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Qomue noOSIOKEHHA

[onoxkenne o6 MIEKTPOHHOM A0KYMEHT000OpOTE W Mopszke ero ocymecTsieHns B JJOY
(nanee - MMonoxenne) pazpaboTaHo B COOTBETCTBMH ¢ [pynoBbiM KoACKCOM Pocchiickol
®enepauny, cr. 214 Oeagepansaoro akona N 311-03 ot 2 mong 2021 r. "O suecennn
d3MeHeHni B Tpynoeoii xoneke Poccuiickoif Memeparmu”, PenepansHbiM 3aK0HOM Ne 63-
®3 ot 6 ampens 2011 «O6 anextponnoil noarmcn», dexepansHbIM 3akoHOM Ne 152-03
ot 27 uroma 2006 «O nepcoHaibHbIX AaHHbIX», DeaepanpHEM 3akoHoM Ne 125-D3 ot 22
okTa0psa 2004 «O6 apxuBHOM fene B Poccuiickod @eaepaunny.

Hacrosmee Tlonoxkenue onpenenser opraHu3aiMio 3MEKTPOHHOrO JOKYMEHToo0OpoTa ¢
UCMONL30BAHHEM CHCTEMBI HAEKTPOHHOrO A0KyMeHToobOopota (nanee — COJI), nopapox
oOmena gokymentamMH B CDJl, a takke TpeOoBaHMA K OpraHH3ALMH MIEKTPOHHOIO
JOKYMEHTO00OpOTa,

B nacrosmem [lonokeHHH UCMIONL3YIOTCA CHACAYIOIME OHPEACICHHSE

* JaexTpoHHbIH NOKYMEHT (aanee — 3J1) — NOKYMEHT, CO3aHHBIH MPH HOMOIIH
3NMEKTPOHHBIX ANMAPaTHO-TEXHUIECKAX H NPOTPAMMHBIX CPEACTB, (PUKCUPYEMBIH B
uAadposoM koge B8 (GopMe HACHTHQHIMPYEMOIO [0 CONEPXKATENBHOH dYacTH
uMmeHosandoro ¢aiina, ZocTynHbi ans nocneayoieif odpaboTkH, HCNONB30BAHNS,
BOCNPOM3BENCHUS (0TOOPaNKEHUA) H BH3YATBHOTO BOCIIPHATHA, a TAlOKe AIIA epenayu
H [IOJYYEHHA T10 TENEKOMMYHHKAIIHOHHBIM KaHANAM CBA3H.

e DaekTpoHHbiii goxkymenroobopor (panee — 3J10) - opraHM3angoHHO H
IPOTrPAMMHO-TEX HUMECKH YOOPAOUCHHAS uH(opMaLHoHHas cHcTeMa,
obecneunBaioluan mpouece oOMeHa, cOopa, 00paboOTKM, HAKONIEHMH W XPAHCHUSA
FH(POPMAUHH TOCPEICTBOM IICKTPOHHBIX JOKYMEHTOB.

s JuexrponHas moamuchk (manee — OII) — urdopmanus B snekTpoHHOH (OpMeE,
KOTOpas UpHCOSAMHEHA K Jpyroifi uHGpOpPMAalWd B 3INEKTPOHHOH  (opme
(noarmcuiBagMoli RGOpPMALIAN) HIM HHBIM 00pa3oM CBA3aHa ¢ Taxkoi uH(popMalme
H KOTOPAA UCIIOMB3YETCH I ONPEACIICHUA THHA, NOAMHCEIBAIOMEr0 HH(pOopMALIHIO.

o Kmou I — yHMKaNbHas MOCIEROBATSIBEHOCTE CHMBONOB, NpEIHAa3HadycHHAs UL
CO3ZaHMA YICKTPOHHON NOANKCH.

e YcuienHan KeanuGUUHPOBAHHAS INEKTPOHHAA noanucs (najee — YKOIT) —
ANEKTPOHHAS NOIITHACH, COTIOCTABHMAA 1O IOPHANUYECKOH cHite ¢ COOCTBEHROPYTHOH H
TIO3BOJSIIOLIAS VIATCHHO NPOBOAWTh PA3NHYHBIE ONCpaliy ¢ HHOOPMAIHOHHBIMH
CHCTEMaMH, B3aMMOJCHCTBOBATE C TOCOPraHaMH, KOMMEPYECKMMH OpPraHu3alMaMu
HJIR TOPrOBBIMM IUTOIIAIKAMH.

¢ Tloanucanubifi AEKTPOHHBIH  JOKYMEHT — JJIEKTPOHHBIM  JOKYMEHT C
MPHCOCAMHCHHON 3MEKTPORHOH MOMITHCHIO, KOTOpas ObLia Cco3daHa Ha OCHOBE CaMOTO
JOKYMEHTA U KJIHOHA MMEKTPOHHOH NOATHCH.

e Ceprudurar KAK4a NPOBEPKH WIEKTPOHHOH NOXNMCH — MICKTPOHHBIH JTOKYMEHT
HUIH JOKYMEHT Ha OYMaXXHOM HOCHTENE, BHITAHHBIC YAOCTOBEPAIOLIMM LEHTPOM THO0
JOBCPCHHBIM JIHIIOM YAOCTOBCPAIOINECTO HenTpa H MOATBCRKIGOHIHAC
MPRHARACKKHOCTE KNT0Ya NPOBCPKH BJIEKI‘;JOHHOE HORNHUCH BAACIbLLY cepmtlmxa'ra
KITKYA TPOBEPKH MIEKTPOHHOM NOIIMTHCH.

e ViocroBepsumuii gedrp (nanee — Y1) — ropHmHyecKkoe JHIO, OCYLIECTBIAIOLIEE
DYHKUMH 10 CO3/aHHI0 M Bbyade cepruduxator kmouch nposepku Dll, a Taroxe
pHbIe (PYHKLMY, NPSAYCMOTPEHHbIE 3aKOHOAATEABCTBOM PoccHitckoit Mesepanny.

