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[Mooxkenne 06 2JIEKTPOHHOM {OKYMEHT0060poTE H MOPS/KE ero 0CymecTBICHNs
B MBOY «lllkosa Nell» r. BraguBocroka

1. O0mue moJIoKeHHA

1.1. Tonoxenue 00 MEKTPOHHOM JOKYMEHTOODOPOTE M IMOPSAKE €ro OCYLICCTBICHHS B MBOY
«IIxoma Nelly r. Baamusoctoka (manee - [Tonoxenue) paspaboTaHo B COOTBETCTBHHU ¢ TpyH0BbIM
xomexcom Poccumiickoii @enepamun, cr. 214 @enepansnoro 3akona N 311-@3 or 2 miona 2021 r. "O
BHECEHUH W3MEHEHUH B Tpynosoi xozekc Poccuiickoit Denepanuu”,
®eepanbHbM 3akoHOM Ne 63-03 ot 6 anpens 2011 «O6 snekTpoHHON noAIHCHY, DeaepaibHbM
saxonoM No 152-®3 ot 27 mions 2006 «O nepcoHanbHbIX JaHHBIXY, DenepanbubiM 3akoHoM Ne 125-
®3 ot 22 oxta6ps 2004 «O6 apxuBHOM sene B Poccuiickoi Meepaiuny.

1.2. Hacrosiee [lonoxeHne ONMpeAeNnseT OpraHU3alHIo YIEKTPOHHOrO JOKyMEHT00O0poTa
¢ MCMOJB30BAHHEM CHCTEMBI SIEKTPOHHOrO AOKyMeHTooOopora — MeXBEIOMCTBEHHAs CHCTeMa
NEKTPOHHOTO JI0KyMeHTooGopoTa (manee — MCDJI), nopsiiok oOMeHa JOKyMEHTaMH B MCH/I, a
TaioKe TpeGOBAHKS K OPraHU3alliy dIIEKTPOHHOTO JIOKYMEHTO000pOTa.

1=3. B nacrosieM [1070KeHUH UCTIONB3YIOTCS CIIETYIOLINE ONPEe/EIICHUs

e DuiekTpoHHBI Jokyment (maiee — OJI) — JOKyMEHT, CO3JaHHBIH NPH MOMOLIK
9JEKTPOHHBIX ~ANNApaTHO-TEXHHYECKHX WM  IPOrPaMMHBIX CPEICTB, (GHKCHpyemblii B
urppoBoM Kozie B (hopme HACHTHHUIMPYEMOTO MO COIEP)KATETbHOH YacTH MMEHOBAHHOIO
(hafina, TOCTYNHBIA  JJIs

e MocHeayoleH 06paboTKH, HCIONG30BAHKS, BOCHPOM3BEACHHSI (OTOOpaXeHMs) |

" BH3yalbHOTO BOCTIPHSATHS, @ TAKXKE Ul NIEPEeauy U MOJyYCHHs 110 TEICKOMMYHHKAIMOHHBIM
KaHaJlaM CBS3H.

e JjexTpoHHbI K0KymMeHTO00OpOT (manee — DJ10) — OpraHM3alHOHHO M MPOrPAMMHO-
TEXHHYECKH YIopsiouyeHHas nHpopMalonHas  cucTema, obecredmBaioias  nporuecce
obmena, cGopa, 00OpabOTKM, HAKOIUICHHSI M XpaHEHMs HHPOPMAUMH I[OCPEACTBOM
JIEKTPOHHBIX JOKYMEHTOB.

e uexrponnas moanmuch (manee — DII) — undopmanus B IEKTPOHHOH (opme, KOTOpas
NpUCOEMHEHa K JApyrod uHboOpMalMu B  JICKTPOHHOH dopme  (moanMCHIBaEMOi
vH(pOpMAIMK) WM HHBIM 00pa3oM CBsi3aHa ¢ Takol HHpopMalue U KOTOpas

UCIIOJIb3YeTCs

e s ONpeleeHHs JIMIA, TOMUCHIBAIOMIETO HHPOPMALHIO.

e Kmou JII — yHukaibHas MOCIEI0BATENBHOCTL CHMBOJIOB, Npe/iHAa3HAYCHHAs i CO3/1aHus
3JIEKTPOHHOMN TOJITHCH.

e VcmienHas KBaTH(QUIMPOBAHHAN JJIeKTpoHHas mnoanuch (nanzee — VYKOI) -
9NIEKTPOHHAA



HOJIHCE, COMnocTaBUMas 1o IOpHINYECKO cuile ¢ coOCTBEHHOPYYHOMH H
MO3BOJISIONIAs YAAJIEHHO TPOBOIUTH Pa3In4HbIE ONEPALH C MHPOPMALMOHHBIMUA
CHCTEMaMH, B3aHMOJIEHCTBOBATL C rocopraHaMi, KOMMEPYECKHMH OpraHU3allHsIMH
MJIK TOPrOBBIMH ILIOLIA/IKAMH.
Hoanucanubii 3JIEKTPOHHBbIH AOKYMEHT  — JIEKTPOHHBIN JIOKYMEHT

C TNPUCOEIMHEHHOM 3JIEKTPOHHOM IMOUIHCHIO, KOTOpas Oblla co3JaHa Ha OCHOBE
€amMoro JOKyMEHTa ¥ KJTI04a IEKTPOHHOH MOANHCH.
CeprudHKaT KI04Ya NPOBEPKH 3IeKTPOHHOH MOJANMHCH — DJIEKTPOHHBIA JOKYMEHT WIIH
JIOKyMEHT Ha OyMa)KHOM HOCHTEJIE, BBIJIAHHBIEC Y0CTOBEPAIONIHM LIEHTPOM mbo

JIOBEPEHHBIM JIMIIOM YJOCTOBEPSIOMIEr0  LEHTPau MOATBEPKAAIONIME IPHHAUICKHOCTE KIIOYa
[IPOBEPKH 3JIEKTPOHHOM IMOAMKMCH BJIaIeJIblly cepTH(HKaTa KIIF0Ua IPOBEPKHU JIEKTPOHHOM MOMUCH.

