MyunnuunajisHoe 0I012KeTHOe 0011e00pa3oBaTeIbHOE YUpeKIeHue
cpeaHsissi  00e00pa3oBaTeIbHANA IIK0JIA C YIJIy0JeHHBIM H3ydeHHEM
AHIIMHCKOro si3bika Ne 12

357500 r. Ilsturopek, ya. Kyayper, 24  [0032-25-99 3. noyra:ponomareva-anna_school_12@mail.ru

PACCMOTPEHO YTBEPXJIAIO
HA [1eJarOrH4eCKOM COBeTe Hupexrop MBOY COIII Nel2 r.
, [lsTuropexa
Ipotokon Ne 7 or« A9 » £ F 2020r. VA
Bgezeno npukaszom ot « A% 27X 2020T.
Ne 2K : : | 4
COI'JTACOBAHO c ynpapisionmmM COBETOM 1225\ ( 7/?’?
\"A.C.ITonomapess) A0 /87 l
Hporoxon Ne 7 or« S» 2%  2020r. NI ol 2020f.
H
Iloso:kenne
00 2JIEKTPOHHOM 0KYMeHT0000poTe H nopsiike ero ocymecrsienusi B MBOY
COII Ne12

1. O0mue mosnoxKeHus

1.1. IlonoxxeHue 06 3JEKTPOHHOM HOKYMEHTOOOOPOTE M OPSAKE €r0 OCYLIECTBIICHS
B MBOY COL Nel2 (nanee — IlonoxxeHne) peryaupyeT BOIIPOCHI, CBsi3aHHbIE C
BBEJICHHEM 3JIEKTPOHHOT'O JIOKyMEHTOO000pOTa U HOPSKOM €TI0 OCYIIIECTBICHHUS B
MBOY COII Nel2 (nmanee — opraHuzalius).
1.2. IlonoxeHue pa3pabOTaHO B COOTBETCTBUM CO CJIEAYIOLLIUM:

o Tpynoseim konekcoM Poccuiickoi @eneparnuu;

o @enepanpubiM 3aKoHOM OT 06.04.2011 Ne 63-D3 «OO6 21eKTpOHHON MTOANKACHY;

o ®epnepanbHbIM 3aK0HOM OT 22.10.2004 Ne 125-P3 «O06 apxuBHOM Jzeiie B

Pocculickoii @enepanuny,;
o ®enepansupiM 3aKk0HOM OT 27.07.2006 No 152-D3 «O nepcoHaTbHBIX

JAaHHBIX».
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1.3. B IlonoxxeHuu UCMONB3YIOTCS CleAyIOLIHe OIpeaesIeHHUs:
JJIEKTPOHHBIH [OKYMEHTO000pPOT — CO3JaHHE, MHCIIOJIb30BaHHE U XpaHEHUe
paboTojarenem, paOOTHHUKOM WM JIMIOM, IIOCTYHAIOIIMM Ha paboTy, HOKYMEHTOB,
o(OpMIICHHBIX B 2JICKTPOHHOM BUAe 0e3 nyOnupoBaHus Ha OyMa)KHOM HOCHTEIIE.
JJIEKTPOHHBbIH AOKyMeHT (aajee — IJJI) — HOKyMeHTHUpOBaHHAas HH(poOpMalus,
IpeJCcTaBIeHHasl B 3JIEKTPOHHOH (opMe, TO eCTh B BHE, PUTOHOM JUISI BOCTIPHSITHS
YEJIOBEKOM, C MCIIOJIb30BAHUEM DJIEKTPOHHBIX BBIYMCIMTENBHBIX MAIIMH, & TAKXKe, st
Hepezxaqn 10 I/IH(1)OpMaHI/IOHHO-TCHCKOMMYHPIK&IIHOHHBIM CCTAM HJIHN O6pa6OTIzI/I B
UH(QOPMAI[MOHHBIX CHCTEMaX.

YceuiieHHass HeKBAJIM(HUHMPOBAHHAS 3JIEKTpOHHAasi moanuch (nanee — YHOIII) —
BHJ[ 3JIEKTPOHHOM IIOJIIMCH, KOTOpas: MOJlydeHa B pe3ysbTaTe KpUITOrpaguueckoro
npeobpazoBaHusd HHMOODMALMK C HCIOJIb30BAHHEM KIIOYA BIIEKTDOHHOW ITONIIHCH:
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II03BOJIACT OMNPEACNHTD JIHLO, Ioamucapmee OJI; mo3Bomsier OOHapyk uTh (axT
BHCCCHHA H3MeHEHHH B OJI mocie MoMeHTa €ro MOANUCAHUS, CO3MACTCS C
UCIIOJIb30BAHHEM CPEACTB JICKTPOHHOM ITOIIHCH.