OnexTpoHHLIA J0KyMeHTo0OOpoT ¢ ucnoms3oBaHrem C3Jl HampasieH Ha peweHde
CIEAYIOIIHX 3a]1a1:



CO3IAHHE CAHHOTO FOKYMEHTOOOO0POTA B CTPYKTYPHBIX IIO/IPa3iCCHUAX;

nosbiLIcHHe  >(PEKTHBHOCTH H ONEPAaTHBHOCTH paboTbl ¢ JOKYMEGHTAMH H
JOKYMEHTO000pOTOM;

CUCTCMaTH3amud R yHHd]HKal_lHﬂ TCXHONOIr¥WH paﬁ()’fbl ¢ JOKYMCHTAMH H
I[GK)’MCHTOOSOPOTOM;

YIIYUIIEHWE KAUECTRA, NOMHOTDL, AOCTOBEPHOCTH 1 HOCTYITHOCTH HH)OPMALHH,
CHIDKEHHE 3aTPAT, CBA3AHHBIX € IOKYMEHTOO0OPOTOM H ACHOMPOH3BOACTBOM;

HCKITIOYEHHE YTepH AOKYMEHTOB M COKpalleHHe dHcIa omHOOK mpH obpaboTtke
DOMBIIHX TIOTOKOB JOKYMCHTOB,

COKpAIEHHUE BPEMCHH MOHCKA, [MPOXOKACHHS M HCIOIHEHHS ITOKYMEHTOB [0
CTPYKTYPHBIM TIOJIPA3ACICHUAAM;

YCHIICHHE KOHTPOIA HCIONHUTETLHOH THCHATIIHHDI,
COﬁJ]IOI[CHPIE NPHHIIHINE OJHOKPATHOCTH PErHCTPAlHN NOKYMCHTOB,

MOAYYEHKE ONEPATHBHOH CTATACTHYECKOH OTUCTHOCTH.

1.5. TlepeueHs D3NEKTPOHHBIX JOKYMEHTOB, B OTHOLUEHWHM KOTODBIX OCYLIECTBISAETCS
3NIEKTPOHHBIN JoKyMeHTO000poT B JJOV:

1.6.

1.7.

KaJpoBBIE MOKYMEHTHi, OoQopmiseMble B COOTBETCTBHM cO cTaThamu 22.1-22.3
Tpynmosoro xonekca Poccuiickoi Penepanuu;

AOKYMEHTEI N0 OXPAHC TRyOa, 383 HCKIKICHHEM AOKYMCHTOB, DNIOATBEDXKAAIOHIHMX
TIPOXOKICHAC pﬂﬁOTHHKOM }IHCT]J}}KTEIX{GI‘;I 110 OXpaHe Tpyaa, B TOM YHCIC KOTOPLIC
paﬁommc TMTOAITHCBIBACT JTHYHO,

AOKYMEHTHI 110 00pa3oBaTE/lbHON NESTENLHOCTH, 33 HCKIIOYEHHEM TeX, KOTOPHIE
JOJDKHB! O5ITE OOpMICHEI Ha OyMare B COOTBETCTBHH C NPHKA30M 3aBEAYIOLIETO
JIOY uau 3axoHonarenscreoM Pocculickoi Menepanus,

JOKYMEHThI, CBSI3aHHLIE ¢ OpraHu3aidell nUTaHng BOCTIMTAHHWKOB, 32 NCKIIOYCHHEM
TEX, KOTOPbIE AOMKHK ObITh OQOpMACH Ha OyMare B COOTBETCTBHH C [IPHKA3OM
zapeayromero JJOV win 3akoHonarenscTBoM Poccuiickoii Deaepalinn.

TlepeueHb MOKYMEHTOB, KOTOPHIE HE MOANANAIOT A0 JeHCTBHE 3aKkoHa 00 JJEKTPOHHOM
KaJpOBOM AOKYMEHTOO0OpOTE;

TPYHOBbIC KHHIKKH,

CBEIICHHS O TPYAOBOH NEATEILHOCTH;

AKTEI O HECYACTHOM CHIyJae;

MIPHKA3b! 00 YBOJILHEHUH,

ITOKYMEHTBI, KOTOPBIE HOIOTBEKAAIOT, YTO COTPYIHHUK I[pPOLIEN HHCIPYKTAXK IO
OXpaHe TPyIa.

