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00 3JIeKTPOHHOM JOKYMeHToo0opoTe
H MOPsSiAKe ero 0CyLiecTBIEeHHA

1. OO6mmue nooxKeHHs!

1.1. ITonoxkeHre 00 3JIEKTPOHHOM JNOKyMEHTOOOOpOTE M IOPAAKE €ro ocylie-
crenenus B JIOY (manee - ITonoxxeHue) pa3paboTaHO B COOTBETCTBHH C TpynoBbIM
xomekcoMm Poccuiickoit ®enepauun, ct. 214 ®@enepansaoro 3akoHa N 311-@3 ot 2
monst 2021 r. "O BHeceHuM M3MeHeHui B TpymoBoii koxekc Poccuiickor Penepa-
nun", ®enepanbubiM 3akoHoM Ne 63-03 ot 6 anpens 2011 «O6 anexTpoHHON NOA-
nucu», DenepansubiM 3akoHoM Ne 152-03 ot 27 mons 2006 «O mepcoHaJIBHBIX
naHHBIX», DenepanbHpiM 3akoHoM Ne 125-®3 or 22 oktabpsa 2004 «O6 apxuBHOM
nene B Poccuiickoit @enepauum».

1.2. Hactosmee IlonoxkeHnue ompezaenseT OpraHM3alUIO 3JIEKTPOHHOIO JOKY-
MeHTO0G0pOTa C HCIIOIb30BAaHHEM CHCTEMbI JIEKTPOHHOTO JI0KyMeHToob0poTa (za-
nee = COJI), nopsiok oobmeHa qokymenTamu B CI/1, a Takxke TpeGOBaHUA K OPraHHU-
3aI[MH 3JIEKTPOHHOTO JIOKYMEHTOO00pOTA.

1.3. B HacrosmeM [TonoxeHHnH HCIONB3YIOTCS CIEAYIOIIHE ONpeAeeHH:

e DJieKTpOHHBIH A0KyMeHT (nanee — 3J]) — IOKYMEHT, CO3aHHBINH NPH II0-
MOIIM 3JIEKTPOHHBIX alTapaTHO-TEXHUYECKUX M MPOrPAMMHBIX CPEICTB, QuKCHpYe-
MbIil B IdpoBoM Kojie B GopMe HAEHTHOUIHMPYEMOTO MO COAEpXKaTeNbHOH YacTH
MMEeHOBaHHOTO (haiiya, JOCTYNHBIA s Tocienyromel o6paboTKy, HCIONb30BaHHU,
BOCTIpoM3BeicHHs (0TOOpakeH)s) ¥ BU3YaJIbHOIO BOCIPHATHSA, a TAKXKe IJIA Iepeaa-
Y M T0JIy4EHHUS 110 TeJIeKOMMYHMKAI[HOHHBIM KaHalaM CBS3U.

e DeKTPOHHBII JoKymMenTooGopor (nanee — 3J10) — opraHi3alMOHHO U
[POrPaMMHO-TEXHHYECKH YMOpsAA0oYeHHas HH(GOPMaLMOHHAs cucTeMa, obecredn-
BaroIas npomuecc ooMeHa, c6opa, 06paboTKH, HAKOIUICHHS ¥ XpaHeHHs HHPOpMaLHK
IIOCPEACTBOM 3JIEKTPOHHBIX JOKYMEHTOB.

e DiexTpoHHas noanuckh (nanee — JII) — HHbOPMALUS B JNEKTPOHHOH pop-
Me, KOTopast pHCOeNHHeHa K Apyroil HHGOpMaLHH B 3IeKTPOHHOH dopme (IOAmH-
ceIBaeMoil MHGOpPMALMK) HJIM MHBIM 00pa3oM CBsi3aHa ¢ Takod HH(opmanuen u Ko-
TOpas UCIOJIB3YETCs ISl ONpeIeNIeH)s JIMLA, OJTHCHIBAIONIEr0o HHPOpMALHIO.

e Kmiou OII — yHuKanbHas MOCIEN0BATEIbHOCT CHMBOJIOB, IpeHA3HAYCH-
Hasi U1 CO3JaHus JIEKTPOHHON MOIHUCH.
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e VcwieHHass KBAJIU(PUUMPOBAHHAA 3JJEKTPOHHAS NOANNUCH (Jajee —

VYKO3II) —  onekTpoHHas MOJIMUCH, COMOCTaBUMAs MO HOPUAUYECKON Cuiie C
COOCTBEHHOPYUYHON U TMO3BOJSIONIAS YJAJE€HHO MPOBOJUTH Pa3IUYHBIE ONMEpaIlvu C
MH()OPMAIIMOHHBIMU CHUCTEMaMH, B3aMMO/ICMICTBOBATh C rocopraHaMu,

KOMMEPUYECKMMH OPTaHU3AIUAMU UM TOPTOBBIMHU IUIOIIATKAMMU.

e [lognucaHHbIM JJIEKTPOHHBIA JOKYMEHT — DJIEKTPOHHBIA JOKYMEHT C
MPUCOECTNHEHHON 5SJEKTPOHHOW MOAMKUCHI0, KOTOpas Obula cO3JaHa Ha OCHOBE
CaMOro IOKYMEHTA U KJI¥04a 3JIEKTPOHHOM MOAIHUCH.

e Ceprudukar KIHYA NPOBEPKH JTEKTPOHHON MOANMUCH — DIICKTPOHHBIN
JOKYMEHT WU JOKYMEHT Ha OyMa)KHOM HOCHUTEJE, BBIJIAHHBIC YIOCTOBEPSIOIIUM
LEHTPOM JIMOO JIOBEPEHHBIM JHUIIOM YAOCTOBEPSIOLIEIO HEHTPa U MOATBEPKIAI0IINe
NPUHAJICKHOCTD KIII0Ya MPOBEPKHU JIEKTPOHHOM MOJNUCH BialeNblly cepTudukara
KJIFOYa IMPOBEPKH JIEKTPOHHOM MOJAMKCH.

e VinocroBepsitomuii meHtp (manee — VYI[) — ropuauueckoe JHIIO,
OCyHIECTBIIsIfOIEE (PYHKIMKM 1O CO3JaHUI0 M BbIJaye CepTU(UKATOB KIIOUEH
npoepku OII, a Takxke wWHBIC (QYHKIUH, MPETYCMOTPEHHBIE 3aKOHOAATEIHCTBOM
Poccuiickoit @enepanum.

