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MOPAAOK
OCYIIECTBJICHHS JIEKTPOHHOI'0 KaAPOBOro JOKyMeHT0000poTa
B MBJIOY «JIsaTHunkuii AeTckuii can «CeMHIBETHK
BosokonoBckoro paiiona besropoackoi odacTu

1. O0mue MoJ0KeHUs

Hacrosmuii MOPAIOK OCYIIECTBIEHUsS 3JIEKTPOHHOIO KaJpOBOTO IoKyMeHToo0opoTa
(manee — [opsimox OKJI0) B MBIIOY «[araunkuit gerckuit cag « CeMUIBETHK»
BoJI0KOHOBCKOTO paiiona benropockoit obnacTy

1.1. paspaboTaH B COOTBETCTBUH:

- I'paxxnasckoro kogekca Poccuiickoit Oenepanuy;

- denepanpHoro 3akoHa or 27 wmions 2006 roxa Ne 149-®3 «O6 wuHpOpMaNHHy,
MHMOPMAIHOHHBIX TEXHOTOTHAX H 3aIUTe HHYOPMAIHHY;

- denepanpHOro 3aKoHa ot 27 mona 2006 roxa Ne 152-®3 «O nepcoHaTbHBIX JaHHBIX);

- QenmepanbHOIO 3aKOHA OT 22 nos6ps 2021 roma Ne 377-®3 «O BHECEeHUH H3MEHECHUH B
Tpynosoii konexe Poccuiickont Denepanuny;

- denepanpHOro 3akoHa oT 22 okrsaOps 2004 roxa Ne 125-®3 «OO6 apXHBHOM Jeje B
Poccuiickoit @enepanun;

- Vkaza [Ipesunenta Poccuiickoit ®eneparmu 0T 6 MapTa 1997 roma Ne 188-®@3 «O6
YTBEpIKIEHNHU TIepedHs CBeICHUH KOHQUICHIMATEHOTO XapaKTepay;

- Tlpukasa Pocapxusa ot 20 nexaGps 2019 roma No 236 «O6 yrBepxnenun Ilepeuns
THTOBBIX YIIPABIEHYECKHX apXHBHBIX JOKYMEHTOB, 00pasyrOIIMXCs B MPOLECCE NEATEIbHOCTH
roCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpaBICHUA U opraHu3zanuii, ¢ yKasaHueM
CPOKOB MX XPaHEHHSD); ‘

- [Ipuxasa Pocapxusa oT 20 nexaOpst 2019 roma Ne 237 «O6 yrBepxneHun VHCTpyKIuU
[0 IpUMeHeHuto [lepedHs THUIIOBBIX YIPABICHYCCKUX apXUBHBIX JOKYMCHTOB, obpa3zyromuxcs B
[poIecce JEATeNBHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHoB MECTHOTO CaMOYIIpaBICHUS H
OpraHM3aliil, C yKa3aHUEM CPOKOB X XPAHCHHUA»;

- TIpukas MBJOY «IIaTHAIKAHA ACTCKUH Can «CeMUIBETHK» BOJIOKOHOBCKOTO paifoHa
Benropoackoit obmacti oT 19.05.2023 Ne25 «O6 OCYIIECTBICHUH 3JIEKTPOHHOIO KaiapoBOTO
noxymenToobopora B MBJIOY «IsTaunkui nerckmit can «CeMHIBETHK» BOIOKOHOBCKOTO
paitona Benropozckoit o0macTm».



1.2. B coorBerctBuum ¢ yacteio 1 crateu 22.1 TK P®, »1ekTpoHHBIH KaapOBBIi
nokymeHToo00poT (nanee — DKJO, snextpoHHbd 10KyMeHTO000poT) B MBJIOY «IlaTHumKuii
nerckuii can «CemunBeTuk» BomokoHoBckoro paiiona benropoackoil o0iacTv mpencTaBiisieT
coOOi co3lmaHuMe, UCIOJNb30BaHUE, XpaHEHHWE paboTojareseM, pPaOOTHUKOM WIHM JIMIIOM,
MOCTYMHAIONINM Ha paboTy, TOKYMEHTOB, 0(DOPMIICHHBIX B JICKTPOHHOM BHJIe 0€3 qyOIMpOBaHHUS
Ha OyMa)XHOM HOCHUTEJIE.

1.3. DnexTpoHHBIH KaapOBbIil JOKYMEHTOOOOPOT MPUMEHSETCS K KaJIpOBBIM JOKYMEHTaM, B
OTHOLIEHUU KOTOPBIX TPYAOBBIM 3aKOHOAATEIIbCTBOM W MHBIMM HOPMATUBHBIMU IIPABOBBIMU
aKTaMu, COZiepKalliMU HOPMbI TPYIOBOTO MIpaBa, MPeAyCMOTPEHO UX oopmiieHHuEe Ha OyMaKHOM
HOCHUTEJNIE WJIM O3HAKOMJICHHE C HUMH paOOTHHKA WM JIMIA, TMOCTYMAKIIero Ha padoTy, B
MUCHMEHHOM (hopMe, B TOM YHCJIE MOJT TIOIHCh.

1.4.B coorBerctBun ¢ 4yactbto 3 crarbu 22.1 TK P®, »snekTpoHHBIH KaapoBbIi
JTOKYMEHTOOOOPOT HE pacpOCTPaHIETCS:

- Ha TPYAOBbIE KHIDKKA U (popMUpyeMble B 3JIEKTPOHHOM BHJE CBEICHHS O TPYAOBOU
NEeSITeNIbHOCTH PAaOOTHUKOB;

- aKT 0 HECUYACTHOM CJIy4ae Ha IMPOU3BOJICTBE 110 YCTAHOBICHHOU (QopMme;

- IpuKa3 (pacnopspkeHne) 00 YBOJIbHEHUH;

- IOKYMEHTBI, MOATBEPKAAI0NINE MPOX0XKICHNE PaOOTHUKOM HHCTPYKTaXeW MO OXpaHe
Tpyna,

1.5. Hacrosimmii [Topsiiok OoCyIIecTBIICHUST JIEKTPOHHOTO KaJpPOBOrO JOKYMEHTOOOOpOTa B
MBJOY «llaraunkuii nerckuit cany «CemunBetuk» BomokoHoBckoro paiiona benropoackoit
00JIaCTH B COOTBETCTBHH C MOJOXEeHUAMHU CT. 22.1 — 22.3 TK P®D moxeT pacnpocTpaHAThCS Ha
B3auMozeicTBue co BcemMu padotHukamu MBJIOY «llaTtHunkuii nerckuii cag «CeMHIIBETHKY
BonokonoBckoro paiiona benropoackoit o6macTH, B TOM YHCIE€ C JAUCTAHIIMOHHBIMHU
pabotaukamu (4. 5 ct. 312.1 TK PD).

1.6. DnexTpoHHBIH AJOKYMeHTO000pOT ocymiecTBisiercss B MBJIOY «llarHunkuil neTckuit can
«Cemunetuk» BonokoHoBckoro paifona benropojackoil o06iacTM NOpu UCMONB30BaHUM
CIEAyIOINX  MHPOPMAIMOHHBIX  CHUCTEM,  [O3BOJSIOUMX  YYaCTHHKaM  KaJpOBOTO
JOKYMEHTO00O0pOoTa, OOMEHUBATHCA IOPUAUYECKH 3HAUMMOM HH(pOpMalued B 3JIEKTPOHHOU
dbopwme:

1.6.1. HudopManmoHHas CHUCTEMa KaJPOBOTO JJIEKTPOHHOTO JIOKYMEHTOOOOpOTa
«HRlink», pacnionoxxenHast B nuH($OpMalMOHHO-TEICKOMMYHUKAIIMOHHOM ceTi MHTepHeT 1o
anpecy: https://hr-link.ru, npaBoo6nagarenem KoTopoit siBisiercst OOLUIECTBO ¢ OrPAaHUUCHHON
OTBETCTBEHHOCTbI0 «MHHOBauuu B ynpaBieHuu kaapamu» (MHH: 7801683312; OI'PH:
1207800064339) (na;nee — UHpopmanmoHHas cucTemMa);

1.6.2. Enmnuoit mmdpoBoii mmathopmsl B cdepe 3aHATOCTH W TPYAOBBIX OTHOIICHHI
«Pabota B Poccumn» (nasiee — niaargopma «Pagora B Poccumn») B opsizike, onpeaeasieMoM
B COOTBETCTBUM C 3aKOHOJATEIBCTBOM O 3aHATOCTH HacesieHHs B Poccuiickonn denepanum.
Hoctyn x maardpopme «Pabora B Poccum» obecrmeunBaeTcsi B TOM YHCIIE TOCPEICTBOM
€AMHOr0 TIopTaja TOCYJAapCTBEHHBIX M MYHULHUIAIBHBIX YCIYr C HCIOJIb30BAHUEM
denepanbHON  rocygapcTBeHHOM — uHGpopMmanuoHHOH  cucrembl “Eaunas  cuctema
UACHTUGUKAIIMK M ayTeHTHU(UKauuu B HMHPpACTpyKType,  obecrednBaroien
UH(POPMALIMOHHO-TEXHOJIOTHYECKOE B3aMMOJECTBHE MH(POPMAIMOHHBIX CHUCTEM,
UCIONIB3YEMBIX JJI TPEAOCTaBICHHUS] TOCYJApPCTBEHHBIX M MYHUIUNAIBHBIX YCIYI B
ANIEKTPOHHOU (hopme™.



UudopmanmonHass cucreMa TO3BOJIAET OOECHEYUTh MOANHUCAHUE DIEKTPOHHOTO
JOKYMEHTa M XpaHEHHE AJIEKTPOHHOIO JOKYMEHTa, a Takke (pUKcaluuio (QakTa ero MmoxydeHHs
CTOPOHAMU TPYJAOBBIX OTHOILICHUM.

