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1. OOmue moJI0KEeHUs

1.1. [Tonoxxenne 00 AIEKTPOHHOM JOKYMEHTOOOOPOTE W TMOPSIKE €ro OCYIICCTBICHHSB
MYHHIIMIIAIEHOM aBTOHOMHOM JOUIKOJIBHOM oOpa3oBareilbHOM YyupexzaeHuu «Jlerckuit camg Ne 4
«MOpOSKO» ()Jaﬂee — HOJ'IO)KGHI/IG) PEryjiupyeTt BOIIPOCHI, CBA3aHHBIC C BBCIACHHUEM 3JICKTPOHHOI'O
JTOKYMEHT0000poTa 1 mopsinkoM ero ocymiectsierans B MAJIOY «Jletckuit cam Ned «Moposkoy» (namee —
YUPESKICHUE).

1.2. Hacrosimmee monokeHHue pa3pabOoTaHO B MEISX YCTAaHOBICHUS EAWMHOTO IOpSIKa
JBUKEHHSI DJIEKTPOHHBIX JOKYMEHTOB C MOMEHTa HMX CO3AaHUs (MOCTYIUIEHHS) IO OTIPABKH
(mepenauu Ha XpaHEHHUE), a TAKXKE MOBBIMICHUS 23PPEKTUBHOCTH OpraHU3alluu y4eOHOrompoIecca u
ONTUMU3AIMKU PabOThl AJAMHHHUCTPATHBHBIX MOJpPA3ACICHUN MYHUIMIAIBHOTO aBTOHOMHOIO
JOUIKOJIBHOTO 00paszoBaTtenbHOro yupexaenus «Jlerckuii cag Ne 4 «Mopo3ko» (namee -
Yupexaenue).

1.3. Hacrosimee Ilonoxkenue pa3paboTaHo B COOTBETCTBHH CO CIEAYIOUIMMU HOPMAaTHBHO
MIPaBOBBIMU aKTaMH:

e TpynoBeim kogexkcom Poccuiickon @enepannu;

e OenepasibHbIM 3aKOHOM OT 29 nekabpst 2012 r. Ne 273-®d3 «O6 oOpa3oBaHuu B
Poccuiickoit denepanum»

e OenepasibHBIM 3aKOHOM «O0 nH(bopManuu, HTHPOPMAIIMOHHBIX TEXHOJIOTHUAX U O 3aIIUTe
uHpopmamum» Neld9-d3 ot 27.07.2006 roga

e O®enepanbabiM 3ak0HOM OT 06.04.2011 Ne 63-D3 «O0 31eKTPOHHOM IMOIITUCH;

e OenepanbHbiM 3aKOHOM OT 22.10.2004 Ne 125-®d3 «O6 apxuBHOM nene B Poccuiickoi
Oenepanuny»;

e OenepanbHbIM 3ak0HOM OT 27.07.2006 Ne 152-D3 «O nepcoHaabHbIX JaHHBIX).

1.4.006pa3oBarenbpHas OpraHu3alis OKa3bIBaeT CIEIYIOIINE JIEKTPOHHBIE YCIIYTH:

- TIpuUeM 3asBJICHHIA;
npeaocTaBiieHne nHGopmau 06 06pa3oBaTeIbHBIX IPOrpPaMmMax;

U IpyTHe.

1.5.OnexTpoHHBII JOKYMEHTOO00pOT B 00pa30BaTeNbHOM OpraHu3aluy BKIOYAeT B ce0s:

- (QopmupoBaHUE FIEKTPOHHBIX TOKYMEHTOB;

- OTIPABKY U MOJyYEHHE dJIEKTPOHHBIX JJOKYMEHTOB;

- TPOBEPKY JIEKTPOHHBIX JTOKYMEHTOB;

- YYeT JIEKTPOHHBIX JOKYMEHTOB;

- XpaHEHHUE IEKTPOHHBIX TOKYMEHTOB.

1.6. Opranuzanusi 3JIGKTPOHHOTO JJOKYMEHTO000pOTa B 00pa30oBaTeIbHON OpraHH3aIHH
OCHOBBIBAETCS Ha CJIEIYIOLIUX TPUHIIUIAX:

- IEHTpaJU3aIys ONepaluii 1Mo MpUeMy U OTIPABKE AIEKTPOHHBIX JOKYMEHTOB;

- pacmpenefieHHe  JJIEKTPOHHBIX JOKYMEHTOB Ha JOKYMEHTONOTOKH, WMEIOIINE
OJIMHAKOBBIM MapmIpyT (MaplIpyTU3alrs JOKYMEHTOB);

- OpraHuzaus MPEABAPUTEIIBHOTO  PACCMOTPEHHUS  MOCTYMAIOMIMX — AJIEKTPOHHBIX
JIOKYMEHTOB;

- OJTHOKPATHOCTH PETHUCTPAINH dJIEKTPOHHBIX JOKYMEHTOB;

- yCTpaHEHHE HEOOOCHOBAaHHBIX COTJIACOBAHUI TPOEKTOB JEKTPOHHBIX IOKYMEHTOB;

- perJaMeHTanms ~ omepanuid 1Mo 00paboTKe, pPAcCMOTPEHHIO U  COTJIACOBAHHIO
3JIEKTPOHHBIX JOKYMEHTOB;

- Jpyroe.

