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1. O0mue moJ1o:KeHus
1.1. TlonoxxeHue 00 DIIEKTPOHHOM JIOKYMEHTOOOOPOTE H TMOPSAKE €ro
ocymectBiaeHuss B MOY «COII Ne 49y (nmanee — Ilonmoxkenue) peryiaupyet
BOIIPOCHI, CBSI3aHHBIE C BBEJICHUEM AJIEKTPOHHOTO JOKYMEHTOOOOPOTa U MOPSIKOM
ero ocymiecteiacHus B MOY «COIII Ne 49y (nanee — opranuzaiusi).
1.2. TTonoxxenue pa3pabOTaHO B COOTBETCTBUU CO CIIETYIOIINM:
o Tpynossim kogekcoM Poccutickon denepanuu;
o @enepanbHbiM 3ak0HOM 0T 06.04.2011 Ne 63-®3 «OO0 >31I€KTpPOHHOM
MOATTUCHY;
o DenepanbHbiM 3aK0HOM OT 22.10.2004 Ne 125-D3 «O06 apxuBHOM Jeie B
Poccniickon @enepanum»;
o @enepanpHbiM 3akOHOM OT 27.07.2006 Ne 152-®3 «O nepcoHanbHBIX
JTAHHBIXY.

1.3. B [TonoxkeHuu UCIOJIb3YIOTCS CIIEYIOLIUE ONPEACIICHMUS:

DJIEKTPOHHBIN JOKYMEHTO0000pOT — CO3[aHUE, HCIIONb30BAHUE M XPAaHECHHE
paboroaaresieM, paOOTHUKOM WJIM JIMLOM, MOCTYNAIOUIMM Ha paboTy, JOKYMEHTOB,
O0(OPMJIEHHBIX B 3EKTPOHHOM BHJIE 0€3 AyOIMpoBaHHs HA OyMa>KHOM HOCHUTEJIE.
DJIEKTPOHHBIN JO0KyMeHT (manee — JJI) — HokymeHTHpoBaHHas MHGpOpPMALMS,
MPE/ACTABICHHAS] B OJJEKTPOHHOW (opMe, TO €CTh B BHUAE, MNPUTOJHOM IS
BOCIIPUSITUSL UYEJIOBEKOM, C HCIOJIb30BAHUEM JJIEKTPOHHBIX BBIYUCIUTEIbHBIX
MallliH, a TaKKe Ui Mepenayd no MH()OpMaMOHHO-TEIEKOMMYHUKAIIMOHHBIM
CeTsIM MM 00paboTKKU B MHPOPMAIIMOHHBIX CHCTEMAX.

YcuieHHast HekBaau(UUMPOBaHHASA YJIeKTPOHHaA noanuch (najgee — YHIII) —
BUJ  DJIGKTPOHHOM  MOJIMCH,  KOTOpas: MOJIy4YeHa B pe3yJibTare
Kpunrorpaguueckoro mnpeodpazoBaHuss WHOOPMAIMU C HCIOJIB30BAaHUEM KITFOYa
ANIEKTPOHHOM MOAMNMCH; IO3BOJSET ONPENENuTh JULo, noanucasmee O/I;
NO3BOJIIET OOHApYX UTh (PaKT BHECEHUs H3MeHeHui B O/l mocie MoMeHTa ero
NOJIHUCAHMS; CO3/AETCS C UCIIOIb30BAHUEM CPEACTB AIEKTPOHHOM MOIIHNCH.
YcuneHHas kBaaupUUMPOBAHHAS JJIEKTPOHHAs moanuch (pajsee — YKIII) —
ANEKTPOHHAs IOANMCH, KOTOpas COOTBETCTBYeT BceM Ipu3Hakam YHOII u
CJIEIYIOLMM JOMOJHUTENbHBIM MPU3HAKAM:

o KJIIOY MPOBEPKU HJIEKTPOHHOM MOAMKMCH yKa3aH B KBAIU(PHUIMPOBAHHOM
ceprudukare;

o IS CO3[IaHUS U MPOBEPKU AJIEKTPOHHOM MOJMUCH MCIOJIB3YIOTCS CPECTBA
JIEKTPOHHOM  NOANHCH, HMEIOUIME MOATBEPKACHUE  COOTBETCTBUS
TpeOOBaHMIM, yCTaHOBJICHHBIM B DenepanbHoM 3akoHe oT 06.04.2011 Ne
63-D3 «O0 >EeKTPOHHOM TTOITUCHY.