INepeuens xateropuii paGOTHHKOB, B OTHOUIEHHH KOTOPBIX OCYILECTBAACTCS HICKTPOHHAIH
BOKYMEHTO0BO0POT:

sapenyiommmii JIOY u agMuHMcTpaTHsHLI nepcoran JIOVY,

pPabOTHUKM, CBA3aHHBIC C OQOPMICHHEM, NONIMCAHHEM W O03HAKOMICHHEM C
KagpOBBIMU JOKYMEHTAMH, JOKYMEHTaMM 10O OxpaHe Tpyna, obpaboTkoi
NMEPCOHANBHBIX AAHHBIX, JOKYMEHTOB 110 OPTraHH3alNH IUTaHKA 00yJaronixcs;

nejaroryueckue paboTHUKH.
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2. Hopsiaok nepexoaa Ha WEXKTPOHHLIH JOKYMEHT0060pOT

Anmunrwctpamus JOY ysenomiser xaxaoro padoTHHKa B TNHCbMEHHOH dQopme 00
W3MEHEHUAX B TPYIOBOM 3aKOHOIATENBCTBE, CBA3AHHAIX C NEPEXOAOM HA JICKTPOHHAIA
JOKYMEHTOO0OPOT, a Taloke o npase paboTHHMKA MyTEM NOAAYH COOTBETCTBYIOIHETO
NMMCBMEHHOIO 3aBJICHNA CASNATh BBIOOP MEKIY MPONOIDKEHHEM BEJeHHA paboromarTeaeM
KaJPOBLIX AOKYMEHTOB Ha OYMaXKHOM HOCHMTENE HIIH B 3JIEKTPOHHOM $opMare.

Ilepexoa Ha snexTpoHHBIA HokymMeHToOOOpoT s paboTHmkos JIOY, NMpHHATHIX Ha
paboty no 31 zexabps 2021 roaa, asusercs n0OPOBONBHBIM H OCYLHECTBIAETCS TOMBKO MO
HX ITHCEMEHHOMY 3asBIICHHIO.

Cornacue wa B3auMopciicTBMe ¢ paboTonareneM nDOCPEACTBOM  JIEKTPOHHOTO
MOKYMEHTO000pOTa He TpehyeTcs OT NHLL, KOTOpble HPUHATHI (IIPHHUMANTCH) Ha paboty
nocne 31 pexabps 2021 roma m y kotopeix no coctosuuio Ha 31 nexabpa 2021 ropa
OTCYTCTBYET TPYJOBOH CTax.

Rasenyiowmii JIOY o0s3an nipouadopMHpoBaTh 00 OCYIHECTBACHHH 3JEKTPOHHOIO
IOKYMEHTOOB0POTA MO, IPHHAMAaEMOE Ha paboTy.

Otcyrctue cornacusa paGoTHHKA Ha B3auMoOjeiicTBre ¢ paboTOZaTeNeM NOCPENCTBOM
INEKTPOHHOTO  AOKYMEHTOODOpOTA NpH3HAETCH OTKa3oM paloTHMKA OT  Takoro
B3aHMozneicTeus, [Ipw 3T0M 32 pabOTHHKOM COXpaHSeTCA NPaBO AaTh YKA3aHHOE COTNIACHE
B NIOCACAVIOIIEM.

[Tocne Toro kax paboTHUK NONYYHT YBEOOMJICHHE O IIEPEXONE HA INEKTPOHHEIH
TOKYMEHTOO00pOT, OH ROMMKEH pELNTh, kakum crocobom oH Oyaer o0MeHMBATLCH
AOKyMeHTaMH ¢ paGortozarenem. Jns 370ro OH [IO/DKEH HaNHCATh 3adBICHHE 00 OTKa3e
MNY COTIIACHH HA IEPeXol HA JMEKTPOHHBIH JIOKYMEHTOO0OPOT B TTHCBMEHHOH HIH
ANEKTPOHHOH dopMe.

Ecnu paBoTHHK XOUET COXpaHHTh npextnii dopmar OymMakHOro oKymeHToo00pOTa, OH
AQJDKER HarmcaTh MHCBMEHHOE 3adBleHHe 00 OTKa3e OT NEPeXoia Ha DNEKTPOHHBIH
JOKYMeHToo00poT B Tipou3BonsHO# (opMe. B 3ToM cayuae paboronareis OpOmO/DKAT
(OpPMHUPOBATH U B3aHMMOACHCTEOBATL ¢ PAOOTHHKOM C MOMOLIBI0 ZOKYMEHTOB B Oy MaxHOH
dopme.

Ecmu paGotHuk xouer QOpMUpOBaTE W OOMEHUBATHCH C padOTONATENEM BIEKTPOHHLIMU
KAJPOBBIMH JIOKYMEHTAMH, OH JIOJIAEH HATIHCATH [HCBMEHHOE 3asBICHHC O COTJIACHM Ha
NEepPexo; Ha JNCKTPOHHbI AOKYyMEHToo0opoT B nipoussonsHol Qopme. B atom ciyuae
paboronarens Gymer ¢opMHpoBaThH H B3AUMOAEHCTBOBATL ¢ PaOOTHHKOM C IOMOIIBIO
JOKYMEHTOB B MiekTpoHHOR gopme uepes CIJL

Veenomiaesne  paboTHHKA O HEPEXOAE HA  IEKTPOHHBI  JOKYMEHT00DOpOT
OCYIIECTBNACTCA B CTIEIYIOLNE CPOKH:

* B Jesb npuema Ha paboTy 1 3a oauH pabounii AeHb A0 TOrO, KaK AONYCTAT paboTHHKA
K paboTe C HCOOAB30BAHWEM MIEKTPOHHOIO ,IIO[(YMEHTOOﬁDpOTa — ANS I,
NPHHUMaEMBIX Ha padoty B JIOY;

®* 33 Helemo Ac Aonycka K pabote ¢ MCHONB30BAHHEM  3NIEKTPOHHOTO
NOKyMeHTo060poTa — A14 Beex paborankos J10Y.

