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[lon10:xeHne 00 3/1EKTPOHHOM J0KYMEHT00GOpoTE
H nopsiike ero ocywecrsienusi B MbBOY COI Ne 10 umenn A.I'.Tapan

1. O6mue mo0KeHUust

1.1. Tlonoxenue 06 EKTPOHHOM JJOKYMEHTOOGOpOTE U MOPSIZIKE €r0 OCYIIECTBICHHUS B
MBOVY COII Ne 10 um. A.I'.Tapan (nayee — ITonoxenue) perympyer BOIpoCk, CBS3aHHBIE C
BBE/ICHUCM JJICKTPOHHOTO JOKYMEHTOOOO0POTa U IOPSIIKOM €ro ocymecTsieHus B MBOY COIII
Ne 10 um. A.T".Tapau (nanee — opranmsarns).

1.2. TTonosxenue pazpaboTaHo B COOTBETCTBHH CO CIIEAYIOIIHM:
* TpynoBemM kozmekcom Poccuiickoit ®enepanin;
® ®enepanbHbM 3aKkoHOM 0T 06.04.2011 Ne 63-®3 «O6 SJIEKTPOHHOU IMOIITHCH »;
e OenepanbHbIM 3aK0HOM 0T 22.10.2004 Ne 125-®3 «06 apXuBHOM 1ene B Poccuiickoit

Denepanuuy;

®enepanbHbIM 3aK0HOM 0T 27.07.2006 Ne 152-®3 «O IEPCOHAJIBHBIX JTAHHBIX ».

1.3. B Ilonoxenun HCIOMB3yIOTCS CIIEYIONIHE OTPEACIICHHS:

JJIEKTPOHHBIH  JOKYMEHTO0GOPOT — CO3/aHHME, HCHOJIB30OBAHHE W XpaHeHue

pabotoznarenem, paGOTHHKOM WJIM JIMIIOM, TOCTYIAIOIIMM HA paboTy, TOKYMEHTOB,

O(OPMIICHHBIX B 5JIEKTPOHHOM BHjie 6€3 yOIupoBaHus Ha OyMaXXHOM HOCHTEJIE.

DJVIEKTPOHHBIH NoKymMeHT (masee — DJI) — JOKYMEHTHPOBaHHasi HWH(pOpMaIus,

TNIPC/CTABIICHHAs B 3JICKTPOHHOM (POPME, TO €CTh B BHJE, IPUIOJHOM JUIl BOCIIPHUSITHS

YCJIOBEKOM, C HCIIOJb30BAHUEM BJICKTPOHHBIX BBIYHCIMTENBHBIX MAIIWH, a TAKXKe JUIs

nepefayd 1o HMH(OPMAIHOHHO-TEIEKOMMYHUKAIIMOHHBIM CETSAM HJIH o0paboTku B

UH()OPMAIOHHBIX CHCTEMAX.

Yeuniennasi HekBaIH(PUIHMPOBAHHAS 21EKTPOHHAS MOANNCH (manee — YHOIII) — Bun

OJIEKTPOHHOM MOJIMCH, KOTOpas: TOJyd4eHa B pe3yJbTaTe KPHNTOrpaduuecKkoro

npeoOpa3soBaHus HHOPOPMALMH C HCIOJIB30BAHMEM KJIFOYA SJIEKTPOHHOH OJIITHCH:

TIO3BOJIACT OLPEICTUTD JIUII0, ToHcaBIiee J/1; mo3Bonser 0OHapyKUTh (PaKT BHECEHHUS

u3MeHeHHd B OJ] mociie MOMEHTa €ro IOANMCAHHS, CO3JAeTCs ¢ MCIIOIb30BAHHEM

CPEJICTB JIEKTPOHHOM ITOIIUCH.