1.7. Cpox yBemomiieHHS paOOTHHMKOB O IMEpeXojie Ha B3auMojeicTBue ¢ paborojaareremMm
MOCPEACTBOM JJICKTPOHHOTO JTOKyMeHTooOopota cocraBiser 10 mueit. Jlumo, ycraHoBieHHOE
[Ipukazom MBJOY «lIsatHuukuit aerckuit cag «CeMuIBETHK» Bo0JIOKOHOBCKOrO paiioHa
benropoackoit o6macT 0 BBEIEHHWU DJIEKTPOHHOTO KaJpOBOr0 JOKYMEHTOOOOpOTa, 00s3aHO
YBEJAOMUTh KaXXAOro pabOTHHKA B MHCBMEHHOH (QopMmMe O mepexoje Ha B3aUMOJEHCTBUE C
paboTonaTenieM MOCPEACTBOM JIIEKTPOHHOTO JOKYMEHTOOOOpOTa M MpaBe pabOTHHKA [aTh
corjacue Ha yKa3aHHOE€ B3aUMOJICHCTBHE.

1.8. OKJO BBogurcs MBJIOY «lIsaraunkuii nerckuii cax «CeMuBeTHK» BOIOKOHOBCKOTO
paifona benropockoii obnactu ¢ 29 mas 2023 rona.

19. llpu  ocymecTBIEHHUH  JJIEKTPOHHOTO  JOKYMEHTOOOOpOTa  JOIMycKaeTcss  oOMeH
ANEKTPOHHBIMU COOOIICHUSIMU U JOKYMEHTAMH, COJEPIKAIIUMH OOIICTOCTYITHYI0 HHPOPMAIIHIO U
nH(pOpMALIMIO, JOCTYN K KOTOPOM OrpaHMYMBAETCS B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
Poccuiickoit ®eneparun. OOMEH MexAy y4YaCTHHUKAMHU DSJIEKTPOHHOTO JTOKYMEHTOOO0OpOTa
uHpopmalnuen, AOCTYNl K KOTOPOM OrpaHWYMBAETCS B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
Poccuiickoit @enepaliiu, OCyIIeCTBISETCS MPH BBHIIOJTHEHUN UMU TPEOOBAHUMN MO 3aIIUTE TaKOU
WH(OpPMALMY, YCTAHOBJICHHBIX B OTHOIICHUH WH(MOPMAIMOHHBIX CHUCTEM JJICKTPOHHOTO
JIOKYMEHTO000pOTa.

1.10. OCHOBHBIMH TIPUHITUTIAMHU 3JICKTPOHHOTO KaJapoOBOTO JTOKyMeHTooOopoTa B MBJIOY
«[Iaraunkmii gerckuii cax «CemunBeTHK» BoJIOKOHOBCKOro paiioHa benropopackoil oOmactu
SIBJISIFOTCSL:

- obecrieueHne TEXHOIOTHYECKOM BO3MOKHOCTH UCTIOIb30BAHUS KaPOBOTO JIEKTPOHHOTO
JOKYMEHTO00O0poTa A pabOTHUKOB U paboToaaTens;

- paBOMEpPHOE HCMOJIb30BAaHUE YYACTHUKAMH DIIEKTPOHHOIO JOKYMEHTOOOOpOTa
MIPOrPaMMHOTO OOECTIeUeHHs U CEPTUPUIIUPOBAHHBIX TPOrPAMMHO-TEXHUYECKUX CPEICTB;

- obecrnieyeHue 1eIOCTHOCTH TepeiaBaeMor nH(popMaIuu;

- obecrieueHre KOH(PUIEHIMAIbHOCTH MepeAayu U MOoITy4eHUs HHpOopMaLny;

- MUHUMM3AIUs U3ACPXKEK, B TOM 4HCie (PMHAHCOBBIX, BPEMEHHBIX MPHU OCYIIECTBICHUN
3JIEKTPOHHOTO IOKYMEHTOO00POTa;

1.11. Henssmu BBeAEHUS KaapOBOTO AIIEKTPOHHOTO ToKyMeHTooOopoTta B MBJIOY «lIaTHuLKmit
netckuit can «CeMHIBETHK» BoIoKkOHOBCKOTO paiioHa benropockoit o6nactu sBuseTcs:

- co3maHue eIuHOM 0a3bl 3MeKTPOHHBIX JokyMeHTOB MBJIOY «lIaTHuukuii neTckuii caj
«CemuiBeTHk» BomokoHOBckoro paiiona benaropoackoii 061acTH, MO3BOJSIONIEH OCYIIECTBISATh
OBICTPBII MOUCK JOKYMEHTOB M HCKIIIOUYAIOUIEH UX yTEepIo;

- ONTUMH3AIUS TPYAOBBIX MPOIECCOB MO OGOPMIICHUIO JOKYMEHTOB, 00pa3ylOIIUXCS B
nenonpou3BosictBe MB/IOY «lIstHuiknii nerckuii can «CeMHUIBETHK» BOJIOKOHOBCKOrO paiioHa
benropoackoit obnacTw;

- ONEPATUBHOCTHh M YHPOIICHHE OPOPMIICHHUS TOKYMEHTOB, OOpa3yIOIIUXCs B MpoIlecce
TPYAOBOH JEATETbHOCTA PAOOTHUKOB, B TOM YHUCIIC U TUCTAHIIMOHHBIX;

- mnoBblieHHE 3((EeKTUBHOCTH padOThl CTPYKTYpHBIX moapasznenenuit MBJIOY
«[Iaraunkuii nerckuii cax «CemuinBeTuk» BonokoHOBCkoro paiioHa benropojackoi obnacTH,
BBHUIy CBOEBPEMEHHOT'0 0OMEHA IOKYMEHTAMH;

- aBTOMaTH4ecKoe (popMUpOBaHUE apXUBa IEKTPOHHBIX JOKYMEHTOB;



- CBOEBPEMEHHOE BBISBICHUE M AHAIIU3 PUCKOB, C LEJIBI0 NPEIYNPEKACHUS HAPYLICHUN
TpyAOBOTO 3aKoHO aTenbcTBa Poccuiickoit denepanmm.

1.12. Bce pacxonsl Ha TMOJdXyuyeHHEe paOOTHUKOM SJIEKTPOHHOM moxamucu (B cioydae ee
OTCYTCTBUSI) M €€ wucrnojib3oBaHue Bo3yioxkeHbl Ha MBIOY «lIaTHunkuii nerckuilt capg
«CemurBeTrk» BosiokoHOBCKOTO paiioHa benropoackoit obmactu. Ilpu 3TomM pabOTHHK WM
JUI0, TIOCTyMAaroIiee Ha paboTy, BIpaBe HMCIOIL30BaTh PaHEE IMOJYUYCHHYIO CaMOCTOSITEIBHO
YCUJICHHYIO KBATU(PHUIIMPOBAHHYIO 3JIEKTPOHHYIO MOIHCH.

1.13. Texuuueckyro mnoanepxkky YuactHukoB OKJIO ocymecTBisieT ciyx0a TEXHHUYECKOM
noaaepku nHGpopMannoHHo# cructembl «HR-linky.

1.14. B nensx ymoOcTBa ocymecTBieHus kaapoBoro ydeta B MBJ/IOY «llaTHunkuii nerckuit
can «CemuuBetuk» BonokoHoBckoro paiiona benroponackoit ob6mactu, B NpHOpHUTETE
MPEIOCTaBIIEHNE JOKYMEHTOB B OJJIEKTPOHHOM Buie uepe3 WHOOpMAlMOHHYIO CHUCTEMY B
COOTBETCTBHH C COOJIIOJICHHEM TpeOOBaHUSIMU 3aKOHOjaTeIbcTBa Poccuiickoit deneparum.

. O01mme TepMUHBI U ONIPeaeIeHUs

2.1. B nacrosmem [lopsake K/1O ucnonp3yroTcs Cleayonue onpeieaeHus:

2.1.1. Aamunucrparop KO — nuno, HaznauenHnoe npukazom MBJIOY «llaTHuiikuii
nerckuit can «CemuiBeTuk» BomokoHoBckoro paiioHa benropoickoit 061act, OTBETCTBEHHOE 32
OCYIIECTBIICHHE KOHTPOJS jaoctyna K MHpopManroHHON cucTeMe, mepexoia Ha DJIEKTPOHHBIH
KaJIpOBBII JIOKYMEHTOOOOpOT, 3a BbinojgHeHHe nopydyeHuid MB/IOY «lIatHuukuii getckuil caj
«CemunpeTnk» BonokoHOBCKoro paitona benropoickoii 061actu Mo co3/1aHuI0, HCTIOIB30BaHUIO,
00paboTKe U XPaHEHUIO PJIEKTPOHHBIX IOKYMEHTOB HOPMAaTUBHOT'O, PACIIOPSIUTEIHHOTO U HHOTO
Xapakrepa, 00pa3yroluxcsi B MPoIecce MPaBOBbIX B3aUMOOTHOIIEHUI MEXIy paboTonaTeneM u
PabOTHHKOM.

2.1.2. DaekTpPOHHBIH KaApoOBbIi J0KyMeHTOOOOpoT (majsee — ODKIAOQ) —
JIEKTPOHHBIA JJOKYMEHTOOOOPOT B c(epe TpYyIOBBIX OTHOIICHUH, NpeAHa3HAYEHHBIH JUIs
MOJAINKCAHUS, WCIIOJIb30BAaHUA M XpaHEHus paboromareneM, paOOTHUKOM WM JIMLOM,
MOCTYHAIOIIUM Ha paboTy, TOKYMEHTOB, CBA3aHHBIX C pabOTOM, OPOPMIIEHHBIX B 3JIEKTPOHHOM
Buje 0e3 ny0aupoBaHusl Ha OyMa)kHOM HOCHUTEIIE.

