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IosioskeHe 06 21eKTPOHHOM I0KyMeHToo6opoTe
T'OAVY/IO «Mopckoii nentp kanutana Bapyxuuna H.I'»

1. Obmue MoJa0KEHHHA

1.1. Hacrosinee Tofoxenre 06 3MeKTPOHHOM JOKyMeHToo60poTe (fanee —
Tlonoxenue) paspaboraHo B coorBeTcTBud ¢ DenepalbHBIM 3aKOHOM  OT
29 mexabps 2012 r. N 273-®3 "O6 00pa3oBaHHH B Poccuiickoit ®enepanun’,
®epepanbaeM 3akoHOM "O6 mHpOpManuH, uH(GOPMAIIMOHHBIX TEXHOJIOTHAX U O
samwte naGopmarmy” N 149-03 ot 27.07.2006 roza, GenepaibHbIM 3aKOHOM 'O
nepcoHaNbHbIX JaHHBIX" N 152-®3 ot 27.07.2006 roma, MOJIOXKEHUIMH 4.5 CT.9,
4.6 cr.10 ®enepansHoro 3akoHa oT 06.12.2011 r. Ned(02-®3 «O OyxranTepcKoM
yueten, 11.32 Cranmapra «KoHIENTyalbHbIC OCHOBBI OyXrajaTepckoro ydvera H
OTYETHOCTH OpraHM3al|il ToCyIapCTBEHHOIO CCKTOPa», ITpukaszor Munduna
Poccuu oT 30.03.2015 No52m «O6 yTBepkIoeHHM (OPM IEPBHYHBIX YYCTHBIX
JOKYMEHTOB M PETHCTPOB OyXralTepckoro y4era, MPHMCHIEMBIX opraHaMi
rocyJapCTBEHHON BIACTH (TOCYAapCTBEHHBIMH opraHamu), OpraHamMy MECTHOI'O
CaMOYTIPaBJIEHKs, OpraHaMK YIIPAaBJICHHA IOCYNapCTBEHHBIMU BHEOIOPKETHEIMH
GoHmamMu,  rocyIapCTBEHHBIMH (MyHMIMIIATBHEIME)  YUPEKACHUAMH, U
METOAMYECKHX YKa3zaHWM 10 WX NPUMEHEHHIO» H OT 15.04.2021 Ne6lu «O6
YTBEPKACHUN  YHHQUIHPOBAHHBIX GopM  DIEKTPOHHBIX  JOKYMEHTOB
OyXraJTepckoro ydera, NPUMEHSEMBIX [pH BEACHHH OIOJPKETHOTO Y4YeTa,
OyXraaTepckoro ydera FOCYNAPCTBEHHEIX (MYHULMIATBHEIX) YUPCKACHUH, H
MeToaH4uecKuX YKa3aHui 110 uX GOpMHUPOBAHUIO U ITPHMEHCHHIO.

1.2. HacrosIee MOTOXKEHUE pa3paboTaHo B LEsIX yCTaHOBIIEHUSA eAMHOTO
MOpSKA MBWKEHHs O3JIEKTPOHHBIX JOKYMEHTOB C MOMEHTa MX co3gaHus
(OCTYTINEHHs) O OTMpaBKU (Tepefiaud Ha XpaHeHue), a TaKKe ONTHMH3AIHH
paboThl aIMUHHUCTPATHBHEIX nogpasnenenuii  [OAVJIO «Mopcko# IEHTp
xanutaga Bapyxuna H.I'.» (nanee - yUpEKICHHUE).

1.3. TlosioxeHue ycTaHaBIMBaeT o0Iue TpeGoBaHUs K OpraHu3aliy paboTEI



C JOKyMEHTaMH B YUPEKIEHUHU C UCIIONB30BAHHEM CHCTEMBL,

1.4, JIns macTosimero ITonoXeHus NPHMEHSIOTCA CIIEAYIOMMe TEPMUHBL 1
OTIpeeIICHH:

JJIeKTPOHHBIH J0KyMeHTooGopoT (zajiee — 910) — ocylecTBIeHHEe
JIOKyMEHT0060p0Ta yUPEXIEeHHs C HCIIONb30BAHMEM MNPOTPaMMHO-TCXHATECKIX
CpPEeICTB.

JJIeKTPOHHBIA JOKYMEHT (majiee — D) -— [OKyMEHTHpOBaHHas
pH(OpMAIK, MpEeACTaBICHHAs B JJIEKTPOHHOH dopme, TO ecTh B BHUJE,
IPUTOHOM Il BOCTIDUATHSL 9€JOBEKOM, C WCIOIB30BAHUCM SJICKTPOHHLIX
BLIYHCITUTENBHBIX MallyH, a TaKKe JUTS nepenadu o
HHQOPMAMOHHO-TEIEKOMMYHUKAlMOHHBIM ~ CETSAM MK obpaboTku B
WH(GOPMaLMOHHEIX CHCTEMAX.

®aiiy1 JOKYMEHTa — KOMITBIOTEPHBIH (aii ¢ uH(pOpMaILUEH O JOKYMEHTE —
TeKCTOBOH /WK rpaduueckoil (HaGop PEKBU3UTOB HOKYMEHTA).

PekBH3HT JOKyMeHTa —  OOS3aTeNbHBIA  3JIEMEHT odhopMIIeHHA
odumansHoro AoKkyMeHTa B cucreme J]10.

JaexkrTponHas noamuck (manee — III) — amamor cOOCTBEHHOPYUHOH
TIOATICH paboromarens.  W/unu paboTHUKa, KOTOpas II03BOJISIET
MIeHTHOHIIPOBATH JIUIO, KOTOPOE TIOAIKCAIIO0, KOTOPOE TIOANHICAN0 NOKYMEHT.

CyIecTByeT [pocTas i yCUIeHHas KBaTAQUIMPOBAHHas [I0IIHCE.

YcuneHHas HeKBaJaH(pHIWPOBAHHASA 3JIeKTPOHHAsl MOANHCHL (Hajiee —

HAI) - Bup yewnensodr OII, KoTopas: ToONy4eHa B pe3yJIbTATC
KpuITorpadudeckoro mpeobpasosanus HHOOpMAIMK C HCIONE30BAHUEM KIIOTA
DJIEKTPOHHOM OIMHCH; TO3BOJSET ONpEeNuTh JIMIo, moamucasumee DI

[103BOJISIET OOHAPYXUTH (AaKT BHECEHHsS W3MEHCHHH B D]l mocne MOMEHTa ero
[1OJITMCAHMS; CO3aeTCs ¢ Mcronb3oBanueM cpencts OIL

Veuiiennas — KBaJd(HIMPOBaHHAs  JJIEKTPOHHAsi — MOANHMCHL  —
3TEKTpOHHAs IIOJINCh, KOTOpas COOTBETCTBYET BCEM IpH3HAKAM HOII un
CJIe Iy FOIIMM JIOTIONTHUTENBHBIM TIPU3HAKAM:

- irou npoepku DI ykazaH B KBATH(HUIIIPOBAHHOM cepTHUKATE;

- Jutst co3manus u mpoepku DI ucromssyrores cpenctsa Jll, nMeromue
TOJTBEPXKAEHHE COOTBETCTBHSA TPeOOBaHMAM, yCTAHOBJICHHEIM B denepaabHOM
saxone ot 06.04.2011 Ne63-®3 «O6 371eKTpOHHOM IOIITHCHY.

IoanucanHbli 3IeKTPOHHbIH ToKyMeHT (nasee — [I]T) — 3JIEKTPOHHBIN
JOKYMEHT C TTPHCOeIMHEHHON JIEKTPOHHOK NOANKUCHIO0, KOTOPas OblIa co3qaHa Ha
ocuoBe DJI 1 Kiro4a 3IEKTPOHHOMN MOIIUCH.