1.1. DneKkTpoHHBIN TOKYMEHTOOO0OPOT ¢ ucnoib3oBanueM COJ[ HampaBieH Ha
peuIeHne Caeaynmx 3a1ay:

® CO3J]aHUE €AMHOTO JIOKYMEHTOO00pOTa B CTPYKTYPHBIX MOJIpa3IeIeHUsX;

e 1oBbINIeHHE YPHEKTUBHOCTH U OMEPATUBHOCTH PabOTHI C JOKYMEHTAMH U
JOKYMEHTO000POTOM;

e cucTeMaTu3alus U YHUPUKAIMS TEXHOJOTHH pPabOThl C JIOKYMEHTAMH H
JOKYyMEHTOOO0POTOM;

® YIY4YlIIEHHE KAyeCTBa, MOJHOThL, JIOCTOBEPHOCTH U  JIOCTYIHOCTH
uHopManuu;

® CHIDKCHHE 3aTpar, CBSA3aHHBIX C JIOKyMEHTO000pOTOM u
JEJIOMPOU3BOICTBOM;

® UCKIIOUYCHHE YyTepU JOKYMEHTOB U COKpAIllEHWE 4YHCla OIIUOOK Tpu
00paboTKe OONBIINX TOTOKOB JOKYMEHTOB;

® COKpalICHHE BPEMEHH ITOMCKA, MPOXOXKIACHUS U HCHOJHEHUSA JOKYMEHTOB
10 CTPYKTYPHBIM MOAPA3ACICHUSM;

® YCHWJICHUE KOHTPOJISI UCIIOJHUTEIbHON TUCIUILIVHBIL,

e CcOoOIO/IeHNE TTPUHITUTIA OJJHOKPATHOCTH PETHCTPAIIUU JOKYMEHTOB;

® [OJIY4YEHHE ONEPATUBHOM CTATUCTUYECKON OTYETHOCTH.

1.2.TlepedeHr  DNEKTPOHHBIX  JIOKYMEHTOB, B  OTHOIIEHWHU  KOTOPBIX
OCYIIECTBIISIETCS JIEKTPOHHBIN T0KyMeHT0000poT B JIOVY:

® KaJpoOBble JOKYMEHTHI, OPOpMIIieMble B COOTBETCTBHHM CO CTaThbAMH 22.1—
22.3 TpynoBoro kojaekca Poccuiickont ®eaepanuu;

® JIOKyMEHTBl [0 OXpaHe TpyAa, 3a MCKIKYEHUEM JOKYMEHTOB,
MOATBEPKAAIOIIUX MPOXOKACHUE PAOOTHUKOM HMHCTPYKTAXKEW MO OxpaHe Tpyla, B
TOM YHCJI€ KOTOpbIE pAOOTHUK MOANUCHIBAET JIUYHO;
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® JJOKyMEHTbl IO 0Opa30BaTEIbHOM MAESITENIbHOCTH, 33 MCKIIOYEHHEM TeX,
KOTOpbI€ JOJDKHBI OBITH OGOpPMIIEHBI Ha Oymare B COOTBETCTBUU C IPUKA30M
3aBenytomero JJOY wm 3akoHonarensctBoM Poccuiickon denepanuu;

® JJOKYMEHTBI, CBS3aHHbIE C OpraHu3alMeld MHUTaHWS BOCIHMTAHHHUKOB, 32
UCKIIFOUEHUEM TE€X, KOTOPBIE TOJKHBI ObITH O(pOpMIIEHBI HA OymMare B COOTBETCTBUU C
npukazom 3asenytouiero JJOY wnm 3akoHonarensctBoM Poccutickoit denepanum.

1.3.IlepeyeHp NOKYMEHTOB, KOTOpbIE HE MOANANAIOT MO JAEHCTBUE 3aKOHA 00
AIEKTPOHHOM KaJpOBOM JJOKYMEHTOOOOPOTE:
TPYJIOBBIE KHUXKKU;
CBEJICHHS O TPYAOBOMU JIESITENBHOCTH;
aKTbl O HECYACTHOM CJIy4ae;
npHKa3bl 00 YBOJILHEHHH;
JOKYMEHTBI, KOTOPbIE MOATBEPKIAI0T, YTO COTPYIHUK MPOIIET HHCTPYKTaX
[0 OXpaHe Tpy/a.

1.4Tlepeuenr  kareropuii  paOOTHUKOB, B  OTHOIIEHHHU  KOTOPBIX
OCYIIECTBIISIETCS JIEKTPOHHBIN TOKYMEHTOOOOPOT:

e 3apenyrowmuid JIOY u anmunuctpatuBHblid nepconan 10V

e pabOTHUKHU, CBSI3aHHBIE C OPOpPMIIEHHEM, TIOJIMUCAHUEM M O3HAKOMIICHUEM C
KaJpOBbIMU JIOKYMEHTaMH, JIOKYMEHTaMH TI0 oOXpaHe Tpyna, o0paboTkoi
HEePCOHAJIBHBIX JaHHBIX, JOKYMEHTOB 10 OPTaHU3ALNN TUTAHUS 00yYaroLUINXCs;

® [Ie1aroru4eckue paboTHUKY.