YiaocroBepsarommii HEHTP — IOPUITIECKOE JIMTI0, OCYINECTRIsIomEee QYHKIUH 110 CO3/IaHHUIO
¥ Bbiave cepTHdUKaToOB Kiodei mposepku DI, a Taxke nuble QyHKIMU, IPEYCMOTPEHHBIE
3aKoHoJ1are/beTBOM Poccuiickoit Menepamuu.

1.4. DnexkTpoHHBIH I0KYMEHTOOOOpPOT ¢ wucnoib3oBaHuem MCDJl HanmpaBneH Ha peleHue
CJIeTYIOIINX 3a/1a4:

CO3/IaHKE €IMHOT0 JIOKYMEHTOOO0POTa B CTPYKTYPHBIX 10Ipa3/IeIeHUsIX;

nopeineHHe  3PQEKTUBHOCTH M ONEPaTHMBHOCTH  pabOTBI € JOKYMEHTaMH H
JOKYMEHTO0O0POTOM;

cucTeMaTH3amud W yHHQWKAIMA  TEXHOJOTHH  paboThl € JIOKYMEHTaMH U
JOKYMEHT00O0pOTOM;

yAy4IIeHHEe Ka4eCTBa, MOTHOTHI, JOCTOBEPHOCTH U JOCTYIMHOCTH HHbopManuu; [ cHIKeHuHe
3arpar, CBA3aHHBIX ¢ JIOKYMEHTOOO0POTOM U JIEIONIPOM3BOCTBOM;

UCKJIIOUEHHE YTEpH JOKYMEHTOB M COKpalleHuWe 4ucia omubok mpu obpabotke Oosbiimx
MOTOKOB JJOKYMEHTOB;

COKpallleHHe BPEMEHH MOMCKa, MPOXOXKACHHS W MCIOTHEHHS JOKYMEHTOB 110 CTPYKTYPHBIM
HOJIpa3 eI HUAM;

YCHIICHHE KOHTPOJIsA HCIIOJTHUTEILHOH JHCIHHUILTHHBI,

coOmo/ieHre TPUHIMIA OJHOKPATHOCTH pPErducTpallid  JIOKYMEHTOB, [  mojyueHHe
OTepaTHBHON CTATUCTHYECKOH OTYETHOCTH.

1.5. Ilepeuens 371€KTPOHHBIX JOKYMEHTOB, B OTHOINEHHH KOTOPBIX OCYLIECTBIISIETCS JJICKTPOHHBIH
noxkymenToobopor B MBOY «lllkona Nell»:

KaZipoBble JOKYMEHTHI, o(opMisieMble B COOTBETCTBHM CO craThsaMu 22.1-22.3 Tpynosoro
kojexca Poccuiickoi @enepauuu;

JOKYMEHThI 110 OXpaHe Tpy[a, 3a HCKIIOYEHHEM JOKYMEHTOB, NOJATBEPKIAIONIUX
NpOXOXKJAeHHE pabOTHHKOM HHCTPYKTaXK€H IO OXpaHe Tpyla, B TOM YHCIE, KOTOpbIE
pabOTHHK MOANHUCHIBACT TUYHO;

JOKYMEHTHI 110 00pa30oBaTeIbHON AEATENbHOCTH, 33 UCKIIOYEHHEM TeX., KOTOpPbIE J[OJDKHBI
ObITE odopmieHsl Ha Oymare B COOTBETCTBHH C Mpuka3oMm pykosoauteis MBOVY «lllkona
Nell» unm 3akoHOMaTeICTBOM Poccuiickoi ®enepanunu; '

JIOKYMEHTBI, CBSI3aHHBIE C oprasu3almei NUTaAHUS ydanxcs, 3a
UCKITFOYEHHEM TEX, KOTOpblE NOKHBI OBITH odopmieHbl Ha OyMare B COOTBETCTBHH C
npukasom pykosoautels MbOVY unu 3akononarensetBom Poceuiickoit @enepanuu.