DNeKTPOHHBIH NOKYMEHTOOGOPOT BBOAMICA C NaTbl, YCTRHOBICHHOH TPHKAIOM
zapeaytomero IOV, B oTHomeHMH pabOTHHKOB, COTJIACHBINHMXCS HAa B3AMMOACHCTBHE C
paboTomaTe/ieM [OCPEACTBOM IEKTPOHHOTO AOKYMEHTOO0OpOTAa, HO HE paHee JHA
UCTEUEHHS CPOKa YBEAOMIICHHS, YCTAHOBCHHOTO B nyHKkTe 2.9 [lomoxenus.



2.11. Ecas paGoTHUK BLIPASHI CBOE COrIACHE O MCPEXOIE Ha HNEKTPOHHEIH JOKYMEHTO000POT,

paBoTonaTeb BE/ICT HA HETO BCE AOKYMEHTEI, KOTOPbIE CBA3aHEI C PabOTOH COTPYIHWKA B
JIeKTpoRHOH ¢opme. '

3. Iopsnox Brmwouenus padornaka 8 CI/I

[pu fomyueHun oT paGOTHHKA 3asBIGHHA O COTIACHH HR IIEPEXOl Ha INEKTPOHHEIH
HMOKYMEHTOO00POT THLIO, OTBETCTBEHHOE 34 BEJISHHE KAPOBOIO Y4eTa!

3.1

3.2
33

3.4.

4.1.

4.2.

4.3.

4.4,

4.5.

4.6.

4.7.

4.8

[IpOBOAHT HHCIPYKTZX B 00BLEME, HEoOXOAUMOM ins TOCTEAYIOWERe MHEKTHBHOIO
B3auMoaeHCTBHA pabotHuka ¢ COJI

Odopmager paboTHHKY HPOCTYIO HIH YCHIEHHYIO Y1eKTPOHHYIO IIOAINHCE.

BuocuT H3MeHEHHS B TpymoBoif  moropop pafoTHHKA NyTeM  [OANHCAHHA
JOTONHUTENLHOTO COTIAMEHH O NMOpAAKe BlaumoaeiicTus paboTnika M paboronares
KaIPOBBIMU IOKYMEHTAMH B DJIEKTPOHHOM BHJIE,

IIpu HeoBXOAHMOCTH OPOBOANT JIOHOIHHTEIBHBIC HHCTPYKTAXH PAOOTHHKOB B MPOLIECCE
siaumoaeiicteras ¢ COJI, B ToM wuciie B CBS3H ¢ ODHOBICHHEM HPOrPAMMHOrO
obecne e CHCTEMBL

4. Ilpaeuaa paGoThl ¢ MIEKTPOHHBIMH JOKYMEHTAMH

DneKTpoHHBIE NOKYMEHTHI YYACTHHKOB JIEKTPOHHOTO AOKYMEHTO0GOpOTA CO34AK0TCA B
caydae MX ajpecoBaHusA paboTHMKAM, ABIAIOMMMCA YYACTHHKAMH O3JICKTPOHHOTO

TOKYMEHTO000POTA.

DNEeKTPOHHLIE JOKYMEHThI, 3/peCOBAHHLIE PabOTHHKAM, HE ABAAIOIUMCH YHACTHUKAMH
31EKTPOHHOTO  JIOKyMeHToo0opoTa,  lepeBoAsTca HA  OyMaxbii  HOCHTSI,
TIONMIHCHIBAIOTCH COOCTREHHOPYUHO!H MMOANUCHKD OTBETCTBEHHOTO JHIA W HaNpPaBIAKTCR
aapecaty. B cHCTEME 21eKTPOHHOTO JOKYMEHTO000DOTA COXPAHACTCS HICKTPOHHAS KOTIHA
YK&3aHHOT0 OKYMEHTA.

TIOpAROK NOANMCAHMSA TOKYMEHTOB B CHCTEME YICKTPOHHOTO AOKYMEHTOO00POTA HOMDKEH
COOTBETCTBOBATh MNOPAJAKY IIOANHCAHHS [NOKYMEHTOB Ha OyMaKHBIX HOCHTENAX,
OIPENENECHHOMY B MHCTPYKUMM [0 JCIONPOU3BOACTRY, € YYETOM OCOOCHHOCTCH,
npenycMoTpeHHbx TpymosiM Komekcom Poccuriickoii Denepaumn.

B cucreMe JEKTPOHHONO A0KYMEHTO0O0poTa GHKCHPYIOTCA AaTa H BpeMs CO3RaHud H
OTHPABKH 3NCKTPOHHOTO JOKYMEHT3, €r0 DECHCTPALMOHHBHT HOMEp, CBEleHus 00
OTHPABUTENE AOKYMEHTA.