Ceprudukar K042 MPOBEPKH 3JIeKTPOHHOH ToANHCH (fanee —
ceprHUKAT) — OIEKTPOHHBIN JTOKYMEHT MIM JOKyMEHT Ha OyMaKHOM
HOCHTENE, BBLIAHHBEIA YIOCTOBEPSIOIIMM IEHTPOM 7160 JOBEPEHHLIM JIUIIOM



YIOCTOBEPAIOIIEr0 ILEHTPa M IOATBEPXKIAOIMA  TPHHAMICKHOCTh  KIFO4a
IIPOBEPKH 3IEKTPOHHON IONINMCH BIANENblly CepTH(HKaTa KIOYa MPOBEPKH
3JIEKTPOHHOM TTOJIHKCH.

HcnoiHATEIb CHCTeMBbI — I0JIB30BaTelb, OTBETCTBEHHBIA 38 HUCIIONHEHHE
JIOKYyMEHTa, IIpoliecca, 3a/1a4H.

CosgaTenb AoKymeHTa (mponecca, 3aAa4H) — nonmoBaréﬂB, CO3HaroIui
3JIEKTPOHHYIO KapTO4Ky JOKYMEHTa, Ipolecca, 3a1a9H.

CoraacoBaTe]b J0KYMeHTa — I10Jb30BaTelb, YYACTBYIOIHMH B IIPOLEIYPe
COTJIAaCOBaHMS JOKYMEHTA.

VTBep:kIaomMil JOKyMEHT — [I0J530BaTelb, YTBEPKIAIONNN TOKYMEHT.

KonTpoJep Hcno/iHeHHs JOKYMEHTa, Mpolecca, 3aJa4d — II0Ib30BaTeIIb,
KOHTPOJUPYIOLIHH HCIIONHEHNE TOKYMEHTa, IIPOLeCCa, 3a1a4H.

CoriacoBaHne — NPOIEAYPa MOCIIEI0BATebHO-TIAPAIIEBHOM IPYyIIIOBOM
paboThl TONb30BaTeNed Haj JOKYMEHTOM, B IIPOLECCe KOTOPOH IMONMb30BATENH
COTJIACYIOT JOKYMEHT MM OTKa3bIBAIOT B €r'0 COrTIaCOBAHHH.

VTBep:kaeHHe — Tpoleaypa OGMIHaIbHOTO O0X0OpeHHs HOKYMEHTa
MOJIb30BaTENIEM, HMEIOIITUM TaKHe ITOJTHOMOYHS.
KoHTpoJib HCHOJHeHHs [JOKYMEHTOB — COBOKYITHOCTBH IeHCTBUH,

06ecIIeYUBaIOIINX CBOEBPEMEHHOE UCIIOJHEHME JOKYMEHTa JIMIaMH, UMEIOIUMH
TaK#e MOJTHOMOYHSL.

Cpoxk HCIOJTHEHHS NOKYMEHTa —  CpOK,  YCTaHOBJICHHBIH
HOPMAaTHUBHO-IIPABOBEIMH 157078151 JIOKAITbHBIMHU aKTaMH,
OpraHU3allMOHHO-PACTIOPAUTELHBIMI  TOKYMEHTaMH WX pe30MoLHeH
JMPEKTOpa H/HUIHU JIHUIOM, HMEIOIIHM TTOTTHOMOYHMA.

PoJib — CTAaHIAPTHBIE PEKUMBI JOCTYTIa K QYHKIIMOHAILY CHCTEMEI 210 nmns
OIpe/Ie/IeHusI TPYIIIT 10IB30BaTENEH.

1.5. DNeKTPOHHBIH TOKYMEHTO000POT B YUPEKICHHH BKIFOIACT B cebs:

- (hOpMHPOBAHKE INEKTPOHHBIX TOKYMEHTOB,;

- OTIIPABKY W NTOTy4YeHHE dJIEKTPOHHBIX JOKYMEHTOB;

- IPOBEPKY 3IEKTPOHHBIX JOKYMEHTOB;

- YUET 3JeKTPOHHBIX JOKYMEHTOB;

- XpaHeH#e 3JeKTPOHHBIX TOKYMEHTOB.

1.6. OpraHmzaius SJIEKTPOHHOTO JIOKyMEHTOO0OpOTa B yIPEeXKACHHH
OCHOBBIBAETCS Ha CIIeIyIOLUX IPUHIIUIIAX!

- LeHTpaiM3alys OIepaluii Mo TMpueMy U OTHPaBKE 3SICKTPOHHBIX
JIOKYMEHTOB,;

- pacrmpejiefieHHe SNEKTPOHHBIX TOKYMEHTOB Ha IOKYMEHTOIOTOKH,
MIMEIOIHe OTAHAKOBEIH MapIIpyT (Maplupy TH3aIMs TOKYMEHTOB);

- opraHM3allisi  NPEIBAPUTENBHOTO  PAcCCMOTPEHMS  MOCTYIAOLIMX



SJIEKTPOHHEIX JJOKYMEHTOB;

- OHOKPaTHOCTh PErUCTPALIMH 3IEKTPOHHBIX JOKYMEHTOB;

- YCTpaHeHHe HeoOOCHOBAaHHBIX COIJIACOBAHMIE [IPOEKTOB 3JIEKTPOHHBIX
IOKYMEHTOB;

- PEMIaMEHTalMs onepanuii mo o6paboTke, PacCMOTPEHHIO U COIIACOBAHMIO
3JIEKTPOHHEBIX TOKYMEHTOR;

- obecriedeHHe  TeXHOIOrHYECKOil BO3MOXXHOCTH  HCIOJIE30BAHHA
SJICKTPOHHOI0 NOKYMEHT0000POTA [ pabOTHHKOB | paboronarens;

-  TIPHMCHCHHE  YYAaCTHHKAMHM  9JIEKTPOHHOTIO JAOKYMeHT0060poTa
COBMCCTMMBIX  TEXHONOrHH,  opMaToB, IpPOTOKOMOB HH(OPMAIIHOHHOTO
B32MMOIEHCTBHA U YHUDHIIUPOBAHHBIX IPOTPaMMHO-TEXHUYECKHX CPEJICTB;

- 'IP4BOMEDHOC  UCTIONB30BaHHE IPOrPAMMHOIO  OBeCIEYeHHS
CePTH(OUITMPOBAHHEBIX NPOTPAMMHO-TEXHHIECKAX  CPEACTB  YYaCTHHKAMH
SJICKTPOHHOIO JOKYMEHTO0G0pOTA;

- o0ecIeyeHne IeNIOCTHOCTH liepeniaBaeMol uHopManuwy;

- MUHUMHU3AIASL U3NEPKEK, B TOM 4HClle (DHHAHCOBEIX H BPEMEHHBIX, TIPU
OCYILECTBIEHUH HH(POPMAIMOHHOr0 B3aMMO/IEHCTBUS Y4acTHUKaMH
SIIEKTPOHHOTO IOKYMEHTO060pOTA;

- obecriedeHne  KOH(bUIEHIHAILHOCTH IepeNaY W  IOJydYeHHUS
HH(pOpPMaLIHY,

1.7. locTaBka ® oTmpaska SJICKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS
TOCPEACTBOM UCIIOIBE30BAHMS SIIEKTPOHHOMN MTOYTEL

1.8. B wmemsx opranmsammm SJICKTPOHHOIO  TOKyMEHTO000poTa C
KOHTpareHTamu (IIOCTABIIMKAMH, MOAPSTIHKAMI, TIOKyTIaTeNIIMH, 3aKa3UMKaMHu |
JIp.) UCTIONB3YETCs POrPAMMHBIH KOMILICKC 1C, cepsuc 1C-2]10, oneparop AO
«Kamyra Actpany.