1.6. IlepeyeHb DOKYMEHTOB, KOTOpbIE HE MOANAMAIOT MO JEHCTBHE 3aKOHA 00 3JIEKTPOHHOM
KaJIpOBOM JIOKYMEHTO000poTE:

TPYAOBBIC KHHMKKH:
CBCJICHHS O Tp}’,[[OBOﬁ JACATCIBHOCTH,
dKTbl O HECHACTHOM Cliy4ac,



e [puKa3bl 00 YBOJILHEHHUH,

® JIOKYMEHTBI, KOTOPbIE MOATBEPHKIAIOT, YTO COTPYAHHUK MPOIIEN HHCTPYKTaX 110 OXpaHe
TpyAa.

e 1.7. Ilepedens kateropuii paboOTHUKOB, B OTHOLIIEHHH KOTOPBIX OCYIIECTBIIACTCS
JIEKTPOHHBIH JJOKYMEHTOO0OPOT:

® PYKOBOJMTEND W agMuHHECTpaTHBHbIHA nepconan MBOVY «lllkoma Nelly;

e pabOTHUKH, CBA3aHHBIE C OPOPMIICHHEM, MOANUCAHUEM H O3HAKOMIICHUEM C KaJIPOBBIMH
JIOKYMEHTaMH, JOKyMEHTaMH T10 OXpaHe Tpy1a, 00paboTKO# NepCOHAIBHbIX JaHHBIX,
JOKYMEHTOB 110 OpraHu3aliy MUTaHus 00ydaromuxcs;

e [ejaroruyeckue pabOTHHKH.

2. Ilopsiaok nepexoa Ha YIEKTPOHHbBII JOKYyMEHT0000poT

2.1. Apvunuctpanuss MBOY «Illkona Nell» yBemomisier kaxaoro pabOTHMKa B NHCLMEHHOM
dopme 06 U3MEHEHHUAX B TPYIOBOM 3aKOHOJATEILCTBE, CBA3AHHBIX C MEPEXOJOM Ha JJIEKTPOHHBIM
JIOKyMEHTOO0OPOT, a TaKkke O mpaBe pabOTHHKA MyTEM NOAAYH COOTBETCTBYIOUIEIO NMHUCHMEHHOIO
3asBJIEHHS ClENATh BBRIOOP MEXIY MPOJO/DKEHHEM BejleHHs paboTojareneM KaJpoBbIX JOKYMEHTOB
Ha OyMa)XHOM HOCHTEJIE HIIH B AJIEKTPOHHOM (hopmare.
2.2. Tlepexon Ha 51eKTPOHHBIH AOKyMeHTOOOOpoT misi paborHukos MbBOVY «lllkona Nelly,
NPUHATHIX Ha paboTy 10 31 nexabps 2021 roa, SBISETCS 0GPOBOIBHEIM M OCYIIECTBIISETCS TOILKO
0 UX MUCbMEHHOMY 3asiBIICHHIO.
2.3. Cormacue Ha B3auMojeiicTBMe ¢  paboTomareneM  IOCPENCTBOM  DJIEKTPOHHOIO
JIOKYMeHTO0OOpoTa HE TpebyeTcs OT JIMil, KOTOpbie NPUHSATHI (IIPHHUMAaIOTCs) Ha paboty mocie 31
nexabpst 2021 roga u y KoTopbix 1o cocrostHuio Ha 31 nexabps 2021 roxa oTcyTCTBYET TPYAOBON
CTax.
2.4. PyxoBomutenb MBOY o6s3an npoundopmupoBath 00 OCYIIECTBICHHH 3JIEKTPOHHOTO
JIOKyMeHTO000pOTa JIULO, IPUHHUMAaeMoe Ha paboTy.
2.5. OrcyTcTBUE coryacus paboTHMKa  Ha B3auMozeiicTBHE ¢ pabortojarenem
MOCPEJCTBOM  JIEKTPOHHOIO JIOKYMEHTOODOpOTa MpU3HAeTcs OTKa3oM paboTHMKA OT Takoro
B3aumoyieiictBusi. [lpu 3TOoM 3a paGOTHHKOM COXpaHSE€TCs IpaBO JaTh YKa3aHHOE corjacue B
[OCTIE Y IOLIEM.
2.6. Ilocme Toro kak paOOTHHK MONYYHT YBEAOMJICHHE O TMepexoje Ha 3JIeKTPOHHBIN
JIOKYMEHTO000pOT, OH JOJDKEH PelIUTh, KAKMM criocoOoM oH Oyj1eT 0OMEeHHUBATHCS JIOKYMEHTAMH C
paboronatenem. 1t 3TOr0 OH J0JKEH HANUcaTh 3asBjieHUe 00 OTKa3e WM COTJIAaCHH Ha Mepexojl Ha
SJIEKTPOHHBIH JOKYMEHTOOOOPOT B TMCHbMEHHOMN MITH 3JIEKTPOHHOH (popme.
2.7. Ecniun paboOTHMK XO4YeT COXpaHHTh NpexHuil (opmar OymMakHOro IOKyMEeHTOOOOpOTa, OH
JIOJUKEH HanMcaTh IHChbMEHHOE 3asBlieHHMe 00 OTKase OT mnepexoja Ha 3JIeKTPOHHBIN
JIOKYMEHTO0O0pOT B IPOU3BOIBLHOM popme. B sToM cnyuae paboroaaTens mpoaokuT GOpMHPOBATH
1 B3aMMO/ICHCTBOBAThL C pAOOTHHKOM C MOMOIIBIO JOKYMEHTOB B OyMaXKHOU opme.
2.8. Ecu paboTHUK Xo04eT (hopMHPOBATE U 0OMEHHBATHLCS c pabotozaresiem
3JIEKTPOHHBIMU KaJIPOBBIMH JIOKYMEHTAMH, OH JI0JDKEH HAIMCATh MMChbMEHHOE 3asBJIEHHE O COTNIACHH
Ha TMEpexojl Ha HSJICKTPOHHBIH [IOKYMEHTOOOOpOT B NpOM3BONBHOH (opMe. B s1OoM ciiyuae
paboroxarens O6yaer GopMHPOBaTh, M B3aUMOIEHCTBOBATE ¢ PADOTHUKOM C MOMOIIBIO JJOKYMEHTOB B
aneKTpoHHo# Gopme uepes MCI/I.
2.9. Yeenomsienue  paboTHMKA O nepexoze Ha IEKTPOHHBIH JOKYMEHTO0O0pOT
OCYILECTBISETCS B CIEAYIONIHE CPOKH:

e B JIeHb Ipuema Ha paboTy M 3a OAMH pabouMii JieHb /10 TOro, KaK AOMyCTAT pabOTHHKA K

paboTe ¢ UCTIOIB30BAHUEM IEKTPOHHOIO JOKYMEHTO0OOpOTa, — JUIS JIHII, IPHHUMAEMBIX Ha
pabory 8 MBOYV,



e 3a HEJIEJO JI0 JIoNycKa K paboTe ¢ MCIO0Ib30BaHKHE 3IEKTPOHHOIO JIOKYMEHTO0DOpOTa — ISt
Bcex paboraukoB MBOY.

e 2.10.21€KTpOHHBIH JHOKYMEHTOOOOPOT BBOJMTCH C JaThl, YCTAHOBJICHHOH MPHUKA30M
pykopogutens MBOVY, B oTHOmeHHH pabOTHHKOB, COTJIACHBINMXCS HA B3aWMOJCHCTBHE C
paGoToaresieM MOCPEACTBOM 3JIEKTPOHHOIO JIOKYMEHTOO0OpOTa, HO HE paHee JHs
UCTEYeHHs CPOKa YBEAOMIICHH S, yCTaHOBJIEHHOTO B IyHKTe 2.9 [lonoxenus.

e 2.11.Eciu paGoTHUK BbIpasui CBOE COIJIACHE O MEPEXOIe Ha 3IEKTPOHHBIN
JIOKyMEHTOO00pOT, paboroiarenh BENET HA HEro0 BCE JMOKYMEHTHI, KOTOpPBIC CBS3aHBI C
paboToii COTpYIHHUKA B JIEKTPOHHOH (opwme.

3. lopsinok Brovenus padoruuxa 8 MCI/I

[lpy mnosydeHur OT pabOTHHKA 3asBICHUS O COTJIACHM Ha IEpexXoJ Ha SJIEKTPOHHBIN
JOKYMEHTOOOOPOT JIMII0, OTBETCTBEHHOE 3a BEJICHHE KaApPOBOro y4yera:
3.1. IlpoBomuT HMHCTPYKTaX B OOBeMe, HEOOXOAMMOM Ui HOCHEAYIOmEro 3(QeKTHBHOro
B3auMoelicTeus pabotauka ¢ MCD/I.
3.2. OopmisieT pabOTHUKY IIPOCTYIO HIIM YCHJIEHHYIO 3JIEKTPOHHYIO MOIITHCH.
3.3. BHOCHT U3MEHEHHUSI B TPYJOBOH JIOTOBOP paboTHHKa yTeM MOJITUCAHUS
JIOTIOJITHUTEIBHOTO  COTJAIEHUs O HopsiiKe B3auMoOJIeiicTBUSL  pabOTHUKA %}
paboTojarens KaJJpoBEIMHU JIOKYMEHTaMH B 3JIEKTPOHHOM BHJIE.
3.4. Tlpu HeOGXOJUMOCTH IPOBOAUT JOMOJHUTENIBHBIE HHCTPYKTaXH PabDOTHMKOB B NPOIECCE
B3aumozieiictBuss ¢ MCDJI, B ToM umcie B CBS3M ¢ OOHOBJIEGHHEM IPOrPaAMMHOIO obecneueHus
CHCTEMBI.

4. llpaBuna padoThbl ¢ JIEKTPOHHLIMH JOKYMEHTAMH

4.1. DnexTpOHHBIE JOKYMEHTHl YYACTHHKOB AJIEKTPOHHOIO JOKYMEHTO0D0pOTA CO3A0TCS B Cllydae
UX aJpecoBaHus pabOTHUKAM, SBIISIOMIAMCS YHaCTHUKAMH JIEKTPOHHOTO JOKYMEHT0000poTa.

42. DneKTpoHHBIE  JAOKYMEHTBI, aJIpeCOBaHHbIC paboTHUKaM, He SABJISIFOLIIMMCS
yYaCTHHKAMH  9JIEKTPOHHOIO  JIOKYMEHTO000pOTa, TMEepeBOAATCS Ha OyMaXHbBIH  HOCHTENb,
MOANKCHIBAIOTCS COOCTBEHHOPYUYHOM IOANKMCHIO OTBETCTBEHHOT'O JIMIIA ¥ HANPaBJIAIOTCA ajpecary. B
CHCTEME 3JIEKTPOHHOIO JOKYMEHT0000pOTa COXpaHseTcs JJIEKTPOHHAs KONUsA yKa3aHHOIo
JIOKyMEHTa.

4.3. Tlopsiok TOANHCAHUS JOKYMEHTOB B CHCTEME 3JEKTPOHHOIO JOKYMEHTOOOOpOTa MOJIKEH
COOTBETCTBOBATH MOPAIKY MOAMUCAHUS JOKYMEHTOB Ha  OYyMaXXHBIX HOCHTEJISX, ONPEIEIEHHOMY B
HHCTPYKIMH TI0 Je/IONPOM3BOACTBY, € Yy4eToM ocoOeHHOCTeH, npeaycMoTpeHHbIX TpynoBeiM
kozekcoM Poccuiickoii @eanepauu.