1.7. Opranuzanusi ¥ CUCTEMaTUYECKUN KOHTPOIb 3a DJIEKTPOHHBIM JTOKYMEHTOOOOPOTOM B
o0pa3oBaTebHON OpraHM3aIliy BO3JIAralOTCs PYKOBOJIUTEIEM 00pa30BaTeIbHON OpraHu3aIii Ha
nenonpouspoautenss MAJIOY «JIC Ne 4 «Mopo3ko» (W1 HHOE JOMKHOCTHOE JIUI0 TI0 MPHKA3Y).

1.8. OTBeTCTBEHHBIM 32 PabOTy C AIEKTPOHHOW MOYTON HA3HAYAETCS JIEIOTPOU3BOIUTEIH
MAJIOY «JIC Ne 4 «Mopo3ko» (WK HHOE JOMKHOCTHOE JIUIIO TI0 TIPHUKA3y).

1.9. B 31eKTpOHHOM JOKYMEHTOOOOpPOTE 00pa30BaTEIBHOW OpPTaHHW3AIMK BBICISIOTCS
JOKYMEHTOTIOTOKH: TOCTyMAloasi JJIEKTPOHHAS JOKyMEHTamus (BXOMsINAsi); OTMpaBisemMas
ANEKTPOHHAs TOKyMEHTalus (MCXOASIas); BHYTPEHHSIS 2JIEKTPOHHAs JOKYMEHTAITHSI.

1.10. TocTaBka U OTHpaBKa AJICKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIFOTCS MOCPEACTBOM
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HCITIOJIBb30BaHUS BHCKTpOHHOﬁ I1IOYTHEI.
1.11. Hacrosimee moJoxkeHHe OOsS3aTeNbHO JUISI HWCIOJHEHHS BCEeMH pPaOOTHHKAMU
00pa3oBaTeNbHON OpraHU3aAIIH.

2. HNupopManHOHHASA CHCTEMA JIeKTPOHHOI0 JOKYMEHT0000pPOTAa U BBeeHHe
3J1eKTPOHHOI0 IOKYMEHT0000p0TAa B OPraHU3aliu

2.1. ®opmupoBaHue, HCIOIB30BAaHUE, JIOCTABKA, OTIPAaBKAa M XPAaHEHHE 3JIEKTPOHHOTO
JOKYMEHTOO0O0pOTa OCYIIECTBISAIOTCS CPeACTBAaMH HMH(OPMAIMOHHBIX CUCTEM paboTojaress
«lenoy», «Ilapyc», «Kontyp» u npyrumu, a Taxke pabodeid 3J1€KTPOHHOM MOYTHI.

2.2. JlocTyn K cCHCTEME D3JIEKTPOHHOI'O JIOKYMEHTOOOOpOTa OCYILECTBIIAETCS IIyTeM
oopmieHHsT KOPIOPATUBHOW YYETHOW 3alucH Ha KaXJIO0ro pabOTHHKA, YYacTBYIOIIETO B
JIEKTPOHHOM JIOKyMEHTO000pOTE.

2.3. YtoObl pabOTHUK MEpemies Ha AJIEKTPOHHBIA JOKYMEHTOOOOPOT, €ro YBEAOMISIOT B
CIIEAYIOLINE CPOKHU:

e B JICHb NpHieMa Ha paboTy M 3a OAWH pabouuii JeHb A0 TOTO, KaK JOMYCTIT paOOTHHKA K
paboTe ¢ UCTIONB30BaHUEM AIIEKTPOHHOTO IOKYMEHTO000pOTa, — JUIsI JINI, IPUHUMAEMBIX Ha paboTy
B YUpEXKICHUE;

e 32 HEJIETIIO JI0 JIOITyCKa K paboTe C UCTIOJIb30BAHUEM 3IIEKTPOHHOTO JOKYyMEHTO000pOTa —
JUIs1 BCEX PAaOOTHUKOB YUPEKICHUS.