Yeunennass kpajauguuUupoBaHHasi JIEKTPOHHAs moanuch (mamee — YKDIII) —
JJICKTPOHHAsA IMOJIKCh, KOTOpas COOTBETCTBYeT BceM npu3HakamM YHDII u
CJIEYIOLIMM JIOIIOJIHUTEIbHBIM IPU3HAKAM:

o KIIOY IPOBEPKH OJICKTPOHHOH IOANUCH yKa3aH B KBaIH(DHIMPOBAHHOM
ceprudukare;

o JUIS CO3MAHUSA W IPOBEPKH BJIEKTPOHHOM MOAMMCH HUCIOJE3YIOTCS CpeCTRA
JJICKTPOHHOM  IOANMCH, HMEIOLIUe  IOATBEPIKICHHE  COOTBETCTBUS
TpeOoBaHMAM, ycTaHOBIeHHBIM B PenepanbHoM 3akone oT 06.04.2011 Ne 63-
D3 «OO 2JIEKTPOHHON MOAIIHCHY.

IHoanucanHbIH 3JIEKTPOHHBIH JoKyMeHT (naJjiee — II/I) — 5IeKTPOHHEIN JOKyMEHT
C IPUCOETUHEHHOM JIEKTPOHHON MOAIKCEHIO, KOTOpast Oblia co3mana Ha ocHoBe D) n
KJIIOYa 3JIEKTPOHHOM MOJITUCH.
2. UndopmauuoHHast CHCTeMa 3JIEKTPOHHOIO JOKYMEeHTo0GOpOTa M BBeAGHHE
3JIEKTPOHHOIO I0OKYMEHT0000pOTA B OPraHu3auuu
2.1. JlocTynm K CHCTeME 3JIEKTPOHHOIO JOKYMEHTOO0OPOTa OCYLIECTBISAETCS IyTEM
o(hopMIIEHHs] KOPITOPATUBHOM YUETHOM 3alliCH Ha KaXJ0ro pabOTHHKA, yYaCTBYIOLIEr0
B 3JIEKTPOHHOM JIOKYMEHTO000pOoTe.
2.2. YroOpl pabOTHUK NepelIeNn Ha dJIeKTPOHHBINA T0KYMEHTOOOOPOT, €ro YBeIOMISIOT
B CIIEYIOIINE CPOKU:
e B JIeHb IIpMeMa Ha paboTy U 3a OAMH pabouuii AeHb O TOTO, KaK JOIYCTST
paboTHMKa K paboTe C MCIOJIB30BAHUEM BJIEKTPOHHOIO JOKYMEHTO000pOTa, —
JUIsl JIAL, IPUHUMAEMBIX Ha paboTy B OpraHHU3aIlHIo;
e 33 HENeMO JO JOoINycKa K paboTe C UCHOJIL30BaHUEM 3JIEKTPOHHOIO
JOKyMEHTO000pOTa — JUIsl BceX paGOTHUKOB OpraHH3aIUH.

2.3. DNEeKTPOHHBIA NOKYMEHTOOOOPOT BBOJAMTCS C JIaThl, YCTAHOBIEHHON IPUKa30M
JUPEKTOpa  OpraHM3allid, B OTHOIIEHWH pabOTHUKOB, COIIaCHUBIIMXCS ! Ha
B3aUMOZICHCTBUE C paboTolaTesieM MOCPEACTBOM 3JIEKTPOHHOIO JIOKYMEHTO060pOTa,
HO HE paHee JHs MCTEYEHHMs] CpOKa YBEJOMIICHHUS, YCTAHOBJIEHHOTO B MyHKTE 2.3
ITono>xenus.

2.4. Ilepexon Ha DJIEKTPOHHBIH JOKYMEHTOOOOPOT B OTHOIIEHHH KaIpPOBBIX
JOKYMEHTOB  SIBJII€TCA  JOOPOBOJBHBIM i1  paOOTHHKOB  OpraHU3ald U
OCYILECTBJISIETCS TOJIBKO 10 UX MTUCEMEHHOMY COIVIACHIO.