Perucrpauus JOKYMEHTOB B CHCTEME MIEKTPOHHOTO JOKYMEHTO000POTA OCYIECTRISCTCA
B COOTBETCTBHH C TIPHHIMNOM €AKHOM PErMCTpallMy ROKYMEHTa (0OXHOKPATHOCTH 3AIHCH
uH(popManKy ¢ TOKyMeHTE). JIOKYMEHT, 3aperHCTPHPOBAHHBIA B CACTEME JICKTPOHHOIO
NOKYMEHTOOGOPOTA, HMMEET ©IHHYI0  DPErHCTPALMOHHYIO  KapTOUKy JIOKYMCHTA,
n00ABAAIOTCS TOABKO AONOIHATENBHBIC CBEACHNUSA 0 paboTe ¢ NOKYMEHTOM.

DNEKTPOHHBIE JOKYMEHTHI, INOCTYNHBLIME TMOCAE OKOHYaHus pabowero mHA H B
NP3 IHAYHBIC THH, PETHCTPHPYIOTCS B TEUEHHE CAENY0mEro pabodero aus.

Baaumopeiicteie pabotaukos JOVY ¢ cucTeMoil 3MEKTPOHHOro JOKyMeHT0060pOTa, B TOM
WHCNE CO3AaHME, MpeodpazoBaHue, IOAMMCAHUE H XPAHEHHE IIEKTPOHHBIX AOKYMCHTOB,
OCYIHECTBISETCH B COOTBETCTBUY ¢ HHCTpYKImeii paspaboTmika CI/.

PafoTthuiK 008330 03HAKOMHUTLCA ¢ HAIHAYECHHBIM HA HErO MMEKTPOHHBIM JTOKYMEHTOM B
C3/1 B Teuenue paboyero JHA.
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JlokymenTsI, coznapaemete B C3/1, oopMIaiOTCA Ha OYyMOKXHOM HOCHTENE B CITyHadAX:

® C©CNH OHM TOAJIEKAT TOANHCAHHIO PAOOTHHKOM, KOTOPBIM OTKA3AICA OT IIepexoia Ha
B3aHMOZEHCTBHE ¢ paboTonareneM OCPEICTBOM IEKTPOHHOTO JOKYMEHT0000pOTS,

e ccng COJ] uiuna U3 CTPOs ¥ HE MOZUISKHUT HCMPABNCHUIO B CPOK, HAZHAYCHHBIH 1IA
HCIIOJIHEHHKSA W TIOANUCAHUS 3NMEKTPOHHOIO JOKYMEHTY,

e eciu 370 Tpebyerca B COOTBETCTBHM ¢ MpukazomM 3aseiytoutero OV, nokanbHeIMH
Hopmarupabivi axtamu JIOY unu sakoHopatenscTeoM Poccuiickoi denepaims.

5. Moanucanne JIEKTPOHHOIO JOKYMEHTA

DNeKTPOHHASA TOANKCH B IEKTPOHHOM JOKYMeHTe, comepxamemcs B COJl, pasHosHayHa
cOOCTREHHOPYYHOM TIOMIHCH B AOKYMEHTE Ha GyMaXKHOM HOCHTENE TIPH OHOBPEMEHHOM
COONIONEHNH CASNYIOIHX TPEOOBAHII:

o w04 3f1 M COOTBETCTBYIOIMA €My KBATU(MIMPOBAHHBI CePTHOHKAT KUY
nposepky DI co3naH 1 BEIAH aKKpeIUTOBaHHBIM Y11,

e cepTH(HKAT K04 IPOBEPKH WICKTPOHHOH NOAMMCH JACHCTBUTENIEH HA MOMCHT
NOJMIMCAHMSA DNEKTPOHHOTC AOKYMEHTAa (HE NPEKpaTHNn CBOE JEHCTBHE, HE
AHHYJIHPORAH, HE TIPHOCTAHOBICH),

* [JOOTBCKACH [l)aKT HENOCTHOCTH H ayTCHTHYHOCTH JICKTPOHHOTO JOKYMEHTa NOCHC
Cro noANUCaHKuA.

PaBoTHVKH, TOANHCHIBAIOMHKE IEKTPOHHLIE NOKYMEHTEI D11, oba3ansr:

¢ obecieunBarh KOHQUACHIMANBHOCT Kouei 11 B COOTBETCTBHH C NCHCTBYIOUIHM
3aKOHOAATETLCTBOM,

e Hc HCmoib3oBarh Kmod Ol npy  HUTHYAE  OCHOBAHHMH  MOnararh, 4ro
KOHGHICHIHANBHOCTE JAHHOTO KNHOY3 HapyIIeHa,

® H3AMELTHTEIHHO YBEIOMIATh YAOCTOBCPAKILAA LIEHTP O KOMOPOMETALMH KIH0Ta
3L

IMoamucanre nekTpoHHoro gaoxyMenta B COJI wmouom DI gomkHO OCYHIECTBIATLCA
TONBKO BAAAEHBIEM ero cepraduikara kmoda nposepku 11, neiicTBylomero Ha MOMEHT
FONUCAHASA JNEKTPOBHOTO JOKYMEHTA.

PaGotuuku JIOV noanuceiBaroT MIeKTpoHHBIE NokymeHthl YKO3II, 3a wekmodeHHeM
3asBjICHUH, yBeOMIeHUH, oOpainennii ¥ cyxeOHBIX 3aMACOK, MOANHCHIBAEMbIX MPOCTOH
3AEKTPOHHON MOMTHCEI0, OQOPMIEHHOH B COOTBETCTBMYM C MHCTpYKIHEH paspaboruka
COJ.

