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[Tonoxkenue 00 3IEKTPOHHOM JOKYMEHTOOOOPOTE U MOPSAKE €r0 OCYIIECTBICHUS B
MyHuHnaabHOM OF0KETHOM JOMIKOJIBHOM 00pa30BaTeIbHOM YUPEKICHUH «JleTcKuii can
o01iepa3BUBalOIIEro Buaa «AK KaeH» ropoja bynHcka bynHckoro MyHununaasHoro paiiosa

PecniyOnuku Tarapcran»

1. OGmue nonoKeHus

1.1. TlonoxeHnue 00 DIEKTPOHHOM JOKYMEHTOOOOPOTE U TMOPSAIKE €ro OCYLIECTBICHUS B
MyHuIMnaabsHOM  OIO/PKETHOM  JIOLIKOJIBHOM 00pa3oBaTelbHOM yupexJeHUH «JleTckuil can
o01iepa3BuBaroIlero Bujga «Ak kaeH» roposaa byumHcka ByumHCKOro MyHHIMIANBHOTO paioHa
Pecniyonmuku Tarapcran» (manee - IlonoskeHue) peryiupyer BOIPOCHI, CBS3aHHBIE C
JOKYMEHTOO0OpOTa M MOPSJKOM €ro OCYIIECTBIEHUS B MyHUIMNAIBHOM OHOIKETHOM
JIOLIKOJILHOM 00pa30BaTelIbHOM YUpexXIeHUH «JleTckuil caj o01epa3BUBAOLIETro BUIa «AK KaeH»
ropona byuHcka byuHCkoro MyHuuumagpbHOro paiiona PecnyOmuku Tarapcran» (nmanee -
OO0pa3oBarebHOE YUPESIKICHHUE).

1.2. Tlonoxenue pazpabOTaHO B COOTBETCTBUU C HOPMATHBHO-TIPABOBBIMH aKTAMHU: TPYIOBBIM
konekcoMm Poccwmiickoit ®enepanmu; (denepanbabiM 3akoHoM 0T 06.04.2011 No 63-d3 «O6
ANEKTPOHHOU moAmucHy»; GenepanbHbiM 3akoHOM 0T 22.10.2004 Ne 125-®3 «O06 apxuBHOM Jiejic B
Poccwuiickoit @enepannmy»; denepanbabiM 3akoHOM 0T 27.07.2006 Ne 152-®D3 «O mepcoHaIBHBIX
TaHHBIX», 9acT 8 ctaThu 28 DenepaibHBIM 3akoHOM OT 29 nmekadpst 2012 roma Ne 273-03 «O6
oOpa3zoBanuu B Poccuiickoit denepannny.

1.3. B I1010K€HNHN HCTIONB3YIOTCS CIEIYIOIINE ONPEICTICHHS

DNEeKTPOHHBIA JOKYMEHTOOOOPOT - CO3/1aHuE, UCIIOIb30BaHUE U XpaHEHUE pabOTOaTeNEM,
pabOTHHUKOM MJIH JIMIIOM, TOCTYTAIOLIUM Ha paboTy, TOKyMEHTOB, O(OPMIIEHHBIX B 3JIEKTPOHHOM
Bujie 6e3 1y0arpoBaHus Ha OyMa)KHOM HOCHUTEIIE.

DIeKTPOHHBIN TOKyMeHT (manee - D)) — AOKyMEHTHpOBaHHas MHGpOpMAIus, HpPEeICTaBICHHAsS B
3JIEKTPOHHOH (opMe, TO €CTh B BUI€, IPUTOJAHOM JUIS BOCTIPUATHS YETIOBEKOM, C HCIIOJIb30BaHUEM
JIEKTPOHHBIX BBIYMCIUTEIBHBIX MAIIMH, a Takke Ui Mepefadyd Mo HHGOPMAalUOHHO-
TEJIEKOMMYHHUKAIMOHHBIM CETSM WM 00pabOTKH B MH(POPMAITMOHHBIX CUCTEMAX.

