VIBERKTIAIO
TIPHKAZOM JMPEKTOPA
“TEOY WTUMHABHSA «MHTEJJIEKT»
&, 940v4 )]7 OZ@’OPHOBKA
T o1 19/08.2024 1. Ne 119

TIPYHATO 54
06IIIM COGPAHAEM TPYIOBOTO KOJIIEKT
mpoToko oT 19.08.2024 Ne 1 ;

i "BP\_\Q

IMoso:xeHne 00 3JIEKTPOHHOM J0KYMEHT0000p0Te H MOPSIAKE ero 0CyIeCTBICHH
B I'BOY «THMHA3USA (AHTEJLIEKT» I'. O. TOPJIOBKA»

1. O0ue MoJI0KEeHUS

1.1. TlonoxeHue 06 SIEKTPOHHOM JOKYMEHTOOOODOTE U IMOPSAAKE €ro OCYLIECTBICHHA B
IBOY «TMMHA3US «MHTEJUIEKT» I. O. TOPJIOBKA» (mamee — Ilonmoxenwe) perymaupyer
BONPOCH], CBS3aHHBIE C BBEACHUEM 3JIEKTPOHHOTO JIOKyMeHTO000poTa H TOPSIOKOM €ro
ocymectpierns B [BOY « THMHASUA « MHTEJUIEKT» I'. 0. TOPJIOBKA» (maiee — opraHu3aIiis).

1.2. TTonoxenue pa3paboTaHO B COOTBETCTBHUH C!

o TpymosemM komekcoM Poccuiickoit Oenepanuy;

o ®enepansubm 3akoHOM 0T 06.04.2011 Ne 63-®3 «O0 3IIeKTPOHHON IIOAIIHCHY,;

o @enepanpHbiM 3ak0HOM OT 22.10.2004 Ne 125-®3 «O6 apxuBHOM nene B Poccuickoit
Oenepanuny,

o denmepanpHbM 3aK0HOM 0T 27.07.2006 Ne 152-03 «O mepcoHaNbHBIX JaHHBIXY.

1.3. B I1o/0XXeHNH HCIIOIB3YIOTCS CIEAYIONINE ONPEACTICHUA:

D/IeKTPOHHBIH  TOKYMEHT0000poT —  CO3JaHHe, HCIOIb30BaHHC H XpaHeHune
paGoToyaTerneM, paGOTHUKOM HIIH JIAIIOM, OCTYHAIOMKIM Ha paboTy, HOKYMEHTOB, 0(hOpPMIICHHBIX
B DIEKTPOHHOM BHjIe Oe3 TyOnupoBaHus Ha OyMaXHOM HOCHTEIIE.

DJIeKTPOHHBIH JoKyMeHT (magee — IJJ) — IOKYMEHTHPOBAaHHAs uHGOpPMALUI,
TIpe/ICTaBIeHHAs B SJIEKTPOHHOU (OpME, TO €CTh B BULE, IPUTOTHOM I BOCIPUATHS EIIOBEKOM, C
HCIIONb30BAHMEM OJIEKTPOHHBIX BBIUHCIMTENBHBIX MAIIMH, a Talkke M1 Inepefaddn  IIo
MH(}OPMAITHOHHO-TSIEKOMM YHHKAITHOHHEIM CETAM HIIH 06paboTky B HHGOPMANMOHHEIX CUCTEMAX.

Veumstennas HeKBa uHIHPOBAHHAS 3JIeKTpoHHas moxmuchk (ranee — YHOIII) — sun
9JIEKTPOHHOH TIOJIICH, KOTOpas: HONyYeHa B Pe3y/bTaTe KPHITOIrPapuIecKoro peoOpa3oBaHHUs
MH(GOPMAIIME C WCIONB30BAaHMEM KIIOYa 3JIEKTPOHHOW IOJMMCH; MO3BOJIET ONpPEACIHTS JIHIO,
nommucasiee DJI; m03BOJIAET 0GHAPYKUTH (BaKkT BHECEHH H3MEHEHHH B D]I m0CIe MOMEHTa €r0
HOIMACAHUS, CO3/IAETCS C MCIIOJIL30BAHUEM CPECTB JIEKTPOHHOM MOIHCH.