1.9. B nensx opranmsarnmu SJIEKTPOHHOIO JIOKYMEHTO060pOTa ¢ OpraHamu
Bactd HoBropojckoit o6mactu MCIOJIB3YeTCST POTPaMMHEIE Komrteke CDJI
«emoy.

1.10. B nensx opranuzamun BHYTPEHHETO I0OKyMeHT0060poTa Vupex eHus
AT Lenelt OyXraaTepekoro ydyera HCIIOJIB3YETCS NPOrpaMMHEIH komimieke 1C.

1.11. Hacrosimee monoxenne o6s3aremsno UL WCIIOJIHEHHS BCEMH
paboTHUKaMU yupexneHus.

2. Perucrpauus u nopsigok PaboThI M0/Ib30BaTe/ el B cHCTeMe 210

2.1. Jlns mony4enus focTyma k cucTeme COTPYIHHK 00s3aH:
2.1.1. TlpexoctaBuTh naHHbe M1 PETHUCTPAIUHU MOTB30BATENS

— damunus, ums, OTYECTBO;



— HOMep MOOUIIEHOTO Tened)oHa;

— aJIpec 3JIEKTPOHHOM IIOYTEI,

2.1.2. Tlepenats ykasaHHble naHHEBIE COTpYNHHKaM OyXraaTepuw Iist
COITTacOBaHHA TOCTYTIA MOJIB30BATENIO B CHCTEME C JAUPEKTOPOM YUPEXKICHHUS.

B cmyuae  paspemenus AMPEKTOPOM  TPENOCTABNEGHHSI  JOCTYIIA
II0JIB30BATENI0, PETHCTPALHMS I10JB30BATES OCYIIECTBJIACTCS IyTeM OTIPABKH
3asgBkd B PITMC BKY,

B cmyuae ortkasa mupextopom B IIPEIOCTABICHUH NOCTYTA, COTPYAHHK
yBEOOMIIAETCs 00 3TOM B TeyeHue | (omHOro) pabouero mus.

2.2. C moMeHTa Hayana paboTkl B crcTeMe [I0/1b30BaTEIb 0053aH 3aX0OMUTE B
IPOTpamMMy C LENBbI0 TPOBEPKH HATHYHS AOKYMEHTOB (3aad, IPOLECCOB),
MPUHATHA WX K HCIOJHEHHIO, CO3MAaHWS COGCTBEHHEIX JAOKYMEHTOB (3azau,
IIPOIIECCOB) B CHCTEME:

COTPY AHUKH OyXrajaTepun - CKEJHEBHO

BEIyLUMH CIICIUAIMCT [0 KAIpaM -  eKeTHEBHO

3aBENYIOILUHN CKIaI0M - ©XKEITHEBHO

OCTaJIbHEIE COTPY IHUKH - [0 MEpe HEoOXOMUMOCTH, B T.4. IO
TpebOoBaHMIO

B ciywae orcyrcTBHS BO3MONHOCTH BXxoma B cucreMy 3J10 Ha pabouem
MECTe, NOCTYH OCYIUECTBIACTCS depes KOMIBIOTEPBI ~ OyXraaTepud WIiu
3aBE/YIOLIEro CKJIaZOM.

3. ®opmupoOBaHue H OPAIOK OTIPAaBKH 3/JIeKTPOHHBIX JOKYMEHTOB

3.1. DopmupoBaHue BIEKTPOHHEIX JOKYMEHTOB YUYpEeXKIEeHHUS
OCYILIECTBJISIETCS:

Hist ueneit Gyxrantepckoro ydeTa — B IporpaMMHoOM Komiuiekce 1C, B
OCTalBHEIX CITy4asX — B CBOGOIHOW (opme ¢ cobmosieHneM TpeGoBanmit
3aKOHOJAaTEILCTRA.

3.2. DNeKTpOHHBIE OKYMEHTHI YUPCKIEHHUsT NOJKHBI COOTBETCTBOBATH
CIEOYIOIIHUM TPeOOBAHUSIM:

OJIEKTPOHHBIN JOKyMEHT COACPIKHT CIIEIYIOIIHE PA3/IEIIb:

— HaWMEHOBAaHHWE JOKYMEHTa,

— JlaTa JOKYMEHTa,

— HaHMEHOBAaHHE YUPEIKICHHS,

—— COZepKaHHE NOKYMEHTa W/UIH (haKTa XO3SHCTBEHHOM JKHA3HY;

— BCJIMYMHA HATypalbHOTO W/MJIH  JIE€HEXHOIO U3MepeHust Qakra



XO3SHCTBEHHOH KHM3HH C yKazaHHeM CIMHAL M3MEepeHHS (NIPUMEHUMO IS
Oyxrantepckux JIOKYMEHTOB);

—— HaMMCHOBaHHE [OJDKHOCTH JIHITa/IIHII, COBEPIIMBIIIEr0/COBEPIIMBIIHX
CACTIKY, ONEpalyio W OTBETCTBEHHOIO/OTBETCTBEHHEIX 33 ee obopmiienne, mu6o
HanMCHOBaHWE  NOJDKHOCTH  JIMIA/ITHII, OTBETCTBEHHOI'O/OTBETCTBEHHEIX 33
OpOPMIECHHE  CBEPIIMBLIErOCS  COGLITHS (IpuMenmMoO  Jis Oyxramxrepckux
JIOKYMEHTOB);

— TIONIMCH IIHL, COBEPIIMBIIMX CHENKY, C yKa3aHWeM HX Gamumii u
MHULUATOB 60 MHBIX PEeKBUIUTOB, HEOBXOTHMEIX AN MOEHTUDUKAIUKA 3THX
UL (IPUMEHHMO 1S Oyxranrepckux JOKYMEHTOB).

3.3. Cdopmupopannbie SJICKTPOHHBIC NOKYMEHTBI MMEIOT IOPHUANIECKYHO
CHIy W HX HeHaJJIexallee o(popMIICHHE Bieder OPENYyCMOTPEHHBIE I JIaHHBIX
HMOKYMEHTOB IPaBOBEIE I1OCTE[CTBHSL.

3.4.  CdopmupoBanusrit SJICKTPOHHBIH ~ [OKYMEHT  IPeHOCTaBISETCS
OTBETCTBEHHOMY 3a paboTy ¢ 3JEKTPOHHOMN MOYTOl B SJIEKTPOHHOM B OyMakKHOM
BU/JIE.

3.5. Ilepen ortmpaBkoit SMCKTPOHHEIC JIOKYMEHThI MOJUISKAT MPOBEpKe Ha
HATMYHE BHPYCOB, DErHCTPHPYIOTCS B IKypHaie PETUCTpallud  HCXOMSIINX
SJIEKTPOHHBIX JOKYMEHTOR.