IMognucaHHbld 3JIeKTPOHHBIA HAOKYyMeHT (aanee — IID/) — »nexkTpoOHHBIM
JOKYMEHT C MPUCOEAMHEHHOW 3JIEKTPOHHON MOANKCHIO, KOTOpas Oblla co3faHa Ha
ocHOBe D/[ 1 Kiro4a 3JIEKTPOHHOM MOJIHCH.
2. UndopManmoHHAA CHCTEMA JIEKTPOHHOI0 JOKYMEHT0000pOTA U BBeleHHe
3JIEKTPOHHOI0 JOKYMEHT0000p0TAa B OPraHU3aluu



2.1. ®opmMupoBaHue, HCHOIb30BAaHUE, [IOCTaBKa, OTHpaBKa U XpaHeHue ][
OCYIIECTBIISIIOTCA ~ CPEACTBAMH  HMH()OPMALIMOHHOW  CHUCTEMBbI  paboTomaTes
«1C:JokyMeHTOOOO0pOT» (Z1ajiee — cucTeMa 3JIEKTPOHHOTO JOKYMEHTO000pOoTa).

2.2. JlocTyn K CHCTEME 3JIEKTPOHHOTO JTOKYMEHTOOOOPOTa OCYLIECTBISAETCS IyTEM
oopmIIeHHsT KOPIIOPAaTUBHOM y4YeTHOW 3alMUCH Ha KaXJIOro pabOTHUKA,
YYaCTBYIOILIETO B 3JIEKTPOHHOM JIOKyMEHTOOOOPOTE.

2.3. YroObl pabOTHHUK TEpelIes]l Ha JJIEKTPOHHBIM JTOKyMEHTOOOOPOT, €ro
YBEAOMJISIIOT B CJIEAYIOIINE CPOKH:

e B JICHb IIpUEMa Ha pabOTy U 3a OJAMH pabOUYuil JEHb 10 TOTO, KaK JOIyCTST
paboTHHKA K pabote C UCIOJIb30BaHUEM AJIEKTPOHHOI'O
JOKYMEHTO000pOTa, — JUIsl JIUL], IPUHUMAEMbIX Ha pa0OTy B OPraHU3aLHIo;

e 32 HEAENI0 J0 JOIycka K padoTe € MCHOJIb30BAaHUEM DSJIEKTPOHHOTO
JIOKYMEHTO000pOoTa — JIJIsl BceX paOOTHUKOB OpraHU3alluy.

2.4. DAEKTPOHHBINA TOKyMEHTOOOOPOT BBOJAUTCS C JaThl, YCTAHOBIEHHOW MPUKA30M
JUPEKTOpa OpraHu3alyyd, B OTHOLIEHWHM paOOTHUKOB, COIJIACHUBIIMXCA Ha
B3aMMOJICHCTBUE C paboToaTeneM IIOCPEICTBOM AIIEKTPOHHOIO
JOKYMEHTOOOOpOTa, HO HE paHee [JHS MCTEUEHHS CpOKa YBEIOMJICHUS,
YCTaHOBJICHHOT'O B IyHKTE 2.3 [lonoxeHus.

2.5. Ilepexox Ha DBJEKTPOHHBIM JOKYMEHTOOOOPOT B OTHOILIEHUM KaJIpOBBIX
JOKYMEHTOB  SIBJIIETCS  JOOPOBOJIBHBIM  JUIsl PAaOOTHUKOB OpraHM3allUd U
OCYLIECTBIISAETCS TOJIBKO I10 UX MIHCBMEHHOMY COTJIACHIO.

2.6. OrcyrctBue coriacusi paOOTHUKA Ha B3auMOJEICTBUE C paldoTojaareiaemM
MOCPEJICTBOM ~ 3JIEKTPOHHOIO  JOKYMEHTOOOOpOTa B  OTHOIIEHHH KaJIpOBBIX
JOKYMEHTOB NPHU3HAETCS OTKAa30M pPAaOOTHUKAa OT Takoro B3aumojeuctBus. llpu
3TOM 3a paOOTHUKOM COXpaHseTCs MpaBO JaTh YKAa3aHHOE COrjacue B
MTOCTIEAYFOLIEM.