2.4. DIEeKTpOHHBIA JOKYMEHTOOOOPOT BBOJUTCS C JAAaThl, YCTAHOBJICHHOW TPUKA30M
PYKOBOJUTENSL YUPEXIAECHUS, B OTHOUIEHUH PAaOOTHHUKOB, COIVIACUBIIMXCS Ha B3aMMOJEHCTBHE C
paboTomaresieM IMOCPEACTBOM AJIEKTPOHHOTO JOKYMEHTOOOOpOTa, HO HE paHee JHS HCTEUYCHUS
CpOKa yBeIOMJICHUsI, YCTaHOBJIEHHOTO B IyHKTe 2.3 TlonoxeHus.

2.5. [lepexox Ha AIIEKTPOHHBINA JOKYMEHTOOOOPOT B OTHOUICHWH KaJpPOBBIX JOKYMEHTOB
ABISICTCS JTOOPOBOJIBHBIM JUIsl PAaOOTHUKOB OpraHU3allMd M OCYILIECTBISETCS TOJIBKO IO MX
MUCbMEHHOMY COIJIACHUIO (JIEKTPOHHAS TPY0Bask KHUXKKA).

2.6. OTcyTcTBHE cornacus paOOTHUKA Ha B3aMMOACUCTBUE ¢ paboTOAaTeNeM MOCPEICTBOM
JIEKTPOHHOI'O JOKYMEHTOOOOPOTa B OTHOIIEHUM KaJIpOBBIX JIOKYMEHTOB IPHU3HAETCS OTKAa30M
pabOTHHKAa OT TakKoro B3amMoneHcTBHs. [Ipw 3TOM 3a PabOTHHUKOM COXpaHSETCS MPaBO JaTh
yKa3aHHOE coTrjacue B MOCIEAYIOLIEM.

2.7. Cormacue Ha B3aUMOJCHCTBHE C paboTodaTrelieM IMOCPEJACTBOM 3JIEKTPOHHOTO
JOKYMEHTOO00pOTa B OTHOIIEHUH KaJIPOBBIX TOKYMEHTOB HE TpeOyeTcs OT JIML, KOTOPbIe MPUHSATHI
(mpuHMMatoTcs) Ha paboty mocie 31 gexabpst 2022 rosa v 'y KOTOPBIX MO cocTosHUIO Ha3l nexadps
2022 roa OTCYTCTBYET TPYAOBOM CTaX.

3. IlepeyeHn 3J1eKTPOHHBIX TOKYMEHTOB U MepevyeHb KaTeropuii paGoTHUKOB, B
OTHOIICHHH KOTOPBIX OCYHIECTBJISICTCH JIEKTPOHHBIN J0KYMEHTO000pOT

3.1. [lepeyeHp HIEKTPOHHBIX TOKYMEHTOB, B OTHOIIEHHH KOTOPBIX OCYIIECTBISETCS
3JIEKTPOHHBIN TOKYyMEHTOOOOPOT B yUPEKIECHUU:

eKaJpOBBIE JOKYMEHTBI, O(OpMIIIEeMble B COOTBETCTBHH CO cTarthsimu 22.1-22.3
Tpynosoro koxekca Poccutickon denepanuu;

¢ JOKYMEHTBHI [0 OXpaH€ TpyAa, 3a HCKIIOUYEHUEM JIOKYMEHTOB, MOJTBEPKIAIOIINX
MIPOXOXKJICHHE paOOTHUKOM MHCTPYKTa)XeW Mo OXpaHe TPyJAa, B TOM YHCIIE KOTOpble pabOTHUK
MOJINKCHIBAET JIUYHO;

* JOKYMEHTBI 110 00Pa30BaTEeNbHON JEATEIbHOCTH, 32 UCKITIOUEHHEM TeX, KOTOPbIE JTOJIKHbI
ObITh OopMIIeHBI Ha OyMare B COOTBETCTBUU C TMPUKA30M PYKOBOIMUTENS YUPEKICHHUS WIH
3aKoHoJarenbeTBOM Poccuniickont denepanuu;

e JOKYMEHTBI, CBSI3aHHbIE C OpraHU3aluell MUTaHUS O0yYaroIIMXCs, 3a UCKIIOYEHHEM TeX,
KOTOpBbIE JIOJDKHBI OBITh O(OpMIIEHBI Ha Oymare B COOTBETCTBHHM C MPHUKA30M PYKOBOAUTEIS
YUPEKIAEHUS WU 3aKOHOAATENbCTBOM Poccuiickoit @enepannu.