44. B cucreme 9JIEKTPOHHOTO IOKYMEHTOO0OpOTa (PUKCHPYIOTCS Jara M BpPeMs CO3/IaHUA H
OTIIPABKH 3JIEKTPOHHOTO JOKYMEHTA, €ro PerucTpallMOHHBIN HOMEp, CBEJACHHS 00 oTmnpaBuTese
JIOKyMEHTA.

4.5. Perucrpanus JOKyMEHTOB B CHCTEME  3JIEKTPOHHOIO JIOKYMEHTOO0OpPOTa  OCYIIECTBIAETCS B
COOTBETCTBHH C IPUHIIMIIOM €JMHOM PErHCTpaluM JIOKYMEHTa (OJHOKpaTHOCTH : 3aMHuCH
HHpOpMALIUH 0 nokyMmeHTe). JOKyMEHT, 3aperucTpupOBaHHBIE B CHUCTEME 3JIEKTPOHHOIO
JIOKYMEHT0000pOTa, UMEeT EAMHYIO PErHCTPAMOHHYIO KAPTOUKY JIOKYMEHTa, 100aBIIsIOTCs TOJILKO
JONIOJTHUTENIbHBIE CBE/IEHUS O paboTe ¢ JIOKyMEHTOM.

4.6. DeKTpOHHBIE JOKYMEHTBI, IOCTYHMBILIKE IOCIIE OKOHYaHHUs pabodero JHS U B Npa3JHUYHBIC
JTHH, PETMCTPUPYIOTCS B TEYEHHUE CIIEIYIONIero paboyero aHs.

4.7. BzaumogueiictBue paborHukoB MBOY ¢ cucTeMoif 3J1€KTPOHHOIO JOKYMEHT0000pOTa, B TOM
qucie cosjaHue, ImpeoOpasoBaHWE, TMOJINHCAHME M XPaHEHHE IJIEKTPOHHBIX JIOKYMEHTOB,
OCYIIECTBJISETCS B COOTBETCTBUU C HHCTpYKIHeH paspaborunka MCD/I.
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4.8. PaGoTHHK 00s513aH 03HAKOMHTECS ¢ HA3HAYEHHBIM HAa HEro JJIEKTPOHHBIM JIokymeHToM B MCOJ]
B TeYeHHE pabouero JHs.
4.9. JlToxymenThl, co3asaembie B MCD/I, odopmisiioTess Ha OyMaKHOM HOCHTENIE B CITydasx:

e eCIM OHHM TMOJIEKAT NOIHCAHUI0 pabOTHHKOM, KOTOPBIM OTKa3aics OT Mepexoja Ha
B3auMoJieiicTBue ¢ paboroaareneM MOCPEJICTBOM 3JIEKTPOHHOIO
JOoKyMeHTooDOpOTa;

e ecnu MCDJI Belnuia M3 CTPOS U HE MOUICKHT MCIPABICHHIO B CPOK, Ha3HAYECHHbBIH IS
HCIIOJIHEHHS U TIOATUCAHMS AIEKTPOHHOIO JIOKYMEHTA,

e eciau 310 Tpebyercss B COOTBETCTBHHM € mpHKazoM pykopojutens MBOY, jokanbHbIME
nopmaTusHbiME akTamu MBOY unu 3akononarensctBom Poccuiickoit deznepanui.