2.7. Cornacue Ha B3aUMOJICUCTBHE C pabOTOMATENIEM MOCPEIACTBOM AJIEKTPOHHOTO
JOKYMEHTOO0OOpOTa B OTHOILIEHHH KaJIpOBBIX JOKYMEHTOB HE TpeOyeTcs OT Jul,
KOTOpbIE MPUHSATHI (MpUHUMAIOTCS) Ha paborty mocie 31 nekabps 2021 roma u 'y
KOTOPBIX 10 cocTosiHUIO Ha 31 nekabps 2021 roga OTCyTCTBYET TPYIOBOM CTaX.

3. IlepedeHb JJIEKTPOHHBIX JOKYMEHTOB M NepeYeHb KaTeropuii pab0THUKOB, B
OTHOLIEHHMHU KOTOPBIX OCYLIECTBJIACTCH 3JIEKTPOHHBIN T0KYMEHT0000pPOT
3.1. IlepedeHb 3JIEKTPOHHBIX JOKYMEHTOB, B OTHOILIEHHH KOTOPBIX OCYIIECTBIIAECTCS

AJIEKTPOHHBIN JOKYMEHTOOOOPOT B OPraHU3ALINH:

e KaJpOBbIC JTOKYMEHTHI, OOpPMIISIEMbIE B COOTBETCTBUM CO CTaThbsiMU 22.1—
22.3 Tpynosoro koaekca Poccuiickoit ®enepanuu;

e JOKYMEHTBl IO OXpaHe TpyJa, 3a HCKIIOYEHHEM JIOKYMEHTOB,
NOATBEPKIAIOIINX MPOXOKIACHUE PAOOTHUKOM HHCTPYKTaXKEH MO OXpaHe
TpyJla, B TOM YKCIIE€ KOTOpble paOOTHUK MOAMKUCHIBAET JTUYHO;

e JOKYMEHTBbl TIO 00pa3OBaTEIbHOM MESITEbHOCTH, 3a HCKIIOYEHUEM TeX,
KOTOpbIE€ JIOJDKHBI OBbITh O(OpMIIEHBI Ha Oymare B COOTBETCTBHM C
MIPUKA30M JUPEKTOPA OpPraHU3alMMU WM 3aKOHOJATEIbCTBOM Poccuiickoun
Oenepannu;

o JIOKYMEHTBI, CBSI3aHHBIE C OpraHU3alued NUTaHus OOydYaroIMXcs, 32
UCKJIIIOYCHHEM TeX, KOTOpbIE MOJDKHBI ObITh OhopmiieHbl Ha Oymare B



COOTBETCTBUM €  [PUKA30M  JIUPEKTOpa  OpraHu3alud WU
3aKkoHoAaTenbCcTBOM Poccuiickon denepannn.

3.2. Ilepeuennr kateropuii paOOTHUKOB, B OTHOIIEHHWH KOTOPBIX OCYIIECTBIIICTCS
AJICKTPOHHBIN JOKYMEHTOOOOPOT:

o pPaOOTHUKH, CBSI3aHHBIC C OPOPMIICHUEM, MOMMCAHUEM U 03HAKOMIICHUEM C
KaJIDOBBIMH JIOKYMCHTaMH, JOKYMEHTaMHU II0 OXpaHe Tpyaa, o0paboTKOM
MEPCOHANIBHBIX  JaHHBIX, JIOKYMEGHTOB II0 OpTaHHW3aIllid  ITUTaHUS
oOyyJarommxcs;

o TICJArOrMYeCKUe PaOOTHUKH.

4. MHCTpYKTaXK MO0 padoTe ¢ CHCTEMOi 3JIeKTPOHHOI0 JOKYMEHT0000poTa
4.1. Tlepen HayanoMm pabOTBl C CHUCTEMOW SJIEKTPOHHOIO JOKYMEHTOOOOpOTa
pPabOTHUKU OpraHU3aluu MPOXOJSAT HHCTPYKTaX B 00OBEME, HEOOXOIUMOM st
nocienyronero  3PpQeKTUBHOr0  B3aUMOJCUCTBUS pa0OTHHKA C  CHUCTEMOM
AJIEKTPOHHOT'O JOKYMEHTO000pOTA.