3.2. IlepeueHb Kkareropuii pabOOTHHKOB, B OTHOIIEHWH KOTOPBIX OCYIIECTBIIAETCS
ANEKTPOHHBIN JOKYMEHTOOOOPOT:

paOOTHUKH, CBsI3aHHbIE C O(GOpPMIIEHHEM, MOJMMCAHHUEM U O3HAKOMJICHHEM KaJpOBBIX U
(MHAHCOBBIX JIOKYMEHTOB, JOKYMEHTOB IO OXpaHe Tpyna, oOpabOTKO MepCOHATbHBIX JAHHBIX,
JOKYMEHTOB I10 OpraHU3alliy MUTaHUs] BOCOUTAHHUKOB U 00pa30BaTEeIbHOM EATEIHOCTH.



4. MHCTPYKTAXK 10 padoTe ¢ CHCTEMOM 3JICKTPOHHOI'0 JOKYMEHT0000poTa

4.1. Tlepen HavamoM pabOThI ¢ CHUCTEMOM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa pPaOOTHHKHU
YUPEXKACHUS POXOIAT UHCTPYKTAXK B 00beMe, HE0OXOAUMOM Uil OCIeayomero 3¢(GeKTUBHOTO
B3aMMOJICHCTBUS pabOTHUKA C CUCTEMOM 3JIEKTPOHHOTO TOKYMEHTO000pOTA.

4.2. Wuctpykrax, ykazaHHelii B mnyHkTe 5.1 [lomoskeHusi, mnpoBoauT paOOTHUK,
Ha3HayaeMbli pyKOBOJIUTENIEM, B CPOKH, YKa3aHHbIE B YBEAOMJICHHH O TIepexo/ie Ha B3aUMOJIeiCTBHE
¢ paboToaTeneM MOCPEACTBOM 3IEKTPOHHOTO JOKYMEHTO000pOTa, CUCIIONB30BAHUEM MAaTEPHUAIOB
pa3paboTurKa CUCTEMBI AIEKTPOHHOTO JOKYMEHTO000pOTA.

4.3. Tlpy HEOOXOAMMOCTH TPOBOJATCS JTOTIOTHUTEIHLHBIE WHCTPYKTaXH PaOOTHUKOB B
MpoLecce B3aUMOJCHCTBUS C CUCTEMOM 3JIEKTPOHHOTO JOKYMEHTOO0OO0pOTa, B TOM YUCJIE B CBS3H C
OOHOBJICHHEM MPOTPAMMHOTO 00ECTICYCHHS CUCTEMBI.

5. [opsoK ocylIecTB/IEHHUS 3JIEKTPOHHOT0 JOKYMEHT0000poTa

5.1. ONEeKTpOHHBIA JTIOKYMEHTOOOOPOT YYAaCTHUKOB 3JEKTPOHHOIO JOKYMEHTOOOOpOTa
CO3/IAaI0TCSI B Cllydae UX aJpecallud pabOTHUKaM, SIBISIOUIMMCS YYaCTHUKAMHU 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa.

5.2. DNEKTPOHHBIA JOKYMEHTOOOOpOT, aJpecoBaHHbIe pPaOOTHHUKAM, HE SBISIOUIMMCS
YYaCTHUKAMH JJICKTPOHHOTO JIOKYMEHTOOOOpOTa, IEpPEeBOMATCS Ha OyMakKHBIH HOCHUTEIb,
MO/INKCHIBAIOTCS COOCTBEHHOPYYHOMN MOMUCHI0 OTBETCTBEHHOIO JIMIIA M HAIIPABIISIIOTCS ajpecarty.
B cucreme »1€KTPOHHOrO JOKYMEHTOOOOPOTa COXPAHSETCS DSJIEKTPOHHAs KOMUSA YKa3aHHOTO
JIOKYMEHTA.

5.3.Tlopsimok moanUCaHWsI JOKYMEHTOB B CHCTEME OJJIGKTPOHHOIO JOKYMEHTOOO0OpOTa
JOJDKEH COOTBETCTBOBATH TMOPSAKY TMOJAMUCAHUS JOKYMEHTOB Ha OyMa)KHBIX HOCHTEIsX,
OTpeIeJICHHOMY B MHCTPYKIIUH 10 JACJIONPOU3BOACTBY, C YYETOM OCOOCHHOCTEH, MPETyCMOTPEHHBIX
TpynoBeiM kozekcom Poccuiickoit @enepanuu.

5.4.B cucteme 3JIeKTPOHHOTO JOKYMEHTO000pOTa (PUKCUPYIOTCS 1aTa U BpeMs CO3JaHUs U
OTIIPAaBKH 3JICKTPOHHOTO JIOKYMEHTOOOOpOTa, €ro PETHCTPAIMOHHBI HOMEp, CBEIACHHS 00
oTIIpaBuTeNe JOKyMeHTa ((pamumnusi, UMsi, 0TYECTBO (IIPH HAIMYKH ), HA3HAYEHHAs POJIb).