KypHan yuera wucxomsmmx SJICKTPOHHBIX ~ JOKYMEHTOB  COMEPIKHT
CIIeyIoIye TaHHbIE;

- IIOPSIKOBLIN HOMep;

- MCXOLAIMH HOMEP 3/IeKTPOHHOTO OKYMEHTa;

- lata OTIPAaBKM NEKTPOHHOIO JIOKYMEHTA;

- HAMMCHOBaHHE 3JIEKTPOHHOTO JOKYMEHTA, €r0 HCXO A HOMeED H JaTa;

- CBEJICHI O JIMILE, HANPABUBLIEM SJTEKTPOHHBIH JOKYMEHT;

- CTaTyc, Jata I[OJTyYeHHs] 3NIEKTPOHHOTO JOKYMEHTa azpecarom;

- DOJLKHOCTE, @, WM. O, ucnonmauTens,

3.7. XKypHan ydera wucxomsmux SNEKTPOHHBIX JIOKYMEHTOB BeETCS
3JICKTPOHHOM HOCHUTele B hopMaTe excel.

3.8. XKypman perucrpauun IIPUKa30B II0 OCHOBHOW JeATENBbHOCTH W
TATHOMY COCTaBY BEI€TCsI B JIEKTPOHHOM (hopMare.

3.9. Cdopmupoparnuse u [IPOBCPCHHBIC  3NIEKTPOHHBIC  JTOKYMEHTEI
OTHPABJIAIOTCS B CPoK 1 pabouero mus.

4. Ilpuem u 0o6paborka JIEKTPOHHBIX JOKYMEHTOB

4.1. Tlpuem u o6paborky HOCTYNAIOIUX B YYPEXIAECHHE SIEKTPOHHBIX




MOKYMEHTOB  OCYIUECTBIAIOT  CEKpETaph PYKOBOJIUTENS/aIMUHHUCTPATHBHBIH
CEKpETapb — NN JOKYMEHTOB, MOCTYHAOIIHX 10 SNIEKTPOHHOM Toute u CIJ]
«[lenoy, v riaBHeIH Gyxrantep — s JOKYMEHTOB, Ioctynarmux mo 1C.

4.2. TlpueMy u o06paboTke mOmIEKAT CIIEAYIOIIHE IIOCTYHAIOI[HE B
YUIPEKIACHUE 3JIEKTPOHHEIE JOKYMEHTEL:

— DJICKTPOHHBIN MTHUCEMa;

— HAOKYMEHTBI JUI1 Lened OyXrantepckoro ydera: JAOrOBOPBI, CUETa, aKTh,
TOBapHBIE HaK/Ia/IHbIe, YHUBEPCATIBHO-TIEPEATOYHbIE JOKYMEHTH p.;

— AOKYMEHTEHI OpraHOB TIOCYJapCTBEHHOH BIIACTH, OPraHOB MECTHOIO
CaMOyIIpaBlIeHHS;

— JIOKYMEHTLI FOCY IapCTBEHHbIX M HETOCYIapCTBEHHBIX OPTraHH3AIIHiL,

— obpalleHus rpaxaas:;

— HPOHHE NOKYMEHTBI, IIOCTYTIAIONIHE B yUPEXKIEHHE.,

4.3. Tloctynmatomme B yupexmeHue STIEKTPOHHEIE JOKYMEHTBLI JOJIKHEI
COOTBETCTBOBATH CIIEAYIOIINM TPEOOBAHUAM:

ONEKTPOHHBIN TOKYMEHT CONEPIKUT CJIEIyIOII[Me pa3/Ielib:

— HaWMEHOBAaHHE JOKYMEHTA,

— JlaTa JOKyMEeHTa;

— HAHUMEHOBAaHUE YUPEKIECHHUS,

—— COJCpXaHHE NOKYMEHTa WK (paKTa XO3sHCTBEHHOM KU3HM;

—— BCJMYMHA  HATypajbHOrO W/WIH  JIGHEXHOTO U3MEpeHHs (akra
XO3SHCTBCHHONW JKM3HH C YyKa3aHHEM eHHHII U3MEepeHHd (NPUMEHHMO IJisi
OyXranTepckux IOKyMeHTOB);

— HAaHMCHOBAHME [O/DKHOCTH JIHUA/JHL, COBEPIIHMBINET0/COBEPIIMBIINX
CHCIKY, ONCPALHMIO 1 OTBETCTBEHHOIO/OTBETCTBEHHBIX 3a ee 0OpMIIEHHUE, JTHBO
HaUMCHOBAHHC MOJDKHOCTH  JIMIA/NHUL, OTBETCTBEHHOIO/OTBETCTBEHHLIX 33
O(QOpMIIeHHEe  CBEpIIMBIIETOCS  COOBITHS (mpuMeHEMO  mis  GyXramTepcKux
JOKYMEHTOB);

—— MOMNINCH JIHI, COBEPINMBUIMX CHEJIKY, C YKa3aHHeM HX (QaMWIdi u
VHULMAIIOB JTHOO MHBEIX PEKBU3HWTOB, HEOOXOMMMBIX IS UIEHTHQHUKALMHA 3THX
UL (IPUMEHUMO IIst 6y XTaITepCKuX JIOKYMEHTOB).

4.4. DNeKTPOHHBIE MOKYMEHTHI CUHTAIOTCS IIOJIYYCHHBIMHU YUPEKIECHUEM B
clydae HMX TocTymneHus B cucteMy OJIO M perucTpanmm B KypHae
ITOCTYIIAIOIINX JOKYMEHTOB.

4.5. DNeKTPOHHEIE JOKYyMEHTHI, IIOCTYIIUBIINE B pabodee BpeMs, ITPOXOIST
NEePBHYHYIO 00paboTKy U MepearOTCs Ha PerHCTPaLMio B IEHb HOCTYTITICHHS, TIPH
NOCTYIUIEHUH B Hepaboyee BpeMs - Ha CleIyonIHi paboymii 1eHs.

4.6. Ilepsrunas 06paboTka 37IeKTPOHHEIX MOKYMEHTOB BKJIFOUAeT B ceOs:



—  TPOBEPKY HPaBUILHOCTH OpOPMIICHHS TOKYMEHTOB;

—  TPOBEPKY COOTBETCTBHs HOKYMEHTOB (DaKTaM XO3SHCTBEHHOMN KH3HM
YYPEKICHUS;

~——  PCruCTpanuIO NOCTYNHUBIIHX JOKYMEHTOB.

4.7. O6paboTka 3MeKTPOHHEIX AOKYMEHTOB U Ilepefada WX HCITOJIHHUTENSM
AOIDKHA - OCYINECTBIIATECS B KpaTyalllllie CPOKH B JICHb HX TIOCTYIVIGHUs B
YUpEeXKICHHUE.

4.8. Tloctymupmme B YAIPEXICHHH 3JICKTPOHHBIE TOKYMEHTHI IIOJIECHKAT
PETHCTpallud B KypHajle yd4eTa BXOIALIUX SJIEKTPOHHBIX  JTOKYMEHTOR,
COIEpAKAIIIEM CIIEYIOIIHE JaHHEIE:

- IOPAIKOBEINA HOMep;

- BXOJIAIILIMI HOMEP 3I€KTPOHHOTO JIOKyMEHTa;

- /laTa TOJTYYEHHA JNEKTPOHHOI'O JOKYMEHTA;

- HAaHMCHOBAHHE 3JIEKTPOHHOIO JOKYMEHTA, €TI0 HCXOISIITHI HOMEp U JaTa;

- CBCMICHHA O JIHLE, HATIPABHUBILEM 3I€KTPOHHEIH JOKYMEHT;

- CTatyc, 1ata HCTIONHEHHUS 3IEKTPOHHOTO TOKYMEHTa;

- nomxHOCTh, @. K. O. ucnonnures.

4.9. XKypHan yuera BXomSIIHX OJICKTPOHHBIX JIOKYMEHTOB BeIeTCs Ha
SJIEKTPOHHOM HOCHTeNe B hopmare excel,

4.10. Perucrpanuonusit HOMED CIIYXHUT 11 UACHTUDHKALMH 3JIEKTPOHHOTO
AOKYMEHTa, XpaHEHHS U MTOCIEAYIOIEro TOUCKA.

4.11.  Ilocrynusrme SJICKTPOHHBIE ~ OKYMEHTBI  II€PENAlOTCS  Ha
PacCMOTPEHHE PYKOBOMUTENIO yIPEKISHNUS B 3aBHCHMOCTH OT MX HA3HAYCHMS U
COZIEpIKaHu.