2.1.3. Jlmunblii kaOuHeT — WHPOPMALMOHHBIA  pecypc, pa3MEIleHHBIH B
NudpopmanmoHHON cucTeMe, NpeAHA3HAYEHHBIH I pean3alud  YYacTHUKAaMHU KaJpOBOTO
JOKYMEHTO000POTa 3MEKTPOHHOTO B3aUMOJIEHCTBHUS.

2.14. VYcwieHHass HeKBAJIHM(UUUPOBAHHAS JJIEKTPOHHAsi MNOANMCH (Hajee —
YHDII) — »onexTpoHHas TOANUCH B BHAE KpunTorpaduyeckoro mudpa, 3amucaHHOTO B
3alUIIeHHOM oOynayHoM  Xpanwiuiie. YHOIlI wuneHTugumupyer JIUYHOCTH BIIAJETbIIA,
noatreepxkaaeT ¢GakT (GopMHpOBaHUS MOJNUCH ONPEAENCHHBIM JIMIOM W HEU3MEHHOCTb
JOKYMEHTa C MOMEHTa MOAMMCAHUA. YYaCTHUKU AJIEKTPOHHOTO KaJpOBOT0 JIOKYMEHTOOOOpOTa
MPU3HAIOT, YTO OJJIEKTPOHHBIE JOKYMEHTHI, NoanucaHHsle B HWH}opmannoHHOM cepBuce
nocpenctBoM YHOII, mpu3HaioTcss paBHO3HAUHBIMU JOKYMEHTaM Ha OyMa)XHOM HOCHUTEIIE,
MOJIMMCAHHBIM COOCTBEHHOPYYHO.

2.1.5. IIpocras 3iexkrpoHHas noamuch (aanee — IIIII) — snexkTpoHHas MOAIMUCH,
KOTOpass MOCPEICTBOM HMCIIOJIB30BaHMs KOJOB, MapoJjiell MHBIX CPEICTB IMOATBEPXKAAeT (akt
(hopMHpOBaHUSI 3JIEKTPOHHON MOAINKCH ornpeaeneHHbIM oM. 1o cmbicny HacTosmero [lopsinka
oz 1211 monumaeTcst JOTMH W Tapoiib paboTHUKA Mpu Bxojae B MHboOpMaMoHHYIO0 cUCTEMY, a



TaKKe OJHOPA30BBIA TMApOJIb, TEPeNaBacMblii PAOOTHHKY MOcpeacTBoM SMS Ha ero Homep
MOOWIBHOTO TenedoHa.

2.1.6. YcujaeHHass KBAJIM(UIUUPOBAHHASI YJIeKTPOHHasi noanuch (1anee — YKOIII)
— 3TO MOJMKCH, KOTOPasi COOTBETCTBYET BCEM IMPHU3HAKAM HEKBATU(PUITUPOBAHHON IIIEKTPOHHOMN
MOAINCU U CIEAYIOLIMM JONOJHUTENbHBIM IPU3HAKAM: KJIIOU [IPOBEPKU 3JIEKTPOHHOM MOJIUCH
yKa3aH B KBaJIHM(PHUIUPOBAHHOM cepTH]UKaTe; AT CO3AAHUS M MPOBEPKH AIIEKTPOHHOM MOAIUCH
HCIIONB3YIOTCA CPEACTBA 3JIEKTPOHHOM IOANKMCH, HUMEIOIUE MOATBEPXKICHUE COOTBETCTBUS
TpeOOBaHUSM, YCTAaHOBJICHHBIM 3aKOHOJATEIBCTBOM (cepTU(UKAT KIFOYa MPOBEPKU MOIIUCH
(kBanMpUIMPOBaHHBI  cepTUUKAT) CO3JaH U BbAAH  YJOCTOBEPSIOMIMM  IICHTPOM,
aKKpEIUTOBAHHBIM IIpU MuUHHKCTEpCTBE HIU(PPOBOTO Pa3BUTHS, CBSI3U U MACCOBBIX KOMMYHHKAITHH
Poccwuiickoit ®enepanun).

2.1.7. Y4YacTHHMKH 3JeKTPOHHOr0 Ka/JPOBOI0 JOKYMeHT0000poTa — paboTonarens —
MBJOY «Iaraunkuit nerckuit can «CemunBetuk» BomokoHoBckoro paiiona benropoackoit
obnacti M ero pabOTHHWKHU, KOTOPHIMH OBLJIO JaHO coryiacue Ha B3ammojeiicteue ¢ MBIAOY
«IIaraunkuii gerckmii cang «CemunBeTuk» BosiokoHoBckoro paiionHa benropoackoit oGmactu
MyTEeM AJIEKTPOHHOTO JOKYMEHTO000pOTA.

2.1.8. JaexkTpoHHas mnoamuch, — uHGOpPMALUA B JIEKTPOHHOU Qopme, KoTopas
MpUCOEANHEeHA K ApYyroi mHGOpManuu B 3JIEKTPOHHOU (opme (moAmuchiBaeMoil nHGOpMaInn)
WM UHBIM 00pa3oM CBsi3aHa ¢ TaKOM MHQOpMAaIMel U KOTopas UCHOIb3YETCs ISl OIPEIEICHUS
JM1a, MOANUCHIBAIOLIET0 HHPOPMAIIUIO

2.1.9. DJaeKTPOHHBIH JTOKYMEHT — JOKYMEHT, CO3JaHHBI B aBTOMATH3MPOBAHHOM
MH(POPMAIIMOHHON CHUCTEME, C TIOMOIIBIO CPEACTB KOMIBIOTEPHON TEXHHKH, KOTOPBIA MOXKET
OBITh MOJMUCAH UCKIIOYUTEILHO COOTBETCTBYIOIICH 3JIEKTPOHHOM MOAMNKCHIO, 0e3 nyOaupoBaHus
Ha OyMa)XHOM HOCHUTEJE.

. lHopsiok nepexoaa Ha KaApPOBbIH 3JIEKTPOHHBIHI JOKYMEHT0000pPOT

3.1. Ilepexon nHa B3ammoxeiictBue MBJIOY «lIatHunkuii gerckuit can «CeMHIIBETHK»
BonokonoBckoro paiiona benropoackoit o6inactu u ero paOOTHUKOB MYTEM DJIEKTPOHHOTO
KaJIpOBOTO JOKYMEHTOOOOPOTa OCYIIECTBIISIETCS TOJIBKO MPU HAIMYWU COTJIAcUsl paOOTHHUKA.

3.2. YBenomieHue paOOTHHKOB O TMEepeXoje Ha B3aWMOJICHCTBHE Yepe3 dICKTPOHHBIN
JOKYMEHTOOOOPOT OCYIIECTBIIsACTCS OTBETCTBEHHBIM JIMIIOM MBJIOY «llsTHuIKMi AeTckuii caj
«CemuiBeTnk» BojokoHoBckoro paiiona benropoackoit obmacté U0 MEPCOHANBHO, TOA
MOAMKUCH, TOCPEJICTBOM BpPYUYEHUS COOTBETCTBYIOLIETO YBEIOMIICHHUS, JHOO TOCPEICTBOM
HampaBlIeHUsT yBeIOMIIEHHS B (¢GopMe DIEeKTPOHHOTO JOKyMeHTa, monamnucanHoro YKOII
paboTonaTens.

3.3. Paborauk MBJIOY «llarHunkwii gerckmii can «CeMHIBETHK» BOJOKOHOBCKOTO paiioHa
benropoackoit oOmactu HampaBisieT cormacue Ha ocymectBienne JK/IO B teuenue 10
KaJICHIAPHBIX THEW C 1aThl MOJTYYECHUS UM YBEIOMJICHUS.

B cnyuae He mpenocraBnenuss pabotHukoM MBIOY «lIaTHunkuil aeTCKui can
«CemurBeTHK» BomokoHoBckoro paiiona benropoackoit o6iactu coriacusi Ha B3aUMOJICHCTBUE C
paboTonmaTeneM TOCPEACTBOM  DIEKTPOHHOTO  JIOKYMEHTOOOOpOTa, pabOTHUK CUMUTAETCS
OTKa3aBIIMMCSI OT Takoro B3auMmojelcTBusa. [Ipm »TOM pabOTHUK BmpaBe OaTh COIJIache Ha
B3aumozeiicteue ¢ MBJIOY «llsatHunkuii nerckuit cag «CemMuuBeTuk» BOJIOKOHOBCKOTO paiioHa
benropozackoit o6nacti myTéM 3J€KTPOHHOTO JOKYMEHTO000pOTa B MOCIIEIYIOIIEM.



3.4. Cornmacue Ha B3aUMOJCHUCTBHE C paboTomareseM IOCPEICTBOM  AJIEKTPOHHOTO
JIOKYMEHTOO0OpOTa HE TpeOyeTcs OT JIMI, KOTOPhIe MPUHATH (IPUHUMAIOTCS) Ha paboTy mocie
31 mexaOpst 2021 roma U y KOTOpBIX MO coctostHuio Ha 31 mekabps 2021 roma oTrcyTcTBYeET
TPYIOBOH CTaX.