5.5.Perucrpamusi  TOKYMEHTOB B CHCTEME  DJEKTPOHHOTO  JIOKYMEHTOOOOpOTa
OCYLIECTBJISIETCS B COOTBETCTBHM C MPHUHIIUIIOM €JUHOM PErucTpaluyd JOKYMEHTA (0AHOKPATHOCTH
3anmucu WHGOPMAIMM O JOKyMeHTe). JIOKYyMEHT, 3aperdMCTPUpPOBAHHBI B CHUCTEME 3JIEKTPOHHOIO
JIOKYMEHT0000pOTa, UMEET CIUHYI0 PETUCTPAIIMOHHYI0 KapTOuKy jokymeHTta (nanee — PKJI), nobasnstores
TOJIBKO JOIMOJIHUTCIBHBIC CBCACHUA O pa60Te C JOKYMCHTOM.

5.6. DNEKTPOHHBIN TOKYMEHTOOOOPOT, MOCTYNUBIIHNE TOCTIe OKOHYaHUS pabodero JHS U B
Mpa3IHAYHBIC THU,PETUCTPUPYIOTCS B TEUCHHE MEPBBIX TPEX YaCOB CIICAYIONIIETO paboydero JIHs.

5.7.1lpu peructpanyii OTHPABISIEMOr0 OTBETAa Ha BXOIAMIMA JTOKYMEHT (TIOpy4YeHHE)
WCIIONTHUTENb 00s13aH B ycTaHOBIeHHOM mnopsiake B PKJl ykaszarh ccbulky Ha HOMEp W JaTy
JOKyYMeHTa (Topy4eHwsi), Ha KOTOPBIA MOJATOTOBIEH OTBET. [Ipu 3ToM B 00s3aTenbHOM MOPSIKE B
TEKCTe MHcbMa (JI0KJIa/Aa) TMPOMMCHIBAETCS HOMEpP JOKyMeHTa (IOopydyeHus), Ha KOTOPBIH
MOATOTOBJIEH OTBET.

[Ipu moaroTOBKE OTHOTO OTBETA HA HECKOJIBKO MOPYUYEHUH B TEKCTE MUCHhMa PO CHIBAIOTCS
Bce nopyueHuss u B PKJI yka3piBaloTcsl CChUIKM Ha BCE HOMEpa JOKYMEHTOB (MOpY4YEHMil), Ha
KOTOPBIC MTOATOTOBJICH OTBET.

5.8.B3anmogeiictBrie  paOOTHUKOB  YYpPEXKIEHHUS C  CHCTEMOM  AJIEKTPOHHOTO
JIOKyMEHTOO0OpOTa, B TOM YHCJIE€ CO3/laHue, TMpeoOpa3oBaHWe, MOAMHCaHHE W xpaHeHue /I,
OCYIIECTBISIETCS B COOTBETCTBHH C MHCTPYKIIUEH pa3paboTuuKa.

5.9.PaboTHUK 0053aH 03HAKOMUTKLCS ¢ Ha3HAYCHHBIM Ha Hero D/] B CHCTeMe 3JIEKTPOHHOTO
JOKYMEHTOO0OpOTa B Te4YeHHe pabodyero MAHS, 3a HCKIIOYEHHUEM JOKYMEHTOB C IOMETKOM
«CPOYHO», KOTOPBIC ITOAJICIKAT O3HAKOMIJICHHUIO HE3AMEAJIUTCIIBHO ITOCJIC ITOJIYUCHU.

6. Moanucanue J/1
6.1. PykoBoguTenb yupexJIeHus Wid paOOTHHUK, WCIONHSIOMUNA €ero OoO0sS3aHHOCTH,
noanuceiBaeT /[ YKOII.
6.2.PaGotHuku yupexaenus noamnuceiBaror D[ VKOII, 3a uckiarodeHueMm 3asBICHUM,
YBEIIOMJICHUH, OOpalleHHi ¥ CIy)KEOHBIX 3aIllMCOK, MOAMUCHIBAEMBIX IPOCTON AJIEKTPOHHOU
MOAMKUCHI0, 0OPMIICHHON B COOTBETCTBUU C MHCTPYKIHMEH pa3paboTdrKa CHUCTEMBI SJICKTPOHHOTO



JOKYMEHTO000pOoTA.

6.3.KagpoBble TOKYMEHTHI MOINHMCHIBAIOTCA C YYETOM OTpPAaHUYEHUN, YCTAHOBIIEHHBIX
crateeit 22.3 TpynoBoro koxaekca Poccuiickoit denepanni.