5. Ioagnucanue 3JIEKTPOHHOIO JOKYMEHTA

5.1. DrexTpoHHas MOANKUCH B JIEKTPOHHOM JOKyMeHTe, couepxkamemcss B MCOJI, paBHO3Ha4yHA
COOCTBEHHOPYYHOM TIOAIKMCH B JOKYMEHTE Ha OyMaXHOM HOCHTENE MpU OJHOBPEMEHHOM
COOJIIOJIEHUH CIIEAYIOMIMX TPpeOOBAHMIA:
e xmou DI ¥ coOTBETCTRYIOMMI eMy KBaIH(pHIIMPOBaHHBIH cepTudukar Kmoya nposepku DI
CO3/1aH M BbIJIaH aKKpeauToBaHHBM Y11
e cepruduKaT KIOYa MPOBEPKH IEKTPOHHOM MMOJANKCH ACHCTBUTENECH HA MOMEHT ITO/ITACAHHS
3JIEKTPOHHOTO JIOKyMEHTa (HE TpeKpaTHJI CBOe JCHCTBME, HE aHHYJIMpOBaH, HE
IPHUOCTAHOBJIEH);
® 1OATBEPXKIEH (aKT NENOCTHOCTH M ayTeHTHYHOCTH SIEKTPOHHOIO JIOKYMEHTa II0C/IE €ro
HOIHCAHHSL.
5.2. PaGoTHMKH, IOANMCHIBAIOLIHE JIEKTPOHHbIE JoKyMeHThI D11, o6s3ansi:
e obecrneunBaTh KOHGUACHIMANLHOCTE Kitodyel DI, B COOTBETCTBHM ¢ JIEHCTBYIOUIHM
3aKOHO/IaTETLCTBOM;
e He UCIOJL30BaTh K04 DI mpu HATMYMKH OCHOBAHHMA MOJAraTh, YTO KOH(PHICHIMAIBHOCTD
JTAHHOT'O KJTFOYa HapylleHa,
e He3aMeJUTHTEIHLHO YBEJIOMISTh Y A0CTOBEPAIOLIHH LIEHTP 0 KoMrpoMeTaluy Kmoya J11.
5.3. Ioanucanue s5ekTpoHHOro aokymenta B MCDJI kimrouom ocymectBisaTees Dl JIOJDKHO
TOJBKO BJAJENbIEM €ro ceprudukara KiIoOYa JAEHCTBYIOIIEr0 Ha MOMEHT mpoBepku OII,
TOATUCAHMSI TIEKTPOHHOTO JIOKYMEHTA.
5.4. Pabornuku MBOY mnoamuceiBaior 3mekTponHbie aokymenThl YKOII, 3a uckmouenuem
3a9BJICHHH, YBEIOMJICHHMHA, OOpalmeHuii W CiayXKeOHBIX 3alMcOoK, MOJIMUCHIBAEMBIX IPOCTOH
SJIEKTPOHHOM MOoANKCHI0, paspaborunka MCI/IL.
5.5. KagpoBblie JOKYMEHTBI MOAMKCHIBAIOTCS € YYETOM OrpaHHYeHHH, YCTaHOBJICHHBIX cTaThei 22.3
Tpynosoro kojekca Poccuiickoii @enepanuu.
5.6. DIEeKTPOHHBIH JOKYMEHT MMOAMUCHIBACTCS B I€Hb €r0 CO3JIJaHUs, HCTIOJHEHHS WITH YTBEPIKICHHUS
— B 3aBHCHMOCTH OT Ha3Ha4YeHHs JOKYMEHTA M Ha3HAYeHHOH poyiu nMi@a, paboTaromero ¢ HUM, B
CHCTEME 3JIEKTPOHHOIO JOKYMEHT0000poTa.

6. KOHTpOJ’lb HCIIOJIHEHUA H XPAHCHHH 3JICKTPOHHBIX J0KYMECHTOB

6.1. B DJIO ocymecTBisercsi KOHTPOJIb HCIOJHEHHS JOKYMEHTOB MW olecneuuBaercs
MHOTOYPOBHEBBI KOHTPOJIb MCIOJIHEHHS PEe30JIOLMNA pPYKOBOAMTENECH pa3MuHBIX YPOBHEH
ynpasjienusi. Ha KOHTpOJIb MOXKET OBbITh MOCTABJICHO KAaK MCIIOJHEHHE OTICIBHBIX PE30JIIOLHIA, TaK 1
HCIIOJTHEHHME JOKYMEHTA B 1eJIoM. [IpH 3TOM aBTOMaTHYEeCKH OTCIICKHBAIOTCS  CPOKH MCIOTHEHHS,



0c000 BBHIJIETAIOTCS KOHTPOJMUPYEMBIE HOKYMEHTBI M JIOKYMEHTHI C HMCTEKIIMMH CpOKamu
MCIIOJIHEHHSL.
6.2. KOHTpO/Ib MCTIOMHEHHUS IOKYMEHTOB ¥ nopydenuii pykosozcTsa B 9/10 Brioyaer B ceds:

e [I0CTAHOBKY JIOKYMEHTOB Ha KOHTPOJIb;

e BHECEHHE TEKCTa PE30JIIOLHH PYKOBOJIUTEI,

e BHECEHHWE CPOKOB MCIIOJHEHHS JOKYMEHTOB,

e ajpecanyio JOKYMEHTa HCIIOJHUTEISAM B COOTBETCTBUH C PE30JIIOLUAMH;

® IPOBEPKY CBOEBPEMEHHOCTH  JIOBEJICHUS  JIOKYMEHTOB JIO KOHKPETHBIX

HUCIIONHHUTENCH;

® [IpeIBApHTENIBLHYIO IIPOBEPKY M PETYIMPOBAHKE X0/1a HCIIOJIHEHUS,

e BHECEHHE JIaHHBIX O BBINOIHEHHH JIOKYMEHTA;

® [IPOCMOTP JOKYMEHTOB, IO KOTOPbIM CPOKH MCIIOJIHEHHSI IIPOCPOYEHBDI;

® CHSTHE JOKYMEHTOB C KOHTPOJISL;

e [OCTPOEHHE OTHETOB 00 HCIIOTHUTEIBCKOH JUCIHUITIMHE;