3.5. MBJIOY  «llataunkuit  gerckuit  cany «CeMunBeTuk» BoJOKOHOBCKOTO — paiioHa
Benropoackoit obiacté ocyiecTBiaseT HHPOPMUPOBAHUE JIUIA, PUHUMAEMOTO Ha pabory, 00
ocymectBiaenun DKJIO. IIpu sTom nuio, uMeroriee mo cocrosuuio Ha 31 nmekabps 2021 roma
TPYIOBOM CTax, IpH IprUeMe Ha paboTy K paboToAaTeN0, KOTOPBIM OCYIIECTBISET FIEKTPOHHBIN
JOKYMEHTOOOOpOT 1H0OO0 MPHUHSUI pPElIEHHWE O BBEACHUU JIIEKTPOHHOTO JIOKYMEHTOO00OpOTa,
BIIpaBE JaTh COTJlace Ha B3aUMOJICHCTBUE C paboTonaTeleM IOCPEACTBOM 3JIEKTPOHHOTO
JOKYMEHTO000pOoTa

3.6. PaGoronarens 6€3BO3ME3THO MPENOCTABISICT pAOOTHUKAM, KOTOPBIC HE NIl COTJIACHs Ha
B3aMMOJICHCTBHE C pPabOTOIATENEM ITOCPEACTBOM JIEKTPOHHOTO TOKYyMEHTO000pOTa, TOKYMEHTHI,
CBsI3aHHBIE C UX PabOTOil y HEero, Ha OyMa)KHOM HOCHUTEJIE, 3aBEePEHHbIC HAIJIEKAIIMM 00pa3oM.

3.7. Anmuauctparop OKJO mocne wucTedeHHs CpoKa Ha MPEJOCTaBICHHE COTJIACHMA
paboTHUKOB Qopmupyer u yrBepxkaaer y pykoomutenss MBJOVY «llatHunkuii nerckuit can
«CemuiBeTnk» BomokoHoBckoro paiioHa benropopackoi obnactu crucok padbotaukos MbJIOY
«[Iaraunkuii nerckuii cax «CemuuBeTuk» BonokoHoBckoro paiioHa benropopackoi obnacTi,
KOTOpble Janu corjacue Ha B3aumojeiicteue ¢ MBJIOY  «llaTtHunkuil nerckuit  caj
«CemunBeTuk» BonokoHoBckoro paiiona benropoackoit obnactu nmyrem  OKJO, npu
HEOOXOJAMMOCTH OCYHIECTBISIET MOJANUCAHNE YYaCTHUKAMH 3JIEKTPOHHOTO JOKYMEHTO00O0pOTa
JIOTIOJIHUTEIBHOIO COTJIAllIEHUs! K TPYAOBOMY JJIOTOBOPY.

3.8. Ilopsimox cosnmanus JluuHoro kaOwHeTa paOOTHWKA, (POPMUPOBAHUS W IOJIUCAHUS
ANEKTPOHHBIX IOKYMEHTOB ycTaHaBiauBatoTcs B [Ipunoskenun Ne2 k Hactosmemy [lopsaky.

. [lopsiiok BeaeHHUsI YTEKTPOHHOIO IOKYMEHT0000poTa

4.1. OKJIO B MBJIOY «llIsTHunkuit aerckuii cany «CeMUIBETHK» BOJIOKOHOBCKOTO paiioHa
Bbenropoackoil 061acTu OCyIIECTBISETCS B OTHOUIEHHM JOKYMEHTOB M KaTeropuil paOOTHUKOB,
MEPEeYHN KOTOPHIX ycTaHoBNeHBI B [Ipmnoxkennn Nel k Hacrosimemy [opsiaky u [pukasom Ne25
or 19.05.2023 roma o BBeAEHUHM 3JIEKTPOHHOTO HOKyMeHTooOopoTa B MBJIOY «IIaTHUIKMIA
nerckuit can «CeMunBeTuk» BomokoHoBckoro paitona benropojckoit o6nacT.

4.2. Ocymectienue OKJIO mpoucXoauT MOCPEACTBOM HCHOIb30BaHUs VHpopMannoHHOM
cucremsl U maardopmel «Padora B Poccum».

4.3. loctyn pabotHuka B MH(popMalMOHHON cHUCTEeME HPOMCXOIUT IyTE€M aBTOPU3ALMH B
Jlnunom kabuHere WHQopMalMOHHOW cHCTeMbl MyTE€M BBOJA, YKa3aHHBIX IpU CO3JaHHUU
Jlmynoro xabuHeTta paboTHUKa e-mail u maposnro, b0 MOCPENCTBOM BBOJIa KOJIa, TTOJIYYEHHOTO
pabotarkoM depe3 SMS/WhatsApp mo HoMepy ero tenedoHa, ykazaHHOTO MPH PETHCTPALUMA B
NudopmannonHoii cucreme.

4.4. loctyn k Uudopmanuonnoit cucreme ot umenn MBJIOY «lIaTHuukuii aerckuit caj
«CemuneTuk» BosjokoHoBckoro paifona benropoackoit 0061acTM UMEIOT: PYKOBOIMTENb
MBJOY «llIarauukuii nerckuit can «CemuuBeTuk» BomokoHoBckoro paiiona benropoackoit
obmnactu, Anmunuctparop DKJIO, a Takke WHBIE JHIA, YCTAHOBJIEHHBIE OTJEIBHBIM MPHUKA30M
MBAOY «lIsatHunkuii aerckuii can «CemMunBeTUK» BolokoHOBCkoro paitoHa benropoackoi
oOnacTu. YKa3aHHbIE B HACTOSIIEM ITYHKTE JHIAa OOJAJal0T MPaBOM JOCTYIMa K CBEACHUSIM O
pabotaukax MBJOY «llsaraunkmii nerckmii can «CeMuIBETHK» BOJIOKOHOBCKOTO paiioHa



benropoackoit obmactu u k gokymeHtam MBJIOY «lIstaunkuit nerckuii can «CeMULIBETHK
Bonokonorckoro paitona benropoackoi obmactu.

JUid yka3aHHBIX B HacToAlUM MNyHKTe aul AamuHuctpatopom OKJIO wusroraBiauBaroTcs U
BBIIAIOTCST CePTU(PHUKATHI KITIOYEH SJICKTPOHHBIX TMOAMHCEH, B 3aBUCUMOCTH OT KAaTETOPHH HX
nocryna k DKJ/1O, a Takke B 3aBUCUMOCTH OT KaTETOPUU MOMHUCHIBAEMbIX UMH JIOKYMEHTOB.

4.5. [lonnuceiBaTh KaJpoBblE 3JIEKTPOHHBIE NOKYMEHTHI OT MUMeHH MBJOY «{IIarHunkuii
nerckuii can «CeMuIBeTHK» BOIOKOHOBCKOTO paiioHa benropoackoid obnacTh BmpaBe JIWIIA,
yctaHoByieHHbIE B npukaze MBJIOY «Isataunkuit nerckuii cag «CeMULBETUK» B0OJIOKOHOBCKOTO
paiiona benropockoii o6mactu.

4.6. Ilonnucanue ciaeayromux A0kKyMeHTOB oT uMeHu MBJIOY «llaTtHuukuit mnerckuii can
«Cemuupetuk» BonokoHoBckoro paitona benropoackoi obnactu ocymectsisiercs npu KO
TOJIBKO IIpU ucnoip3oBanuu Y KOII:

- TPYJIOBBIX JIOTOBOPOB;

- IOTOBOPOB O MaTe€pHaIbHON OTBETCTBEHHOCTH;

- TIOTOBOPOB C POJUTENIAMHU (3aKOHHBIX IPECTaBUTENIeH BOCIIUTAHHUKOB);

- IpUKasa (pacrnopsKeHus) O MPUMEHEHUH TUCHUIUTMHAPHOTO B3bICKAHUS;

- YBEAOMJICHHH 00 M3MEHEHUHU ONpeAENIEHHbIX CTOPOHAMHU YCIOBHM TPYAOBOIO JOTOBOpa
nocpeactBoM MH(MOpMallMOHHOW CUCTEMBIL;

- PV BHECEHUH U3MEHEHUM B BBILICYKA3aHHBIC TOKYMEHTHI.

[Ipu noanucanuu uHbIX J0kyMeHTOB MBJIOY «IlstHuikuii gerckuii cag «CeMHUIIBETHUKY
Bonokxonosckoro paitona benropoackoit odnactu Brpase ucnoias3oBars Y KOII; YHIII, nopsmok
IIPOBEPKU KOTOPOM OIpenessieTcsl COIJIalleHWeM CTOpPOH TpyaoBoro jorosopa; YHOII,
BBIIAHHYIO C HCIIOJIb30BaHUEM UH(PPACTPYKTYPHI SJIEKTPOHHOTO MPABUTEIIBCTBA.

[Ipy moamucaHuu OHIEKTPOHHBIX JIOKYMEHTOB IMocpeAcTBoM Iuiargopmel «Pabota B
Poccun» pabdoromarenem moryt ucnonbs3oBarbes: YKOII; YVHOII, BeiganHas ¢ MCMONb30BAaHUEM
UH(PACTPYKTYPHI AIEKTPOHHOTO MTPABUTEIHCTBA.

4.7. llonnucanue mnepedyncieHHbIXx B 1. 4.6 I[lomoskeHuss HOKYMEHTOB OCYIIECTBIISETCS
pabotHukoM mpu ucnonb3zoBanuu YKOIL; YHOII, nopsaok mpoBepku KOTOpPOU orpenemnsieTcs
COTJIAIICHMEM CTOPOH TpyaoBoro joroBopa; YHODII, BeimaHHOW C  HCMOIB30BaHHEM
HH(PPACTPYKTYPHI JIEKTPOHHOTO MTPaBUTEIHCTRA.