2.5. OrcyrctBue cornacusi pabOTHHMKAa Ha B3auMOJEMCTBHE C paboTojaTesieM
IIOCPEJICTBOM 3JIEKTPOHHOI'O JOKYMEHTOO0OPOTa B OTHOIIEHUH KaJPOBBIX JJOKYMEHTOB
NpU3HAEeTCs OTKa3oM pabOTHMKA OT Takoro B3auMmojeiictBus. Ilpu sTom 3a
PabOTHUKOM COXpaHseTCs IPaBo JaTh YKA3aHHOE COTJIACHE B IIOCIIEAYIOIIEM.

2.6. Cornmacue Ha B3auMojeHCTBUE ¢ paboTojaTesieM IOCPEACTBOM 3JICKTPOHHOI'O
JOKyMEHTOOOOpOTa B OTHOLICHHWH KaJPOBBIX JOKYMEHTOB HE TpeOyeTcs OT JIMII,
KOTOpBIe NPHHATHI (IPUHAUMAIOTCS) Ha paboty mocne 31 nekabps 2021 ropa u y
KOTOPBIX I10 COCTOSIHUIO Ha 31 nexabps 2021 roga oTCyTCTBYET TPYIOBOM CTaX.

3. IlepeyeHb 3J1EKTPOHHBIX JOKYMEHTOB H NepevyeHb KATeropuii paGOTHHKOB, B
OTHOULIEHHH KOTOPBIX OCYIIECTBJIACTCH JIEKTPOHHBIN JOKYMEHT0000pOT
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3.1. IlepeyeHp 3NEKTPOHHBIX JOKYMEHTOB, B OTHOIICHHH KOTOPBIX OcyIHeCTBJ'IHgGTCH
BIIEKTPOHHBIN JOKYMEHTOOOOPOT B OPraHMU3aliH:

¢ KaJIpOBbIE€ JJOKYMEHTBI, 0)OpMIIIEMbIE B COOTBETCTBUM CO CTAThAMU 22.1-22.3
Tpynosoro kogekca Poccuiickoii @enepanuu,

o JOKYMEHTHl 110 OXpaHe TpyJa, 33  HCKJIIOYEHHEM  JIOKYMEHTOB,
HOATBEPXKAAIOMX IIPOXOXKACHUE PaOOTHUKOM MHCTPYKTaXed [0 OXpaHe
TPyZa, B TOM YUCJIE KOTOpble pAOOTHUK IIOIIMCHIBACT JIMIHO;

o JIOKYMEHTBHl IO 0Opa3oBaTe/IbHOM JEATENbHOCTH, 3a HWCKIIOYEHHEM TeX,
KOTOpEIE JIOJDKHEI OBITE 0pOpMIIeHBI Ha Oymare B COOTBETCTBHHU C MPHUKA30M
JIUPEKTOpA OpraHU3allii UK 3aKOHOIaTEeIbCTBOM Poccuiickoit ®enepaim;

o JIOKYMEHTBI, CBSI3aHHbIE C OpraHu3aldedl NHTaHusd OO0y4alolUXCs, 3a
HCKIIOYEHHEM TeX, KOTOphIE JO/DKHBI OBITh O(QoOpMiIeHBl Ha Oymare B
COOTBETCTBUHU C IPUKA30M AUPEKTOpA OpraHU3al[ii WM 3aKOHOJATEJbCTBOM
Poccutickoii ®enepanum. i

3.2. IlepevyeHp KaTeropuii paOOTHHKOB, B OTHOIICHHH KOTOPBIX OCYIIECTBIIAETCS
9JIEKTPOHHBIH JOKYMEHTOO0OPOT: )

o pabOTHMKH, CBS3aHHBIE C O(QOPMIIEHUEM, IIOJIMUCAHHEM U O3HAKOMIICHHEM C
KaJ[pOBBIMH JIOKyMEHTaMH, JOKyMEHTaMH IO OXpaHe Tpyaa, oOpaborkoi
IEPCOHAJIBHBIX ~ JAHHBIX, JOKYMEHTOB IO  OpraHu3aluu  IHUTaHusd
o0yJarommxcs;

e TMeJarorudeckue paboTHUKH.