4.2. WnctpykTax, ykazaHHbld B myHKTe 5.1 [lonokeHus, mpoBOIUT pabOTHUK,
Ha3HA4YaeMbIil JUPEKTOPOM OpraHU3allid, B CPOKH, YKa3aHHbIE B YBEIOMJICHUHU O
nepexojie Ha B3aUMOJEHCTBHE € paboOTOJATENeM IOCPEACTBOM 3JIEKTPOHHOTO
JOKYMEHTOO0OpOTa, C WCIOJB30BAHUEM MAaTEpPUAIOB pa3padOTUYUKa CHUCTEMBI
ANIEKTPOHHOI'O JJOKYyMEHTOOOO0pOTA.
4.3. IIpn HEOOXOAMMOCTH MPOBOAATCS JOMOJHUTENbHBIE HHCTPYKTAXH PAOOTHUKOB
B MPOLECCE B3aUMOJACHCTBUS C CUCTEMOM ANEKTPOHHOIO TIOKYMEHTOO00pOTa, B TOM
YHCJIE B CBSI3U C OOHOBJIEHUEM MTPOrPAMMHOTO 00€CTIEUEHUS CUCTEMBI.

S. Ilopsinok ocyuiecTBIACHHUS 3JIEKTPOHHOIO JOKYMEHT0000pOoTa
5.1. D] y4aCTHUKOB 3JEKTPOHHOIO JOKYMEHTOOOOpPOTa CO3JAI0TCA B Cilydae HX
aapecoBaHuss ~ pabOOTHUKAM,  SBJSIONIUMCA ~ yYaCTHUKAMHU  DJIEKTPOHHOTO
JOKYMEHTO000pOTA.
5.2. B]1, anpecoBaHHbIe paOOTHUKAM, HE SIBIISIONIUMCS YYACTHUKAMHU dJIEKTPOHHOTO
JIOKyMEHTOO0O0pOTa, TEPEeBOAATCS Ha OyMaXHBIM HOCHTEINb, TOMUCHIBAIOTCS
COOCTBEHHOPYYHOM MOAMUCHI0 OTBETCTBEHHOTO JIMIIA U HAIPaBISAIOTCS aapecary. B
CUCTEME DJIEKTPOHHOTO JIOKYMEHTOOOOpOTa COXpaHSETCS OAJIEKTPOHHAS KOIIHSI
YKa3aHHOTO JOKYMEHTA.
5.3. [Topssmoxk  moamucaHuss  JTOKYMEHTOB B CHUCTEME  BJIEKTPOHHOTO
JOKYMEHTOO0OpOTa AOJKEH COOTBETCTBOBATH MOPSAKY MOAMMCAHUS JOKYMEHTOB
Ha OyMa)KHBIX HOCUTEJISIX, ONPEACICHHOMY B MHCTPYKIIMHU MO JEJIOMPOU3BOJICTRY, C
y4eTOM OCOOEHHOCTEH, NpeayCMOTpPEHHBIX TpyaoBBIM KojaekcoM Poccuiickoit
denepauum.
5.4. B cucrteme 3IEKTPOHHOTO JOKYMEHTOOOOpOTa (PUKCHUPYIOTCS JaTa U BpeMs
co3maHusi W OTHpaBku ]I, ero perucTpalMoHHBIA HOMEp, CBEACHHS 00
OTMpaBUTENIe JOKYMEHTa ((haMuiusi, UMsi, OTYECTBO (IIPH HAJTMYWM), Ha3HAUCHHAS
pOJIb).
5.5. Perucrtpamusi [OKyMEHTOB B CHCTEME OJJIEKTPOHHOTO JOKYMEHTOOOOpOTa
OCYILIECTBIISIETCS B COOTBETCTBUU C MPUHIIUIIOM E€IUHON PETUCTpalMM JIOKYMEHTa
(OTHOKPATHOCTH 3aIuCcu uHbOpMaIuu 0 JIOKYMEHTE). JloKymeHT,
3apEruCTPUPOBAHHBIN B CUCTEME IJIEKTPOHHOTO JOKYMEHTOO00POTa, UMEET €ANHYIO