KanpoBsie HOKYMEHTBI TMOHCHIBAIOTCA € YIETOM OFpaHHYCHMH, YCTaHOBJCHHBIX

crarbeii 22.3 Tpynororo koxexca Poccuiickoil @enepanuy.

DNEKTPOHHBIA MOKYMEHT [OANUCHIBACTCA B J€Hb €r0 CO3JaHHA, HCHONHEHHMS WM
VIBEPHIEHHS — B 3ABHCHMOCTH OT Ha3HAYEHWN JOKYMEHTA H Ha3HAUCHHOR PO JIMIA,
paboTaloLIEro ¢ HHM, B CHCTEME DIEKTPOHHOTO OKYMEHTO0DO0POTA.

6. KoHTpOJb HCTOHEHHN H XPAHEHHS NIEKTPOHHBIX JOKYMEHTOB

B 32JI0 oCyIecTBISETCA KOHTPONAb WCIONHCHMA [JOKYMEHTOB H  00ecneuuBacTes
MHOrOYPOBHEBBIH KOHTIPOJIb HCOOJHEHWA DE3OJIOLUHNA PYKOBOTHTENCH PAsAWYHBIX
ypoBHeii ynpasneHas. Ha KoHTpoIb MOKET ObiTh IOCTABJIEHO KAK UCTIOMHCHHE OTAEIbHbIX



6.2.

6.3.
6.4.

6.5.

6.6.

6.7.

6.8.

6.9.

6.10.

6.11.

pesomounii, TAK H HCOONHEHHE NOKyMeHTa B wdelnoM. Ilpu oTom aBroMaTH<eCKu
OTCAEKHBAIOTCH CPOKH HCTIONHEHNA, 0C000 BHIACNFIOTCH KOHTPOIHMPYEMBIE J0KYMEHTH U
JIOKYMEHTbI ¢ UCTEKITHMY CPOKAMH HCIIOIHCHMA.

KOHTpPONL HCMOMHEHHS AOKYMEHTOB ¥ NOpyHeHnii pykosozcTsa B DJI0 sxmoyaer B cedst:
& TIOCTAHOBKY JOKYMEHTOB HA KOHTPOIIA,
® BHECCHHE TEKCTA PE30/FOLMH PYKOBOAHTEA,
® BHECEHHME CPOKOB UCMIOTHCHHS JOKYMEHTOB,
® aIpecaudio TOKYMEHTA UCTICIHHTEAM B COOTBETCTBHY ¢ PE30OIIOLIMAMH,
® [POBCPKY CBOCBPEMEHHOCTH A0BEAEHNS OKYMEHTOB /10 KOHKPCTHBIX HCHOJMHUTENCH,
® TIPEABAPHTENBHYI NPOBEPKY H PETYIHPOBAHHE X042 HCNOIHEHHS,
® BHECCHWE JAHHBIX O BLITIOTHEHHH NOKYMEHTA,
* [IPOCMOTP JOKYMEHTOB, IO KOTOPbIM CPOKH HCTIONHEHHS NPOCPOUEHDI,
e CHATHE JOKYMEHTOB C KOHTPOJIA;
® [OCTPOEHHE OTHCTOB 00 HCTIONHUTENLCKOH AHNCLMIIMHE,
¢ yueT H 0600IIeHHE Pe3yIbTATOB KOHTPOIR HCNOJIHEHHA TOKYMEHTOB.
JlOKyMEHT, YCTAHOBJICHHBIH Ha KOHTPO/1b, MOMEYAETCA CICIHANLHOH HOMETKOM,

HcnonHenue 10KYMEHTA KOHTPOIIPYETCH C MOMEHTa MOCTAHOBKA HA KOHTPOk. [1pu sToM
cnyxkba AENONpOM3BOACTBA WM COTPYAHHK, OTBETCTBEHHBIH 334 KOHTPOIL, HWMCIOT
BOSMOXKHOCTh [POBECTH [POBEPKY CBOEBPEMCHHOCTH [OBEICHHA IOKYMEHTA 10
KOHKPETHOTG HCTIOHHTENS.

B TeueHmwe CpoKa HCIIOIHEHHUA JOKYMCHTA JOIDKHBI OCYIIECTBIATBCSA MPEABAPHUTC/IBHAIC
MIPOBCPKH ¥ PETYIHPOBAHHE XO/1a HCIIOJHEHWSA, PEIYABTATE KOTOPBIX, KaK IIPABUII0, TAKOKE
(GHKCHPYIOTCA B 3AEKTpOHHOH kaprouke. OTBETCTBEHHOCTh 3a  [IPABHIBHOCTH
npencTasieHHol HHGOPMaIME HECYT HCTIOHUTENH.

Ecin fOKYMEHT HMMEET KOHKDPETHYIO IATy MHCIIOJIHEHWAX, YKA3aHHYIO B TEKCTC, HIH
JOKYMEHT BXOOUT B IIEPEYCHb JOKYMEHTOR C THIIOBbIMH CPOKAMH MCNONHEHUA, KOHTPOIE
CTABHTCA CPa3y NpH PerucTpauin.