2. Tlopsinok mepexoaa Ha JIeKTPOHHBII TOKYMEHTO000POT

2.1. Anmunauctpamus JIOY yBegomisieT Kaxkaoro padOTHHMKAa B MHChbMEHHOU
dopmMe 00 M3MEHEHHUAX B TPYAOBOM 3aKOHOJATEIHCTBE, CBA3AHHBIX C MEPEXOJ0M Ha
AJIIEKTPOHHBIN JTOKYMEHTOOOOpPOT, a Takke O MpaBe pabOTHUKA NyTeM IMOJayuu
COOTBETCTBYIOIIETO MUCHMEHHOTO 3asBJICHUS ClIeTaTh BEIOOP MEXKIY MPOJAOHKEHHEM
BeJIcHUsI paboTojaTesieM KaJpOBbIX JTOKYMEHTOB Ha OyMa)XHOM HOCHUTENE WU B
AIEKTPOHHOM (opmare.

2.2. llepexol Ha BIEKTPOHHBIA JOKYMEHTOOOOpOT misi pabotHukoB OV,
OpUHATHIX Ha paboty nmo 31 mexabpst 2021 roma, siBisieTcss MOOpPOBOJIBHBIM U
OCYILIECTBIISIETCS TOJIBKO MO UX MUCbMEHHOMY 3asiBJICHHUIO.

2.3. Cormacue Ha B3auMOJEHCTBHE ¢ paboromaTeieM  IOCPEACTBOM
AJIIEKTPOHHOTO JOKYMEHTOOOOpOTa HE TpeOyeTcss OT I, KOTOpbIE MPHHSITHI
(mpuHMMaroTcs) Ha padoTy mocie 31 gexadpst 2021 roma v y KOTOPBIX MO COCTOSTHUIO
Ha 31 nexabps 2021 roma OTCYTCTBYET TPYAOBOM CTaXK.

2.4. 3aenyronuit  JIOY 00s3a0 mpomHGOpMHUPOBATh 00 OCYIIECTBICHUH
ANEKTPOHHOTO JOKYMEHTO000pOTa JIMII0, MPUHUMAEMOE Ha padoTy.

2.5. OtcyrcTBHE cornacus paOOTHHKA Ha B3aMMOJICHCTBHE ¢ paboTromareneM
MOCPEACTBOM 3JIEKTPOHHOTO TOKYMEHTOO0OpOTa MPU3HAETCS OTKa30M pabOTHUKA OT
Takoro B3aumojeicTBus. Ilpu 3TOM 3a pabOTHHKOM COXpaHSiETCS MpaBO JAaTh
yYKa3aHHOE COTrJIacHhe B MOCJIEAYIOIIEM.
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2.6. Ilocne Toro kak paOOTHUK TMOJYYUT YBEIOMJIEHHE O IEpexoie Ha
AIEKTPOHHBIN TOKYMEHTOOOOPOT, OH JOJIKEH PELIUTh, KaKUM CIOCOOOM OH Oyner
0oOMEHMBAThCS JTOKyMEHTaMu c paboroaareneM. i1 3TOro OH JOJDKEH HAIMCATh
3asiBIeHHE 00 OTKa3e WJIM COTJIACHM Ha MEpPEXO] Ha 3JIEKTPOHHBINA TOKYMEHTOOOOPOT
B [NMCbMEHHOMW WJIM 3JIEKTPOHHOU (popme.

2.7. Ecnu paOOTHUK XOYET COXPaHUTh MpexHUH ¢GopMar OyMaKHOTO
JOKYMEHTOO0O0pOTa, OH JOHKEH HamucaTh NMUCbMEHHOE 3asBIEHHE 00 OTKaze OT
nepexoja Ha BJIEKTPOHHBIM JTOKYMEHTOOOOpPOT B MpPOM3BOJIBHON (opme. B 3TOoM
ciydyae paloTonarenb MPOJOJDKAT (QOpMUpPOBaTH U B3aUMOJEHCTBOBATH C
pabOTHUKOM C MTOMOIIBIO IOKYMEHTOB B OyMa)kHOH (hopme.

2.8. Ecnu pa®oTHUK x04yeT (GopMUpoBaTh U OOMEHHBATHCS C paboroaaresneM
AJNIEKTPOHHBIMU KAJAPOBBIMU JTOKYMEHTaMH, OH JIOJDKEH HamucaThb HMHCbMEHHOE
3asBJI€HHE O COrJJaCMM Ha TMepexoJl Ha OJJIEKTPOHHBIM JTOKYMEHTOOOOpPOT B
npousBoJibHOM (opme. B sTtom ciyuwae paboromarens Oyner QopmupoBaTh U
B3aMMO/JICHCTBOBATh C pA0OTHUKOM C IOMOIIBIO IOKYMEHTOB B 3JIEKTPOHHOU (hopme
yepesz CO/I.

2.9. YBenomienue pabOTHUKA O MEepPeXoe Ha IEKTPOHHBIN TOKYMEHTOO0OpOT
OCYIIECTBIISIETCS B CJIEIYIOIIUE CPOKHU:

® B JIcHb NpUeMa Ha paboTy U 3a OJIMH paboYMil IeHb A0 TOr0, KaK JAOMYCTST
paboTHHMKa K paboTe C HCIIOJIb30BAHUEM 3JIEKTPOHHOI'O JOKYMEHTO00O0pOTa, — IS
JIUII, IPUHUMaeMbIX Ha padoty B JIOVY;

® 3a HEIENI0 JO JOIycka K paboTe C HCHOJIb30BAHUEM 3JIEKTPOHHOIO
JOKYMEHTO000poTa — It BceX paboTHukoB JJOY.