6.4.0]1 moamuchBaeTCsl B J€Hb €ro CO3JaHMs, HWCIOJHEHUS WA YTBEPXKICHUS — B
3aBUCHMOCTH OT Ha3HAUEHUS TOKyMEHTA U Ha3HAUYEHHOW pOJIM JiMLa, padoratoiiero ¢ J/1, B cucreme
ANEKTPOHHOTO JOKYMEHTO000pOTA.

7.AndopmanmoHHasi 6€30MacHOCTh M KOHTPOJIb 00padoTKku I/

7.1. UadopmarmonHas 0€301acHOCTh npu OCYILIECTBICHUH 3JIEKTPOHHOTO
JOKYMEHTO000pOTa 00ECIIeUnBAETCSl KOMILIEKCOM TEXHUYECKUX U OPTaHU3aIllHOHHBIXMEPOIIPUSATHIA.

7.2. K TEeXHUYECKUM MEPOTPUSTUSIM OTHOCSATCS:

eOpraHM3alsl U HUCIOJIb30BAaHUE CPEICTB 3alIUTHl MHPOpPMAIMK B MOJHOM O0BEME HX
(YHKIIMOHATTLHBIX BO3MOXKHOCTEHH;

e 00ecreueHre HeJIOCTHOCTH 00padaThIBa€MbIX JaHHBIX;

e 00ecrieueHre aHTHBUPYCHOU 3alTUTHI MHPOPMAITUH;

7.3.K opranu3aiioHHbIM MEPOIIPUSATHSIM OTHOCSTCS:

*KOHTPOJIb BBITMIOJIHEHUS TPeOOBAaHWN HOPMATHUBHBIX JOKYMEHTOB, PETJIAMEHTHUPYIOIIUX
obecrniedeHure 3auuThl HOPMAIUK;

e ONIPE/ICTICHNE JIOJDKHOCTHBIX JIMIl YYaCTHUKOB SJEKTPOHHOTO JOKYMEHTOOOOpOTa u
opraHmuzaTopa  3JEKTPOHHOTO  JOKYMEHTOOOOpOTa,  OTBETCTBEHHBIX  3a  oOecredeHue
MH()OPMAIMOHHOW OE30MMaCHOCTH;

e YCTAHOBJICHHE MOPSI/IKA PE3EPBHOTO KOIMPOBAHUS, BOCCTAHOBIICHUS U apXUBUPOBaHUS 0a3
JTAHHBIX;

eoOpMIICHHE JOMyCcKa JUIsl  TMPOBEIEHUS PEMOHTHO-BOCCTAHOBUTENBHBIX  PadoOT
MIPOTPaMMHO-TEXHUUECKUX CPEJICTB.

7.4.Kontponp (opMupoBaHUs, Mepeiadyd M HCIONHEHUs /] BO3JOXKEH Ha aBToOpa
KOHKpeTHoro JOJI W pyKOBOAMTENS OTIENa, B KOTOPOM paboTaeT pabOTHHWK, WIH €ro
HEIMOCPEICTBEHHOIO PYKOBOJUTES.

[ToctynuBiime B 00Opa30BaTENbHYIO OPraHU3AIUIO0 DAJCKTPOHHBIC JOKYMEHTHI IOJIeKAT
PEruCTpallK B )KypHaJle ydeTa BXOJSALIUX AJIEKTPOHHBIX JTOKYMEHTOB, COACPIKALIEM CIEAYIOIINE
JTAaHHBIE:

-TIOPSIKOBBIN HOMED;

- BXOJISIIITUN HOMEP AJIEKTPOHHOTO JOKYMEHTA;

- 1aTa MOJIy4eHHS SJIEKTPOHHOTO IOKYMEHTA;

-HAaMMEHOBAHUE JIEKTPOHHOTO JJOKYMEHTA, €r0 UCXOIAIIMNA HOMED U JaTa;

-CBEJICHMS O JIMIIE, HAllPABUBIIIEM 3JI€KTPOHHBIN JOKYMEHT;

-CTaTyc, 1aTa UCIIOJTHEHUS DJIEKTPOHHOTO JOKYMEHTA;

- nomxHOCTE, @. M. O. ucroHuTENA.

7.5. KoHTpOJIb UCTIOTHEHUS DJIEKTPOHHBIX TOKYMEHTOB BKJIIOUAET B CEOS:

* [IOCTAHOBKY 3JIEKTPOHHOT'O IOKYMEHTA Ha YUET;

e MOHUTOPUHT UCTIOJIHEHUSI KOHTPOJIbHBIX TIOPYYECHUM TOKYMEHTA;

e I3MEHEHNE KOHTPOJIbHBIX CPOKOB UCIIOJIHEHUS AIEKTPOHHOIO JJOKYMEHTA;

e CHATHE WCIIOTHEHHOTO 3JIEKTPOHHOTO JOKYMEHTA ¢ KOHTPOJIS,

e QHAJIU3 X0/1a UCIIOJIHEHUSI SJIEKTPOHHOTO JIOKYMEHTA.