Venaennasi KBaauuIUpOBAHHAS JJeKTpOHHas mommuch (danee — VYKOIII) -
SJIEKTPOHHAS. IIOJITHCh, KOTOpas COOTBETCTBYeT BceM mpmsHakam YHOII m  criepyromum
JIOIIOJIHUTEIHHBIM [TPH3HAKaM:

o KJIFOY IIPOBEPKH SIEKTPOHHOM MOIIACH yKa3aH B KBaTH(QHUIMPOBAHHOM CepTHHKATE;

o JUIA CO3/[AHUS ¥ IIPOBEPKH DITEKTPOHHOMN HOIMCH HCIIONB3YIOTCS CPEICTBA IICKTPOHHOH
IIOJIIACH, MMEIOIHE IIOATBEPIKIEHHE COOTBETCTBUA TPeOOBAaHMSIM, YCTAHOBICHHBIM B
®enepansroM 3akoHe 0T 06.04.2011 Ne 63-03 «OO6 >1eKTpOHHOH OIHCHY.
ToanucanHbIii TeKTPOHHbIH JoKkymeHT (Fajgee — IIDJ[) — >IEKTPOHHBIM NOKYMEHT C

IIPHCOEIMHEHHON 3NEKTPOHHON IOJMHCHIO, KoTopas OblLIa co3jaHa Ha OCHOBE SJ1 m xmo4a
SIIEKTPOHHOM ITOIIIUCH.



2. IndopmanuoHHast cHCTEMA 3JeKTPOHHOIO JOKYMEHT0000p0Ta i BBeAeHHE 3JICKTPOHHOI0
AOKYMEHT0000pPOTa B OPraHU3 Al

2.1. ®opMmpoBaHWe, HCIONB30BAHME, [NOCTaBKa, OTHOpaBka u XpaHeHue 3/
OCYWIECTBILIIOTCA ~ CPeACTBAaMH  HMHQOPMAIMOHHOH cucreMel  paboTomarendg «cC:
JI0KyMeHT00GOPOTY (Hanee — CHCTeMa HIEKTPOHHOTO JJOKYMEHTO000POTa).

2.2. JlocTym K CHCTEMe OSJIEKTPOHHOIO JOKYMEHTOOOOpOTa OCYINECTBILIETCA IIyTEM
o(hOpMIeHNS KOPIIODATMBHOM yYeTHOH 3amMcH Ha KakAoro pabOTHHKa, YYacIBYIOMIEIO B
3JIEKTPOHHOM JOKYMEHTO0O0POTE.

2.3. Uto6bl pabOTHMK IEpEIIeN Ha 3IeKTPOHHBIM TOKYMEHTOOOOPOT, €ro YBEIOMIIAIOT B
CIIEIYIOIIIHE CPOKH:
o B [eHb IpHeMa Ha paboTy W 3a oIuH pabodmii IeHb O TOTO, KaK MOMyCTAT PabOTHHKA K
paboTe ¢ MCIOIB30BAHHEM 3IEKTPOHHOTO JOKyMEHTO0O0POTa, — JULT JIHII, IPHHAMAEMBIX
Ha paboTy B OpraHU3allHIO;
o 3a HEIENIO O JOIycKa K paboTe C MCIIONb30BAHAEM NEKTPOHHOTO TOKyMEHT0000pOTa —
UL BCeX paOOTHUKOB OpraHU3allHH.

2.4. DIeKTPOHHEIH JOKYMEHTOOOOPOT BBOJMTCSA C JaThl, YCTAHOBICHHOH NPUKa3OM
JMPEKTOpa OpTaHH3AIMM, B OTHOLICHHH PaGOTHHKOB, COTJIACHBIIMXCS Ha B3aHMONCHCTBHE C
paboTojaTeneM MOCPEACTBOM SJIEKTPOHHOTO JOKYMEHTOOO0pOTa, HO HE paHEe MHA HMCTCYCHHUS
CpOKa yBEJIOMJIEHHS, YCTAHOBJIEHHOTO B IyHKTE 2.3 I10I0KeHHUS.

2.5. Tlepexon Ha 3JIEKTPOHHBIH TOKYMEHTOOOOPOT B OTHOLICHHM KaAPOBBIX TOKYMEHTOB
ABisgeTcs NOOPOBOJNBHBIM [UIs PaOOTHMKOB OpPraHM3allid M OCYIIECTBIAETCA TOJNBKO IO HX
THCEMEHHOMY COTTIACHIO.