4.12.  3aperucTpupoBaHHbIe SJICKTPOHHBIC ~ HOKYMEHTEHI, Tpelyromime
0053aTENBHOr0 pacCMOTpeHwUs! PYKOBOZLHUTENEM, MEPENAOTCS Ha pPaccMOTpPEHHE
pyKkoBonuTemo. PaccMOTpeHHBIE pyKOBOMTENEM SJIEKTPOHHEIE  JTOKYMEHTEI
BOSBPAILAIOTCA C COOTBETCTBYIOLIEH PE3OIIOLKEll U IepeqatoTcs B CTPYKTYPHOE
MONpa3NIeNICHHE N/ UCTIOMHEH S MIIH IIOMEIIAIOTCS B 1e710.

4.13. 3apeructpupoBaHHEIE SJICKTPOHHBIC JOKYMEHTEI, He Tpelyormue
00513aTeBHOI0 PaccMOTPEHHS PYKOBOIHUTEJICM, HAIPABISIOTCS HEIOCPECTBEHHO
B CTPYKTYPHOE NOpa3ieicHue.

4.14. K areKkTpoHHEIM AOKyMCHTaM, HE TOIJIEXAallUM perucTpaliy,
OTHOCATCA NOKYMEHTBI, He TpeOyrollue WCIIONHEHHS U He coJepxariue
UHpOpMaIUY, UCIIOIB3yeMO B CIPaBOYHBIX  IEJIAX, HarpuMep:
TIPHTTIACUTENIBHBIC, TI03/IpaBUTEIIbHbIE MTIChMA, TENerPaMMBL, GHIeTSI, IIPOrpaMMEI
CEMUHAPOB, KOH(EPEHUUH, CHMIO3MYMOB M Ip. MOZOGHbIX MEPOIIPUSITHH,
PCKIIAMHBIE TOKYMEHTEI, KOMMEPYECKHUE IPEATIOKEHH)S!, IE9aTHbIC W3 IaHM,



4. O6ecnevenne undopmanmonnoii 0e30macHOCTH 31eKTPOHHBIX
JAOKYMEHTOB

41. B memix coxpamenus KOH(DUACHIIHATbHOCTH uH(OpMaLuH,
Comepikaleiics B mepenaBaeMbIX U Oy 9aeMbIX yUPeIKIECHUEM 3JIEKTPOHHBIX
AOKYMEHTax, a TakKe OOECIIeYeHHS IIeJOCTHOCTH nepenasaeMol HHGOpMaIun
obpasoBaTeNbHas yupeKIcHHe OpraHU3al[IOHHBIE MEPE:

—  OTpEIeNeHHe epedHs HH(YOPMALIHH, COCTABIIAIONIEH KOMMEDPYECKYIO
TalHy;

— OIPaHMYeHHE 0CTyIIa K HH(OPMALIHH, COCTaBISOMIeit KOMMEPYECKYIO
TaiHy, IIyTeM YCTaHOBNEHUS OPSIKA obpaienus ¢ 9Toii uHbopMalmeis u
KOHTPOII 32 COOMIOIEHUEM TaKOTO TIOPSIIKa;

— YHCT JIHLL, IOMy4MBIIMX JOCTYTI K HH(GOPMALMH, COCTABIISIOMEH
KOMMEPYECKYIO TafiHy, ¥ (HMJIH) JIUL, KOTOPEIM TaKas HH(OpManus 6pl1a
[IPEI0CTaBIIEHa UITH TIepe laHa,;

— PeryIHupOBaHHEe OTHOUIEHHH 110 MCIIOJIb30BAHMEO HH(pOpManuy,
COCTABIIIOMIEH KOMMEPYECKYIO TaifHy, pabOTHHKAMY Ha OCHOBAHIH TPYHAOBBIX
AIOTOBOPOB M KOHTPareHTaMH Ha OCHOBAHUU T'PaKIAHCKO-IIPABOBBIX IOTOBOPOB;

— HaHECCHHE Ha MaTepHalbHbIe HOCHTEIH, CONEPIKALIHE HH(pOpMaIIHIO,
COCTABJIAIOLTYI0 KOMMEPYECKYIO TaifHy, MITH BKIFOYECHHE B COCTAR PEKBHU3HTOB
AOKYMEHTOB, COIEPXAIINX TaKyI0 HH(OPMALIHUIO, rpuda "Kommepueckas Taitaa" ¢
yKasaHueM obianatens Takod uHGopManuu (A7 FOPUHUECKHX JIHIT - TTOTHOE
HaMMEHOBAHHE 1 MECTO HAXOXKAEHUS, JULS HHMBH/LY AJIbHbIX NpeanprHUMATeseH -
(ammms, UM, oTUeCTBO TPaX/IaHUHA, ABILIOMIETOCS HHIWBHU Iy allbHBIM
MPEANPUHUMATEIIEM, U MECTO XKHUTETbCTRA).

5. Cpokn ucnonHenus, PacCMOTpeHUsl, yTBEpPKACHHS U MOAIHCAHHSA
AOKYMEHTOB, IPOLIECCOB, 32124 B CHCTEMe

5.1. Bce mponecchl cHcTeMbI MOTYT HMMETh OIPaHHYECHHE II0 CPOKaM
HCIIOJIHEHHUS,

5.2. B uemix cragpmaprmsaumm u YOPOIIEHHS pPaboTEl B cucTeMe
TTOJIB30BATC/IN PyKOBOACTBYIOTCS CCIYIOLIAME CPOKAM HCIIONHEHUS:

Ilpouecc | Cpoxk uenotnenus T

CornacoBanue ‘ 2 pabouux qHs '




Paccmorpenue 2 pabounx mHA

Hcnonuenue 3aBHCHT OT CIOKHOCTM 3aJaud M BHELIHHX
(akTopoB. COrIacoBBIBaeTCS C PYKOBOIUTETEM
MIOPa3/eICH s U/HIIH IUPEKTOPOM YUpexIeHuHs

YTBepxnenune/mogmucanue | 1 pabounii neHp

OsHakomienne 3 pabouux mgHs
Perucrpanus 1 pabouwnii nens
[Ipurnamenue He nosnnee ommoro paGouero mast no coGsitus, Ha

KOTOpPOE CO31aeTCsl IIPoLIECC [IpHUTTalIeHHS

Komnnekcusit npomnece 34aBUCHT OT CIOXHOCTH TIPOIleCCa M BHENIHHX
akropos. CoOITacoBEIBaETCA C PYKOBOIUTEIEM
0Jpa3/IeJICHHs H/UIIH TUPEKTOPOM YUPEKICHHUS

5.3. B ciyyae ecim CpoK HCTONHEHMS IIPOLECCOB, YCTaHOBJICHHBIH
[I0JIb30BATENIEM, HE MOKET ObITh cobmozeH McrnonHuTteneM Mo HpuYuHAaM, He
3aBHCALMM OT McrmonHuTens, Takoi mpouece (IOKyMeHT, 3ajada), mofaercs Ha
M3MEHEHHE CcpokoB Cosnaremo Tporecca ¢ KOMMEHTAPHSIMH U OOBACHEHHSIME
TPUIHHE] HEBO3MOXHOCTH COOJIIOIEHHS CPOKOB.

5.4. Bce npomuecchl, IMEIOLIHe CPOK MCIIONHEHNS, TOJKHEL GBITH 3aBEpIIEeHBI
10 €ro UCTEUEHH.

6. Opranusauusi BHyTpeHHero 31eKTPOHHOIO JAOKYMeHT006opoTa AJ1s
HeJiel OyxXraJaTepcKoro y4era

6.1.  Ilepsuunble  (CBOmHBIE)  ydYeTHEIE AOKYMEHTBI,  PETHCTPHI
OyXrajTepckoro ydera COCTAaBIAIOTCA Ha GYMaKHOM HOCHTENE W (um) B BHIE
SJICKTPOHHOI0 NOKYMEHTa, MOANHCAHHOTO 3JIEKTPOHHON ITOITHCEIO.