Bxopsumie ACKYMEHTHI ¢ HHAWBHIYAIBHBIMH CPOKAMH UCTIOJIHEHHS CTABATCA Ha KOHTPOJTH
nocne PACCMOTPCHHUS WX PYKOBOAWTENEM, KOTOPBIA B CBOEH pe3omonMH OMpeneisicT
KOHKPETHBIH CPOK HCIOJIHEHUS,

CHsTHe JMOKYMEHTA € KOHTPOAA OCYIECTBINET AO/DKHOCTHOE JIHIIO, YCTAHOBHBIUEE
KOHTPOJIb WITH TI0 €r0 TOpYyUeHHIo ciyxOol nenonpon3soAcTsa CHATHE JOKYMEHTa €
KOHTpOJs 0opMIseTCs 0TMETKOH 00 HCMONHEHHH AOKYMEHTA B 31CKTPOHHON KApTOUKE.

JIOKYyMEHT CYHTACTCA WCHONHEHHBIM M CHUMAETCH C KOHTpONA Toche (PaKTHUECKoro
BHIIOJHEHUA (OPYYCHHH 110 CYIIECTBY, MJOKYMEHTHPOBAHHOINO IOATBEDKICHHA
HCTIOMHEHNS B COODIUECHNA PE3y/IbTATOB PYKOBOACTBY.

HcnonreHnbie 3MeKTPOHHBE TOKYMEHTH CHCTEMATH3HDYIOTCH B JIENId B COOTBETCTBHHM C
HOMeHKIarypoi  nen  yagacteukos 3/10. Ilpu  cocTaBneHHMH HOMEHKNATYPHI  AE
YKA3bIBACTCH, YTO JIEJI0 BEACTCA B JICKTPOHHOM BHIIC.

DNEKTPOHHBIE AOKYMEHTHI TIOCIE HX HCTIOAHEHUA noiexar xpanenuio 8 D10 B TeueHue
CPOKOB, [IPEAYCMOTPSHHBIX 3aKOHOAATEABCTBOM JJ11 ARANOTHYHBIX JOKYMCHTOB Ha
OYMasKHBIX HOCHTENAX.
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8.3,

8.4

OCHOBAHHH 3KTA 0 BBIACACHUM WX K YHHYTOXCHHIO, OPOPMACHHOTO H YTBEPAKACHHOTO B
YCTAHOBJIGHHOM TIOPANKE, YKA3aHHBIC SIEKTPOHHBIE JOKYMEHTHI M MHQODMAIHs O HMX,
3a(pMKCHPOBAHAAN B NICKTPOHHBIX KAPTOUKAX, MOIJIEKAT YHHYTOMKECHHIO (YJANCHHIO H3
30).

7. BsaumoaeiicTBHE M 0TBETCTBEHHOCTE paGoTHHKOB B J/10

OTnpaBrTelh 3NEKTPOHHOrO AOKYMEHTZ HECET OTBETCTBEHHOCTb 3@ €ro CONCPIKAHHE,
PEKBH3HTHI, 3TPECAITHIO, KAYECTBO H KOMHYECTBO BIIOKEHUIA,

Ilomyyatens 3AEKTPOHHOTO [IOKYMEHTa HECET OTBCTCTBCHHOCTE 34 HEHMCIOMHEHHE
JOKYMEHTA B YCTAaHOBJCHHbIA CPOK, HEBHECEHHWE WIH HECBOEBPEMEHHOE BHECECHHE
CBEJICHUH B DIEKTPOHHYIO KAPTOUKY.

PykoBomntesiv HeCyT TNEPCOHANIBHYHO OTBETCTBEHHOCTh 3a cobmogenue [lonoxenus
TIOZUMHAIOINUMYCA UM palOTHUKAMM.

Pykoeonurenu npu  yaoimHeHuu pabotHikor W odopMmacHHM Ha paloTy HOBBIX
paboTaukos  oDecneuuBalOT  yAAICHHS/M3MEHeHUe/0QOpMIICHUE  YYCTHOH  3ammcH
pabOTHHKA B TeY€HUE JIBYX pabouMx axeil ¢ 1aThl YBoNbHEHHS pabOTHHKA HIIH IIPHEMA Ha
paboTy HOBOTO pabOTHHKA.

3aseayronmii JIOY mipoBepseT HATHYIHE YV YBOMHHAEMBIX paDOTHHUKOB HE3aBEPUICHHbIX
CKTPOHHBIX [OKYMEHTOB M [PHHMMAET MEPhl N0 HX HCIIONHECHWIO 3ABEPUICHHIO B
TeYeHHE TpeX paboyurx AHEH C JTAThl YBOJBHEHUA PafOTHHKOB.

8. Obecneuenne undopmannonnoii 6esonacHocTn B CI/

C3M1 — ato uHpOpMaUMOHHAS CHCTEMA, B KOTOpoH oOpabaTeiBacTcs obmeNOCTYMHAA
unpopmarms ¥ HHGOPMAIMS OrPRHHYEHHOTO [OCTYMa, HE COAEPKaAlias CBCICHHA,
COCTAB/IAIONUIHE TOCYAAPCTBEHHYIO TalfHY.