Yennennas kBainQuUUPOBAHHAN 3JEKTPOHHASI TOANMCH (1ajee — YKIII) -

SJIEKTPOHHASI MOANHKCE, KOTOpas COOTBETCTBYET BeeM mpu3Hakam YHOIII u cnemyrommm

JIOTIOTHUTEJIbHBIM MIPU3HAKAM

-KJII0Y [IPOBEPKH 3JIEKTPOHHOM MOAINCH yKa3aH B KBATU(DUIPOBAHHOM cepTU(UKATE;




AULL CO3NaHHsS M HPOBEPKM SJIEKTPOHHOH IOMIHCH HCIONB3YIOTCS CpEICTBA JIEKTPOHHOM
TIO/UTHCH,  MMEIOLME MOATBEPXKICHUE COOTBETCTBUS TpPeGOBAHHAM, YCTaHOBJICHHBIM B
DenepanbaoM 3akone ot 06.04.2011 Ne 63-B3 «O6 QJIEKTPOHHOMN TIOITHCH ».

Hoanucannpiii 21eKTPOHNBII JOKYMeHT (nasee — I JT) — >51eKTPOHHBII JIOKYMEHT ¢
TNIPHCOCAMHEHHOH JIEKTPOHHOM TOIKCHIO, KOTOpas GbUIA CO3/aHA HA OCHOBE S]] u xmoya
SJIEKTPOHHOM TTOIIHCH.

2. Undopmanmonnas cucrema IJIEKTPOHHOI0 JOKYMEHT0000p0TA H BBEIeHHE
YIEKTPOHHOI0 J0KYMEHT0000pOTA B OPraHU3aUN

2.1.00pMHpOBaHKE,  HCIONB30BAHME, AI0CTaBKa, OTHpaBKa W  XpaHeHue D]
OCYIIECTBIISIOTCS CpencTBaMu UH(pOpPMAIIMOHHOM CHUCTEMBI pabGoroxares
«1C:JlokymenTo060poT» (maiee — cucrema 3JIEKTPOHHOTO IOKYMEHT00060pOTa).

2.2 Jloctyn K cHCTeMe 3NEKTPOHHOTO JOKYMEHTO000pOTa OCYIIECTBIISIETCS TTyTeM
O(OpMIIEHHS KOPHOPATHBHOM YYETHOH 3allUCH Ha KaXI0ro pabGOTHHMKA, Y4acTBYIOLIETO B
SJIEKTPOHHOM JIOKYMEHTO060pOTE.

2.3.Yro6sI paGoTHHK Teperuen Ha SJICKTPOHHBIH JIOKYMEHTOOBOPOT, €ro yBEAOMIISIOT B
CIIEIYIOLIUE CPOKH:

® B JICHb IpHEMa Ha paboTy U 3a OJIMH paGoumii IeHb [0 TOTO, KaK JIOMYCTAT pabOTHHUKA K
paboTe ¢ HUCTIOIB30BaHHEM JITEKTPOHHOTO AAOKYMEHTOO00pOTa — JUIsI JIUII, IPUHHMAEMBIX

Ha paboTy B OpraHu3anuio;

¢ 3@ HECOo 110 1oMycKa K paboTe ¢ HCMONb30BAHUEM JIEKTPOHHOTO JOKyMeHTo0o0opoTa —

JULsl BCeX pabOTHUKOB OpraHU3aIi.

2.4.91eKTPOHHBI  JIOKYMEHTOOGOPOT BBOIHUTCS ¢ NaTel, YCTaHOBJIEHHOM MpPHKA30M
AUPEKTOpa OpraHU3allkiH, B OTHOMIEHHWH PAaGOTHHKOB, COIJIACHBIIMXCS HA B3aMMO/JIEHCTBHE C
paboTosarenem MoCPEACTBOM SIEKTPOHHOTO AOKyMEHTO000pOTa, HO HE paHee IHS HCTEUYSHHS
CpOKa yBEIOMIICHHSI, YCTAHOBJICHHOTO B IyHKTe 2.3 [TookeHus.

2.5.Ilepexon Ha 3JIEKTPOHHBIIH AOKYMEHTOOOOPOT B OTHOILICHHH KaJPOBBIX JIOKYMEHTOB
SIBISIETCS IOOPOBONBHBIM JUISs PAGOTHUKOB OPraHM3alHH W OCYIIECTBJISIETCS. TOJIBKO II0 HX
IIICBMEHHOMY COTJIACHIO.