8.Ilopsiiok popMupOBaHuS e U XpaHeHust /]

8.1. UcnionHennsle /1 cucTeMaTHU3UPYIOTCS B Jielia B COOTBETCTBUU C HOMEHKJIATYPOU eI
opranuszauuu. IIpu cocraBieHMM HOMEHKIATYpbl [J€1 YKa3blBACTCs, 4YTO [JE€JI0 BEHAETCA B
3JIEKTPOHHOM BHJIE.

8.2.DnexkTpoHHbIE JOKYMEHTHI IOCJIE WX MCIIOJHEHHsS MOJJIeKAT XPAaHEHHIO B CHUCTEME
ANEKTPOHHOTO IOKYyMEHTOO0OpOTa B TEUEHUE CPOKOB, MIPEYyCMOTPEHHBIX 3aKOHOJIATEIbCTBOM IS
AQHAJIOTUYHBIX TOKYMEHTOB Ha OYMaKHBIX HOCUTEIISX.

8.3.Tlocre mcTeueHHWsT YCTAaHOBJICHHOTO CpPOKa XpaHEHHs DSJIEKTPOHHBIX JOKYMEHTOB Ha
OCHOBAHMU aKTa O BBIJEIEHUH HMX K YHMUYTOXKECHHIO, O(GOPMICHHOTO M YTBEPXKIEHHOIO B
YCTaHOBJICHHOM TMOpSJIKEe, YKa3aHHbIE »DJEKTPOHHBIE JIOKYMEHThl U UHPoOpManus O HHX,
3auKcUpOBaHHAsI B JIEKTPOHHBIX KapTOUKAX, MOIJIEKAT YHUUTOKECHUIO (YHAICHUIO U3 CHCTEMBI



ANIEKTPOHHOTO JOKYMEHTO000POTa).

9.Cay4yau, npu KOTOPBIX Aomyckaercs opopmiienune /1 Ha GyMakHOM HOCHTe e

9.1. JlokyMeHTHI, CO3/1aBaeéMble B  CHUCTEME 3JEKTPOHHOIO JOKyMEHTO00O0poOTa,
o(hopMIIAIOTCS Ha OYMa)KHOM HOCUTENIE B CIIydasix:

*C€CIIM OHU MOJIEKAT MOANMCAHUIO PAaOOTHUKOM, KOTOpBIA OTKa3alcsl OT Mepexoja Ha
B3aUMOJICHCTBHE C pabOTOAATENIEM IOCPEICTBOM IEKTPOHHOIO JOKYMEHTOO00POTa;

*€CIIM CUCTEMA IEKTPOHHOTO IOKYMEHTOO000pOTa BbIIIIA U3 CTPOSI U HE MOAJICKUT
HCIIPABJICHUIO B CPOK, HA3HAYEHHBIN JJI UCIIOJHEHUS U noanucanus J/1;

* €CJIU 3TO TpeOyeTCsl B COOTBETCTBUU C IPUKA30M PYKOBOIMUTENS YUPEKACHNUS, IOKATIbHBIMU
HOPMAaTUBHBIMHU aKTaMH OPTaHM3alUU UM 3aKOHOJATENbCTBOM Poccuiickon denepanuu.

10.OTBeTCTBEHHOCTH MPU PadoTe B CHCTEME FJIEKTPOHHOI0 IOKYMEHT0000poTa

10.1. OrnpaButens DJ] HeceT OTBETCTBEHHOCTh 3a COJIEP>KaHUE AJIEKTPOHHOTO JOKYMEHTA,
PEKBU3UTOB, a/IpECaINIO, KAUECTBO M KOJIMYECTBO BIOKECHUH.

10.2. Tlonmywarens OJ] HeceT OTBETCTBEHHOCTh 3a HEUCIIOJHEHHE JOKyMEHTa B
YCTaHOBIICHHBI CPOK, HEBHECEHHE HJIM HECBOCBPEMEHHOE BHECEHHE CBEJIECHUI B AJIEKTPOHHYIO
kaptouky OJI, ommOKu, OOMyIICHHBIE MPU PErucTpali W HENpaBUIBLHOM HampaBlieHUH ][
ajpecary.