2.6. OTcyTcTBHE coryacus pabOTHHKA Ha B3aUMOJEHCTBHE ¢ paboTOAATENeM HOCPENICTBOM
3JEKTPOHHOTO JOKYMEHTOO00pOTa B OTHOIIEHHWH KAJpPOBEIX ITOKYMEHTOB NPHU3HACTCS OTKA30M
paGOTHHKAa OT TaKoro B3auMozeiicTBHA. IIpu 3TOM 3a PabOTHHKOM COXPaHAETCS IpaBo JaTh
yKa3aHHOE COTJIACHE B IIOCIIEAYIOIIEM. -

3. HepequL 3JIEKTPOHHBIX TOKYMEHTOB H II€PECICHDb KaTeropuﬁ paﬁoTnmcon, B OTHOIICHHH
KOTOPBIX OCYIIECTBJJIACTCS 3JIeKTpOHHbIﬁ )IOKYMCHTOOGOPOT

3.1. IlepeueHp SJEKTPOHHBIX JOKYMEHTOB, B OTHOIICHHM KOTOPBIX OCYMICCTBIACTCA
SIIEKTPOHHBIM JOKYMEHTOOO0POT B OpraHU3aIiu:

o KaIpOBBIE TOKYMEHTHI, 0hopMIISEMbIE B COOTBETCTBUHM CO CTaThsamu 22.1-22.3 Tpynosoro
kozekca Poccuiickoit denepanuu,

o JIOKYMEHTHI II0 OXpaHe TpyJAa, 3a MCKIIOYEHHEM JOKYMEHTOB, IIOATBEPXKIAIOMINX
IIPOXOXKIeHHE PaOOTHUKOM HHCTPYKT)XKEH IO OXpaHe TPyJa, B TOM YHCIE KOTOPHIC pabOTHUK
MTOITUCHIBAET JINYHO, ,

e JIOKYMEHTHI 10 06pa30BaTeNbHOM JEATENBHOCTH, 38 HCKIIFOUCHHEM TEX, KOTOPBIC HOKHD
6eITE O(opMIIEHBI Ha OymMare B COOTBETCTBHH C IPUKAa30M [UPEKTOpa OpraHu3aluy M
3aKoHOIATeNLCTBOM Poccuiickoit Denepannu;

o JOKYMEHTEI, CBS3aHHBIE C OpPraHM3alMedl IMUTaHus 00yJaroluXCs, 3a HCKIOYCHUEM TeX,
KOTOpHIE IOJDKHBI OBITH O(GOpMIIEHEI Ha Oymare B COOTBETCTBHM C IIPUKa3soM IHUPEKTOpa
OpraHH3alMy Wi 3aK0HOAaTenscTBoM Poccuiickoit Oeneparuy.



3.2. Ilepeuenp kareropuéi pabOTHHKOB, B OTHOIIEHHH KOTOPBIX OCYIIECTBIIETCS
3NEKTPOHHBIA JOKYMEHTOOOOPOT:

o pabOTHHKH, CBI3aHHbEIE ¢ 0(OpPMIIEHHEM, IOIIHUCAHHEM ¥ O3HAKOMJIEHHEM C KaIpOBBIMH
INOKyMEHTaMH, IOKyMEHTaMH II0 OXpaHe Tpylda, o0O0paboTKoi IepCcOHANBHBIX JaHHBIX,
TOKyMEHTOB IO OpraHM3allMi NUTaHHS 00yuarommxes;

e TIefarormueckue pabOTHUKH.

4. MHcTpykTask mo padoTe ¢ CHCTEMOIT 3J1eKTPOHHOI0 I0KYMEHT0000poTa

4.1. Tlepen mHawgamoM pabOTBEI C CHCTEMOM 3JIEKTPOHHOTO IOKYMEHT0000poTa paboTHHUKHU
OpraHHu3alyy MPOXOIIT HHCTPYKTaX B 00beMe, HE0OX0IUMOM IS IOCTeXyomero 3G GeKTuBHOTOo
B3aUMOJICHCTBHUS PAOOTHUKA C CHCTEMOH 3JIEKTPOHHOI0 JOKYMEHTO000POTA.