e ydyer 1 00001EHHE Pe3yIbTATOB KOHTPOJIS UCIIOJIHEHUS JIOKYMEHTOB.
6.3. JIoKkyMeHT, yCTAHOBICHHBIN HAa KOHTPOJIb, [IOMEYAETCs CIIEIHAIBHON ITOMETKOM.
6.4. VicionHeHue JOKYMEHTA KOHTPOJIHPYETCS ¢ MOMEHTA I[OCTAHOBKM Ha KOHTposb. [Ipu stom
ciyx0a JeONPOU3BOACTBA WM COTPYAHHK, OTBETCTBEHHBIH 32 KOHTPOJIb, UMEIOT BO3MOKHOCTH
TIPOBECTH TIPOBEPKY CBOEBPEMEHHOCTH JIOBECHUS JOKYMEHTA 10 KOHKPETHOIO HCIIOJTHHTEIS.
6.5. B TeueHue CpOKa MCIOIHEHUS JIOKYMEHTA JIOJUKHBI OCYIIECTBIATHCH npeBapuTeIbHbIE
IPOBEPKH ¥ PErYJIMPOBAHUE X014 HCIIOJHEHHSI, Pe3YJIbTAThl KOTOPBIX,  KakK IPaBUIIO, TAKIKE
Guxcupyiorcss B 9MEKTPOHHOM Kaprouke. OTBETCTBEHHOCTH 3a MPABHIILHOCTD IIPE/ICTABICHHOM
HH(OpMALIUKM HECYT UCTIOTHUTEIIH.
6.6. Ecii JOKYMEHT MMeeT KOHKPETHYIO J[aTy HCIIOJHEHUS, YKAa3aHHYIO B TEKCTE, WM JIOKYMEHT
BXOJIUT B NEPEYEHb JOKYMEHTOB C THMOBBIMH CPOKAMH MCIIOJIHEHHS, KOHTPOJIb CTABHTCS Cpa3y IpH
perucTpanuy.
6.7. Bxojsiue JOKYMEHTBI ¢ HHIMBHIYAJIbHBIMH CPOKAMH HCIOJHEHUS CTABATCA Ha KOHTPOIb
[oCJie PACCMOTPEHHSI UX PYKOBOIMTEIEM, KOTOPBIH B CBOEH PE30JIIOLHH OIPEIENseT KOHKPETHBIH
CPOK HCIIOJIHEHHS.
6.8. CHATHE JOKYMEHTa C KOHTPOJS OCYLIECTBISET JOKHOCTHOE JIMIO, YCTAHOBHBIIEE KOHTPOJIb
HIIH 110 €ro IMOPYYeHHIo cyx00i genomponsBoacTa. CHITHE JOKYMEHTA ¢ KOHTPOJIS oGopMIIsieTcs
OTMETKOW 00 MCIOJHEHUH TOKYMEHTA B 3JIEKTPOHHOM KapTOUKe.
6.9. JIOKYMEHT CYMTAeTCs MWCIIOJHEHHBIM M CHUMACTCs € KOHTPOIs mocie (akTHyeckoro
BBIIIOJIHEHHS TOPYYEHHH 10 CYLIECTBY, JOKYMEHTHPOBAHHOTO TOATBEPK/ICHHS HMCIIOJHCHUS |
coo0IeHH sl Pe3yIbTaTOB PYKOBOJICTRY.
6.10.McrioiHeHHBIE ANEKTPOHHBIE JOKYMEHTHI CHCTEMATH3MPYIOTCS B Jiella B COOTBETCTBHH C
HoMeHKIaTypoi aen ydyactHukoB D/10. IIpu cocTaBieHUH HOMEHKIATYPBI JIEJ YKa3bIBAeTCs, UTO
JIE]I0 BEJIeTCS B 3JIEKTPOHHOM BHJIE.
6.11.D5neKTpoHHbIE JOKYMEHTBI NOCIE WX HCIOJHEHHWs nojuiexar xpaHenuio B DJIO B TeueHue
CPOKOB, [IPEAYCMOTPEHHBIX 3aKOHOJATEIBCTBOM JUIS QHAJIOTHYHBIX JOKYMEHTOB Ha OyMajKHBIX
HOCHUTESX.
6.12.Ilocne ucredeHUs: yCTAHOBIIEHHOTO CPOKa XPAHEHHUS 3JIEKTPOHHBIX JJOKYMEHTOB HAa OCHOBAaHUH
aKTa O BBIJICJICHHH WX K YHHYTOXKEHHIO, OQOPMIIEHHOIr0 M YTBEPHKIEHHOTO B YCTAHOBICHHOM
NOpsiJIKe, yYKa3aHHBIE SJIEKTPOHHBIE NOKYMEHThl W HHpopMmaums o HHX, 3apUKCUpOBaHHAS B
JNIEKTPOHHBIX KAPTOYKAX, NOUIEKAT YHUUTOKEHHIO (yaanenuto u3 DJ10).

7. BzaumopeiicTBHe H OTBETCTBEHHOCTH paboTHHkoB B /10



7.1. OrnpaBuTelb 3JEKTPOHHOTO JIOKYMEHTa HECeT OTBETCTBEHHOCTh 3a €ro CojepiKaHue,
PEKBH3HUTBI, AIPECALIHIO, KAYECTBO M KOJTHYECTBO BIOKCHHUH.

7.2. IoaydaTensb 2MEKTPOHHOTO JOKYMEHTa HECET OTBETCTBEHHOCTh 34 HEUCIIOJIHEHHE JOKYMEHTa B
YCTAHOBIIEHHBIM CPOK, HEBHECEHHWE WIIM HECBOCBPEMEHHOE BHECEHHE CBE/ICHMH B DJICKTPOHHYIO
KapTouKy.

7.3. PykoBojMTEIM HECYT NEPCOHATBHYIO OTBETCTBEHHOCTH 3a cobmonenue Ilonoxenus
NOIYUHSIOUIMMHUCS UM PabOTHUKaMH.

7.4. PyKoBogUTEM TIPH YBOJIbHEHHH PabOTHHKOB M O(OpPMIIEHHMH Ha paboTy HOBBIX PabOTHHKOB
obecrieunBaloT yjaieHne/n3mMeHeHne/oGopMIIeHHE y4eTHOH 3amucH pabOTHHKA B TEYCHUE JIBYX
pabo4mX JHEd ¢ JaThl yBOJIbHEHHs pabOTHHKA HIIM PHeMa Ha paboTy HOBOIrO pabOTHHKA.