[Ipn moamumcaHWMM WHBIX JOKYMEHTOB PAOOTHUK BIIpaBe Takke wucmoib3oBath [1DI1 B
Clly4ae, €Clid COTJIAIEHUEM CTOPOH TPYAOBOrO JOrOBOpPA YCTAHOBIJIEHBI NpaBUja ONpPEICICHUS
JMIA, MOJIMUCHIBAIOIIETO 3JEKTPOHHBIM JOKYMEHT, MO €ro MPOCTOM 3JIEKTPOHHOW MOANHUCH U
TpeOoBaHUsl K COONIOACHHIO KOH(QUIACHIIMATBLHOCTU KIOYa Takoi mommucu. Ilpu moamucanuun
ANEKTPOHHBIX JOKYMEHTOB Pa0OTHHUKOM HWJIH JIMIIOM, TOCTYMAIOIIUM Ha PaboTy, TOCPEACTBOM
mnatgopmel  «Pabota B Poccum» wmorytr wucnonb3oBathes: YKOII; YHOII, Beimannas c
WCIIONB30BAaHUEM MH(PPACTPYKTYPHI JJIEKTPOHHOTO TpaButTenbcTBa; [IOI1, kmou KkoTopou
IIOJIyYEeH INPU JMYHOM SIBKE B COOTBETCTBUHU C yCTaHOBIEHHbIMU [IpaButensctBom Poccuiickoit
@denepani NMpaBUIAMHM HCIIOJIb30BAHUS MPOCTOM A3JIEKTPOHHOW MOJAMUCH Npu oOpallleHuu 3a
MOJIy4€HUEM TOCYapPCTBEHHBIX Y MYHUIIUIIATBHBIX YCIYT B AJIEKTPOHHOM (hopme.

4.8. PaOOTHUK WJIM JIMIIO, MOCTYMAioniee Ha paboTy, OCYIIECTBIIAIONIME B3aUMOJEHCTBHE C
paboTosaTesnieM MOCPENCTBOM AJIEKTPOHHOTO JTIOKYMEHTOOOOpPOTa, BIPABE HAMPABIATH B aJpec
paboTonaTens 3asBICHHS, YBEJOMIICHUS W COOOIICHUS, KOTOpPbIE MPETYCMOTPEHBI TPYIOBHIM
3aKOHO/IATEITLCTBOM M B OTHOIIIEHUU KOTOPBIX OCYIIIECTBISETCS IJIEKTPOHHBIN JTOKYMEHTOOOOPOT
NndopmaninoHHON CUCTEMBI.



3asBlIeHUS, YBEIOMJICHUS W COOOIICHMsSI, HAMpaBiCHHbIE PAOOTHUKOM WM JIUIOM,
MOCTYMNAIOIIMM Ha paboTy, croco0aMu, B COOTBETCTBUM C IOJOXKEHUSMHU HACTOSLIETO IMyHKTa
CUHTAIOTCS MOJIYYEHHBIMH Pab0TOIaTENIeM Ha CIICAYIOINN pabounii JeHb MMOCIIe UX HAIIPABJICHUS.
4.9. 3asBieHHe O BBIJAYE JOKYMEHTOB, CBSI3aHHBIX C pa0OTOH, WM UX 3aBEPEHHBIX
Ha/mexxamuM oopazom konwmii (cT. 62 TK P®) paboTHHK MOXET MOAaTh B MUCBMEHHOH (opme,
mubo HampaBuTh uepe3 Mudopmarmonnyro cucremy. llpu momade paOOTHUKOM YKa3aHHOTO
3asiBiieHust MBJIOY «llsatHuukuii nerckuid can «CeMUIBETUK» BOJOKOHOBCKOIro pailoHa
benropoackoit o6mactu 6€3B03ME3IHO MPENOCTABIsAET PAOOTHUKY HE MO3/IHEE YeM B TeueHue 3
(Tpex) paboumx IHEH CO THS €ro Mmojayd TaKue JOKYMEHTBI MM HUX 3aBEPEHHbBIC HAUIC)KAIIAM
o0pa3oM Komuu Ha OyMaxXxHOM Hocutejae 100, €caM B OTHOUIEHHMH OJTHX JIOKYMEHTOB
OCYIIECTBISIETCA AJIEKTPOHHBIA JTOKYMEHTOOOOPOT, TaKHE AJICKTPOHHBIE TOKYMEHTHI CIIOCOOOM,
yKa3aHHBIM B 3asBJICHUH PaOOTHHKA!

49.1. B ¢dopMe KOMHU 3IEKTPOHHOTO JOKyMEHTa Ha OyMa)KHOM HOCHTEINE, 3aBEpECHHOMN
HaJIeKaIM 00pa3om;

49.2. B QopMe dPJIEKTPOHHOTO JOKYMEHTa, B TOM YHCJIE ITyTEM €ro pa3MeEIIeHUs Ha
€IMHOM TOpTajie TOCYAapCTBEHHBIX U MYHHUIIMITAIBHBIX YCIYT B CIy4ae B3aUMOJICHCTBUS B LIEJSIX
OCYILIECTBICHHUS 3JIEKTPOHHOTO JOKyMeHTooOopoTa HMHpopManmoHHON cHCTEMBbl C €IUHBIM
MOPTAJIOM TOCYJAaPCTBEHHBIX U MYHUIIMIANBHBIX YCIYT MO0 B TUYHOM KaOHHeTe pabOTHUKA Ha
mudposoii twiarpopme «Pabora B Poccum» mnpum ycrmoBum ee wucnoibp3oBanuss MBIAOY
«IIsatHuukuii nerckuit cag «CemuuBeTnk» BonokoHOBCckoro paiiona benropoackoi obnactu B
HEJISAX OCYIIECTBICHHUS HJIEKTPOHHOTO JJOKyMEHTO000pOTA.

4.10. Tlo 3asBneHWI0 paboTHHMKA pabOTOHATENh OOECIEYMBACT JOCTYI pPabOTHHKA K
JOKYMEHTaM, MOJAMUCAHHBIM MPOCTON DJIEKTPOHHOM MOJMUCHI0 PaOOTHHKA B MH(POPMAIIMOHHOM
cucreme paboTonaTens, MyTEM HAaNpaBiICHHs SJICKTPOHHOTO TOKYMEHTa B JIMYHBIA KaOWHET
paboTHuKa (MpU HATUYKMK) HA €JUHOM MOpTalieé TOCYJapCTBEHHBIX U MYHUIMIAIBHBIX YCIYT B
nopsiake, npenycmorpenHoM IpaBurensctBoM Poccuiickoii @enepanmu.

5. Cpoku nognucanust paboTHUKAMH
3J1eKTPOHHBIX JOKYMEHTOB U 03HAKOMJIEHUSI ¢ HUMH

5.1. JlokymeHT, B OTHOIIEHHH KoToporo ocymectsisercs OKJIO u KOTOpbIl HOIIEKUT
MIOJIMMCAHUIO CO CTOPOHBI paOOTHMKA, MOJMKMCHIBAECTCS MOCIEAHUM He no3aHee 12 (aBeHaauaTn)
pabouux 4acoB ¢ MOMEHTa MOJydyeHHs yBenomieHus o HampasieHun MBJIOY «lIsaTHunkuii
nerckuii can «CemunBeTuk» BonokoHoBckoro paitona benropojckoit obmactu noxkymeHnrta. B
cllyyae Hecorjacusi ¢ MOANMCAHUEM JOKYMEHTa WM e €ro cojepxkaHueMm, PaboTHuK BIpase
chopmupoBath U HarpaButh yepe3 Uudopmarmonnyo cuctemy MBIOY «lIsaTHuKMI neTckuit
cag «CemuneTuk» BomokoHoBckoro paitona benropoackoit obmactu yBenomiaeHue 006 0Tkase oT
MOJNKCAHUS C YKa3aHHEM MIPUYMUHBI OTKa3a OT MOAMUCAHUS JOKYMEHTA.

5.2. Pabotauk, kotopeii moiyunia ot MBJIOY «lIsarHunkwii merckuii cag «CeMHUIBETHK
BosokoHoBckoro paiiona benropojackoit obimactu sl 03HAKOMJIEHHS TOKYMEHT, B OTHOIIEHUH
koToporo ocymectsisiercss OKJIO, HampaBisieT MOATBEpXKAEHHE OO0 O3HAKOMIIGHHH C
JOKYMEHTOM B TedeHue 12 (1BeHaauaTH) pabovyux 4acoB ¢ MOMEHTA MOIYYEHHUS YBEIOMIICHUS O
HanpasieHun MBJIOY «lIatauuxuit nerckuii can «CemMHIBETHK» BoOJOKOHOBCKOro paiioHa
benropoackoit o01acTi TOKyMeHTA.

6. Nudopmanuonnasi 6e30nacHOCTh



6.1. UadopmanronHas 6€301acHOCTh IPU OCYIIECTBICHUN 3JIEKTPOHHOTO JTOKYMEHTOO00pOTa
B MBJIOY «lIartuuukuii nerckuit caag «Cemunseruk» BomokoHoBckoro paitona benropoackoit
obactu obecreunBaeTCs KOMIJIEKCOM TEXHHYECKUX M OPraHU3alMOHHBIX MEPOTIPUSTHH.