42. WucTtpykTaxk, ykasaHHbli B 1myHKTe 5.1 IlonokeHHs, MpPOBOAUT pPabOTHHUK,
Ha3HAYaeMbI IUPEKTOPOM OpraHM3allid, B CPOKH, yKa3aHHBIE B YBEIOMIIEHHH O IIEpEXOJe Ha
B3aMMOJIeicTBHE ¢ paboTomaTesieM IOCPEICTBOM BJIEKTPOHHOTO JIOKYMEHTO00OpOTa, C
HCIIOJIb30BaHUEM MaTepHAIIOB pa3paboTYMKa CHCTEMBI JJIEKTPOHHOTO IOKYMEHTOO0O0POTA.

4.3. Tlpu HEOOXOIMMOCTH IPOBOJSTCS OIIONHHUTENBHBIE HHCTPYKTaXH DPabOOTHHUKOB B
mpolecce B3aUMOIEUCTBHSI C CHCTEMOM 3JIEKTPOHHOTO JOKYMEHTOOO0POTa, B TOM YHCIE B CBS3H C
0OHOBJICHHEM ITPOTPAMMHOT0 00ECIIEUCHHUS CHCTEMBI.

. HOpﬂ)_IOK OCYyIIEeCTBJICHHA 3JICKTPOHHOI'O }.IOKyMCHTOOﬁOpOTa

5.1. 3J1 y4acTHHKOB O3IEKTPOHHOTO JOKYMEHTOOOOpOTa CO3LAIOTCA B ClIydae HX
apecoBaHus paOOTHHKAM, SBISIOMIAMCS YYaCTHUKAaMHU 3JIEKTPOHHOTO JOKYMEHT0000pOTa.

5.2. D]JI, ampecoBaHHble pPaOOTHHKAaM, HE SBIIIOMIKMMCS YYaCTHHKaMH 3JIEKTPOHHOI'O
JTOKYMEHTO0000pOTa, MepeBOAsITCs Ha OyMaXKHBIH HOCHUTENb, NONUCHIBAIOTCS COOCTBEHHOPYYHOM
TIOJIUCBI0 OTBETCTBEHHOTO JHMIIa M HaNpaBIIOTCA ajapecaTy. B cHucTeMe 3IEKTPOHHOTO
JOKYMEHT0000pOTa COXpAHAETCS 3IEKTPOHHAS KOIIUS YKa3aHHOTO JOKYMEHTA.

5.3. HOPHILOK ImoAmucanuad IOOKYMEHTOB B CHCTEME OSJICKTPOHHOI'O rIIOK}’MEHTOO60p0Ta
JOJDKEH COOTBETCTBOBATH IIOPAAKY IIOAIIMCAHUA HOOKYMEHTOB HaA GYMEDKHI:IX HOCHTCIIX,

OIpEeNeICeHHOMY B  HHCTPYKIIMM IO  JEJONPOM3BOJACTBY, C€ Yy4YeTOM  OCOOEHHOCTEH,
IpeayCMOTpeHHBIX TpymoBbIM KonekcoM Poccutickoit Denepariui.

5.4. B cucreme 3IIEKTPOHHOTO TOKYMEHTO000pOoTa (GUKCUPYIOTCS AaTa U BpeMs CO3IaHUA U
otmpaBkd JJI, ero perucTpalMOHHBIA HOMEp, CBeleHHs 00 OTmpaBHTeNe NOKyMeHTa (hamunus,
UM, OTUYECTBO (IIpYU HAJIMYNH), HA3HAYCHHAS POJIb).

5.5. Peructpamus HDOKYMEHTOB B CHCTEME 3JEKTPOHHOTO  JOKyMEHTO00OpOTa
OCYIIIECTBIIIETCS. B COOTBETCTBUH C MPHHIIAIIOM €HHOM perducTparuu J0KyMeHTa (0XHOKPaTHOCTH
3amucH MH(POpMaIUu O MOKyMeHTe). JJOKyMEHT, 3aperuCTPUpPOBAHHBIA B CHCTEME 3JIEKTPOHHOTIO
IOKyMEHTO000pOTa, MMEET EIMHYIO DPErHCTPallMOHHYIO KapTouKy mokyMeHTa (mamee — PK]I),
I00aBIISIOTCS TOJIBKO JTOTIOTHUTENbHEIE CBEEHUS O paboTe C JOKyMEHTOM.