2.6.0tcyrcTBHe  cormacus  paGoTHHKAa  Ha B3aUMOJICHCTBME ¢  paboTonaresieMm
[IOCPEICTBOM  9JIEKTPOHHOI'O  JIOKYMEHTOOO0OPOTA B  OTHOIICHUH KaJIpOBBIX JIOKyMEHTOB
[IPU3HACTCS OTKA30M pabOTHHKA OT TAaKOro B3aWMOJEHCTBHSL Ilpu sToM 3a paGoTHHKOM
COXPaHACTCS MIPABO NaTh yKa3aHHOE COTJIACHE B IIOCIIEIYIOLIEM.

2.7.(?()1;‘!21(‘“(‘ Ha B‘}&lllMl),‘l(‘lulC'l‘Bll(‘ ¢ l)il()() rojarejiem HOCPEeACTBOM ')JICK'I‘DOIHIOFO
,'l()l\'yf\lCll'l'()()G()p()'l'Zl B OTHOINNECHUH Ka/IPOBbIX AOKYMEHTOB He 'l'[)C()yC'l'Cﬂ oT JImix, KO'I'()[)l)le
NPUHATBL (IpHHUMAIOTCs)) Ha pabory mocie 31 Aekabps 2021 ropa m y KOTOPBLIX 110
cocrosinuio Ha 31 jpexadps 2021 roja OTCYTCTBYET TPY/I0OBOM CTAK.

3. Ilepevenn 3/1eKTPOHHBIX JOKYMEHTOB 1 nepeveHb KaTeropmii paGoTHUKOB, B
OTHOIICHUM KOTOPBIX OCYMECTBJISAETCS 3JIeKTPOHHBIN J0KYMEHT0060poT

3.1.Ilepevenp 5NEKTPOHHBIX JOKYMEHTOB, B OTHOILICHHH KOTOPBIX OCYILIECTBIISETCS
JIEKTPOHHBIN JI0KyMEHTOO0OPOT B OpraHH3aIiH:

® KalpoBbIC IOKYMEHTEI, O(QOpMISEeMble B COOTBETCTBHH €O CTAaThsmu 22.1-22.3
Tpynosoro konekca Poccuiickoii denepamum;

¢ JIOKYMCHTBI IO OXpaHe TpyAa, 3a MCKIIOYEHHEM JOKyMEHTOB, HOJTBEPXKIAIOIHX
MPOXOX/IEHHE PabOTHUKOM HHCTPYKTaX<el 1Mo oXpaHe TPyZAa, B TOM YHCIIE€ KOTOpBIE
PabOTHHK MOMKUCHIBAET JTHYHO;

® JOKYMEHTBI IO 00pa3oBaTENBHON [EATENHHOCTH, 3a HCKIIOUYCHHEM T€X, KOTOpBIE
JOJDKHBL  OBITH  OOpMITeHBI Ha GyMare B COOTBETCTBHH C IPUKA30M JUPEKTOpa
OpTaHHU3aliK UJIK 3aKOHOJATENbCTBOM Poccuiickoit deneparuu;




JIOKYMEHTBI, CBSI3aHHBIC C OpraHU3alUel MUTaHus 00yJarolMXCs, 32 HCKIIOYECHUEM TeX,

KOTOpBIE JIOJDKHBI ObITH 0QOpMIIEHBI Ha Oymare B COOTBETCTBUH C IPHKA30M JUPEKTOpa

OpraHu3aIi{ Wik 3aKoHo/aTeNIbecTBOM Poccuiickoi Denepanuu.

3.2.Ilepeyenn Kkareropuii pabOTHUKOB, B OTHOLIEHMH KOTOPBIX OCYIIECTBIISCTCS
SIIEKTPOHHBIN JTOKYMEHTOOOOPOT:

e pabOTHUKH, CBSI3aHHBIC C O(OPMIICHHEM, NIOANUCAHUEM U O3HAKOMIICHHEM C KaJ[POBBIMH
JIOKyMEHTaMH, JOKYMEHTaMH II0 OXpaHe Tpyja, 0O0pabOTKOH NMEepCOHAIBHBIX JaHHbIX,
JIOKYMEHTOB 110 OpPraHU3al[iH TUTaHUs 00yJaromuXcs;
reJarornyeckue paboTHUKH.

