 3aBEYIOIICTO JOY.

9.2. Hacrosiee TOIOXKeHNe J(EHCTBUTENLHO J(0 IPUHSTHS HOBOH pefaKimH.
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