4. MucTpyKTax no padore ¢ CHCTEMOIi 21eKTPOHHOI0 A0KYMEHT0000poTa

4.1. Tlepex HayanoM paboOTBI C CHCTEMOIl 3JEKTPOHHOIO JOKYMEHTO0OopoTa
paOOTHMKM OpraHM3alM{ IPOXOMIT HHCTPYKTaX B 00beMe, HEOOXOQUMOM JUId
nocnenyomero  3GpGEeKTUBHOro  B3aUMOJEHCTBUA  pabOTHHKA €  CHCTEMOH
DIIEKTPOHHOT'O IOKYMEHTOO00POTA. i

4.2. VHCTpyKTaxX, ykasaHHeli B myHkte 5.1 ITonmoxeHus, NpoBOAMT pabOTHHK,
Ha3HA4YaeMBIi IMPEKTOPOM OpraHW3aluH, B CPOKH, yKa3aHHBIC B YBCIOMJICHHM O
Iepexojle Ha B3aUMOJCHCTBHE C paboTojaTeseM IOCPEACTBOM  SJIEKTPOHHOIO
,L[OKYMCHTOO60pOTa, (& HCIIOJIb30BAHHUEM  MAaTEpHAJIOB pa3pa60'rqm<a CUCTEMBI
3JIEKTPOHHOTO IOKyMEHTOO00pOTa.

4.3. Ilpu HeOGXOMMMOCTH MPOBOATCS JOMONHUTENbHEIE HHCTPYKTXH PaOOTHUKOB B
mporiecce B3aUMOJIEHCTBHSL C CHCTEMOH 3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa, B TOM
YHCJIe B CBA3U C OOHOBJIEHHEM IIPOrPAaMMHOI0 00ecrieueH sl CHCTEMBI.

5. Ilopsa0K ocyeCTBIEHHS 3JIEKTPOHHOI0 JOKYMeHT0000poTa

5.1. D] y4acCTHUKOB 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa CO3[al0TCs B Cilydae HX
aZipecoBaHus paboTHUKaM, SBIISFOLLUMCS y4aCTHUKaMHU 3JIEKTPOHHOIO
JOKyMEHTOO0OpOTa.

5.2. DJI, agpecoBaHHble paOOTHHMKAM, HE SIBJIAIOIIMMCS yYaCTHUKaMH JJICKTPOHHOI'O
JIOKyMEHTOO0OpOTa, IEpeBOIATCS Ha OyMaXHbId HOCHTENb, IOAIHCHIBAIOTCS
cOGCTBEHHOPYYHOM TOANMCHIO OTBETCTBEHHOTO JIMIIA U HAIpaBILSIOTCS ajpecary. B
cucTEME 3JIEKTPOHHOTO JOKyMEHTOOOOpOTa COXPaHAeTCS OJIEKTPOHHAs KON
yKa3aHHOI'O JJOKYMEHTA.

5.3. TlopsiIoK TIOANMKMCAHKS JOKYMEHTOB B CHCTEME 3JIEKTPOHHOIO JIOKYMEHTO000pOTa
JIOJDKEH COOTBETCTBOBATh IIOPAAKY IOJAMNHCAHUS JIOKYMEHTOB Ha OyMaXXHBIX
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HOCHMTENSX, OIpPENEICHHOMY B HHCTPYKLMM [0 JEIONPOU3BOJCTBY, C Y4YCTOM
0CcOBEHHOCTEH, IIpeyCMOTpeHHBIX TpynoBbIM KojgexcoM Poccuiickoit Oeneparui.

5.4. B cucteMe 3JIEKTPOHHOrO JOKyMEHTO000pOTa (UKCHpYIOTCA Jara M Bpemd
CO3aHUS ¥ OTHpaBKU DJI, ero perucTpalMOHHBI HOMEp, CBeJleHus 00 OTmpaBHUTele
foKyMeHTa ((paMITKs, MMsl, OTYeCTBO (IIPH HANHYHH), HA3HAYEHHAs! POJLb).