6.2.  Ilepsuunsle  (CBOAHBIE)  ydYeTHBIE OOKYMEHTBI,  PETUCTPHI
OyXTanTepckoro yd4era COCTaBISIOTCS IO YHHQHIHUPOBAHHBIM  (hopMaM
JOKYMEHTOB, yTBEPKIEHHBIM:

a) nprkasom Murduna Poccuu ot 30.03.2015 NoS2x;

0) npukazom Munduna Poccuu ot 15.04.2021 Ne61u B pelakluy MpuKas3a
Mun¢una Poccun ot 30.09.2021 roma Nel42m;

B) npukazoM Munduna Poccun ot 15.04.2021 Ne6lH B penaKkiuy mpuKasza
Munduna Poccnn ot 28.06.2022 Nel00w:;

r) nprkazoM Muraduna Poccun ot 15.04.2021 Ne61 B pelakuy MpuKasza
Munduna Poccun ot 07.11.2022 Nel57s5.

6.3. YuudunuposanHsie GOPMBI TOKYMEHTOB IIPUMEHSIOTCS B YUPEXKIEHUH
¢ 01.01.2024 roma (wiu o Mepe TeXHHYECKOH BO3MOXHOCTH).



6.4. Jlo HaCTyIUIEHMS OpraHH3aIMOHHO-TeXHHYECKOM BO3MOXHOCTH H
TEXHOJIOTMYECKOH T'OTOBHOCTH HH(OPMALHOHHOM CHCTEMEI, obecreyuBaroleit
BEICHHE OyXraaTepckoro yuera B YUPEXICHUH  (CHELHATH3HPOBAHHOTO
fporpaMmHoro mpoaykta 1C: Byxranrepus rocynapcrsentoro YUPEKICHHUS),
(QOPMHUPOBAHHS  HITEKTPOHHBIX MOKYMEHTOB, OCYILECTBIISETCS (OPMHUPOBAHHE
JAOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

6.5. B Oyxranrepmo mnepenarorcs OPHTUHAJIBI TIEPBUYHBIX (CBOIHBIX)
YUCTHBIX IOKYMCHTOB, COOPMUPOBAHHEIX Ha 6YMaXHOM HOCHTEJIE,

ONEKTPOHHBIE KONMH JOKYMEHTOB O IIPUEMKE, COCTaBJIEHHBIX B
SJIEKTPOHHOU (popMe, HANpPaBIAIOTCH B OyXTanTepuro ¥ XpaHATCS Ha CHEMHOM
DJICKTPOHHOM HOCHTEIIE.

6.6. Ilpy Hamuumy cucTeMsl SJICKTPOHHOTO JNOKyMEHTO000pOTa MEXIY
COTPYyAHMKAMH YUpEKIEHHS, B TOM WYHCIe 0PH HANMYHH TEXHIUIECKON
BOSMOYHOCTH OCYINECTBIATE SIEKTPOHHBIH JOKYMEHTOOGOPOT ¢ COTPYIHHKAMH
YUpexkIeHHUs: ¢ UCIONB30BaHHEM MH(OPMAIHOHHON CHCTEMEI, 0GeceynBaoneil
BelleHHe OyXTralTepcKoro yuera B Yupexnenuu (CO]I), coTpynHuKH Yuapexnenus
(OTBETCTBEHHBIE JMIA) BIpaBe IPENOCTaBIATE B bByXrantepuro ckaH-KOTHH
NEPBUYHBIX (CBOJHEIX) YYETHBIX JOKYMEHTOB, COJIEpKaIUX COOCTBEHHOPYYHEIE
TIOAIHCH (CHOPMHUPOBAHHEIX HA 6YMAKHOM HOCHTeIIe).

CxaH-komus [IEPBUYHOIO (cBOmHOTO) Y4ETHOTO JNIOKyMEHTAa,
chopmMHpOBaHHOTO Ha GyMa)HOM HOCHUTeIe, penocTasidgerca B byxranrepuio B
CllyHae OTCYTCTBHUS BO3MOXHOCTH JIMIIOM, OTBETCTBEHHBIM 3a GopmupoBanre u
(MmH) TpenocTaBlEHHE JOKYMEHTa Ha OyMa)KHOM HOCHTeJle, CBOEBPEMEHHO
I€penaTe OpUrHHal (MOATHHHIK) JOKYMEHTA B Byxranrepuro.

OTBETCTBEHHOCTh 32 COOTBETCTBHE CKAH-KOIHH NOJUTMHHUKY JTOKYMEHTA
BO3JIaracTCs Ha JIMLO, OTBETCTBEHHOE 3a O(GOPMIIEHHE YKa3aHHBIM IOKYMEHTOM
(axTa x03gHCTBEHHOI XU3HU U (unm) 3a hopmuposanue u (mn) repeayy Takou
CKaH-KOmMM. Ilepefada  CKaH-KONMH — IepPBHYHOrO YYETHOIO  JIOKYMEHTa
OCYMICCTBISICTCS IPH  YCIOBHM €€ IOANHCAHHUSN [OJKHOCTHBIM JIULIOM,
OTBETCTBEHHBIM 32 COOTBETCTBHME TAKOH CKAH-KOIIMH MOMTHHHHKY JIOKYMEHTa,
KBaTH(QUIHEPOBAHHOMN 37I€KTPOHHOMN MOAMHCHIO (OLIT). |

6.7. IlpenocTraBienne cKaH-KOITHH HEe 0CBOGOXKIAET OTBETCTBEHHEIX JUI] OT
O0s3aHHOCTH TPENOCTABUTh B ByXranrepuio OPHUTHHAJI MEPBUYHOTO (CBOIHOIO)
YHETHOIO JOKyMeHTa, CHOPMHPOBAHHOTO HA GyMaKHOM HOCHTENIe, B TEeUEHHE
TpeX paboymx JiHel ¢ MOMEHTA NPeIOCTABIEH S CKAH-KOIHH TAKOL0 JIOKyMEHTA.

_ B cmyuae mapymenms ykasamHOro cpoka ULy, TPEeIOCTaBHBLIEMY
CKaH-KOmMIO,  Hanpapusercs — TpeGosamue  ImaBHoro  Gyxramrepa o
IPEJIOCTABIEHUH OPUTHHANA JOKYMEHTA.

6.8. IlpenocraBnenwe B Byxranrepmio WHBIX JOKYMEHTOB (CBEINECHHH),



HEOOXOMMBIX JUlsl BENCHHS GyXTalTepCKOro y4eTa U OpMHPOBAHHS OTYETHOCTH,
TaKKE BO3MOXKHO IyTEM IepeJadd CKaH-KOMUU NoKyMmeHTa B COJI mpu ycaoBuu
€€ IOJANHCAHU NOJKHOCTHBIM JIMI[OM, OTBETCTBEHHBIM 34 COOTBETCTBHE TaKOi
CKaH-KOIIMM  MO/UTMHHMKY  JOKYMEHTa, KBaJM(QUIMPOBAHHOM 3JIEKTPOHHOM
nozanuceo (OLIIT).