5.6. OJI, mocTymuBIIHME IIOCIE OKOHYaHMS pabodyero OHS U B Ipa3JHUYHBIE [HH,
PETHCTPUPYIOTCS B TEUSHHE IEPBBIX TPEX YacOB CleIyIomIero pabodero IHs.



5.7. Tlpu perucTpanuy OTHPABIAEMOr0 OTBETA Ha BXOAAMUH JOKYMEHT (IIOpYYeHHE)
HCIIONHUTENs 00s3aH B ycraHoBleHHOM mopsake B PKJl ykaszare CCBUIKY Ha HOMEp M IaTy
JIOKyMeHTa (IOPYYEHHsT), Ha KOTOPBI TIOATOTOBNIEH OTBET. IIpy 5TOM B 00sA3aTeNIbHOM IOPSIKE B
TeKCTe IMchbMa (IOKIama) IPOIMCHIBAETCS HOMEp JHOKyMeHTa (IOpydeHHs), Ha KOTODBIH
TIOATOTOBJIEH OTBET.

[lpy TOATOTOBKE OIHOrO OTBeTa Ha HECKOIBKO IIOPyYeHHH B TEKCTE€ IHChMa
mpomnuckBaioTcss Bece mopydeHus W B PKJI ykaseIBaroTcs CCBUIKM Ha BCE HOMeEpa JOKYMEHTOB
(mopyueHwit), Ha KOTOPBIE ITIOATOTOBIIEH OTBET.

5.8. BzaummopmeiicTBHe pabOTHHKOB  OpraHM3alliM C  CHCTEMOM  DJIEKTPOHHOI'O
JIOKYMEHTO0O0pOTa, B TOM YHCIE CO3/aHMe, IpeoOpa3oBaHME, IOANMHCaHHME M XpaHeHuwe O/,
OCYIIECTBISIETCS. B COOTBETCTBHH € MHCTPYKIUEH pa3paboTumKa.

5.9. PaboTHHK 0053aH 03HAKOMHUTECS C Ha3HAYEHHBIM Ha Hero OJ] B cucTeMe 3IEKTPOHHOTO
JIOKYyMEHTO060pOTa B TeueHHWe pabodero NHA, 3a HCKIIOYEHHEM JOKYMEHTOB C IIOMETKOH
«CPOYHOY, KOTOPBIE IOJIEXKAT 03HAKOMIICHHIO HE3aMEIJIUTENIBHO [TOCIIE IOy I€HHUS.

6. Illonnmucanue /1

6.1. JlupekTop OpraHuW3alvud WiIM pPaOOTHHK, HCIONHSIOMME €ero o0s3aHHOCTH,
nonamuceBaeT D1 YKOIII.

6.2. Pa6otHukm oprammszanuu noxmuchiBaror JJ] YKOII, 3a HcKmoueHHMEM 3asBJICHHI,
yBeOMJICHHMH, OOpalieHduii W CIyXeOHBIX 3alHCOK, INOJIIMCHIBAEMBIX NPOCTOH 3ICKTPOHHOH
IOINMCEIO, 0DOPMIIEHHON B COOTBETCTBHHU C HHCTPYKIHEH pa3paboTumKa CHCTEMBI JJIEKTPOHHOTO
TOKYMEHT0000pOTa.

6.3. KampoBble MOKyMEHTHI IOAIMCHIBAIOTCS C YYETOM OrPAaHHUYCHHM, YCTaHOBJICHHBIX
crarbeit 22.3 TpynoBoro koznekca Poccuiickol @enepanun.

6.4. 9)_-[ IONIUCHIBACTCS B JEHH €ro CO3JaHWd, HCIOJIHCHHA HIIA YTBECPXKIACHHUA — B
3aBUCHUMOCTH OT Ha3HA4YCHHA AJOKYMCHTa H Ha3HAYEHHOM! poJI JIHIIA, pa60Ta10mero Cc Bﬂ, B
CHCTEMC J3JICKTPOHHOI'O I[OKYMCHTOO60pOTa.

7. MudopManuoHHas 6€30IaACHOCTL H KOHTPOJIb 00padoTku I/

7.1.  HWudopmamumonHas  0e30maCHOCTE  IIPH  OCYIICCTBICHHH  JJICKTPOHHOI'O
JIOKYyMEHTOOOOpOTa  OOEcIeunBaeTCs  KOMIUIEKCOM — TEXHMYECKHX M OpraHH3alHOHHBIX
MEPOTIPUATUHN.