PETHCTPAllMOHHYIO0 KapTouyky nokymeHTa (mamee — PKJI), moGammistoTcs TOJBKO
JIOTIOJIHUTENIbHBIE CBEICHUS O paboTe C TOKYMEHTOM.
5.6. D], mocTynuBIIME TOCIIE OKOHYAHUS padouyero JHS M B Mpa3IHUYHBIC JHH,
PETHCTPUPYIOTCS B TEUEHHE MEPBBIX TPEX YACOB CIAEAYIOIIEr0 padoyvero JIHA.
5.7. llpm peructpauu OTOPABIAEMOTO OTBETA HA BXOMSIIIMHA JOKYMEHT
(mopydeHHe) HCHOJHUTENL 00s13aH B ycTaHOBIeHHOM nopsanke B PKJ[ yxazars
CCBUIKY Ha HOMEp M Jary JOKyMeHTa (NOpydeHMs), Ha KOTOPBI MOATOTOBJICH
orBeT. [lpm 3TOM B 00s3aTeNbHOM TIOpPAJIKE B TEKCTe NHChbMa (JOKIIAa)
IPOIKCHIBAETCA HOMED TIOKyMEHTa (IOpyUYeHHUs), HA KOTOPbIN MOJTOTOBJIEH OTBET.
[Ipy MmOArOTOBKE OJHOTO OTBETA HA HECKOJIBKO MOPYYEHHM B TEKCTE MHChMa
nponuckiBalOTCsl Bce nopyuyeHus u B PKJI yka3pIBalOTCS CCBUIKM Ha BCE HOMEpPaA
JIOKYMEHTOB (ITOpY4YEHU ), Ha KOTOPbIE TTOJATOTOBJIEH OTBET.
5.8. BzaumopelicTBue pabOTHUKOB OpraHM3alMM C CHUCTEMOM 3JIEKTPOHHOIO
JOKYMEHTOO0OpOTa, B TOM YHCIIE CO3/JaHHE, NpeoOpa3oBaHUE, IMOANUCAHUE H
xpanenue D/, OCylecTBIsA€TCS B COOTBETCTBUM C MHCTPYKIMEHN pa3paboTUMKa.
5.9. PaboTHHK 00s53aH O3HAKOMUTHCA C Ha3HAYECHHBIM Ha Hero /[ B cucreme
AJIEKTPOHHOIO JOKYMEHTOOOOpOTa B TE€YEHUE pabdoyero [HsA, 33 HCKIIOYEHHEM
JOKYMEHTOB C TIOMETKOW «CPOYHO», KOTOpbIE MOJJIEKAT O3HAKOMIICHHUIO
HE3aMEeJIUTEIbHO MOCIE MOTYYEHUS.
6. IlHognucanue ]I
6.1. Jlupekrop opraHu3aluy WM pabOTHUK, HCIOJHSIOMIMNA €ro OO0sS3aHHOCTH,
noanuceiBaet I YKOII.
6.2. PaborHmku opranuzamuu noanuceiBator [ YKOII, 3a wuckimoueHuem
3asBJICHUM, yBEJOMIICHU, OOpalleHnil U CIy>KEOHBIX 3alHMCOK, MOJAMUCHIBAEMbBIX
IIPOCTOM AIEKTPOHHOMN MOAMUCKHI0, OQOPMIICHHOM B COOTBETCTBUU C MHCTPYKIIHEH
pa3paboTurKa CHUCTEMBI AIEKTPOHHOTO JOKYMEHTOO00pOTA.
6.3. KagpoBele TOKYMEHTBHI TNOANMUCBHIBAIOTCS C YYETOM  OIPAaHUYECHUH,
YCTaHOBJIEHHBIX cTaTben 22.3 Tpynosoro koaekca Poccuiickon @enepanumn.
6.4. O/] moanuceIBaeTCs B AEHD €r0 CO3AaHUs, UCTIOJHEHHS WIM YTBEPKICHUS — B
3aBUCUMOCTH OT Ha3HAYEHHUS JOKYMEHTA M Ha3HAUYEHHOM POJIM JIMla, padOoTaroIIero
¢ O/, B cucTeMe 3JIEKTPOHHOTO TIOKYMEHTO000pOTa.
7. UndopmannonHasi 0€30MaCHOCTb U KOHTPOJIbL 00padoTku I /]
7.1. WudopmannonHas 0e€30MacHOCTb MpPH  OCYIIECTBICHUH 3JIEKTPOHHOTO
JOKYMEHTO000poTa o0ecrnieunBaeTcs KOMILJIEKCOM TEXHUYECKUX u
OpraHU3alMOHHBIX MEPOTIPUSITUH.
7.2. K TEXHUUECKUM MEPOTIPUATHUSIM OTHOCSITCS:
e OpraHW3alMs W WCIONH30BAHUE CPEACTB 3alIUTHI MH(POpPMAIMK B TMOJHOM
o0BeMe UX (PYHKIIMOHAIBHBIX BO3MOXKHOCTEH;
« oOecrieueHune 1eI0CTHOCTH 00pabaThIBaeMbIX JIAHHBIX;
» oOecreyeHrne aHTUBUPYCHOM 3aIlIUTh HH(POPMALINH;