7.5. Pyxosomutens MBOY mnpoBepsier Haliuuue y YBOJBHSEMBIX PaOOTHHKOB HE3aBEPIICHHBIX
3JIEKTPOHHBIX JIOKYMEHTOB W MPHHHMAeT MEpBI 10 MX HCIOJHEHHIO/3aBEPIICHHIO B TEUEHHE TPeEX
paboumnx JHeit ¢ JaThl yBOJIbHEHUs paDOTHHKOB.

8. Obecneuenne nadopmanHonHoi 6ezonacuoctu B MCI/JI

8.1. MCB/1 — 310 nHpopMaHOHHAs CUCTEMA, B KOTOPO# oOpabarkiBaercs obenocTynHas
uHpopManus ¥ MHGOpMaLHS OrpaHHYEHHOT0 JOCTYIA, HE COJepialias CBEJICHMS, COCTaBIIAIONINE
rocy/1apCTBEHHYIO TAlHY.

8.2. Ilpu ocyliecTBICHHH DIEKTPOHHOrO JIoKymMeHTooGopora B MCDOJ| nomyckaercs obOmen
JIEKTPOHHBIMH JIOKYMEHTaMH, COJEpKaUIMMH OOIIEOCTYNHYI0 HMHMOpPMALHIO H HH(OpMAaIHIO
OrpaHHYEHHOrO JOCTYIa, HE COAEpKaIlyIO CBEACHHS, COCTABJISIOLIME TIOCY/IapCTBEHHYIO TalHy,
JIOCTYT K KOTOPOH OrpaHHYHBACTCS B COOTBETCTBHHU € 3aKoHOAaTenbcTBOM Poccuiickoit ®enepanuy.
O6men wundopmanmeit B MCDJl, moctyn K KOTOpPOH OrpaHHYMBAaeTCs B COOTBETCTBHH C
sakoHoaTenbeTBOM Pocceuiickoit Menepaiiuu, oCyIeCTRISETCS IPH BHITIOJHEHNM UMK TpeOoBaHuit
0 3ammTe Takoid HHGOPMAIMK, YCTAHOBIEHHBIX B OTHOLICHWM HHGMOPMAIMOHHBIX CHCTEM
9JIEKTPOHHOI'0 JIOKYMEHTO000pOTA.

8.3. Hudopmanuonnas Oe3omacHOCTh JOKyMeHTOoOOOpoTa o0ecneduBaeTcs HanpasieHbl Ha
UCKITIOYEHHE:

® HENpPaBOMEPHOTO JIOCTYNA, KONWUPOBaHWS, MPEJAOCTABICHUS WM  PacIpOCTpaHEHUs

uHdpopmanuu (obecneuerus KOHPHIEHIHATLHOCTH HHPOPMAIIHH);

® HENpaBOMEPHOIO YHHYTOXKEHHUS WIH  MOAU(GHIMPOBAHUA HHPOPMALIUU

(oGecrnieueHue 1EIOCTHOCTH HH(POPMALIUH);

e HernpaBoMepHOro OnokupoBanus HHpopMaru (obecnedyeHne JOCTYIHOCTH HHBOPMALIHN).
8.4. Opranu3anvoHHbIE W TEXHHYECKHE MEPHI 3alIUTHl HH(POpMAalMU, peai3yeMble B pamMKax
OCYLIECTBIIEHUS JIEKTPOHHOIO JIOKYMEHTO000pOoTa, 00eCTIeunBaroT:

® WieHTH(UKAIIMIO U ayTEHTUPHKAIMIO CYOBEKTOB JIOCTYNA H 00BEKTOB J0CTYIIA;

® yIpaBlICHHE JOCTYIIOM CyOBEKTOB JJ0CTyIA K 00beKTaM J0CTyna;

® OrpaHHYeHHEe IIPOrpaMMHOM Cpebl;

® 3alIMTYy MAlIMHHBIX HOcUTENeH nudopmaluu; [ perucTpanuio coOObITHH 6€30MacHOCTH;

® AHTUBUPYCHYIO 3allUTY; '

e oOHapyxeHue (Ipel0TBpalleHHE) BTOPKEHHUI;

® KOHTPOJb (AaHATU3) 3ALUIIEHHOCTH UH(POPMAIHH;

e penoctHocTh HHpopMarmonuoit MCDJI u undopmarym;

®  JIOCTYIHOCTb HH(OPMAIIHH;

® 3aIUTY TEXHUYECKHUX CPEJCTB;

e samuty uHGopmauronHod MCD/I, ee cpeiCTB, CHCTEM CBS3H U IIE€PEIayuH JaHHBIX.



9, 3aK/II0YHTEIbHbIE MOJI0KEHUH

9.1. TlonoxeHue SBISETCS JTOKATbHBIM HOPMaTHBHBIM AKTOM, YTBEP)KIaeTcs (BBOIUTCS B ACHCTBHE)
npukasoM pykosoutenst MBOY «lllkosna Nellx.
9.2. Hacrosiiee  NOJOXKEHHWE  NEHCTBHTEIBHO [0  TNPHHSTHS  HOBOM - peJaKiuu