6.2. K TeXHMYeCKUM MEpONPHUATUSIM OTHOCSTCS:

6.2.1. Opranuzanus ¥ UCIOJb30BAaHUE CPEACTB 3AIUTHl HH()OPMAIK B MTOJHOM 00bEME
UX (YHKIIMOHAIBHBIX BO3MOKHOCTEI;

6.2.2. ObecniedyeHne METOCTHOCTH 00paOATHIBAEMBIX JIAHHBIX;

6.2.3. OOecrnieueHre aHTUBUPYCHOM 3aIIUTHI HH(POPMAIIHH.

6.3. K opranu3animoHHbIM MEPOTIPUSATUSM OTHOCSITCS:

6.3.1.  Kontpoiub BBITIOJTHEHHUSI TpeOoBaHU HOPMAaTUBHBIX JIOKYMEHTOB,
pETTIAMEHTHPYIOIIHUX 00eCTIeUeHUe 3alUThl HHPOPMAITIH;

6.3.2.  Omnpenenenue JIOJIKHOCTHBIX T — Y4aCTHUKOB JIEKTPOHHOI'O
JOKYMEHTO000pOTa M OpraHu3aTopa 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa, OTBETCTBEHHBIX 32
obecrieueHre nHPOPMaIMOHHON 6€30MacCHOCTH;

6.3.3.  YcraHoBieHHs MOpsiAKa OOHOBIECHUS aHTUBUPYCHBIX 0a3;

6.3.4. VYcraHoBieHHE TOpSAKAa TMPOBEACHHUS PEMOHTHO-BOCCTAHOBUTEIBHBIX paboT
MIPOrPaMMHO-TEXHHUYECKHUX CPEJICTB;

6.4. ®enepanpubiii 3ak0H Nel52-D3 ot 27 wmrona 2006 roga «O mepcOHATBHBIX JaHHBIX)
YCTaHABIIMBAEeT TPEOOBAHMS K ONEPATOPy IMEPCOHATBHBIX JAHHBIX M €ro HH(POPMAIMOHHBIM
cucremaM. TpeOoBaHUsS K WHPOPMAIMOHHBIM CHCTEMaM, COJEPIKAIIUM IEePCOHATbHBIC NaHHBIC,
yKa3aHbl B JIOKyMeHTe, yTBepKAECHHOM [loctanornenueM [IpasurenscTBa PO ot 1 HOs10ps 2012
roga Nell19 «OO6 ytBepkaeHun TpeOOBaHUN K 3alUTE MEPCOHANbHBIX JAHHBIX MpPU UX
00paboTke B MH(GOPMAITMOHHBIX CUCTEMaX MEPCOHANBHBIX JaHHBIX).

6.5. Jlomxnoctuple guna  MBIOY  «llataunxuit = perckmii cang  «CeMULIBETHK»
BonokonoBckoro paiiona benropojickoit o01acTu, OTBETCTBEHHBIE 32 00ecrieueHrne 6€30MacHOCTH
MEPCOHANBHBIX JIaHHBIX, JAOJDKHBI 00Ja/aTh COOTBETCTBYIONIICH KBaTH(HUKAIMEH, TTOITOMY MpH
oTpesieNieHUU TPeOOBaHMUN K JIAHHBIM PabOTHHKaM HYXKHO OpPHEHTHPOBaThCs Ha [locraHoBICHHE
[IpaButensctBa PO Nell19, IMpuxaz ®CTIK Poccum ot 18 despans 2013 roma Ne2l «O6
yrBepxkaeHE CocTaBa M COJIEPKaHUs OPTaHW3AI[MOHHBIX U TEXHUYCCKUX Mep MO 00eCIeUCHUTO
0€30MacCHOCTH MEPCOHANbHBIX JAHHBIX NpU UX 00paboTke B HH(GOPMAIMOHHBIX CHCTEMaXxX
MIEPCOHANBHBIX JTAHHBIX).

. AHCTpYKTAK pAa00THUKOB
no B3aumojgeiictBuio ¢ MBJAOY «IlarHuukuii  gerckuii  cag  «CeMHUBETHK»
BousiokonoBckoro paiiona bearopoackoii odsactu B pamkax K10

7.1. Anmunauctparop DKJO no momenta BBemenus OKJIO ocymiecTBiasieT pa3bsiCHEHHE
paboTtHHKaM crienyromeid nHopmaruu o B3aumozaeicTBuio ¢ MBIOY «lIaTHUIIKHMIA OETCKUA
can «Cemunsetuk» BomokoHoBckoro paifona beiaropoackoit oonactu B pamkax IK/O:

7.1.1. npuHIUIEI B3aumojencteus npu DK/O;

7.1.2.  ocobenHnoctu pabotsl MHPpOpPMAIIMOHHON CHCTEMBI;
7.1.3.  cpOKM MOJNHMCAHUS TOKYMEHTOB;

7.1.4.  uuHble Bonmpockl B3aumoeicTeus B pamkax IKJO.



7.2. IleppoguaHOCTh W TpadUK TPOBENCHUS WHCTPYKTAXKEH, KACAIOIMIUXCS B3aUMOJCHCTBUS
npu OKJO, ompenensiercs npuxkazom MBJIOY «IstHunknii perckuii canx «CeMULIBETHK»
BonokonoBckoro paiiona beiaroposckoii o61actu.

. Xpane}me IJICKTPOHHBIX TOKYMEHTOB.

8.1. Bce »nanexktponnsie kamapoBble n0kyMeHTB MBJOY  «llaTHUnKuN nmeTckuit  can
«CemuiBeTnk» BomokoHoBckoro paiiona benropoackoit o6mactu JOMKHBI XPAaHUTHCS B TOM Ke
¢dbopmare, B KOTOPOM OHU ObUTH c(hOPMHUPOBAHBI, OTIIPABIICHBI U MTOJYYEHBI.

8.2. Cpok xpaHeHUs JEKTPOHHBIX KaJIpoBBIX JOKyMeHTOB MBJIOY «IIaTHUIKW nEeTCKUA cajl
«CemurBeTrk» BoJOKOHOBCKOTO paiioHa benropojackoit o0macTh B INEKTPOHHOM BHIE
COOTBETCTBYET CPOKY XpaHEHHUs UX OyMaKHBIX aHAJIOrOB. DTH CPOKHM ycTaHOBJIEeHBI [Ipukazom
¢benepanpHoro apxuBHOro arerrctBa ot 20 nexadbps 2019 roma Ne236 «OO6 yTBepkIeHUH
[Tepeunss TUMOBBIX YIPABICHUYECKHX AaPXUBHBIX JIOKYMEHTOB, OOpa3ylONIMXCS B MPOIECCEe
JEeATEIbHOCTH IOCYIapPCTBEHHBIX OPIaHOB, OPraHOB MECTHOT'O CAMOYIIPABIICHUs U OPTaHU3alUH, C
YKa3aHUEM CPOKOB MX XpPaHEHHUs», BHyTpeHHUMU JokymeHTamMu MBJIOY «lIstHuukuili gerckuit
can «Cemunsetuk» BomokoHoBckoro paiiona benropoackoit ob6nactu. I[lpu sTomM cpoku
XpaHEHUsl SJEKTPOHHBIX JOKYMEHTOB, Kak M OyMakKHBIX, OTCUMTHIBAIOTCA ¢ 1 siHBaps roja,
CJICIYIOIIEr0 3a TOJIOM, B KOTOPOM JOKYMEHTBhI OBUIM 3aKOHYEHBI ICIOMPOM3BOACTBOM (1.2
ct.21.1 denepanpHoro 3akoHa Ne 125-D3 «O06 apxuBHOM zene B Poccuiickoit denepamnumy).

8.3. XpaHeHue 3JEKTPOHHBIX KaJpPOBBIX JIOKYMEHTOB JOJDKHO COIMPOBOXKIATHCS XPAaHCHHEM
COOTBETCTBYIOIIETO MPOTPAMMHOT0 00ECIICYSHUSI, TTO3BOJISIOIIECTO HMETh BO3MOXHOCTh PAOOTHI C
3JE€KTPOHHBIMU JOKYMEHTaMHU.

8.4. MBJIOY  «IlartHunkuii perckuii cax «CeMHIBETHK» BoOJIOKOHOBCKOro paioHa
benropoackoit o0nacTu OCYIIECTBISET XpaHEHUE AIEKTPOHHBIX JOKYMEHTOB, CO3/JaHHBIX B
NudopmannoHHol cucteme, MO 3aBEpPIICHHUIO JIEJIOMPOU3BOJCTBA IO HUM, Ha TEXHUYECKUX
ycrpoiictBax Mudopmarmonnoit cuctemsl/ MB/IOY «llstHunkuii nerckuii caa «CeMHUIIBETHK»
BonokonoBckoro paiiona benropockoit 061acTu, npeiHa3HauYE€HHBIX CIIEMUAIBHO JUIsl XpaHEHUs
AJIEKTPOHHBIX JIOKYMEHTOB (CEpBEpHI), B TE€UEHHUE CPOKOB, YCTAHOBJICHHBIX 3aKOHOJIATEIHCTBOM
Poccuiickoit @eaepanuu 00 apX1UBHOM JEIIE.

8.5. XpaHeHune 3JIeKTPOHHBIX JOKYMEHTOB, CO3JaHHBIX C UCIOJIL30BaHUEM €IMHOW U(POBOI
mwiargopmel «Pabdotra B Poccum», ocCyliecTBiseTCs ONMEpaTopoM TaKOW CHCTEMBI, B TEUCHHE
CPOKOB, YCTAaHOBIIEHHBIX 3aKOHO/IaTeNbcTBOM Poccuiickoii Denepariii 06 apXUBHOM JeTie.