7.3. K oprann3aiiioOHHbIM MEPOTIPUSITUSIM OTHOCSITCS:
e KOHTPOJb  BBHITIOJIHCHHWS  TPeOOBAaHWH  HOPMATHBHBIX  JOKYMEHTOB,
pETrIaMEeHTHUPYIONINX 00eCTIeUeHNE 3aUThl HHPOPMAIIHH;



ompeneneHrue  JOJDKHOCTHBIX  JIMI]  YYAaCTHHUKOB  3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa M OpraHm3aropa 3JIEKTPOHHOTO JOKyMEHTO00OpOTa,
OTBETCTBEHHBIX 32 0OeCTICUeHHEe HHPOPMAITMOHHOMN 0€301MaCHOCTH;
YCTAHOBJICHHE TIOpS/IKA PE3EPBHOTO KOMUPOBAHHS, BOCCTAHOBJICHUS W
apXWBHUPOBaHUA 0a3 JaHHBIX;

opopMieHUE IOMyCKa IS TPOBEACHUS PEMOHTHO-BOCCTAHOBUTEIHHBIX
paboT MporpaMMHO-TEXHUYECKUX CPENICTB;

7.4. Kontpons ¢popMupoBaHus, nepesauu U ucnoyiHeHus: J/] BO3/I0kKEH Ha aBTOpA
KOHKpeTHOoro D/ 1 pyKoBoAUTEINS OT/AEa, B KOTOPOM paboTaeT pabOTHUK, UIIU €T0
HEINOCPEACTBEHHOTO PYKOBOJAUTEIIS.
7.5. KOHTpOJIb UCTIOJHEHUS 3JIE€KTPOHHBIX IOKYMEHTOB BKIIFOUAET B CE0s:

¢ TIOCTAHOBKY 3JIEKTPOHHOTO IOKYMEHTA Ha YYeT;

¢ MOHHUTOPHUHI HCIOJHEHUS! KOHTPOJIBHBIX MOPYUYEHUI TOKYMEHTA;

¢ U3MEHEHHE KOHTPOJIbHBIX CPOKOB UCIIOHEHUS 3JIEKTPOHHOI'O TIOKYMEHTA;

e CHSATHE UCIIOJIHEHHOIO 3JIEKTPOHHOIO JOKYMEHTA C KOHTPOJIS;

e AHAJIM3 X0JAa UCIOJHEHHUS 3JIEKTPOHHOIO TOKYMEHTA.

8. Ilopsinok popmupoBanus Aes U XxpaHeHus /]

8.1. MHcnomnennsle 3] cHCTEMATHU3UPYIOTCS B Jela B COOTBETCTBUU C
HOMEHKJIaTypol Jnen opranuzaunuu. [Ilpm cocraBiieHMM HOMEHKJIATYphl el
YKa3bIBAETCS, UTO JEJI0 BEAECTCS B DJIIEKTPOHHOM BHUJIE.
8.2. DIJIEKTPOHHBIE JTOKYMEHTBI MOCJI€ MX HMCIOJIHEHHS MOJIEKAT XPAHCHUIO B
CUCTEME 3FJIEKTPOHHOIO JIOKYMEHTOO0OpOTa B TE€YEHUE CPOKOB, MPETYCMOTPEHHBIX
3aKOHOJIATEIBLCTBOM JIJIsl aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHBIX HOCUTENISX.
8.3. Ilocne ucreueHus yCTaHOBJIEHHOTO CPOKa XPaHEHUS 3JIEKTPOHHBIX TOKYMEHTOB
HA OCHOBAaHMM aKTa O BBIICICHUH WX K YHHUYTOXCHHIO, O(POPMIIECHHOTO H
YTBEPXKJACHHOTO B YCTAHOBJICHHOM IMOPSAJKE, YKAa3aHHBIE 3JIEKTPOHHBIE TOKYMEHTHI
u uHopmalusa o HHMX, 3aUKCHPOBAHHAS B JJICKTPOHHBIX KapTOYKax, MOJIEKAT
YHUYTOXKCHUIO (YAAJICHHUIO U3 CUCTEMBI DJICKTPOHHOTO IOKYMEHTOO00POTA).