4. MHcTpyKTaXK 10 paGoTe ¢ CHCTEMOI 3IeKTPOHHOI0 JOKYMEHT0000poTa

4.1.I1epen HauasoM paGOTHI ¢ CHCTEMOl BJIEKTPOHHOIO JOKyMEHTO000pOTa pabOTHUKH
OpraHu3ali¥ MPOXOMAT MHCTPYKTaX B 00beMe, HEOOXOIMMOM Ul  IOCIEIyIOIIEro
3¢ (peKTUBHOTO B3aMMO/IEHCTBHS PAOOTHHUKA C CHCTEMOMH 3JIEKTPOHHOTO JIOKYMEHTO000pOTA.

4.2 Vncrpykrax, ykasamHeidi B myHkre 5.1 [TonoxeHus, mHpoBOIMT —pabOTHHK,
Ha3HAYAEMbIil JIMPEKTOPOM OpraHU3allid, B CPOKH, yKa3aHHBIC B YBEJOMIICHUH O TEpexojie Ha
B3auMojieiicTBHe ¢ paboTojareseM IOCPEICTBOM DJIEKTPOHHOTO JOKyMEHTOOOOpOTa, ¢
HCIIOTB30BAHMEM MATEPHAIIOB Pa3paboTINKa CHCTEMBI JJIEKTPOHHOTO JIOKYMEHTO000pOTA.

4.3.ITpu HEoOGXOMMMOCTH IPOBOJUITCS JOMOTHUTEIbHBIE MHCTPYKTXH PabOTHHUKOB B
TIporecce B3aMMOJIEHCTBHUSL C CHCTEMO# 3JIEKTPOHHOTO JIOKyMEHTO000POTa, B TOM YHCIIC B CBA3H
¢ OOHOBJICHHEM MTPOTPAMMHOT0 00€CIIEUEHHMSI CHCTEMBI.

5. IlopsaoK ocymecTBJIEHHs YIEKTPOHHOI0 T0KYMEeHT0000poTa

5.1.DJ1 y4YaCTHHKOB OJIEKTPOHHOTO JOKyMEHTOOOOpOTa CO3/aloTcs B Clyvae HX
aJipecoBaHusi pAOOTHUKAM, SBJISIOIMMCS y4aCTHUKAMHU dJICKTPOHHOTO JIOKyMEHTO000pOTA.

5.2.0]1, anpecoBaHHble PabOOTHHKAM, HE SBISIONMMCS YYAaCTHUKAMH 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa, MepeBOISATCS Ha OyMaKHBIH HOCHTETD, ITO/IMUCHIBAIOTCS
COBCTBEHHOPYUHOM MOJIKCHIO OTBETCTBEHHOTO JIMIIA M HANpPABIOTCs ajpecary. B cucreme
3NEKTPOHHOTO JJOKYMEHTO000POTA COXPAHSAETCS HICKTPOHHAS KOIHUS YKa3aHHOTO JOKYMCHTA.

5.3.ITopsiiok moaNKMCaHus JOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO JIOKyMEHTO000poTa
JIOJPKEH COOTBETCTBOBATH TOPSIKY IOJNHCAHUS JOKYMEHTOB Ha OyMaHBIX HOCHTEAX,
ONpe/ieIEHHOMY B  MHCTPYKIMM 10  J€JIONPOM3BOJCTBY, €  Y4CTOM 0COOEHHOCTEH,
npemycMoTpenabix TpynoBeiM kojekcom Poceniickoi denepanuy.

5.4.B cucTteMe >IeKTPOHHOTO JOKYMEHT0000pOTa (PUKCUPYIOTCS 1aTa M BPEMs CO3/aHuUs
¥ ormpaBki DJI, €ro pEruCTPAallMOHHEIA HOMEp, CBEJCHHMS 00 OTIpaBHTENE JOKYMEHTa
(pammnmus, uvs1, OTUECTBO (P HATMYUH), HA3HAYCHHAS POTIB).