. Cayyan odopmienns kaaposbix J0kyMeHTOB MBJ/AOY «IIaTHMUKMA JeTcKHil caj
«CeMuneTnk» BojiokoHOBCKOr0 paiiona besropoackoii o6/1acTu Ha OyMaKHOM HOCUTeEJIE

9.1. B ciyuae karactpo(dbl IPUPOAHOTO WIIM TEXHOTEHHOTO XapakTepa, MPOU3BOJCTBEHHOU
aBapuy, HECYACTHOTO CIIy4asl Ha IPOU3BOJCTBE, MOXKapa, HABOJIHEHHUS, 3€MJIETPSICEHUS, STTUAEMUN
WIA 3MU300THH U B JIFOOBIX HCKIIOUUTENBHBIX CIy4asX, CTaBSIIUX IO Yrpo3y >KHU3Hb WIIH
HOpMaJIbHbIE )KU3HEHHBIE YCIIOBHUS BCETr0 HACENIEHUS WM €ro 4acTH, paboToaarenb U pabOTHHK,
HE OCYIIECTBIIIONINE B3aMMOACHCTBIE MOCPEICTBOM JIEKTPOHHOI'O JIOKYyMEHTOO0OpOTa, BIIpaBe
B COOTBETCTBUU C JIOKaJIbHbIM HOPMATHUBHBIM AaKTOM, IIPUHUMAaEMbIM C YYETOM MHEHMHs
BBIOOPHOTO OpraHa MepBUYHOMN MPodCOI03HOM OpraHU3AIMK B TIOPSJIKE, YCTAHOBICHHOM CTaThel
372 TK P® nns nOpuHATUS JIOKAJbHBIX HOPMATHUBHBIX aKTOB, BPEMEHHO OOMEHMBATHCS
JOKYMEHTaMH, B TOM 4HCII€ JIOKYMEHTAaMH, CBSI3aHHBIMH C paboToil, B ¢opMe 3JIEKTPOHHOTO
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10.

11.

JOKYMEHTa WJIM DJIEKTPOHHOTO oOpa3a JOKyMeHTa (JJOKyMeHTa Ha OyMaXHOM HOCHTEIE,
peoOpa3oBaHHOTO B AJEKTPOHHYIO (OpMY IMyTeM CKaHWpoBaHUs win (ororpadupoBanus c
COXpAaHEHHEM €ro pPEKBU3UTOB) C TMOCIEIYIOIIUM TMPEACTABICHUEM COOTBETCTBYIOLIUX
JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.

9.2. B ciy4ae mMpUOCTaHOBJICHUS NEATEIBHOCTH MHPOPMAIIMOHHOW CUCTEMBI MOJHOCTHIO MU
4acTUYHO, Hamuuus cOosi B ee paboTe, BOZHUKHOBEHUS OOCTOSTEILCTB HEMPEOOTUMON CHITBI
(bopc-Maxkop) yIMOITHOMOUYCHHBIE paOOTHUKM Ha OCHOBaHMHM NpHKaza pykooautenss MBJIOY
«IIsataunkuii gerckuii can «CemmunBeTuk» BoiiokoHOBckoro paiioHa benroposackoi oGiactu
BIIpaBe 0(hOpPMIIATH KaJpOBbIE TOKYMEHTHI Ha OyMa)KHOM HOCHUTEJIE.

NudopmupoBanne KOMHCCHH 110 TPYAOBBIM CIIOPaM, B3auUMoOJelcTBHE ¢ NMPOQCOI3HBIMU
OpraHu3alMsAMHU

10.1. PykoBomutenr MBJIOY «lIsatHunkuii nerckuii can «CeMUIBETHK» BOJIOKOHOBCKOTO
paifona benropojackoii obrmactu obOecriedrBaeT MOCTOSHHOE HH(DOPMHUPOBAHHE KOMHUCCUHU I10
TPYIOBBIM cropam, a Takxke mpodcoroza MBIOY «latauukuii nerckuit cang «CeMHUIBETHK
BonokonoBckoro paitona benropoackoit oOmactu o kaapoBbix u3MeHeHMsix B MBJIOY
«[Iaraunkuit gerckuit can «CemmuuBetuk» BonokoHoBckoro paitona benroposackoit obmactu
MyTéM MUCbMEHHOTO HH(DOPMHUPOBAHHUS.

Ilenpto ykazaHHOTO WH(GOPMHUPOBAHHS SIBISICTCS IIOBBIICHHWE KadecTBa pPaOOTHI U
akTuBHOCTH Tpodcoro3Hoit opranm3anuu MBJIOY «[Iaraunkmii netckuii can «CeMHIIBETHK
BonokonoBckoro paitona benropoackoil o0iacTé 1o BOMpocaM 3alIMTHI NMPaB paOOTHUKOB Ha
0e30MmacHbIi Tpya, GOPMUPOBAHUS MOJUTUKUA HETEPIUMOCTH PAOOTHUKOB K (hakTaM HapyIICHUS
HOPM TPYZI0BOT'O IIpaBa.

IIpunoxenne k Hacrosemy Ilonoxennro

11.1. [lpunoxenune Nel: ITlepeyeHb TOKYMEHTOB W KaTeropuil pabOTHHUKOB, B OTHOLICHHUH
kotopeix B MBJIOY «llaraunkuii nerckuit canm «CemunBetuk» BosiokoHOBCKOro paiioHa
benropozackoil 0651acTi ycTaHOBIIEH KaJpOBBIH 3J1€KTPOHHBINA JOKYMEHTO0O0POT;

11.2. Tlpunoxenue Ne2: ITopsnok coznanus JlmuHoro kaOuHeTra paboTHUKA, (OPMHUPOBAHUS U
MOJIMTMCAHUS SJIEKTPOHHBIX JOKYMEHTOB.
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[Tpunoxxenue Nel k [TosoxkeHUIO 0 AIEKTPOHHOM KaJIpOBOM IOKYMEHTO000POTE

HNEPEYEHb

AOKYMEHTOB U KaTeropui PaGOTHHUKOB, B OTHOLLICHHUH KOTOPBIX
B MBJOY «IIaraunkuii aerckmii cag «CemuuBeTHK» Bo0JIOKOHOBCKOro paiiona
Bearoponackoii 06,1acTH YCTAHOBJIEH 3JIEKTPOHHBII KAJPOBbI JOKYMEHTO000pOT

B MBAOY «IlatHuukuii aerckuii caa «CemuuBeTHK» BO0JIOKOHOBCKOro paiioHa
Bearopoackoii o6gactu (1ajee — padorTogarTesb) YTBEPXKACHBI CIEAYIOIIUE TEPEUYHU
JIOKYMEHTOB U KaTeropuil pabOTHUKOB, B OTHOIIEHUU KOTOPBIX B MBJIOY «IIaTHUIIKMIA AeTCKUT
can «CemunBeTuk» BonokoHoBckoro paifona benroponckoit 061acT yCTaHOBJIEH 3JIEKTPOHHBIHN
KaJpOBBI JTOKyMEHTOOOOpOoT Ha ocHoBaHuu mnpukaza Ne25 or 19.05.2023 roma MBJIOY
«IIsatHunkuit nerckuit caa «CemuiBetuk» BoaokoHoBckoro paitona benropoackoit obiactu.

1. Ilepeuenp kareropuii paOOTHUKOB, B OTHOmEHMM KOTOpblx B MBJIOY «llaTHunKui
nerckuii  can  «CemunBeTuk» BosokoHOBCkoro paitona benropoackoit  obiacTu
YCTaHOBJICH 3JIEKTPOHHBINA KaJIPOBBIN JOKYMEHTOOO0POT

Ne HanmMeHnoBanue kaTeropuu pabOTHUKOB,
KOTOpBIE OCYIIECTBIISIOT B3auMoeiicTBue B pamkax KO
1 AJIMUHHCTpALUS
2 [Tenarornyeckue pabOTHUKU
3 VY4eOHO-BCIIOMOTaTEIbHBIN TTEPCOHAI
4 OO6cnyXuBarOINN epcoHal

2. Ilepeyenp NOKyMeHTOB, B OTHOIIEHHH KOTOpHIX B MBJIOY «lIaTHUIKKI AeTCKUA can
«CemunBetuk» BomokoHoBckoro paiioHa benropoackoit  o0macTé  yCTaHOBJIEH
3JIEKTPOHHBIN KaJApPOBbII TOKYMEHTOOOOPOT

Ne HaumeHoBaHME JOKYMEHTOB, B OTHOLIEHMHM KOTOpPBIX B [HAaMMEHOBaHUE
YUPEKAEHUS | YCTaHOBIIEH 3JIEKTPOHHBIN KaJpOBBIN JOKYMEHTOO00POT

1 TpynoBbie 1OrOBOpPEI

2 JloroBOpHI ¢ poAUTENAMU (3aKOHHBIMU IIPEICTABUTENSIMUA BOCITUTAHHUKOB)

3 JlononHUTENBHBIE COMVIALIEHUS K TPYIOBBIM JJOTOBOpaM

4 [Ipuka3pl MO JMYHOMY COCTaBY, 3a HUCKJIIOYEHHEM IPUKAa30B O PaCTOPKEHHH

TPYIOBBIX IOTOBOPOB
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[Tpunoxxenue Ne2 k [TonoxkeHUI0 0 KaIPOBOM 3JIEKTPOHHOM JIOKYMEHTOO00pOTE

HHOPAAOK

co3nanus JInuHoro kabuHera padloTHHKA,

(opMupoOBaHUS U NOANMCAHNS JIEKTPOHHBIX IOKYMEHTOB
AJIS1 KaIPOBOro 3JIEKTPOHHOI0 JOKYMEHT0000poTa

MBAOY  «llatHuukuii  nperckuii  can  «CemuuBeTuk»  BoJOKOHOBCKOTO — paioHa
benropoackoit obmactu (1ajiee — padoToaaTesib) YTBEPKIEH CICAYIOMUNA TOPSIOK CO3AaHUS
JlmyHoro xabmHeTa pabOTHUKA, POPMUPOBAHUS W TOAMHCAHUS IJICKTPOHHBIX JOKYMEHTOB JIJIS
KaJIpOBOTO AJIEKTPOHHOIO JOKYMEHTOO0OpOTA:!