2.10. DnexTpoHHBIH JTOKYMEHTOOOOPOT BBOJUTCS C JaThl, YCTaHOBJIEHHOU
npukaszoM 3aseayromero JOY, B oTHOmEHMM paOOTHUKOB, COTJIACHBIIMXCS Ha
B3aUMO/IeHicTBHE C pabOTOAATENIEM MTOCPEACTBOM 3JIEKTPOHHOTO JOKYMEHTO000pOTa,
HO HE paHee JHS HCTEYEHMsI CpOKa YBEJAOMJICHHUS, YCTAHOBJIIEHHOTO B IyHKTe 2.9
[TonoxeHus.

2.11. Ecnu paOOTHUK BBIpa3ui CBOE COTJIACHE O IMEpeXo]e Ha 3JIEKTPOHHBIN
JOKYMEHTO00OPOT, paboTOIaTeNIb BEAET HA HETO BCE JTIOKYMEHTbI, KOTOPHIE CBSI3aHbI
C paboTOM COTPYAHHUKA B AIEKTPOHHOU (hopme.

3. IHopsanok Briaoyenusi padoruunka B CI/1

[Ipu monyueHnu OT paOOTHHWKA 3asiBICHHS O COTJIACMM Ha TEpPexXoja Ha
AIEKTPOHHBIN TOKYMEHTOOOOPOT JIMII0, OTBETCTBEHHOE 3a BEJIEHNE KaIPOBOTO y4eTa:

3.1. IlpoBoauT WHCTPYKTaX B OOBEMEe, HEOOXOAWMOM IS MOCIEIYIONIETO
s dekTrBHOTO B3auMoielicTBUs padoTHHKA ¢ CO/I.

3.2. Odbopmiiier pabOTHUKY TIPOCTYIO WIHW YCWICHHYIO OJIEKTPOHHYIO
MTO/ITTHCH.

3.3. BHOCUT M3MEHEHHS B TPYAOBOW JOTOBOpP PaOOTHWKA MyTEM MOJIMHUCAHUS
JIOTIOTHUTENIBHOTO  COTJIAIIICHUST O TIOPSJAKE B3aUMOACHCTBUS pabOTHWUKA U
paboTomarens KaIpOBBIMH TOKYMEHTAMHU B 3JIEKTPOHHOM BH/IC.
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3.4.1lpy HeoOXOIMMOCTH MPOBOAUT  JONOJHUTEIbHBIE  HMHCTPYKTAXKH
paboTHUKOB B Tpolecce B3aumojerctBuss ¢ COJ[, B ToM uucie B CBA3U C
OOHOBJIEHMEM IPOrPAMMHOI0 00ECIIEYEHHS] CUCTEMBI.

4. IlpaBmia paGoThl C 3JIEKTPOHHBIMHU JOKYMEHTAMHU

4.1. DnexkTpoHHbIE TOKYMEHThl YYACTHUKOB 3JIEKTPOHHOTO JOKYMEHTO00O0pOoTa
CO3JIal0TCSl B CJydae MX aJpecoBaHUs paOOTHUKAM, SIBISIONIUMCS Y4YaCTHUKAMU
AIEKTPOHHOTO JOKYMEHTO0O0pOTA.

4.2. DNEeKTpOHHBIE JTOKYMEHTHI, aJipeCOBaHHbIC PAOOTHUKAM, HE SIBJISIOIIUMCS
YYaCTHUKAMU JJICKTPOHHOTO JOKYMEHTOOOOpOTa, TMEPEeBOASTCS Ha OyMaKHBIM
HOCUTEJh, MOJIUCHIBAIOTCS COOCTBEHHOPYUYHOM MOJMKUCHI0O OTBETCTBEHHOTO JIMIIA U
HAIPaBJISIOTCS ajipecaty. B cucteme aeKTpOHHOTO JOKYMEHTOO00pOTa COXPAHSIETCS
AJIEKTPOHHAs KOMHUS YKa3aHHOTO JOKYMEHTA.

4.3. Tlopsmok  moamwicaHus  JOKYMEHTOB B CHUCTEME  JJICKTPOHHOTO
JIOKyMEHTO000pOTa JIOKEH COOTBETCTBOBATH MOPSAAKY MOAMUCAHUS JOKYMEHTOB Ha
OYMa)XHBIX HOCHUTEIAX, OINPEJACICHHOMY B HHCTPYKIIMU IO JIEJIOMPOU3BOJCTBY, C
y4eTOM OCOOCHHOCTEH, NPEeAyCMOTPEHHBIX TpymoBBIM KoJekcoM Poccuiickoii
denepanumu.

4.4, B cucreme HIEKTPOHHOTO JOKYMEHTOOOOpOTa (PUKCHPYIOTCS Jara Hu
BpEMs CO3JaHUA MU OTIPABKU 3JIEKTPOHHOTO JTOKYMEHTa, €ro PEerucTpallOHHBIN
HOMeEp, CBeJIeHUsI 00 OTIpaBUTENIC TOKYMEHTA.

4.5. Peructpanus JOKYMEHTOB B CHCTEME AJIEKTPOHHOTO JOKYMEHTO0OOpOTa
OCYILIECTBIISIETCS. B COOTBETCTBUM C MPUHLHUIIOM E€JUHON pPETUCTpalUd JOKYMEHTa
(omHOKpATHOCTH 3amucu uH(bOpMaIIH 0 JNOKYMEHTE). JIOKyMEHT,
3apEruCTPUPOBAHHBIN B CHCTEME DJIEKTPOHHOTO JIOKYMEHTOO0OpOTa, UMEET CANHYIO
PETHCTPAIMOHHYIO KAapTOYKY JOKYMEHTa, J00aBJISIOTCA TOJBKO JOTOJHUTEIbHBIC
CBEJICHUS 0 pabOTe C JOKYMEHTOM.