VcuneHHas HEeKBATU(PUIMPOBAHHAS JJIEKTpOHHass noanuchk (nanee - YHDII) — BuI 3MeKTpOHHON
MOJITMCH, KOTOpasi MOJydeHa B pe3yjbTaTe KpUNTorpapuueckoro npeodpa3oBaHus HHPOPMAILIUHU C
HCIIOJIb30BaHUEM KJIK0YA DJIEKTPOHHOM MOANMCH; TIO3BOJIAET ONPENEIUTD JIMIIO, oanucasuee J/;
MO3BOJISIET OOHAPYXUTh (PaKT BHECEHUS H3MeHeHHi B O]l mocie MOMEHTa €ero MOJANUCAHMUS,
CO3/1a€TCs C MCIIOJIb30BAaHUEM CPEACTB AIEKTPOHHON MOAIHUCH.

YcusenHas KBatuuIMpoBaHHas 3JeKTpoHHas noanuch (nanee - YKOII) - anekTpoHHast

MOJIIKACh, KOTOpasi COOTBETCTBYET BceM npusHakaMm Y HOII u cnexyronmMm 10nmoTHUTETbHBIM
MpU3HAKaM:

* KJIFOY ITPOBEPKU AJIEKTPOHHOM MOJNUCH YKa3aH B KBATU(PHUIIMPOBAHHOM CepTU(HKATE;

* JUTsl CO3JIaHUS ¥ IPOBEPKH JIEKTPOHHOU MOANNUCH UCIIOIB3YIOTCS CPECTBA JIEKTPOHHOMN



MOJIKCH, UMEIOIINE MOATBEPKICHUE COOTBETCTBUS TPEOOBAHUSAM, YCTAaHOBIEHHBIM B
®enepansaom 3akoHe oT 06.04.2011 Ne 63-D3 «OO6 371€KTPOHHON MOAITUCH.

[ToanmucaHHbIH AIIEKTPOHHBIN TOKyMeHT (manee - [1D]]) - aeKTpOHHBIH JOKYMEHT €
MIPUCOCTMHEHHOM JIEKTPOHHOM MOMUCKHI0, KOTOpas Obl1a co3/mana Ha ocHOBe D /] u kimtoua
ANEKTPOHHOU MOIHUCH.

2 NudopmannonHas cucreMa 3JIEKTPOHHOTO JJOKYMEHTO000pOTa U BBEICHHE JIEKTPOHHOTO
JOKYMEHTO000pOTa B OpraHu3aluu

2.1. ®opmupoBaHue, UCIIOIb30BAaHUE, IOCTABKA, OTIPaBKa U XpaHeHue D] ocyiecTBiIsoTCcs
cpeacTBaMu  MHGOPMAIMOHHOK cucTeMbl paboromatens «1C: JlokymeHToOGOpOoT» (mamee —
CHCTEMa 3JICKTPOHHOT'0 IOKYMEHTO000pOTa).

2.2. TlocTyn K cUCTEME AJIEKTPOHHOI'O JOKYMEHTOO0OPOTa OCYIIECTBISETCS ITyTeM 0QOpPMIICHUS
KOPIIOPAaTUBHOM YYETHOM 3amiCH Ha KaXAOro pPab0OTHHUKA, YYACTBYIOIIEIO B 3JIEKTPOHHOM
JTOKYMEHTO000pOTE.

2.3. UtoObl pabOTHUK Tepelell Ha 3JIEKTPOHHBIH JOKYMEHTOO0OPOT, €r0 YBEIOMIISIOT B
CIICAYIOIINE CPOKH:

* B JICHb IIpUe€Ma Ha padoTy U 3a OJMH paboYuil IEHb O TOTO, KaK JOMYCTAT pabOTHUKA K paboTe ¢
WCTOJIB30BAHUEM 3JIEKTPOHHOTO JOKYMEHTOO00POTA - JIJIsl JIUII, TPUHUMAEMBIX Ha paboTy B
OpTaHu3aIHIo;

* 3a HeNeNIo0 0 JIOMyCKa K paboTe ¢ HMCIOJIB30BAaHHEM 3JIEKTPOHHOTO JTIOKYMEHTOOOOpOoTa - st
BCEX

pabOTHHUKOB OpTraHU3AIHH.