7.2. K TeXHUYECKUM MEPOIPHUATUAM OTHOCATCS:
e OpraHM3allds M HCIOJb30BAHHWE CPEACTB 3alIUTHl MHGOPMAIMM B IONHOM OOBEME HX
(GYHKIIHOHAIBHBIX BO3MOXKHOCTEH;
o ofecmeueHue IeIOCTHOCTH 00pabaThIBAEMBIX JAHHEIX;
o ofecreueHre aHTHBUPYCHOH 3alUThl HHQOPMAIIKH;

7.3. K opranu3aniioHHBIM MEPOIIPUATHAM OTHOCSTCS:
e KOHTDOJIb BBIIONHEHUs TpeOOBaHHH HOPMATHBHBLIX JOKYMEHTOB, PErIaMeHTHPYIOIMX
obecrieyeHne 3auThl HHPOPMAIlHH;



° OIpENETCHUE JMOJDKHOCTHBIX JIMII YYaCTHHKOB 3JIEKTPOHHOTO TOKYMEHT000OpOTa M
OpraHuzaTopa  3JIEKTPOHHOI'O  JOKYMEHTOOOOpOTa, OTBEICTBEHHBIX 3a  OOecIedeHHe
HH(OPMAIMOHHOM GEe30IIaCHOCTH,

° YCTAaHOBJICHHE IIOPS/IKA PE3EPBHOTO KONHPOBAHHUS, BOCCTAHOBIEHHS M ApXHBHPOBAHHUS
0a3 TaHHLIX;

e obopMmieHHE JOIycKka JUI1 IPOBEJEHHS PEMOHTHO-BOCCTAHOBHTEIBHBIX pabort
MIPOrPaMMHO-TEXHUIECKUX CPEJICTB;

7.4. Kourtpons QopMupoBaHMd, mepefadd H HcmonHeHus OJI BO3IOXKEH HA aBTOpA
KOHKpeTHOro 3/ W pyKOBOAMTENd OTHena, B KOTOPOM paboTaeT paGOTHHK, HIH €ro
HEIIOCPENCTBEHHOTO PYKOBOIUTEIIS.

7.5. KOHTpOIIb UCIIOTHEHHS SIIEKTPOHHBIX JOKYMEHTOB BKIIIOYAET B CeOS:
e IIOCTAHOBKY 3JIEKTPOHHOT'O JJOKYMEHTA Ha yUeT;
° MOHHTOPHHI MCIIOIHEHH KOHTPOJIBbHBIX OPYUEHHH JOKYMEHTA;
° M3MEHEHHE KOHTPOJIBHEIX CPOKOB HCIIOIHEHHUS SIEKTPOHHOTO JOKYMEHTA;
° CHATHE MCIIOJIHEHHOIO 3JIEKTPOHHOTO IOKYMEHTa ¢ KOHTPOJIS;
e aHaJIM3 XOJa UCIIOJIHEHUS 3IEKTPOHHOTO JOKYMEHTA.

8. Ilopsagox dopmupoBanus aea u xpanenus I

8.1. Mcnonnennsle D] cuHCTEMAaTH3UPYIOTCS B Jlela B COOTBETCTBHU ¢ HOMEHKIATYPOI Je
opraumsanuu. IIpm cocTaBleHHMM HOMEHKIATYpHI M€l YKashIBaeTCsA, YTO MAEN0 BEIeTcs B
3IIEKTPOHHOM BHJIE.

8.2. SJICKTPOHHBIe AOKYMCHTBI IIOCJI€ HX HCIIOJIHECHHA IMOJICKAT XPaHCHHIO B CHCTEME
JJIEKTPOHHOTO ZIOKYM@HTOO6OPOT3. B T€UCHHUE CPOKOB, MMPEAYCMOTPECHHBIX 3aKOHOAATEILCTBOM JJI
AHAJIOTUYHBIX JOKYMCHTOB Ha 6YMa)I(HI>IX HOCHTCIIAX.