10.3. PykoBoauTenu HeCyT MEPCOHATBHYI0 OTBETCTBEHHOCTH 3a cobOmtoneHue [lomoxeHus
MO TYUHSIONTUMUCS UM paOOTHUKAMHU.

10.4. PykoBoauTenu mpu YBOJbHEHHH PAOOTHUKOB U oOdopmieHuu Ha paboOTy HOBBIX
MMOJTYUHEHHBIX PAOOTHUKOB O00ECIEUMBAIOT YyAajicHUE/M3MeHeHne/opopMIIeHHe YYeTHOH 3armmcu
paboTHUKaA B TeYeHHE ABYX pabO4yMX JHEW C JaThl YBOJIbHEHUS PaOOTHHMKA WM MpHeMa Ha paboTy
HOBOTO paOOTHHKA.

10.5. 3amectuTenp pPYKOBOAUTENsS MPOBEPSIET HAIMYUME Y YBOJBHSIEMBIX pPaOOTHUKOB
HEe3aBEepIICHHBIX D /] ¥ MpUHUMAET MEpHI 10 X UCTIOTHEHHUIO/3aBEPIIICHUIO B TCUCHHUE TPEX pab0InX
JIHEH ¢ JaThl yBOJbHEHUS pAOOTHUKOB.

11.B IMoJ10:keHN U UCNIOIB3YIOTCA CJIeAYIoIe TEPMHHBI U ONpe/le/IeHHs:

DJIEKTPOHHBII JOKYMEHTO000pOT — CO3IaHHE, HCII0JIb30BAHUE U XpPaHEHHEPAOOTO1aTelIeM,
paOOTHHUKOM WJIM JIULIOM, NOCTYHAIOIUM Ha paboTy, JOKYMEHTOB, O(DOPMIIEHHBIX B 3JIEKTPOHHOM
Buje 0e3 1yOnupoBaHus Ha OyMa)kHOM HOCHUTEIIE.

DJIEKTPOHHBI J0KyMeHT (najnee — 3J) — 1OKyMeHTHpoBaHHas HWHQOpMaLus,
MIpe/ICTaBJICHHAs B 3JIEKTPOHHOU (hopMe, TO €CTh B BUJE, IPUTOHOM JIJIsl BOCIIPUSTHS YEIOBEKOM,C
HCIIOJIb30BAHUEM  JJIEKTPOHHBIX BBIUMCIMTEIBHBIX MAIIMH, a Takke I Iepefadd 1o
MH(OPMALIMOHHO-TEIIEKOMMYHHUKAIIMOHHBIM CETSM WM 00pabOTKH B MHPOPMAIIMOHHBIX CUCTEMAX.

Ycennennass HekBaanpuUUPOBaHHAA 3JIeKTPOHHasi moanuchk (najgee — YHOIII) — Bun
ANIEKTPOHHON MOANKMCH, KOTOpas: MOJyuyeHa B pe3yibTaTe KpUnrorpadpuyeckoro npeodpazoBaHus
nH(pOpMaIUU C UCHOIB30BAHNUEM KITIOUA 3JIEKTPOHHOM MOAMUCH;

MO3BOJISIET ONPEAEIUTH JINLO, oanucaniiee J/1;

MO3BOJISIET OOHAPYKUTH (HaKT BHECEHHUs U3MEHEHHH B DJ] mociie MOMEHTa ero MOANUCaHMS;
CO3/1a€TCs C UCTIOJIb30BAaHUEM CPEICTB ANEKTPOHHOU MOATNKUCH.

YcuneHHass KBaJdu(UMUMPOBAHHAsi JJIEKTPOHHasi moamuch (mamee — YKOIII) —
BJIEKTPOHHAs TMOANUCh, KOTOpash COOTBETCTBYeT BceM mnpusHakaM YHOIIl u caepgyromum
JIOTIOJIHATEIbHBIM IIPU3HAKAM:

e  KJIIOY NMPOBEPKH 3JIEKTPOHHOM MOANUCH yKa3aH B KBATU(UIUPOBAHHOM CepTHU(UKATE;

e IS CO3JIaHUS U IPOBEPKU JIEKTPOHHOM IOIUCH UCIIOJIB3YIOTCS CPEACTBA AIIEKTPOHHON
MOJIKCH, UMEIOIIUE MTOATBEPKICHNE COOTBETCTBUSI TpeOOBaHUM, yCTaHOBIEHHBIM B DenepanbHoM
3akone oT 06.04.2011 Ne 63-®D3 «O06 31eKTPOHHOMN TOITUCH).

HoanmucaHHbIA 3JIEKTPOHHBINA H0KyMeHT (majnee — IIDJI) — 3JIeKTPOHHBIA TOKYMEHT C
MIPUCOETUHEHHOM 3JIEKTPOHHOM MOANUCHIO, KOTOpass ObUla co3jaHa Ha ocHOBe DJ] u kioua
3JIEKTPOHHOW MOJIHCH.