2.4. DNEKTPOHHBINA JOKYMEHTOOOOPOT BBOJUTCS C IAThI, YyCTAHOBICHHON MPUKA30M 3aBEIyIOIIETrO
00pa30BaTEeNbHOrO YUPEXKIACHUS, B OTHOIICHUH PAOOTHUKOB, COTJIACHBIIMXCS Ha B3aUMOJICHCTBUE C
paboToaTeneM MoCpeACTBOM ANMEKTPOHHOTO JOKYMEHTOO0OPOTa, HO HE paHee JAHS UCTCUCHUS
CpOKa yBEIOMJICHHUS, yCTAaHOBJICHHOTO B yHKTe 2.3 [TonoxeHus.

2.5. [lepexon Ha ANIEKTPOHHBIN JOKYMEHTOOOOPOT B OTHOIIEHUHU KaIPOBBIX JOKYMEHTOB SIBIISIETCS
TOOPOBOJIBHBIM /1711 PAOOTHUKOB OPraHU3alUU U OCYIIECTBIISIETCS TOJIBKO MO0 UX TUCBMEHHOMY
COTJIACHIO.

2.6. OtcyTcTBHE corjacusi pabOTHHKA Ha B3aUMOJEHCTBUE ¢ paboTOAaTEIEM TOCPEICTBOM
ANEKTPOHHOTO JJOKYMEHTOOOOPOTa B OTHOIIEHUU KaPOBBIX JOKYMEHTOB MPU3HAETCS OTKa30M
pa0oTHHKA OT Takoro B3anMoJjieiicTBus. I1pu 3ToM 3a paGOTHUKOM COXpaHsAeTCsl IPaBo J1aTh
yKa3aHHOE COTjlacue B MOCIIEAYIOLIEM.

2.7. Cormacue Ha B3auMOJICHiCTBHE C paboTogaTelleM JTIOKYMEHTO000pOTa B OTHOIICHHH KaIPOBBIX
JOKyMEHTOB HE TpeOyeTcs OT JIMIl, KOTOpble MPHHATH (NMPHHUMAIOTCSA) Ha padboTy mocie 31
nexabpst 2021 roga u y KOTopsIX 10 coctosiHUIo Ha 31 nexadpst 2021 roma OTCYTCTBYET TPyHOBOU
CTaX.

3 [lepeveHp AIIEKTPOHHBIX JJOKYMEHTOB H ITEPEYCHb KaTeropuii paOOTHUKOB, B OTHOIICHUN
KOTOPBIX OCYIIECTBIISIETCS SJIEKTPOHHBIA JOKYMEHTOO00POT

3.1. [lepeveHb ANEKTPOHHBIX JOKYMEHTOB, B OTHOIIEHHH KOTOPBIX OCYIIECTBIISCTCS SJICKTPOHHBIN
JIOKyMEHTOOOOPOT B OpraHU3aIlfH:

* KaJIpOBBIE JIOKYMEHTHI, 0hOpMIIsIEeMbIE B COOTBETCTBUH cO cTraThsimu 22.1-22.3 TpynoBoro
konekca Poccuiickoit denepanuu;

* TOKYMEHTEHI 110 OXpaHe TPYy/1a, 32 HCKIIOYSHUEM IOKYMEHTOB, TIOATBEPKIAFOIINX MTPOX0KICHHE
pabOTHUKOM MHCTPYKTa)KeH 10 OXpaHe TPyAa, B TOM YHUCIIEe KOTOpbIe PAOOTHUK MOMHUCHIBAET
JIMYHO;

* JOKYMEHTBHI 110 00pa30BaTeIbHON 1eSTENbHOCTH, 32 UCKITIOUEHHEM TeX, KOTOPBIE JOJKHBI ObITH
oopmieHsl Ha Oymare B COOTBETCTBUHU C MPUKA30M 3aBEIYIOLIET0 00pa30BaTENbHOTO YUPEKICHUS
WM 3aKOoHoaTenbeTBOM Poccuniickont denepanuy;

* JOKYMEHTbI, CBSI3aHHBIE C OpraHU3aluell MUTaHUs BOCIIMTAHHUKOB, 32 UCKIIIOUEHHEM TeX,
KOTOpBIE JIOJKHBI OBITH 0(hOpMIIEHBI HAa OymMare B COOTBETCTBUU C IMPUKA30M 3aBEYIOIIETO



00pa3zoBaTeNbHOTIO YUPEKIACHUS UM 3aKOHOAATeIbcTBOM Poccuiickoit deneparun.