6.9. B dopme 31eKTPOHHBIX JOKYMEHTOB, MOIMHCAHHBIX 3JIEKTPOHHOR
TIOJIIUCEI0, TIPUHUMAIOTCA K YYeTy MEepBUYHEIE (CBOIHBIC) y4ETHBIE NOKYMEHTEL,
PETHCTpPBI OYXIanTepCKoro y4era, COCTaBIeHHEIE 110 yHHGUITHPOBAHHEIM (BopMaM
JNEKTPOHHBIX JOKYMEHTOB, YTBEPXKIEHHBIM:

a) pasenamu 4 u 5 MeToudecKux ykasanuit k npukasy Muuduna Poccuu
ot 30.03.2015 N 52m;

6) mpuxasom Munduna Poccuu ot 15.04.2021 N 611 B peakiuu Ipukasa
Munduna Poccnn ot 30.09.2021 roga N 142#;

B) npukasom Munduna Poccnu ot 15.04.2021 N 611 B peakuuy mpukasa
Munduna Poccuu ot 28.06.2022 N 100x;

r) nprkasoM Munduna Poccun ot 15.04.2021 N 611 B peakuuu mpuxasa
Munduna Poccnn ot 07.11.2022 N 157=.

6.10.  IleppuuHble  (CBOIOHEIE)  Y4YETHBIE  JOKYMEHTEI,  PETHMCTDBI
OyXraaTepckoro ydera, COCTAaBICHHBIE IO YHH(HUIMPOBAHHBIM tbopmam
SNIEKTPOHHBIX NOKYMEHTOB, C HACTYIUIEHHA [aThl Havaja IPAMEHEHHS B
YupexeHun yHEQUIHPOBAHHEIX (HOPM 3JIEKTPOHHEIX JOKYMEHTOB COTJIACHO IIII.
3-5 IMonoxenus:

a) He QOpMHUPYIOTCst Ha 6YMa)KHOM HOCHUTEIE,

0) (opMHpYIOTCS OTBETCTBEHHBIMH COTPYIHHKAMH YUPeXKIEHHS H
NIPHHUMAIOTCA K yueTy byxranTepuel B BUE SI€KTPOHHOTO JOKYMEHTA.

6.11. Ilpu ycnoBHHM TEXHOJOTHYECKOW TOTOBHOCTH MH(MOPMAIIMOHHOM
CHCTeMbl, obecredmBaromell BeneHHe GyXralTepcKoro ydera B YupexIeHHH,
$opMHpOBaTh B BHJE 3MEKTPOHHOIO IOKYyMEHTA, TOAMMCAHHOIO 3JIEKTPOHHOI
MOAMKMCBI0,  NePBUYHBIE  (CBOAHBIE)  YUETHBIC  [JOKYMEHTHI,  PErHCTpH
OyXrajaTepcKoro yuyeta, COCTaBIEHHEIE:

a) Mo yHH()HUMPOBAHHEIM (opMaMm, YTBEpXKIEHHBIM paszfeqamMu 1 - 3
Metonuyeckux ykazaHuii k npukasy Munduaa Poccun ot 30.03.2015 N 525;

0) o HeyHuDHULMPOBaHHEIM hopMam, yTBepkaeHHEIM [IpunoxkerueM N 2 k
VY4eTHON MOMUTHKE;

0 pemeHuro [y1aBHOro Oyxrantepa MOIYT IPHHHMATBECA K YYETY B BHJIE
3IIEKTPOHHBIX JTOKYMEHTOB.

IlepBudnble (CBOMHBIE) ydYeTHBIE MOKYMEHTHI, PETHCTPHI GYXIalTepCKOTro
ydera, yKasaHHble B HAcCTOAIIEM IyHKTe IlonoikeHHd, IPHHUMAIOTCS K Y4ETy B
BHIE  OSNEKTPOHHBIX  [JOKyMEHTOB  IPH  YCIOBHH  HMX  IOANHCAHHA



KBaIM(QUIMPOBAHHOK 31IeKTpOHHON moamuckio (DLIT) Beemu NUTAMH, TIOIHCH
KOTOPBIX IIPElyCMOTPEHE! (POPMOIL JIOKYMEHTA.

7. XpaHeHHe 3JIeKTPOHHBIX JJOKYyMEHTOB

7.1. Tlepenaya SNeKTPOHHBIX JOKYMEHTOB B apXHB  YUPEKICHHS
IPOM3BOIUTCS Ha OCHOBAHMM ONHCEH 3JIEKTPOHHBIX €N, JOKYMEHTOB
CTPYKTYPHBIX N0ApPa3AeIe Ui 110 HH(OPMaIHOHHO-TENEKOMMY HHKAIIHOHHOMN CeTH
WTH  Ha (QU3NIECKH O00OCOBNICHHBIX MAaTepHaNbHBIX HOCHTEISX, KOTOpBIE
IPEICTaBILIIOTCS B IBYX HASHTHYHBIX HK3EMIUIAPAX.

7.2. Ilpu mnepemaye SMEKTPOHHBIX IOKyMEHTOB B apXHB YUYPEKTeHUT
BBITIOJTHSIOTCS ClIeAYIOIIHE OCHOBHBIE IIPOLIETYPEI pabOTEI ¢ JOKYMEHTAMH:

- opmHpoBaHKe B HHOOPMALMOHHON CHCTEME yUpeXKIeHEs 3JIEKTPOHHBIX
AL, SBJISIOMIUXCA COBOKYITHOCTBIO KOHTEHHEPOB 3IEKTPOHHBIX NOKYMEHTOB WM
KOHTEHHEPOM 3JIEKTPOHHOTO JOKYMEHTA, COAEPXKAIIAM KOHTEHT W MeTajaHHbIE
3IIEKTPOHHOTO IOKYMEHTa, (aier SJIEKTPOHHBIX MOIIHCEH U
BH3YalIM3UPOBAHHYIO KOIIHIO TEKCTOBOIO 3JIEKTPOHHOTO JOKyMEHTa B (hopmare
PDF/A,; .

- (opMHpOBaHHE OIHMCH SJIEKTPOHHBIX Jel, JOKYMEHTOB CTPYKTYpPHOTO
[Opa3/Ie/ICHHUS;

- IIPOBEpKa apXUBOM YUPEKAESHHS 3JIEKTPOHHBEIX JOKYMEHTOB Ha HAIHYKE
BPEIOHOCHBIX KOMITBIOTEPHBIX IPOrPaMM;

- IPOBEPKa BOCIIPOU3BOJMMOCTH 3JIEKTPOHHBIX JJOKYMEHTOB;

- TIPOBEpKa (HU3MYECKOr0 M TEXHMYECKOIO COCTOSHHMS HOCHTeNeH (Ipu
[epenatie OSIICKTPOHHBIX JOKYMEHTOB B apXWB YUPSKICHHS Ha (U3MYECKH
060CO0IEHHBIX MATEPHATIEHBIX HOCHTENIAX);

- IpOBEpKa MOJJIMHHOCTH SJIEKTPOHHOH IIOAIKCH, KOTOPOH IOAMHCAH
DJIEKTPOHHBIN JOKYMEHT.

7.3. TlpueM »5IeKTPOHHBIX IOKYMEHTOB B apXHB YUPEXICHHS 10
MH(OPMALMOHHO-TEICKOMMYHHKAIHOHHO! ~ CeTH  WIM  Ha  (DU3HYECKH
000CcO0IEHHBIX HOCHTEIISIX 0(OPMITIETCS COCTABICHUEM HTOrOBOM 3AMHCH B KOHIIE
ONWCH OJICKTPOHHBIX JIeN, NOKYMEHTOB, B KOTOpOH IHppaMH H IPOIHUCKHIO
YKa3pIBaeTCs KOJIMYECTBO (DAKTHYESCKH INIPUHATHIX B ApXWB 3JIEKTPOHHBIX AET U
DJIEKTPOHHBIX JOKYMCHTOB. MToropas 3amuch MOATBEPXKAAETCS IIOLITHUCSIMH
COTPYIHHKA apXHBa M COTPYJIHHKa CTPYKTYpPHOI'O IOIpa3leseHus, [epeaBIIero
BJICKTPOHHBIE Jela M [OKyMeHThL. I[Ipy mpHeMe Ha apXWBHOE XpaHEHHE
STIEKTPOHHBIE Nlefla 3aBepstOTCA 3IeKTpoHHOH moamuckio [P. M. O., mommxHOCTH
pykoBozuTens oOpasoBaTensHOH — opranusamuu/®, Y. O.  yIOTHOMOYEHHOro
pyKOBOZHTEIeM 00pa30BaTeIbHOH OpraHU3aluy JOKHOCTHOTO JIHIa).