Ipe OCYLIECTBICHUH IIEKTPOHHOTO AoKymeHToobopora B CDJl monyckaetcs oOmed
JNEKTPOHHEIMH  HOKYMEHTAMH, COAEpKalmMyu  obIenocTynHylo  HMHQOpMaLHID W
HHPOPMALMIO OrpaHUYEHHOTO JOCTYTA, HE COACPXKAIIYIO CBENEHHSA, COCTABILIIOUIME
rOCYZApCTBEHHYIO TaHHy, IOCTYH K KOTOPOH OrpaHWduBaeTci B COOTBETCTBHH C
3aKoHOZATENLCTBOM Poccuiickoit Peneparvu. OOmen mndopmauueit 8 C3/J], moctyn K
KOTOPOH OTPAaHHYHBACTCA B COOTBETCTBHH C 3aKOHOZATENbCTBOM Poccuiickoi Menepaivn,
OCYILECTBIACTCA TIPH BLITTOJHEHHH WMH TpeOGoBaHHH MO 3aniMTe Takoid HH(OpMauUWH,
VYCTAHOBJIEHHBIX B OTHOWICHHH  WHQOPMAUMOHHBIX  CHCTEM  3JIEKTPOHHOIO
nOKyMeHTo000pOTA.

Hupopmaumonsas 6e30TacHOCTE TIPH OCYIIECTBIICHAH MEKTPOHHOTO TOKYMeHT0000poTa
00eCeYMBAETCH KOMILIEKCOM MEPOTIPUATHH, KOTOPBIE HANPARJICHBI HA HCKTOYEHHE:!

® HEMPABOMEPHOIC AOCTYINA, KOMUPOBAHHS, HPEIOCTABICHHA HIIH DPaclpOCTPaHCHHA
ungopmamuu (obecniedeHne KOHGHIEHHANBHOCTH HH(pOpMaLHN);

* HCTPABOMEPHOTO YHUYTOKEHHS Hau Moaudmiinposanus uagopmaimn (odecneucHue
[IEAOCTHOCTH HHGoOpMaluK);

e menpapomepuoro OmokupoBanns  wHGopMaumn  (oDectiedeHHe — JOCTYHHOCTH
HHbopMaLiR).

Opranu3aiiMOHHBIE H TEXHHIECKHE MEPBI 3aIMHTH WHQOPMALKH, PEaii3yeMbie B PAMKAX
OCYLIECTBICHHA HICKTPOHHOTO JIOKYMEHTO000pOTa, 00OECTICUHBAIOT:



HACHTHOUKAIIHIO U ayTeHTH(PHKALHIO cyOBeKTOB 10CTYNa H 00BEKTOB JOCTYHA;
VIpaBJcHHE TOCTYIMOM CYODBEKTOB NOCTYHA K 0OBEKTaAM T0CTYIIA,
OrpaHHYCHIE NMPOTPAMMHON CPEbI;

3AIMATY MALTHHHBIX HOCHTENeH HHpOpMALIY,

perucTpalMio cobbITHI 6€30MacHOCTH,

AHTUBHPYCHYK 3aLIMTY;

obHapyxenve (peAoTBPaIleHHE ) BTOPKCHHIA,

KOHTPO/1b (AHAIM3 ) 33IHHIIEHHOCTH HHOPMAIH,

[ENOCTHOCTh HHpOopMaLuoHHoH COJL # nndopmanny;
HNOCTYTIHOCTE HHPOPMALTHH;

3AIATY TEXHHYECKHAX CPEICTB;

3aumTy uHhopMamoHHoit C3J1, ee cpelcTs, CHCTEM CBA3H H NEPENAYH JAHHbIX.

8.5. B xoxe koHTpons (MOHHTOPHHTA) 38 00SCIICUCHHEM YPOBHA 3aLIHIICHHOCTH HHQOPMAIIHH,
conepxauieiics B undopmaronHoif COJ1, oCymecTBISIOTCS:

KOHTPO:Th 33 CcoObITHAMH Oe3omacHOCTM W ACHCTBHAMH MOAB3OBATENEH B
urpopmaimonnoit COJ;

KOHTPOJ1b {AHAIM3) 3aMIMILIEHHOCTH MHpopMatie, conepxaiteiica B COJI;

aHAIM3 A OUEHKA (YHKIIMOHHPORAHHS CHCTEMEI 3aHIMTH HEGopMais C3], BKAr09as
BbISIBJICHHE, AHAIH3 M YCTPAHEHHE HEIOCTATKOB B (PYHKUHMOHMPOBAHHH CUCTEMBI
3a1nThl HHGopmaimu COL;

AEPHOAMYSCKMI aHanu3 M3MeHeHns yrpo3 OesonacHocT wH(opMaumu B C3JI
BOHHKAKOMWMX B X0A€ €€ JKCTYaTallii, H NMPHHATAE Mep 3alTsl uudopMaluy B
Cy4yae BO3HMKHOBEHMSA HOBBIX Yrpo3 0e3onacHocT uHdopmaimy;

JOKYMEHTHPOBAHHE TIPOUEAYP H Pe3yibTaTOR KOHTpOAA (MOHHTOpWHTa) 3a
obecneueHNEM YPOBHA 3alIMIREHHOCTH HHpopManmy, coaepxawueics B CO.

9, JakTYHTENLHLIE T0I0MKeHH

9.1. TlonoxeHHEe SBIRCTCA JIOKAJILHBIM HOPMATHBHBIM 3KTOM, YTBEPKAACTCH (BBOIMTCH B
neicTBIE) TpHKa3oM 3asenyowmero JIOY.

9.2. Hacroswee ronoxeHae JeiCTBATENBHO A0 NPHHATHA HOBOH peXaKiiH.