4.6. DneKTpoHHBIE JOKYMEHTBHI, MOCTYMUBIINE TOCIE OKOHYAHMS paboyero
JTHSL ¥ B TIPa3JHUYHbIC JHU, PETUCTPUPYIOTCS B TEUCHHE CIIEAYIOIIETO paboydero JIHS.

4.7. Bzanmoneiicteue pabotHukoB JIOY ¢ cucTeMOil  3JIEKTPOHHOIO
JOKYyMEHTOO00pOTa, B TOM 4YHCJIE CO3JaHUE, MpeoOpa3oBaHuE, MOAMHCAHUE U
XpaHEHUE DBJEKTPOHHBIX JOKYMEHTOB, OCYIIECTBISIETCSI B COOTBETCTBUU C
MHCTPYKIHEH paspadoTanka CO/I.

4.8. PaGoTHHMK 00513aH O3HAKOMHTHCS C HA3HAYEHHBIM Ha HETO 3JIEKTPOHHBIM
nokymeHToM B COJI B TeueHue pabouero JTHS.

4.9. loxymeHnTsl, co3naBaembie B COJI, opopmisitorcs Ha OyMa)kHOM HOCUTETIE
B CITy4asixX:

® eClidi OHM MOJJIekKAT MOJNHUCAHUI0O PAOOTHUKOM, KOTOPBIM OTKazajcs OT
mepexoja Ha B3aMMOJICHCTBHE C PpabOTOJATENeM TOCPEACTBOM DIIEKTPOHHOTO
JIOKYMEHTO000pOTa;

e ccoim COJ] BbIIIa M3 CTPOS U HE NOMJIECKHUT HCIPABIECHHUID B CPOK,
Ha3HAYEHHBIN JJI1 UICTIOJIHEHUS U TTOAMMCAHUSI 3JIEKTPOHHOT'O IOKYMEHTA;
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e cciu 3TO TpeOyeTcs B COOTBETCTBUM C MpukazoM 3aBenyromero OV,
JIOKaJbHBIMA HOpMaTUBHBIMM akTaMu JIOY wmnm 3akoHOmarenbscTBOM Poccuiickoit
denepauui.

5. IloamucaHue 3JIEKTPOHHOI0 JOKYMEHTAa

5.1. DnexTpoHHAsT MOANUCH B BJIEKTPOHHOM JIOKYMEHTE, COJIEpKalleMcs B
COJl, paBHO3HauHa COOCTBEHHOPYYHOW TOJMHCH B JIOKYMEHTE Ha OyMa)XHOM
HOCHUTEJIE TIPU OJTHOBPEMEHHOM COOJIIOICHUU CIEAYIOMMNX TPEOOBAHUIM:

e wiod DIl m cooTBeTCTBYIOmMMI €My KBaTU(UIMPOBAHHBIN CcepTUUKAT
kiroua nposepku D11 co3aan u BbIaH akKpeAUTOBaHHBIM Y 1;

e cepruduKar KIrOYa TPOBEPKU DJICKTPOHHOU MOINUCU JEUCTBUTEICH Ha
MOMEHT TOJIUCAHUSI DJIEKTPOHHOIO JOKYMEHTa (HE MpEKpaThi CBOE JCHCTBUE, HE
aAHHYJIMPOBaH, HE TPUOCTAHOBJICH);

® MOATBEPXACH (aKT IETOCTHOCTH W AYyTEHTHYHOCTH DJICKTPOHHOTO
JIOKyMEHTA TOCJIE ero MOMUCAHUS.

5.2. PaboTHHKH, TOAMKUCHIBAIOIINE JICKTPOHHBIC TOKYMEHTHI DI, 00s13aHbI:

e oOecreunBaTh KOH(QUWACHIMATBLHOCTh Kitouel OII, B COOTBETCTBUU C
JEHCTBYIOIIUM 3aKOHOIATEIILCTBOM;

e HEe WHCHoJib30BaTh Koy Ol mpu HanvMuuu OCHOBaHUU TMoOJaraTh, 4YTO
KOH(UEHIIMATBFHOCTD IAHHOTO KIIF0Ua HAapyIIeHa;

® HE3aMEIJIMTEIBHO YBEIOMIISATh Y JOCTOBEPSIOINN [IEHTP O KOMIIPOMETAUU
kiroua Ol

5.3. [lognucanue snekTpoHHOro nokymeHnta B COJ[ wmrodom JII mommkHO
OCYIIECTBIISITBCS TOJNBKO BIAJENbIIeM ero ceprudukara kmouya mupoBepku Oll,
NENUCTBYIOIIETO HA MOMEHT MOIUCAHUS HIEKTPOHHOTO JOKYMEHTA.

5.4. Pabotauku JIOY mnoanuchiBarOT 3JIEKTpOHHBIE HokymMeHTH YKDOII, 3a
UCKITFOUCHUEM 3asBJICHUN, YyBEIOMIJICHUH, OOpalleHH U CIy>KeOHBIX 3aItCOK,
MOAMUCHIBAEMBIX TIPOCTOM AJIEKTPOHHOM MOAIUCHI0, OPOPMIICHHONW B COOTBETCTBUH C
MHCTpYKIHEH paspaborunka CO/I.