3.2. I[lepeuenp kateropuii pabOTHUKOB, B OTHOIIEHWH KOTOPBIX OCYILIECTBISETCS 3JEKTPOHHBIH
JIOKyMEHTOOOOPOT:

* pabOTHUKH, CBSI3aHHBIE C OPOPMIICHHEM, TIOJIMMCAHIUEM U 03HAKOMJICHHEM C KaJPOBBIMHU
JOKYMEHTaMHU, IOKYMEHTaMHU I10 OXpaHe Tpyaa, 00pabOTKOM MepcoHaIbHBIX IaHHBIX, JOKYMEHTOB
10 OpraHu3aliy TUTaHUs 00yYaroIuXcs,

* earornyeckrue paboOTHUKH.

4 NHcTpyKTaxk 1o paboTe ¢ CUCTEMOM AJIEKTPOHHOTO JOKYMEHTO000pOoTa

4.1. Ilepen HauaaoM pabOTHI C CUCTEMOM JIEKTPOHHOTO JOKYMEHTOO00pOTa paOOTHUKH
OpraHu3aliy MPOXOJAT HHCTPYKTaX B 00beMe, HEOOXOANMMOM IS MOceAyomero 3¢ ¢heKTuBHOTO
B3aMMO/ICHCTBUS pabOTHUKA C CUCTEMOM 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

4.2. UnctpykTax, ykazanHblid B myHKTe 5.1 IlonoxeHus, mpoBOAUT paOOTHUK, HA3HAYAEMBIH
3aBEYIOLINM 00pa30BaTEIbHOTO YUPESKIACHHUS, B CPOKH, YKa3aHHbIE B YBEIOMIICHUH O MEPEX0e Ha
B3auMoOJIelicTBHE ¢  paboTomarenieM  IOCPEACTBOM  3JIEKTPOHHOTO  JOKYMEHTOO0OpOTa,
HCII0JIb30BAaHUEM MAaTEPUAJIOB pa3pabOTUMKa CUCTEMBI IEKTPOHHOIO JOKYMEHTO000pOTA.

4.3. IIpu He0OXOAUMOCTHU MPOBOASATCS JONOTHUTEIbHBIE HHCTPYKTAXH PAaOOTHUKOB B IPOLIECCE
B3aMMOJICHCTBHS C CHCTEMOH 3JIEKTPOHHOTO IOKyMEHTO000pOTa, B TOM YHCIIE B CBS3H C
OOHOBJICHHEM MPOTPAMMHOTO 00ECTICYCHHS CUCTEMBI.

5 Tlopsimok OCyIIECTBICHUS 3IEKTPOHHOTO IOKYMEHTO000pOTa

5.1. B]] y4aCTHUKOB 3JIEKTPOHHOTO JOKYMEHTOO0OOPOTa CO3/IaI0TCS B CIIy4yae UX aJipecoBaHUs
pabOTHHKAM, SIBIISTFOLTMMCS YYaCTHUKAMU 3JIEKTPOHHOTO JIOKYyMEHTO000pOTA.

5.2. O/, anpecoBaHHble pPaOOTHHKAM, HE SBJSIOIMIMMCS YYaCTHUKAMHU AJIEKTPOHHOIO
JOKYMEHTO000pOTa, IEPEBOAITCS Ha OYMaXXHbI HOCUTEJh, MOAMKUCHIBAIOTCS COOCTBEHHOPYUYHOM
MOANKCHI0 OTBETCTBEHHOI'O JIMIIAa M HAIpaBIAIOTCS aapecaTy. B cucteme 31eKTpOHHOTO
JOKYMEHTO000pOTa COXpaHseTCs SIEKTPOHHAS KOMHS YKa3aHHOTO JOKYMEHTA.