9. Ciyuau, npu KOTOPBIX J0mycKkaercs opopmiaenne I/l Ha OymMakHOM

HOCHUTeJIe

9.1. JlokyMeHThI, cO3JaBaeMbleé B CHCTEME 3JEKTPOHHOTO JOKYMEHTOOOOpOTa,
ohopMIISIIOTCS Ha OYMa>KHOM HOCHUTEJE B CIIydasiX:

e €CJIIM OHM MOJJIEKAT MOJNMUCAHUIO PAOOTHUKOM, KOTOpPBIA OTKa3ajics OT
nepexojga Ha  B3auUMOJEWCTBHE C  paboTojaTeraeM  IMOCPEICTBOM
AJIEKTPOHHOTO JJOKYMEHTO000pOTa;

e €CIIM CHCTEMa JJIEKTPOHHOTO JTOKyMEHTOOOOpOTa BBIIIA M3 CTPOSI U HE
MO/JICKUT WCTPABICHUIO B CPOK, HA3HAYEHHBIM JJI1 MCIOJHEHUS U
noanucanus J/1;

e €CIIM 3TO TpeOyeTCsl B COOTBETCTBUU C MPUKA30M JUPEKTOPA OpraHU3aIiH,
JIOKAJTbHBIMH HOPMATUBHBIMH aKTaMH OpraHu3aIuH WIH
3aKkoHoAaTenbCcTBOM Poccuiickon denepannn.



10. OTBeTCTBEHHOCTH NPHU PadoTe B CHCTEMeE JJIEKTPOHHOIO
JOKYMEHT0000poTa

10.1. OtnpaBurens D] HECET OTBETCTBEHHOCTh 3a COJACPIKAHUE DJIEKTPOHHOTO
JOKYMEHTA, PEKBU3UTOB, aPECALINI0, KAYECTBO U KOJUYECTBO BIIOKEHUM.
10.2. ITomyuarenp O]l HeceT OTBETCTBEHHOCTh 3a HEHUCIIOIHEHHE JOKYMEHTa B
YCTAHOBJICHHBI CPOK, HEBHECEHHE WJIM HECBOEBPEMEHHOE BHECEHHE CBEJICHHI B
AJIEKTPOHHYIO KapTouky OJI, omwuOKM, [JONMyIIEHHbIE NpU PETUCTpPALMU U
HENpaBUILHOM HarpasieHuu D/ anpecary.
10.3. PykoBoauTenum HECYT MEPCOHAIbHYIO OTBETCTBEHHOCTh 3a COOJIIOJCHUE
[Tosio’xeHns MOTYUHAIOUIMMUCS UM PaOOTHUKAMU.
10.4. PykoBoguTenu npu YBOJBHEHHUM PAaOOTHHUKOB U OGOPMIIEHHM Ha padboTy
HOBBIX O TYMHEHHBIX pabOTHUKOB o0ecnieunBaroT
ynajaeHue/u3sMmeHeHne/opopmiieHue y4yeTHOW 3anucu pabOTHHKA B TEUEHHUE JBYX
pabouux JHEW ¢ JaTbl YBOJbHEHHS pPAaOOTHHMKA WM NpUeMa Ha padoTy HOBOTO
paboTHUKA.
10.5. 3amecTuTens AUPEKTOpa MPOBEPSET HAIUYUE Y YBOJBHSEMBIX PaOOTHUKOB
He3aBepIIeHHbIX JJ] ¥ NpuHUMaeT Mepbl MO HMX HCIOJIHEHUIO/3aBEPIICHUIO B
TE€YEHUE TPeX pabOUMX JHEH C 1aThl YBOJIbHEHUS PAOOTHUKOB.
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