5.5. KagpoBble [1OKYMEHTBHI MOJNUCHIBAIOTCS C Y4YETOM OTpPaHUYCHHIA,
yCTaHOBJIEHHBIX cTaThel 22.3 TpynoBoro koaekca Poccuiickoit denepannu.

5.6. DIEKTPOHHBI JTOKYMEHT TOAMUCHIBACTCS B JEHb €ro CO3/aHWs,
WCIIOJTHEHUS WU YTBEPXKICHUS — B 3aBUCHUMOCTH OT HAa3HAYEHUsI JTOKYMEHTa H
Ha3HAYEHHON poOJiM Jula, padoTaloWEero ¢ HUM, B CHUCTEME BJIEKTPOHHOIO
JIOKyMEHTO000pOTA.

6. KOHTpOJ'IL HCITOJTHCHHUSA U XPAHCHHUSA IJTCKTPOHHBIX JOKYMEHTOB

6.1. B 3JI0 ocymecTBiuseTcs KOHTPOJIb WCIHOJHEHUS JOKYMEHTOB U
o0ecrieuMBaeTC  MHOTOYPOBHEBBIM  KOHTPOJb  HUCIOJHEHUS  PE30JIIOLUM
PYKOBOJUTENEH pa3IMUHbIX YypOBHEH ympaBieHus. Ha KOHTpoiab MOXKET OBITh
MOCTABJICHO KaK UCIIOJTHEHUE OTIENbHBIX PE30JIIOINHI, TaK U UCIIOJIHEHUE TOKYMEHTA
B 1enoM. [Ipu 3TOM aBTOMAaTHuYECKU OTCJIEKHUBAIOTCA CPOKH HCIOIHEHUS, 0CO000
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BBIJICIIAIOTCS KOHTPOJIUPYEMBIE JOKYMEHTHI M JIOKYMEHTHI C HCTEKIIMMHU CPOKAMU
WCTIOJIHCHUS.

6.2.KoHTposib HUCTIOTHEHUSI JOKYMEHTOB W MopydyeHui pykoBojctBa B IO
BKJIIOYAET B ceOsl:

® [OCTAaHOBKY JOKYMEHTOB Ha KOHTPOJIb;

® BHECEHUE TEKCTA PE30JIIOLIMU PYKOBOJIUTEINS,

® BHECEHUE CPOKOB UCIIOJHEHUS IOKYMEHTOB;

® aJpecalnio JOKYMEHTa UCTIOJHUTENSM B COOTBETCTBUU C PE3OIOLIUSIMH;

® MPOBEPKY CBOECBPEMEHHOCTHM JOBEICHUS JOKYMEHTOB JO KOHKPETHBIX
HCIIOJTHUTEIICH;

® MpEABAPUTENIBHYIO POBEPKY U PETYIUPOBAHUE XOAa UCTIOIHECHUS,

® BHECEHUE JIAaHHBIX O BBINOJHEHUHU IOKYMEHTA;

® MPOCMOTP TOKYMEHTOB, IO KOTOPHIM CPOKH MCTIOJHEHUS MPOCPOUYECHBI;

® CHSITHUE JOKYMEHTOB C KOHTPOJIS;

® [IOCTPOCHHUE OTYETOB 00 MCIIOTHUTEIBCKOU TUCITUTUINHE;

e y4eT ¥ 0000IIeHUE PE3YIbTATOB KOHTPOJISI UCTIOTHEHHUS JIOKYMEHTOB.

6.3. JIOKyMEeHT, YCTAaHOBJIEHHBIH Ha KOHTPOJIb, TOMEYACTCS CHeIUuaIbHON
TTOMETKOMU.

6.4. UcrionHeHre MOKYMEHTa KOHTPOJIMPYETCSl ¢ MOMEHTa ITOCTAaHOBKH Ha
KOHTpPOJIb. [Ipu 3TOM ciyx06a JeI0nmpon3BOACTBA WM COTPYAHUK, OTBETCTBCHHBIN 32
KOHTPOJIb, UMEIOT BO3MO>KHOCTh MPOBECTHU MPOBEPKY CBOECBPEMEHHOCTH JTOBEICHUS
JOKYMEHTa JI0 KOHKPETHOTO UCTIOJTHUTEIS.

6.5. B TeueHue cpoka HCMOTHEHUS JOKYMEHTAa JOJKHBI OCYIIECTBISATHCS
pEBAPUTENBLHBIE TPOBEPKU W PETYJIMPOBAHUE XOJla HCIOJHEHUS, pEe3yJIbTaThbl
KOTOPBIX, KaK TIpaBHUJIO, TakkKe (PUKCHUPYIOTCS B JJIEKTPOHHOM KapTOYKe.
OTBETCTBEHHOCTh 32 TMPABWIBHOCTH TNPEJACTABICHHOW HWHGOpPMAIlUM  HECYT
UCIIOJTHUTEIIH.

6.6. Ecmu mOKyMEHT mMMeeT KOHKPETHYIO JaTy HMCIOJTHEHHUSAX, YKa3aHHYIO B
TEKCTe, WM JOKYMEHT BXOJUT B MEPEYCHb JIOKYMEHTOB C THUIIOBBIMH CpPOKaMH
WCIOJIHEHUS, KOHTPOJIb CTABUTCA Cpa3y IPHU PETUCTPALUH.

6.7. Bxogsmme JTOKYMEHTHl C WHAWNBUIAYaJbHBIMH CpPOKaMHU HCTIOJHEHUS
CTaBATCA HAa KOHTPOJIb MOCJE PACCMOTPEHHS MX PYKOBOJUTENIEM, KOTOPBIA B CBOEH
PE30JIFOLUU ONPEAENAECT KOHKPETHBIN CPOK UCITOJTHEHHUS.