5.5.Peructpanusi JOKyMEHTOB B CHCT€M€  DJIEKTPOHHOTO JIOKyMEHTO0000pOTa
OCYILIECTBJISETCS B COOTBETCTBMM C TPHHUMIOM EIMHOH  pPEerucTpanuu  JOKyMEHTa
(OIHOKpPATHOCTH 3amucd WHQOpPMAIMU O JOKyMeHTe). JIOKyMEHT, 3apEerUCTPUPOBAHHBIA B
CHCTEME HIIEKTPOHHOIO JIOKYMEHTO000pOTa, MMEET CIAMHYIO PErHCTPAlMOHHYIO KapTOHUKy
noxymenta (mamee — PKJI), mo0GaBisiOTCS TOJBKO JOTOJHUTEIBHBIC CBEACHHA O pabote ¢
JIOKyMEHTOM.

5.6.9], TOCTyNMBIIME IOCIE OKOHYaHHWs pabodyero MHA W B MPa3IHUYHBIC JHH,
PETMCTPUPYIOTCS B TEUEHHE MEPBBIX TPEX YaCOB CIIETYIOIICTO pabodero JHs.

5.7.Ilpu perucTpaly OTHPABISEMOTO OTBETA HA BXOJANIMH JIOKYMEHT (opy4eHue)
MCIIOJIHUTENb 00s3aH B ycTaHoBJIeHHOM nopsnke B PKJ[ ykazaTh CCBUIKY Ha HOMEp M JaTy
JOKyMeHTa (IopydeHus1), Ha KOTOPBIH MOArOTOBJIEH 0TBeT. IIpu 5TOM B 00s13aTE€IbHOM ITOPSIJIKE
B TEeKCTe IHUchMa (J0KJIa/a) IPOIKCHIBACTCS HOMEpP JIOKyMEHTa (mopyueHus), Ha KOTOPBIA
IIOJIFOTOBJIEH OTBET.




[Ipy MOArOTOBKE OJHOTO OTBETA HA HECKOJHKO MOPYYEHUH B TEKCTE MMChMa MPONMHMCHIBAIOTCS
Bce mopydenus u B PKJI ykasblBalOTCs CCHUIKH Ha Bce HOMEpa JOKYMEHTOB (MOpYYeHHiA), Ha
KOTOpBIE IOJrOTOBJIEH OTBET.

5.8.BzaumopeiicTBue  pabOTHHKOB  OpraHM3allkM € CHCTEMOW  3JIEKTPOHHOIO
JIOKYMEHTO0GOpOTa, B TOM UMCIIE CO3JaHue, mpeobpasoBanue, moanucanue u xpaneHue I/,
OCYIIECTBJIETCS B COOTBETCTBHYU C HHCTPYKIHMEH pa3paboTumKa.

5.9.PaGoTHMK 00s3aH O3HAKOMHMTLCS C Ha3HAYeHHbBIM Ha Hero OJJ B cucreMe
3IEKTPOHHOTO JIOKYMEHTOOOOpOTa B Te€YeHHE pabovero AHs, 338 MCKIIOYCHHEM JOKYMEHTOB C
TIOMETKOM «CPOYHO», KOTOPBIE MOUIEKAT O3HAKOMIICHUIO HE3aMEIJIUTEIIHHO MOCIIe IOy YCHHUL.

6. Mopmucanue /1

6.1.JlupexTop OpraHM3auMM WIA PaOOTHHK, MCHOJHSIOMMUN €ro OOsI3aHHOCTH,
noanuckiBaet DJ] YKIIIL.

6.2.Pa6otauky opranusamuu noanuceBaror D[ YKOII, 3a uckimoueHueM 3asBIICHUI,
yBeIOMJIEHHH, OOpamieHnii 1 CIry)KeOHbBIX 3alUCOK, TOANHUCHIBAEMBIX MPOCTOH 3JIEKTPOHHOMU
HOMNUCHIO, O(GOPMIIEHHON B COOTBETCTBHM C MHCTPYKIMEH pa3paboTyuKa CHCTEMBI
3JIEKTPOHHOTO JIOKYMEHTOO00pOTA.