7.4. Ilocne mpuema B apXWB 3IEKTPOHHBIX JIOKyMEHTOB Ha (H3HYecKH
000COOJICHHBIX MaTepHaNbHBIX HOCHTENSX BKIABIIM, TOMEIEHHbE B dyTsp
CAVHUIEL XPaHCHHA B CTPYKTYPHOM II0[pa3/IcIeHNH, 3aMEHsIOTCA Ha BKIIABIIIH,
o(hopMIIEHHBIE B apXUBe.

Ha Bxiazeime, momemaeMom B QyTisp eMHHIE XpaHeHHs, ohopMIIIEMOM
B apXHBe, YKa3bIBAETCS:

- HANMEHOBAHHE YUPEXKACHHUS (IIOTHOE, COKPAILIEHHOE);

- HoMep (oHIa;

- HOMEP ONHUCH JJIEKTPOHHBIX JIeJT, TOKYMEHTOB;

- HOMep Jiel1a TI0 OITHCH;

- OTMETKa O CTaTyCe SK3eMILIAPa 3TEeKTPOHHEIX JOKYMEHTOB;

- KpalHHE ATkl JOKYMEHTOB 3JIEKTPOHHOTO [eTa;

- TpH HEOOXOMMMOCTH O(OPMISIOTCS IONONHHTENIBHEIE OTMETKH 06
OrpaHMYEHHH JOCTYIIa K JOKYMEHTaM.

Bimageiu  momemmaercs B ymaap  Gusuueckm | 060cOGTIEHHOrO
MaTepUanbHOr0 HOCHTENS TaKuM 00pa3oM, 4TOObI HANNKCH HA HeM GBLIM BHIIHEI
IIPH 3aKPEITOM QY TIIsIpe.

8. OTBeTCTBEHHOCTDH II0JIL30BaTeJIfA CHCTEMbI

8.1. Ilonp3oBatens mpy paboTe ¢ cHCTeMOH 06513aH coBIIOATE TpeboBaHus
ACHCTBYIOILEr0 3aKOHOMATENECTBA U JIOKAJBHEIX AKTOB YupexxieHus B 4YacTH,
Kacarolmencst CoOMO/IeH)s IOMUTHKY KOHQUICHIMATBHOCTH, B TOM UHCIIE
KacalolleHCst NeATENBHOCTH YUPEKIESHHS, NePCOHATBHBIX MaHHbBIX pabOTHHKOB
YHUpe)ACHNS U TPETHHUX JIHL, CBEIEHHS O KOTOPIX 3aHECEHH! B CHCTEMY.

8.2. Tlomp3oBaTemo 3ampelieHO OMYCKaTb K CHCTEMe TPETBUX JIHIL
(paboTHukoB, ToceTHTeNeH, 06yYarOIMXCS | Ip.).

8.3. Ilonp3oBatens 06s13aH:

8.3.1. Ilpu BpeMEHHOM IPHOCTAHOBICHHH pPAGOTHl HW/HJIM OCTABICHHM
pabovero mMecra — 3aBepIIUTh BBIXOJ U3 CHCTEMBI MIH TIPOU3BECTH OJIOKUPOBKY
SKpaHa aBTOMATH3MPOBAHHOIO pabodero MecTa (KOMIBIOTEPA).

8.3.2. mpu 3aBeplIeHHH PaGOTEI ¢ CHCTEMOM — BEIITH U3 Hee.

B ciyyae, ecu mo BuHe Ilonp30BaTelist ero JIOTUH 1 TIapoJIb IJIST BXOJa B
CucreMy cranu W3BECTHBI TPETBMM JHWIaM, paGOTHHK HECeT JTUYHYTO
OTBETCTBEHHOCTE 32 JIIOOBIC IEHCTBUS STHX JIMII, COBEPLIMBIIMX BXOJ B CHCTEMY
OT €ro WMEHH, X MOXET OBITh IpPHBJIEYEH, B 33aBHCHMOCTH OT HAHECEHHOTO
TPETBUMHU JTHLAMHU yliepOa YUpeKIeHHI0, K AUCIMIUIMHAPHON, TPaXIaHCKOMN, B
TOM YHCIIe MaTepHabHOH, aIMUHHCTPATUBHON MIIM YTOJOBHON OTBETCTBEHHOCTH
B COOTBETCTBUH C JISHCTBYIOIINM 3aKOHOaTENECTBOM Poccuiickoi ®eneparium.



8.4. Ilpu ycraHoBieHWH (aKTa WCIOMH30BAHUS JIOTHHA I rapos
ITone3oBatens ama BXoma B CHUCTEMY TPeTBUMH JIHIAMH, OH He3aMeIHTEILHO
006513aH CMEHUTh 1apOJTb IS BXOJ4 B CUCTEMY.

8.5. Ilpu yrepe mapons, ITons30BaTens o6s3an 00paTHTECS B GyXraiTepuro,
¢ nensto B3aumozercTaus ¢ PLIMC BKY s cmens! mapois.

8.6. B cmy4yae pasrnamenus w/uinu paclpocTpaHeHus HHGMOpMAIHH,
TMOJIYy4E€HHOH M3 CHCTEMBI, Mepefady JOTMHA M Iapolisi IS BXOLA B CUCTEMY
TPETHUM JIMIaM, PaOOTHHK MOXKET OBITH MPUBIEYCH B 3aBMCHMOCTH OT TSIKECTH
[IPOCTyNKa K JUCLUUIUTWHADHOW, TIPaXKIAHCKOM, B TOM 4YHCIe MaTepuaIbHOM,
aIMVHUCTPATUBHOH WM YrOJOBHOH OTBETCTBEHHOCTH B COOTBETCTBHM G
3aKoHonaTenbCTBOM Pocceuiickoit Menepanum.

8.7. 3a HeHmcIIONHEHHe 3a1a4 (ITPOLIECCOB, NOpyYeHHH, 3aJaHn ), CO3TAHHBIX
B CHCICME, WIM HapyIIEHMEe CPOKOB MX HCIONHEHHS (paccCMOTpEHHS,
COTJIACOBAHUS, YTBEPKACHUS, IMOAMUCAHUS U IIp.), paboTHUK — [l0b30BaTeNb M
OMHOBpeMEHHO  MCHIONHHUTENb  CHUCTEMBI  MOXET  ObITE IIPUBJIEYEH K
AUCIHIUINHAPHOH OTBETCTBEHHOCTH B IIOPSAKE, MPeIyCMOTPEHHOM TpynoBemm
xoznexcoM Poccniickoit @enepannm.

9. 3aKJII0YHTeNbHBIE MOJI0KEHHS

9.1. Hacrosiee monoxenue Berymaer B CHILy C MOMEHTA €r0 YTBEePXKICHHS.

9.2. JIMpeKTOp y4pexjeHus 06ecreunBaeT HEOrpaHWYEeHHEBIH JOCTYyH K
HaCTOSIIEMY JOKYMEHTY., |

9.3. Hacrosmee mnonoskeHWe mOBODWUTCS 1O CBENEHHS BCEX paboOTHHKOB
NIEPCOHAIIBHO MO POCIIUCE.