8.3. Tlocne mcTeyeHMS YCTAaHOBJICHHOTO CPOKa XPAHEHHsS 3JIEKTPOHHBIX HOKYMEHTOB Ha
OCHOBaHMH aKTa O BBIIEICHHH HX K YHHYTOXKEHHIO, O(QOPMIICHHOTO M YTBEPXKIEHHOIO B
YCTQHOBIICHHOM IIOPSIIKE, YKA3aHHBIE OJIEKTPOHHBIE MJOKYMEHTHI W HHpOpMAaIMsi O HHX,
3aMKCHPOBAHHAS B 3IEKTPOHHBIX KapTOYKaX, MOMIENKAT YHHYTOKEHHIO (yHAJCHHIO U3 CHCTEMEI
3IIEKTPOHHOTO JOKYMEHTO000pOTA).

9. Ciny4an, npu KOTOPBIX gomyckaercs odopmirenre JJI Ha GyMakKHOM HOCHTeJIe

9.1. JIoKyMeHTEI, cO37aBaeéMble B CHCTEME O3JIEKTPOHHOTO JOKYMEHTO006O0pOTa,

0(hOopMILIIOTCS Ha OyMa)CHOM HOCHTEIIE B CIIydasx:

° €CIH OHH TOMJIEXKAT MOANMCAHMIO PabOTHHKOM, KOTODBHIM OTKa3zalcs OT Iepexoia Ha
B3aUMOJIEHCTBHE ¢ paboToJaTeNIeM IIOCPEICTBOM SIIEKTPOHHOTO JOKYMEHTO000POTA;

° €CJIH CHCTEMA DJJIEKTPOHHOIO IOKYMEHTOOOOpOTa BHIIDIA W3 CTPOS H HE IOMJIEKHT
HCIIPABIICHHUIO B CPOK, HA3HAYEHHBIN JJI UCIIOMHEHUS M ToAnucanus DJI;

® €CJIM 3TO TpeOyeTcs B COOTBETCTBHM C IIPHKA30M IHMPEKTOpA OPraHM3alliH, JOKAIbHBIMH
HOPMaTHBHBIMH aKTaMH OpPTaHH3aLUH MM 3aKOHOAATeNIbCTBOM Poccuiickoii deneparun.

10. OTBeTCTBEHHOCTH NPH Pa0oTe B CHCTEME 3JIeKTPOHHOr0 JOKYMEHT0000poTa

10.1. Otnpasutens S]] HeCET OTBETCTBEHHOCTH 3a COAEPIKAHUE 3IEKTPOHHOTO JOKyMEHTA,
PEKBHU3UTOB, aIPECAIIAI0, KAYECTBO U KOJIMYECTBO BIOKEHUIA.



10.2. Ilomyuatens O3JI HeceT OTBETCTBEHHOCTh 3a HEHUCIIOJIHEHHE [OKYMEHTa B
YCTaHOBJIEHHBIM CpPOK, HEBHECEHHE WA HECBOEBPEMEHHOE BHECEHHE CBEACHUHU B 3JIEKTPOHHYIO

kapTouky OJI, ommOKH, NONYyIICHHBIE IIPA PETUCTPAllMM U HENPaBHJIBHOM HampaBieHUH OJ]
ampecary.

10.3. PykoBoauTenp HeceT MEpCOHANBHYIO OTBETCTBEHHOCTH 3a cobOmoneHue IlomoxxeHus
IIOAYHMHAIOINMHUMHCIA UM pa6OTHPIKaMI/I.

10.4. PykoBomuTens MpH YBOJIBHEHWM PaOOTHUKOB W O(OpMIICHHH Ha paboTy HOBEIX
IOJUHHEHHBIX PaOOTHUKOB OOECIICUMBACT yIaJleHNe/m3MeHEeHne/0OpMIICHHE YUYETHOH  3alluCH
paboTHHKA B T€UYEHME BYX paboumX JHEU ¢ JaThl yBOJIbHEHMS pabOTHHKA MM IpHeMa Ha paboTy
HOBOTO pabOTHHUKA.

10.5. 3amectuTens MAWMpEKTOpa TPOBEPSAET HAIWYHE Y YBOJNBHAEMBIX pPabOTHHKOB
He3aBepIIeHHBIX OJI ¥ MpHHAMAaeT Mephl 10 WX HCIIOMHEHUIO/3aBEpIIEHUIO B TEYEHHE TpEX
paboumx mHE ¢ JaThl yBOJIBHEHUS paOOTHHKOB.
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