6.3.KajipoBble JTOKYMEHTBI MOJIUCHIBAIOTCS C YYETOM OIPAHHYECHHUM, yCTaHOBJICHHBIX
crareeit 22.3 Tpynosoro koaekca Poccuiickoi ®enepanuu.

6.4.D]1 noxamuceiBaeTcss B JIEHb €r0 CO3[aHHs, HCIOJHEHUS WM YTBEPXKJICHHS — B
3aBHCHUMOCTH OT Ha3HA4YeHWs JOKYMEHTa W Ha3HAYeHHO# poyu jmua, paboraromero ¢ OJI, B
CHCTEME DJIEKTPOHHOTO JJOKYMEHTOO00POTA.

7. AndopmanuoHHas 6e30MaCHOCTL M KOHTPOJIb 00padoTku /1

7.1. lupopmarmorHas 6€3011acCHOCTh pH OCYIIECTBIICHUH 9JIEKTPOHHOIO
JIOKyMEHTOO00pOoTa  ObOecreynBaeTcss KOMIUIEKCOM —TEXHHYECKHX M OpPraHM3alldOHHBIX
MEPOIIPUSITHIA.

7.2.K TeXHUYECKUM MEPONPUITUIM OTHOCATCS:

OpraHu3alusl ¥ UCIOJH30BAHUE CPEACTB 3alUTHl HHOOpPMAIMU B NOJHOM OObeMe HX

(GYHKIIMOHAJIBHBIX BO3MOXKHOCTEH;

obecrieyeHne eJI0CTHOCTH 00pabaThIBAEMBbIX JIaHHBIX;

obecrieyeHre aHTUBUPYCHOM 3aIIUTHI HH(POPMALIHH.

7.3. K opranu3aiinOHHBIM MEPOIIPUATHAM OTHOCATCS:

KOHTPOJIb BBHINOJHEHUsI TPeOOBaHUN HOPMATUBHBIX JIOKYMEHTOB, PErVIAMEHTHPYIOLIMX

obecrieyeHue 3aMUThl HHPOPMALKK;

omnpeeseHre JIOJDKHOCTHBIX JIMI[ YYacTHHUKOB HJIEKTPOHHOIO JOKyMEHTO0OOpOTa H

OpraHu3aTropa JJIEKTPOHHOTO JOKyMEHTOOOOpOTa, OTBETCTBEHHBIX 3a OOecIedYeHHe

uH(pOpMaIMOHHOM 0€3011aCHOCTH;

yCTaHOBJIEHHE TMOPSI/IKAa PE3EPBHOIO KOIHMPOBAHUS, BOCCTAHOBJICHHUS U apXWBHUPOBAHHMS

0a3 JaHHBIX;

opopMIIEHHE JIONyCKA JUISi  [POBEJEHHS PEMOHTHO-BOCCTAHOBUTENBHBIX — paboT

IIPOrPAMMHO-TEXHUYECKUX CPEJICTB.

7.4. Kontposns (opMuUpoBaHHs, Iepeayd M UCHoaHeHHs OJ BO3I0XKEH Ha aBTOpa
KoHKpeTHOro JJ[ ® pyKOBOAMTENISI OT/AeNa, B KOTOPOM paboTaeT pabOTHMK, HIIM €ro
HETOCPEACTBEHHOTO PYKOBOIUTEII.

7.5. KOHTpOJIb UCTIOJTHEHHUS 3JIEKTPOHHBIX JOKYMEHTOB BKIIFOYAET B ceOsl:

IIOCTAHOBKY 3JICKTPOHHOTO JOKYMEHTA Ha Y4eT;

MOHHUTOPHUHT UCIOJTHEHHsI KOHTPOJIBHBIX MOPYYEHHH JOKyMEHTa;

HU3MEHEHHE KOHTPOJIBbHBIX CPOKOB MCIIOJHEHHSI JJIEKTPOHHOIO JJOKYMEHTa,;

CHSITHE UCIIOJIHEHHOTO HJIEKTPOHHOIO JJOKyMEHTA ¢ KOHTPOJIS;




		2022-11-09T12:36:33+0300
	Звирко Светлана Александровна
	я подтверждаю этот документ своей удостоверяющей подписью