5.5. Peructpauusi JOKYMEHTOB B CHUCTEME 3JIEKTPOHHOIO JIOKyMeHTooO0poTa
OCYILECTBJIIETCS B COOTBETCTBMM C IPUHIMUIIOM €IUHOM pErucTpalyd JOKyMeHTa

(OTHOKPATHOCTH 3aIlCH uHdopManuu 0 JIOKYMEHTE). JIoKyMeHT,
3aperdCTPUPOBAHHEIN B CHCTEME DJIEKTPOHHOIO JOKYMEHTOOO0pOTa, UMCEET EIUHYIO
PErHCTPAIlIOHHYIO KapTouky mokymeHTa (mamee — PKJI), nobGasistorcst TONBKO

JIOTIOJIHUTENbHEIE CBEIEHUsI O paboTe C JOKYMEHTOM.
5.6. DJI, MOCTyNMBIIKME IIOCIE OKOHYAaHMS paboyero JHs U B IpasTHAYHBIC JHH,
PErHCTPUPYIOTCS B TEYEHHE IIEPBBIX TPEX 9acOB CIIE/IyIOEro pabo4ero aH:.

5.7. Tlpu perucTpanuy OTIPaBIsIEMOr0 OTBETA HA BXOJUILIUHN TOKYMEHT (opyuenue)
UCIIOJHUTENL 00s3aH B ycTaHOBIEHHOM nopsjake B PK/I yka3aTh CCBUIKY Ha HOMEp U
jaTy JoKyMeHTa (LOpydYeHHs), Ha KOTOpbIA mnoxrorosieH orser. Ilpu aTom B
00s13aTeIbHOM TIOPS/IKE B TEKCTE MUChMa (JJOKJIa/ia) NPONKChIBASTCSI HOMEP NOKYMCHTa
(mopy4eHws), Ha KOTOPBIX IIOATOTOBJICH OTBET.

[Ipy NOArOTOBKE OXHOrO OTBETa Ha HECKOJIbKO IOPY4YCHHH B TEKCTE IMChMa
nponuceiBaroTcsi Bce nopydenus W B PKJ[ ykaspiBaroTcs CCBUIKH Ha BCE HOMeEpa
JIOKyMEHTOB (IIOpY4YEHHii), Ha KOTOPbIE MOATOTOBICH OTBET. |

5.8. BsaumopeiicTBHe paGOTHMKOB OpraHM3alMM C CHCTEMOH JJICKTPOHHOIO
JIOKyMeHT0060poTa, B TOM 4YHCJIE CO3/laHuMe, IpeoOpasoBaHMe, MOJNUCAHUE U
xpanenue DJI, OCyIIECTBIAETCS B COOTBETCTBHH C MHCTPYKIHEH pa3paboTduKa. ,

5.9. Pa6oTHHK 00S3aH O3HAKOMMThCS C Ha3HadeHHBIM Ha Hero OJJI B cucTeMe
3JIEKTPOHHOTO JIOKyMEHTOOGOpOTa B TedeHWe pabodero [IH:A, 3a HCKIIOUCHHCM
JIOKYyMEHTOB C  IIOMETKOM  «CPOYHO», KOTOpPBIC IOJIEKAT  O3HAKOMJICHHIO
He3aMe TUTENIbHO 110CIIE IOy YEHHS.

6. Ilognucanue I/
JIMpeKTop OpraHW3alMd HIM PabOTHHK, HCIIOJHAIOIME €ro 00513aHHOCTH,

noamuceiBaeT D) YKOIL
6.2. PaGorHuku opranusamuyu noanucesaor O] YKOII, 32 ucKitoueHneM 3asBlIeHU,
yBeJIOMIIEHUH, OOpameHuii M CIIy)eOHBIX 3aIHCOK, IIOANHCHIBACMBIX POCTOH
5JEKTPOHHON  IOAMUCHIO, OG(OPMIEHHOH B  COOTBETCTBHU  C UHCTPYKIIHEU
pa3paboTYUKa CHCTEMBI SIEKTPOHHOTO JIOKYMEHTO000POTA.
6.3. KapoBble JOKYMEHTBI IIOAIKCHIBAIOTCA C YHETOM OIPaHUYCHMH, YCTAHOBIEHHBIX
cratbeii 22.3 Tpynosoro kojekca Poccuiickoii deepaluH.
6.4. DJ| MOMIKCHIBACTCA B J€Hb €r0 CO3aHMs, MCIIOJHEHUs WX YTBEPXKJCHUA! — B
3aBHCUMOCTH OT Ha3HAYeHHs JOKYMEHTA M Ha3HAYCHHOI pOJM Jul@, paboTalolero ¢
DJ1, B cuCTEME DIIEKTPOHHOTO JOKYMEHTO000POTA.
7. Andopmanuonnas 6e30nacHOCTb H KOHTPOJIb 00paboTku /1
7.1. HndopmauuorHas 6e30IacHOCTh IPH  OCYLIECTBICHHH  SJICKTPOHHOIO
JIOKyMeHT0060poTa 06ecrednBaeTCsl KOMIUIEKCOM TeXHHYECKHX W OpraHu3allMOHHBIX
MEpOIPUSATHH.
7.2. K TeXHUYECKUM MEpPOIIPUATHIM OTHOCATCH:

o OpraHM3alMs M MCIONb30BAHWE CPEJCTB 3allMThl MHG(OpMAlM{ B IIOIHOM

00beMe MX (PyHKIIMOHAIBHBIX BO3MOXKHOCTEH,;
« obecrieyeHue IeJOCTHOCTH 00pabaThIBa€MbIX TaHHBIX;
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+ obecreyeHre aHTUBUPYCHOM 3aIlHThl HHPOPMALHH;
7.3. K opranu3anvOHHBIM MEPONPUSATASM OTHOCATCA:

e KOHTpPOJIb BBIIIOJIHEHUS TpeOoBaHUH HOPMAaTHBHBIX JIOKYMEHTOB,
peraaMeHTHPYIOLIUX 00ecIedeHHE 3alUThl HHPOPMALUH;

o OIpe/eJIcHUE JOJKHOCTHBIX JIALL Y4aCTHUKOB 9JIEKTPOHHOI'O
JIOKyMEHTOOOOpOTa M OpPraHu3aTopa JJIEKTPOHHOIO JIOKyMeHTo000poTa,
OTBETCTBEHHBIX 33 o0ecreueHre HHPOPMALIMOHHON 0e30acHOCTH;

« YCTaHOBJEHHE MOpSJKAa Ppe3epBHOTO KOMUPOBAHMS, BOCCTAHOBICHHA tu
apXUBUPOBaHMS 0a3 JaHHEIX;

« odopMmIleHHE IOIMYyCKa JUIsl HPOBE/IEHUs PEMOHTHO-BOCCTAHOBUTEIBHBIX pabor
IIPOrPaMMHO-TEXHUYECKUX CPEJICTB;

7.4. KonTpons (opMUpOBaHusi, Nepejadd ¥ MCrmonHeHus O]l BO3JIOXEH Ha aBTopa
KOHKpeTHOro D] U PyKOBOJHUTENs OTIeNa, B KOTOPOM paboTaeT pabOTHUK, WM €TO
HEIIOCPEICTBEHHOIO PYyKOBOIUTEIIA.

7.5. KOHTPOJIb UCIIOJIHEHMS JJIEKTPOHHBIX JIOKYMEHTOB BKIIIO4aCT B ce0s:

e IIOCTAHOBKY 3JICKTPOHHOI'O JJOKYMEHTa Ha y4eT;

¢ MOHUTOPHHI' HCIIOJIHCHHUS KOHTPOJBHBIX IIOPYYCHHH JOKYMEHTA;

¢ W3MEHEHHE KOHTPOJIBHBIX CPOKOB HUCIIOJIHCHUS 3JIEKTPOHHOIO JIOKYMEHTA,

e CHSTHE UCIIOJIHEHHOTO 3JIEKTPOHHOIO JOKYMEHTa C KOHTPOJIA,

¢ AHAJM3 XOJa UCTIOJHEHH 2JIEKTPOHHOTO JOKYMEHTA.