5.3. [Topsimok moanucaHusi JOKYMEHTOB B CUCTEME 3JEKTPOHHOTO TOKYMEHTO000pOTa T0JKEH
COOTBETCTBOBATH MOPSAJIKY MOIMUCAHUS JOKYMEHTOB Ha OYMaKHBIX HOCUTEIISX, OMPE/ICTICHHOMY B
WHCTPYKIIUHU MO JIETOMPOU3BOJICTBY, C YYETOM OCOOCHHOCTEH, MpeayCMOTPEHHBIX Tpyn0BbIM
konekcoM Poccuiickoit denepaium.

5.4. B cucremMe 31eKTPOHHOTO JOKYMEHT0000poTa GUKCUPYIOTCS JIaTa U BpeMs CO3/IaHUs U
otnpaBku D]I, ero perucTpaloHHbIi HOMEp, CBeJCHUs 00 OTIpaBuTele JOKyMeHTa (pamums,
UMsl, OTYECTBO (IIPU HAJTHYKMHK), HA3HAYESHHAS POJIb).

5.5. Peructpanus JOKyMEHTOB B CUCTEME 3JIEKTPOHHOI'O JJOKYMEHTO00O0POTa OCYIIECTBISETCS B
COOTBETCTBMM C TPHHIMIIOM €IMHOW PErucTpalMy JOKyMeHTa (OJHOKPATHOCTH 3alluCH
UHpOpMAIMHU O TOKYMeHTe). JJOKYMEHT, 3aperuCcTpUPOBAHHBIN B CUCTEME JIEKTPOHHOTO
JOKYMEHTOO00POTa, UMEET ANHYIO PETUCTPAIMOHHYIO0 KapTOUKY A0KyMeHTa (nanee - PK]I),
N00aBJISIOTCS TOJIBKO JIONOJHUTENbHBIE CBEJIEHUS O paboTe ¢ JOKYMEHTOM.

5.6. D/1, mocTynuBIIHE MOCIE OKOHYaHHUS PaboUyero HS U B MPa3IHUYHBIC JHH, PETHCTPUPYIOTCS B
TEYEHHE MEPBBIX TPEX YACOB CIEAYIOLIET0 paboyero AHsl.

5.7. Tlpu peructpaiuu OTHPABIIEMOT0 OTBETa HA BXOAIIUI JOKYMEHT (MOpyUYCHHE) UCTIOHUTEb
00s13aH B ycTaHoBJIeHHOM nopsifike B PKJ] yka3aTe cChUIKy Ha HOMEp U 1aTy TIOKyMEHTa
(mopydeHwust), Ha KOTOPBII MOArOTOBIICH OTBET. [Ipr 3TOM B 0053aTEILHOM MOPSI/IKE B TEKCTE
nucbMa (J0KIaza) MPOMMChIBACTCS HOMEP TOKYMeHTa (MOPYYeHHsl), Ha KOTOPBIH MOrOTOBIICH
OTBET.

IIpn moAroToBKE OAHOIO OTBETA HA HECKOJIBKO IMOPYYEHUH B TEKCTE NMHUCHbMa IPOIMUCHIBAIOTCS BCE
nopyuenust 1 B PKJ[ yka3bIBatoTCsl CCHUTKM Ha BCE HOMEpA IOKYMEHTOB ([TOPYYEHHIT), Ha KOTOPHIE
MIOATOTOBJIEH OTBET.

5.8. B3aumoneiictBre pabOTHUKOB OpraHU3alllU C CUCTEMOM IEKTPOHHOTO JJOKYMEHTO000pOTa, B
TOM YHCJIE CO3/IaHue, peoOpa3oBaHue, MoANnucanue u xpaneHue /1, ocyiiecTBIiseTcs B
COOTBETCTBUH C MHCTPYKLIUEH pa3paboTyHKa.



5.9. PabGoTHHK 00s13aH 03HAKOMHUTHCS C HA3HAYEHHBIM Ha Hero D/] B cucTteMe 3IeKTPOHHOTO
JOKYMEHTO000pOTa B TeUeHHE padoyero AHs, 3a UCKIIIOUEHUEM JTOKYMEHTOB C TOMETKON
«CPOYHO», KOTOPbIE MOJIEKAT O3HAKOMJICHUIO HE3aMEeJIUTENbHO MOCIE MOTYYCHHUS.