6.8. CHATHE NOKyMEHTa C KOHTPOJS OCYIIECTBISET OJDKHOCTHOE JIHIIO,
YCTAaHOBUBIIIEE KOHTPOJIb WJIH TIO0 €ro TMOPYYECHHIO CIY>KOOW IeTompou3BOJICTBA
CHsTHE JOKYMEHTa C KOHTPOJIS OPOPMIISIETCS OTMETKOW 00 MCTIOJTHEHUHN JTOKYMEHTA
B DJICKTPOHHOM KapTOUKE.

6.9. JIokyMeHT cuMTaeTcs HCIOTHCHHBIM W CHHUMAETCA C KOHTPOJS TOCIe
(aKTUYECKOTO BBIMOJHEHUSI TOPYYEHUH TIO CYIIECTBY, JOKYMEHTHPOBAHHOTO
MOATBEPKACHUS UCTIOTHEHUS M COOOIIEHUS Pe3yJIbTaTOB PYKOBOJICTBY.

6.10. McmonmHeHHBIE AJIEKTPOHHBIE JOKYMEHTHI CUCTEMATHU3UPYIOTCS B Jeia B
COOTBETCTBUM € HOMEHKiIaTypod nen ywactHukoB JJ10. Ilpu cocraBieHun
HOMEHKJIATYPHI J€J1 YKa3bIBAETCS, UTO €10 BEIETCS B JIEKTPOHHOM BUJIE.
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6.11. DnekTpoHHbIE TIOKYMEHTBI MOCIIE UX UCTIOJHEHHUS MOJIeKaT XPAaHEHUIO B
3/10 B TeueHue CPOKOB, NPEITYCMOTPEHHBIX 3aKOHOAATEIBCTBOM JIJISl AHAJOTUYHBIX
JOKYMEHTOB Ha OyMa)KHbIX HOCUTESAX.

6.12. Ilocne wucCTe4YeHHs] YCTAHOBIEHHOTO CPOKA XpPaHEHUS AJIEKTPOHHBIX
JOKYMEHTOB Ha OCHOBaHMM aKTa O BBIAEICHUHM MX K YHUUYTOXEHUIO, 0POPMIEHHOTO
U YTBEPKJICHHOI'O B YCTAaHOBJICHHOM MOPSIIKE, YKa3aHHbIE 3JIEKTPOHHBIE JOKYMEHTHI
U uHpOpMAIMs O HUX, 3aQUKCUPOBAaHHAS B AJIEKTPOHHBIX KapTOUKaX, MOJJIEKAT
yHUUTOXEeHHIO (ynanenuto uz 2J10).

7. B3aumopeiicTBHe H OTBETCTBEHHOCTH paboTHUKOB B /10

7.1. OTnpaBUTENh ANEKTPOHHOTO JOKYMEHTa HECET OTBETCTBEHHOCTH 3a €ro
coJiepKaHKe, pEeKBU3UTHI, aJ[pecaliio, KaueCTBO U KOJIMUYECTBO BIOKEHHUM.

7.2. llonyyaTenb SIEKTPOHHOIO JOKYMEHTa HECET OTBETCTBEHHOCTh 3a
HEWCIIOJTHEHWE  JIOKYMEHTa B YCTaHOBIIGHHBIM CpOK, HEBHECCHHWE WU
HECBOEBPEMEHHOE BHECEHUE CBEJCHUMN B JIIEKTPOHHYIO KAPTOUKY.

7.3. PykoBoauTENM HECYT MEPCOHAIBbHYIO OTBETCTBEHHOCTHh 3a COOJIOJEHUE
[TonosxeHust NOTIMHSIOIMIMMHUCS UM PAOOTHUKAMH.

7.4. PykoBOUTENN MPU YBOJBbHEHUH PAOOTHUKOB U OGOPMIIEHHH Ha PaboOTy
HOBBIX pPaOOTHUKOB O0OECIEUMBAIOT ylajJeHue/n3MeHeHrne/opopMIeHUEe Yy4eTHON
3anucu pabOTHUKA B TEUEHME ABYX pabouMX JHEH ¢ AaThl yBOJbHEHHs pabOTHUKA
WIN IpUeMa Ha paboTy HOBOTO paOOTHUKA.

7.5. 3aBenytonuii JIOY mnpoBepsieT HalW4We Yy YBOJBHSIEMBIX pPaOOTHHUKOB
HE3aBEPILIEHHBIX JJEKTPOHHBIX JOKYMEHTOB U IpPUHMMaeT Mephl 10 HX
UCIOJIHEHNIO/3aBEPIIEHNI0O B TEYEHHE TpeX pabouux JHEH C JaThl yBOJBHEHUS
PabOTHUKOB.

8. Obecneuenue uHopmanuonHoii 6ezonacuoctu B CI/1

8.1. CBJ — »ro wmHbOpMaIMOHHAs CHCTEMa, B KOTOpPOW oOpabaTwiBacTCs
obOmenoctynHass uHbopManuss W HWHPOpPMAIMA OTPAHUYCHHOTO JIOCTyIa, He
cojJieprKalliasi CB€JIEHHUs, COCTABIIAIOIINE TOCYAAPCTBEHHYIO TailHy.