g
8. Ilopsiok popmupoBanus Aes U xpanenust /1 ‘
8.1. Mcnonuennble DJ] CHCTEMATH3UPYIOTCS B JIejla B COOTBETCTBHH C HOMEHKIIATY PO
Hea opraHu3aldu. IIpH COCTaBIEHMM HOMEHKIATYpBI JEN yKasblBaeTcs, 4TO ACJIO
BEIECTCA B JICKTPOHHOM BHJIE.
8.2. DNeKTPOHHBIE JOKYMEHTHI [IOCJIE MX MCIIOJHECHHS IOJJIEKAT XpaHCHHIO B CHCTEME
3JIEKTPOHHOTO  JOKyMEHTOOOOpOTa B  TEYCHHE  CPOKOB,  IMPeJyCMOTPCHHBIX
3aKOHO/ATEJBCTBOM IS aHAIOTMYHEIX JOKYMEHTOB Ha OyMa)XHBIX HOCHTEILAX.
8.3. ITocsie UCTEUYEeHHUsI YCTAaHOBJIEHHOTO CPOKa XpaHEHHsI 3JICKTPOHHbIX JIOKYMCHTOB Ha
OCHOBAHHMH aKTa O BBIJCJICHHM UX K YHUYTOXEHUIO, OPOPMIICHHOTO U YTBEPIKIECHHOTO
B YCTaHOBJEHHOM IIOPSJIKE, yKa3aHHBIC JJICKTPOHHbBIE NOKYMEHTBI UHpOpMaLHs O
HuX, 3adHKCUPOBAHHAS B OJEKTPOHHBIX KapTOYKaX, MOMIEKAT YHUYTOXKCHHIO
(VAJICHHIO M3 CHCTEMBbI DJICKTPOHHOTO IOKyMEHTO0G0pOTa).
9, Ciry4au, IpH KOTOPBIX 0NycKaeTcst opopmieHue 91 Ha OyMa:;KHOM HOCHTeJIe
9.1. JIOKyMEHTBI, cO3JlaBaeMbleé B CHCTEME 3JIEKTPOHHOIO JIOKyMEHTO000P0Ta,
o(popMIISIFOTCST Ha OyMa)KHOM HOCHTENIE B ClIy4dasx:

e eCIi OHM TIOJUIENAT MOANMCAHMIO DPAabOTHHUKOM, KOTOPBIM OTKasaicCs OT
mepexosia Ha B3auMojeiicTBHe ¢ paboTonareseM IOCPENCTBOM JICKTPOHHOIO
JIOKYMEHTO000pOTa;

e eclIM cHcTeMa 3JIEKTPOHHOrO JOKYyMEHTooOopoTa BBIIUIA M3 CTpOS U HE
[IO/UIEXUT HCIPABJIEHMIO B CPOK, Ha3HAYEHHbIH Ul MCIIOIHCHHA H
noamucadgusg D /1;

« eciy 3TO TpeGyeTcsi B COOTBETCTBHHM C NPUKAa30M JMPEKTOpa OpraHusallvH,
JIOKJIGHBIMH HOPMATUBHBIMHM aKTaMHM OpraHW3alidd WM 3aKOHOAATC/ILCTBOM

Poccutickoit Peneparnuy.

10. OTBeTCTBEHHOCTH IPH PaboTe B cHCTeMe 2IEKTPOHHOI0 I0KYMeNT0060poTa

]
¥
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10.1. Ormpasutens OJ] HECET OTBETCTBCHHOCTb 3a COACPIKAHHE OJICKTPOHHOTO
JIOKyMEHTa, PEKBU3HUTOB, a/IPECALHI0, Ka9eCTBO U KOJIMYECTBO BJIOYKEHUH.

10.2. Ilomyyarens 3] HeceT OTBETCTBEHHOCTb 3a HEMCIIONHCHHE IOKyMCHTA B
YCTAHOBICHHBIH CPOK, HEBHECEHHME WM HEeCBOCBPEMEHHOE BHECCHUE CBEJICHUN B
SIEKTPOHHYIO Kaprouky O], omuOKH, JONYyLIECHHbIE IpH perucrpanus |
HEIpaBUIIBHOM HanpasieHuH J/1 anpecary.

10.3. PyKoBOZUTENM HECYT IEPCOHAJBHYIO OTBETCTBEHHOCTH 32 coOIIIOICHHE
[Totoe s HOAYUHSIONIMMHUCS UM paOOTHHKAMH.

10.4. PyKoBOUTENH TIPH YBOJLHEHUH PaGOTHAKOB M OhOpMIIEHNH Ha PaboTy HOBBIX
MOAYMHEHHBEIX  PaOOTHUKOB  00ECIIEUYUBAIOT yaajieHue/m3MeHenne/o(popMIIeHHe
y4eTHOH 3amuch paGoTHHKA B TeYeHMe ABYX pabOuMX JHEH € JAaThl yBOJBHCHUA
paGoTHMKA WM IpHeMa Ha paboTy HOBOro pabOTHHKA.

10.5. 3aMecTHTENb AUPEKTOpa NPOBEPSET HAIMYHE y YBOJBHSIEMBIX PabOTHHKOB
He3aBepUICHHBIX O/] U IPUHUMAET MEPEI 10 X HCIIOJIHEHUIO/3aBEPILIECHUIO B TCYCHUE
Tpex pabo4ux JHeil ¢ JaThl yBOIbHEHUs PaOOTHHKOB.

s

o