6. Iloamucanue D/I.

6.1. 3aBenyrommii 00pa30BaTENLHOTO YUpPEXKACHUA WIM PAOOTHUK, MCHOJIHSIOUIMI €ero
o0s3aaHOCTH, ToanuckiBaeT D] YKOII.

6.2. PabGorHukm opranuzanuu noamucekiBaroT OJI YKOII, 3a wuckirodyeHWeM 3asBICHUH,
YBEIOMJICHHH, 00palieHuii u Ci1y>KeOHBIX 3alMCOK, MOAMUCHIBAEMBIX MPOCTON AJIEKTPOHHOMN
MOAMNKUCHI0, 0OPMIICHHON B COOTBETCTBUH C MHCTPYKLHEH pa3pabOoTUYMKa CUCTEMBI JJIEKTPOHHOTO
JOKYMEHTO000pOoTA.

6.3. KanpoBbie JOKyMEHTHI MOANUCHIBAIOTCS C YI€TOM OFPaHUYCHHM, YCTAaHOBICHHBIX cTaThel 22.3
Tpynooro koaekca Poccuiickoit denepanuu.

6.4. O]1 moanmuchIBaeTCS B JCHD €0 CO3[aHUs, UCTIOJIHEHHSI WM YTBEPXKICHHS - B 3aBUCUMOCTHU OT
Ha3HAYEHUS TOKyMEHTa U Ha3HAuYE€HHOM poJu Jula, padoratomiero ¢ D1, B cucteme 3J1eKTpOHHOTO
JTOKYMEHTO000pOTa.

7 NadopmannonHas 6€300acHOCTb U KOHTPOJIb 00padoTku /1.

7.1. UadopmanronHas 6e30MacHOCTb MPU OCYIIECTBICHUH 3IEKTPOHHOTO JOKYMEHTO000pOTa
o0ecTeYnBaeTCsl KOMIUIEKCOM TEXHHUECKUX U OPTaHU3AIMOHHBIX MEPOTIPUSITHIA.

7.2. K TeXHUYECKUM MEPOIIPHUITUSM OTHOCSTCS:

* OpraHM3alKs ¥ UCIIOJIB30BAHNE CPEJICTB 3AIIUTHI MH(POPMAILIUU B TIOJTHOM 00BEME X
(YHKIMOHATIBHBIX BO3MOYKHOCTEHH;

* oOecrieueHne EeIOCTHOCTH 00padaThIBAEMBbIX JIaHHBIX;

* obecrieyeHre aHTUBUPYCHOM 3alUThl HH(POPMAIIH;

7.3. K opranuzanvoHHbIM MEPOIPUITUSIM OTHOCSATCS:

* KOHTPOJIb BBHIMOJHEHHUS] TPEOOBAHUNH HOPMATUBHBIX JOKYMEHTOB, perJaMeHTHPYIOIINX
o0ecrnieueHre 3auuTsl HHOpMaIuy,

* onpe/eieHne JOHKHOCTHBIX JIMI YYACTHUKOB 3JIEKTPOHHOTO JIOKYMEHTO000pOTa U OpraHu3aTopa
DIEKTPOHHOTO  JOKYMEHTOOOOpPOTa, OTBETCTBEHHBIX 3a o0ecrnedyeHne HHOOPMALUMOHHOU
0€30I1aCHOCTH

* YCTaHOBJICHHUE MOPsIIKA PE3EPBHOTO KOMMMPOBAHMSI, BOCCTAHOBIICHUS M apXUBUPOBAHUS 0a3
JTAHHBIX;

* oopMmIIEHHE JI0ITyCKa /Ul IPOBEIEHUS] PEMOHTHO-BOCCTAHOBUTENBHBIX pabOT MPOrpaMMHO-
TEXHUYECKHUX CPEJICTB,;

7.4. Kontpons (opMupoBaHus, nepeadynd U ucnoigHeHus: DJ[ BO3/I0kKEH Ha aBTOpa KOHKPETHOIO
O/ u pykoBouTeNs 0T/IETa, B KOTOPOM paboTaeT pabOTHUK, UITK €ro HEMOCPEICTBEHHOTO
PYKOBOJIUTEIIS.