8.2. Ilpu ocCymecTBIEHUU DIEKTPOHHOTO JOKyMeHTooOopota B CDJ]
JIOTyCKaeTCsl 0OMEH 3JIEKTPOHHBIMU JIOKYMEHTAMH, COACPKAIIMMHU OOIIEIOCTYITHYIO
uHbopMaIio ¥ HHOOPMAITUIO OTPAHMYEHHOTO JOCTYIa, HE COAEPKAIyI0 CBEIICHUS,
COCTaBJISIIOIINE TOCYJAApPCTBEHHYIO TalHy, JOCTYNl K KOTOPOH OrpaHUYMBaeTCs B
COOTBETCTBHH C 3aKOHO/IaTeIhCTBOM Poccuiickoit @enepanuu. O6meH unbopmarmeit
B COJI, mocTyn K KOTOPOWl OTpPaHUYMUBAETCS B COOTBETCTBUU C 3aKOHOJATEIILCTBOM
Poccuiickoit @enepanuu, OCyHIECTBISIETCS TMPH BHITIOJHCHUH UMHU TPEOOBaHMIA TIO
3alllUTe TakoW HMHQpOpPMAIMU, YCTAHOBJIEHHBIX B OTHOILICHHH HH(POPMAIUOHHBIX
CUCTEM 3JIEKTPOHHOI'O TOKYMEHTOO0O0pOTA.

8.3. UndopmanmonHass 0€30MacHOCTh TPHU OCYIIECTBICHUH JJIEKTPOHHOTO
JOKYMEHTOO0OpOTa  OOECIEYMBACTCS  KOMIUIEKCOM  MEPOINPHUATHH,  KOTOpPbIE
HaIpaBJICeHbl HA UCKIIIOYEHUE:
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® HEMpPaBOMEPHOIO  JOCTyNa,  KONHMPOBAHMS,  MPEAOCTAaBICHUS WU
pacnpoCTpaHEeHUs uHpopManu (oOecmeueHue KOH(pUACHIIMATBHOCTH
uH(popManun);

® HEMPaBOMEPHOIO YHUYTOXKEHUS WIA MOAUPUUMPOBAHUS HH(POPMALUU
(obecmnieuenue 11eT0CTHOCTH UHPOPMAITUN);

® HempaBOMEpHOro OJoKMpoBaHUS MH(popManuu (obecrneueHrue T0CTYMHOCTH
uH(popMaImm).

8.4. OpraHu3allMOHHbIE W TEXHUYECKHE MEpbl 3allUThl MHPOpPMALINH,
peanu3yeMble B paMKaX OCYIIECTBJIEHHUS JIIEKTPOHHOTO JOKYMEHTO00OpOTa,
00ecreynBaroT:

® UICHTUPUKALMIO M ayTeHTU(DUKAIUI0 CyOBEKTOB J0CTyNa W OOBEKTOB
J0CTyNa;

® yIpaBlieHUE JOCTYNIOM CyOBEKTOB JOCTYyIA K 00bEKTaM J0CTYIa;

® OrpaHUYECHHE MPOTPAMMHOM CPEJIbI;

® 3AIIUTY MAIIMHHBIX HOCUTEJEH HHPOPMALINH;

® perucTpaiuio coobITuil 6€30MaCHOCTH;

AHTUBUPYCHYIO 3aIIUTY;

oOHapyskeHue (Ipe1oTBpalleHe) BTOPKEHUMH;

KOHTPOJIb (aHAJIN3) 3alUIEHHOCTU UHPOPMAIUH;

IeJIOCTHOCTh MH(popMannonHoi CO/I n nunpopmanuy;

JOCTYIHOCTbh UH(OpPMALINY;

3aIUTY TEXHUYECKUX CPEJICTB;

3amuTy uH@OpMmanuonHo COJI, ee cpencTB, cuCTEM CBSI3U M NEpeladyu

JTaHHBIX.

8.5.B xome koHTposst (MOHHUTOpPWHTA) 3a OOECIICUCHHEM  YPOBHS
3aIMIICHHOCTH  WHGOpMaluu, coaepkamieiics B umHbopmarmonHoit COJI,
OCYIIECTBIISIFOTCS :

® KOHTPOJb 3a COOBITUSIMU OE€30MaCHOCTH W JACHCTBUSIMU TOJIb30BaTeliel B
uHpopmarmonnon CO/JI;

® KOHTPOJb (aHAIN3) 3aIUIIEHHOCTH HHPOpMaIu, conepxameiics B CO/;

® aHaJM3 U OICHKA (PYHKIIMOHUPOBAHUS CUCTEMBI 3aUThl HHGopmMarmu CO/I,
BKJIFOYAsl BBISBJICHUE, aHAIN3 U YCTPAaHEHUE HEJOCTATKOB B (DYHKIIMOHMPOBAHUU
cucteMbl 3amuThl nHGopmaruu CO/I;

® TEPUOIUYECKUN aHaIU3 M3MEHEHUs yrpo3 0Oe3omacHocTH HH(OpMAIUU B
CDJl, BO3HUKAIOMIMX B XOAEC €€ OKCIUTyaTallid, W TPHUHITHE Mep 3alluThl
uH(OpPMAIH B CITydae BO3HUKHOBEHHS HOBBIX yrpo3 0€30macHOCTH WH(OpMaInu;

® JJOKyMEHTHPOBAaHWE MPOIEAYP U PE3YyIbTATOB KOHTPOJS (MOHHUTOPUHTA) 32
oOecrieueHneM ypOBHS 3aIUIIEHHOCTH HHpopManuu, coaepxarnieiics B CO/JI.

9. 3akaouuTeIbHBbIE MOJI0KEHHS
9.1. ITonoskeHue SABIAETCS JIOKAJBHBIM HOPMATUBHBIM AaKTOM, YTBCPIKIAACTCA

(BBOIUTCSA B JIeiiCTBUE) MpUKa3oM 3aBeaytoiero JOY.
9.2. Hacrostiee 1monoKeHHe TeMCTBUTEIBHO 10 IPUHATHS HOBOU PEaKIUH.
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[Tonoxxenue paszpaboTtan

Q0NIAHCHOCTD noonuce D.U.0.