7.5. KoHTpOb UCTIONHEHUS 3IEKTPOHHBIX IOKYMEHTOB BKIIIOUAET B CEOs:

* IOCTAHOBKY AJIEKTPOHHOI'O JOKYMEHTA Ha Y4eT;

* MOHUTOPHUHT UCTIOJIHEHHSI KOHTPOJIbHBIX MOPYyYEHUH JTOKYMEHTA,

* U3MEHEHHE KOHTPOJIbHBIX CPOKOB UCIIOJIHEHHUS JIEKTPOHHOI'O JJOKYMEHTA,

* CHATHE UCTIOJHEHHOI'O AJIEKTPOHHOI'O JOKYMEHTa C KOHTPOJIS;

* aHAJIM3 XOJa UCIIOJIHEHUS AJIEKTPOHHOTO JOKYMEHTA.

8 IMopsimok hopmupoBanus Jen U XpaneHus I/,

8.1. Ucnionuenusle D/ cucreMaTU3UpyrOTCA B iejia B COOTBETCTBUU C HOMEHKJIATYpOMl [l
opranuzaiuu. [Ipu cocTaBieHUM HOMEHKIIATYPHI JIe]l YKa3bIBAETCs, YTO JIEJI0 BEIETCS B
3JIEKTPOHHOM BHJIE.

8.2. D1eKTpOHHBIE JJOKYMEHTHI [TOCIIe UX UCIIOTHEHUS MOJyIekKaT XPaHEHHIO B CHCTEME
3JIEKTPOHHOTO JOKYMEHTO000POTa B TEUEHHE CPOKOB, MPETyCMOTPEHHBIX 3aKOHOIATEILCTBOM JIJIst
AQHAJIOTUYHBIX JIOKYMEHTOB Ha OYMa)KHBIX HOCUTEIISX.

8.3. Ilocne ucreueHus yCTaHOBIEHHOT'O CPOKa XPaHEHUS AJIEKTPOHHBIX JOKYMEHTOB Ha OCHOBaHUHU



aKTa O BBIICJICHUH UX K YHHUTOKEHHUIO, OOPMIIEHHOTO U YTBEPKIAECHHOTO B YCTAHOBJICHHOM
MOPAZIKE, YKa3aHHBIE AIEKTPOHHbIE JOKYMEHTHI U MHGOpMaIus 0 HUX, 3aQUKCUPOBaHHAs B
ANIEKTPOHHBIX KapTOUYKaX, MOIEKAT YHUUTOKEHHUIO (YIAJCHUIO 3 CUCTEMbI 3JICKTPOHHOTO
JTOKYMEHTOO00pOTA).

9 Cnydau, pu KOTOpBIX Aonyckaercs odpopmienue D/] Ha OyMakHOM HOCHUTEIE.

9.1. TokyMeHTBbI, co3/JaBacMble B CUCTEME 3JIEKTPOHHOTO IOKyMEHTOO000pOTa, OPOPMIISIFOTCS Ha
OyMa)KHOM HOCHUTEJIE B CITydasix:

* €CJIM OHU TOJIeKAT MOAMNCAHUIO pAOOTHUKOM, KOTOPBII OTKa3aJcs OT

repexo/ia Ha B3auMOJIEHCTBHE C pad0ToAaTeIeM MOCPEICTBOM 3JIEKTPOHHOTO IOKYMEHTO000pPOTa,;
* €CJIM cUCTeMa DJIEKTPOHHOTO JOKYMEHTO0O0POTA BHIILILIA U3 CTPOS U HE MOJUICKUT HUCIIPABICHHUIO
B CPOK, Ha3HAYEHHBIN I UCMIOJHEHUS U noAnucanus D/;

* €CJIM 3TO TPeOyeTCsl B COOTBETCTBUM € IPUKA30M JIUPEKTOPA OPraHU3aLMH, JTOKAJIbHBIMU
HOPMAaTUBHBIMU aKTaMH OpraHM3ally WK 3aKOHOIAaTelIbcTBOM Poccuiickoit deneparuu.

10 OTBETCTBEHHOCTH MPHU PadOTE B CUCTEME IEKTPOHHOTO IOKYMEHTOO0O0pOTA.

10.1. OrnpaButens D/] HECET OTBETCTBEHHOCTH 3a COJIEPIKAHUE IIEKTPOHHOTO JOKYMEHTA,
PEKBU3HUTOB, aJpecaliio, KaueCTBO U KOJIUYECTBO BIOKEHUH.

10.2. Tlonyuatens D/] HECET OTBETCTBEHHOCTH 32 HEHCIIOTHEHHUE JJOKYMEHTA B YCTAHOBIICHHBIH
CPOK, HEBHECEHHE UJIM HECBOEBPEMEHHOE BHECEHUE CBE/ICHUN B JIEKTPOHHYIO KapTouky D/1,
OIUOKH, TONMYIIEHHbIE TIPH PETUCTPAIIMH M HETIPABUJIBHOM Harpasiienuu D/ agpecary.

10.3. PykoBoauTENIM HECYT NIEPCOHAITBHYIO OTBETCTBEHHOCTH 3a coOuroienne [lomoxxenus

MO TYUHSIONTUMUCS UM paOOTHUKAMHU.

10.4. PykoBomuTenu TMpH YBOJIBHEHHH pPAOOTHUKOB ¥ OQOpMIIEHMH Ha paboTy HOBBIX
MOJJYMHEHHBIX PAOOTHUKOB 00ECIIeYNBAIOT yaaneHue/u3mMeHenne/ohopmiIcHIE YIETHOH 3aiucu
paboTHUKA B TEUEHHUE ABYX pabouux THEH ¢ JaThl yBOJIbHEHUS paOOTHUKA WM MTpUeMa Ha paboTy
HOBOT'O pabOTHUKA.

10.5. 3aBenyromuii MpoBepsieT HATUYKE Y YBOJIBbHIEMbIX PAOOTHHUKOB He3aBepIIEHHBIX D /]
MPUHUMAET MEPBI 110 X UCIIOHEHHIO/3aBEPIICHUIO B TEUECHHE TPeX pabouuX JHEH ¢ 1aThl
yBOJIbHEHUSI PAOOTHUKOB.
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MPUKA3 BOEPBIK
01.09. 2025 r. No o/n

O BBCIACHHH JJICKTPOHHOI'O ,Z[OKYMCHTOO60pOTa.

B cooTtBercTBHM co cTaThelt 22.1 TpynoBoro kozekca, ¢ 4acTbio 8 ctaThu 28 denepanbHOro
3akoHa oT 29 nekabps 2012 r. Ne 273- @3 «O6 obpazoanuu B Poccuiickoit denepanum»

[NTPUKA3BIBAIO:

1. C09.01.2025 BBectu B nesitensHOCTh MBJIOY «AK KaeH» 3IIEKTPOHHBIA JOKYMEHTOO00POT, KOTOPBIi
IpeycMaTpUBaeT CO3/1aHKe, TONCAHNE, HCIIOIb30BaHUE U XPaHEHHE TOKYMEHTOB, CBSI3aHHBIX C
JeSITENBHOCTBIO, B QJIEKTPOHHOM BUE 0€3 TyOInpoBaHus Ha OyMaKHOM HOCHTEIE.

2. YtBepauts Ilonoxkenue 00 371€KTPOHHOM TOKYMEHTOOO0POTE COTTIACHO MPUIOKEHHUIO |

3. Omnpenenuts nepeveHb JOKYMEHTOB, IEPEBOANMBIX B AJIEKTPOHHBIH ()OPMAT COTIACHO MPHIIOKEHHIO 2.
4. Ha3HayuTh OTBETCTBEHHBIX 32 BHEAPEHHE M COMPOBOKACHUE CUCTEMBI:

- ®omuny A.T'., 3aBx03a,

-I'mmataunoBy JI.M., cTapiiero BocruTaTensl.

5. IIpoBectn o0y4enue corpyaHukoB padote ¢ cuctemoit 310 no 10.09. 2025 roga.

6. VYBenomuth Bcex pabOTHHKOB O MEPEX0/ie Ha AJICKTPOHHBIN IOKYyMEHTO000poT B cpok 1o 01.09. 2025
roja.

7. KoHTpoJTh 32 NCTIOJTHEHHEM MTPUKa3a OCTABIISIO 32 COOOM.

PykoBoguTens yupexaeHus: Xamurosa JI.X
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