1. Co3nanne 1u4HOro kabuHera padorunka B UngopmaunoHHoii cucreme

1.1. MBJIOY  «lIsatHuukuii  nerckuii cam «CeMunBeTHK» BollokOHOBCKOro paioHa
benropoackoit o0mactu peructpupyer pabOTHHKA, KOTOPbIM OBUIO JaHO corjachue Ha
B3aMMOJICIICTBIE C paboTodareneM uepe3 OJICKTPOHHBIM KaJApPOBBIA JOKYMEHTOOOOpOT, B
NudopmannonHoii cucteme.

1.2. lns wavana wucnons3oBanus MHpopmanmonnoit cucremoir pabornukom MBJIOY
«IIsatauukuii gerckuii cax «CemunBeTuk» BosokoHoBckoro paiiona benropoackoit o6mactu
HaNpaBisIeT eMy NpPUTIIAIICHHE OJHUM M3 JOCTYNHBIX B MH(pOpManMOHHON crcTeMe crocodoom
(IMCbMOM Ha 3JIEKTPOHHYIO 1ouTy, SMS-cooOuieHuem).

1.3. Ilpurnamienue COAEPKUT CCHUIKY JI aBTOPHU3ALMU U TMOATBEPXKACHUS CBOEH YYeTHOM
3anucH (JImunoro kabuHera) paboTHuka B IHGOpMaIIMOHHOH cucTEME.

1.4. PaboTtHuk, npu nepBuuHOM BXoje B MHpopmanmonnyoo cucremy (perucrpainus) o0s3an
MOATBEPAUTh CBOIO YUETHYIO 3amuch B JIMYHOM kaOuHeTe MyTeM BBOJA YETHIPEX IMOCIETHUX
udp cBoero nacnopra. Taxke npu nepBuuHOM Bxoze B MHpopmalmonHyto cucreMy paOOTHHUK
OCYILIECTBIISIET O3HAKOMJIEHHE CO CIIEAYIOIMMHU JOoKyMeHTamMu MHpopMalmoHHON cHUCTEMBI, O
4YeM MpOCTaBIsE€T OTMETKY B CHELMAILHOM HMHTEPAKTUBHOM IIOJIE: C COTJIacCMeM Ha oO0paloTKy
MIEPCOHANBHBIX JaHHBIX, MOJIUTUKON KOH(PHUAECHINATBHOCTH, T0JIb30BATEILCKUM COTJIAIlIEHUEM.

15.B Jluynom  kabuHere  paOOTHUKY  JOCTyNEH  TMpeaaraeMbli  (GyHKIIMOHAT
WHpopMallMOHHON CUCTEMBI, B TOM 4YHCIE BO3MOXXHOCTh Bbllycka YHOII, noanucanus
nokyMeHToB ¢ MBJIOY «lIatanukuii nerckuii can «CeMuuBeTHK» BOJIOKOHOBCKOTO paiioHa
benroposckoii o61actu, a Takke UCTOPUS MOJMHCAHHBIX 3JEKTPOHHBIX I0KYMEHTOB.

1.6. [lnsa xaxxaoro pabOTHHKA, MOJTBEPIUBIIEMY CBOIO Y4eTHYI0 3amnuch, st OKJ10O MBIOY
«IIsataunkuii gerckuii cang «CemuinBeTuk» BosokoHoBckoro paiiona benropoackoit oGmactu
ocymectBisier Bbiyck YHOII ¢ nomompbio WMHOpManMoHHOW CHCTEMBI MpU  Y4acTUU
YIOCTOBEPSIOIIEr0 EHTPA.

1.7. PaGoTHuk moanuceiBaeT 3asBiaeHUe Ha BoITycK YHOIII [IpocToii aneKTpOHHON MOAMHUCHIO
IyTeM MOATBEP:KIEHU Koaa o SMS.

1.8. Ipu Bemycke YHDII miis paborauka [MBJIOVY «llstauiikuii getckuii cajg «CeMUIIBETHKY
BonokoHoBckoro paifona benropojckoid 001acTH  OCYIIECTBISET €ro  HACHTU(HUKAIHIO
(moaTBepKIEHNUE JIMYHOCTH) HAa OCHOBAHMU JIOBEPEHHOCTH OT YIOCTOBEPSIOUIETO LIEHTpa U
BBICTYMAET JIOBEPEHHBIM JIMIIOM 110 cMbIciy DenepanpHoro 3akona "OO0 37eKTpOHHOM moanucu"
oT 06.04.2011 Ne63-D3.
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1.9. ins mnpomoipkeHuss mporeAypsl Beimycka YHOII, paGoTHUK mOATBEpXKIAAeT IO
MOJTYYEHHOW CChUIKE (B MHUCHME Ha AJIEKTPOHHYIO MouTy Wiu SMS cooOmieHneM Ha HOMEp
MoOUIBHOTO Tenedona) Beimyck Y HOIL.

1.10. lns 3aBepuieHusi mpouenypsl Bbimycka YHOII, a Takke BO3MOKHOCTH MOJIHMCHIBATH
AJIEKTPOHHBIE JTOKYMEeHTbI B MH]opmammonHoir cucreme, paboTHuk mnocpenctsoM 1911
MOJITBEPK/IAaeT BBINYIICHHBINH cepTudukar YHIII.

1.11. DnexTpoHHBIE JOKYMEHTHI (3asBiieHHe paboTHWKa Ha Beimyck YHDOII, moarBepkaeHme
ceprudpukara YHOII u wHbIe nOoKymMeHTHI/meicTBus) mis Bbimycka YHOII ¢ nensto BeneHus
ANEKTPOHHOTr0 AOKyMeHTooOopoTa B MHbopmanmonHoi cucreme, noanucannelie [lonp3oBarenem
[1211, mpu3HaAOTCS PAaBHO3HAYHBIMM JOKYMEHTAaM Ha OyMaXKHBIX HOCHUTENSX, MOJIHCAHHBIM
COOCTBEHHOPYYHOH TOJMKCHIO, & CBEIEHHS, COJIEpKAIIUECs] B TaKOM JOKYMEHTE, NMPHU3HAIOTCS
MOJJIMHHBIMU U JIOCTOBEPHBIMM, OHM TaK)K€ HMMEIOT TaKyl0 XK€ IOPUAMUYECKYIO CUITy, KaK U
MOJMCAaHHBIE  COOCTBEHHOPYYHO JIOKYMEHTHl Ha OyMaXHOM HOCHTEJE, U  BIEKYT
IIPEyCMOTPEHHbIE JJI1 YKA3aHHBIX JOKYMEHTOB IIPaBOBbIE IIOCJIEJICTBUS; HE MOTYT OBITbH
OCIIOPEHbl HJIM OTPULATHCS YYACTHUKAMH KaJPOBOTO AJIEKTPOHHOTO TOKYMEHTOO0OpOTa U
TPETHUMH JIMIIAMU WK OBITh TPU3HAHHBIMU HEACHCTBUTEIHLHBIMU TOJIBKO HA TOM OCHOBAaHUU, UTO
OHM OBLITH MOJMKCAHBI C UcToNb3oBaHueM WHdopmannoHHON cuctembl Wi 0pOpMIICHBI B BUIC
ANEKTPOHHOTO  JOKYMEHTa; MOTyT OBITh MpPEJICTaBICHBl B KayecTBE JIOKA3aTeNbCTB,
PaBHOCUJIBHBIX ~ THCbMEHHBIM  JIOKa3aTeJIbCTBaM, B IOpsAAKE,  IMPEeAYyCMOTPEHHOM
3aKoHOarenbCcTBOM Poccuiickont denepannu, Ipyu 3TOM JOMYCTUMOCTh TaKMX JOKa3aTelbCTB HE
MOKET OTPULATHCS TOJBKO HAa TOM OCHOBAHUHU, YTO OHHU IPEJICTABIECHBI B BUJIE AJIEKTPOHHBIX
JOKYMEHTOB WJIM MX KOmui Ha OyMaXHOM HocuTene; Haiuuue B JokymeHTe [IOI1
MO/Ipa3yMeBaeT, YTO JOKYMEHT HAMPaBJICH U MOJAMKCAH UM B HAJUJICKAIIEM MOPSJIKE.

1.12. ins ucnonws3zoBanusi MHoOpMalMOHHONW CHCTEMBbl C LENbI0 MOAMHUCAHUS YKa3aHHbBIX
nokymentoB [IDII, paOOTHHK caMOCTOSATENbHO OOECIeuynBaeT MOAKIIYEHHEe K KaHalaMm
ANEKTPOHHOW, B T.4. MOOWJIBHOM CBSI3U W/WIM TONACPKKY HEOOXOAUMBIX (YHKIUH, B T.4.
¢bynkuuit SMS, Ha cBoMxX ycTpoiicTBax (Tenedone, cMapTdoHe, IUIaHIIeTe, KOMIBIOTEPE U T.I1.) Y
CBOETO OIIEpaTopa COTOBOH CBS3H.

1.13. B ciry4ae u3MeHeHHsI CBeIeHUI 00 aapece dJIeKTPOHHOMN MOYTHI WM HOMEpa MOOHMIBHOTO
TeneoHa pabOTHUK TNpPUHUMAET Ha ce0d 00sA3aTeNbCcTBa  HE3aMEJIUTENHHO  COOOIIUTH
OTBEeTCTBEHHBIM 3a B3ammozeciictBue mo OKJIO B MBJAOY «llarHunkuii meTckmii cajn
«Cemunetnk» BonokoHoBckoro paiiona benroponckoit oGmacTd jumaM, KOTOpbIE BHOCST
U3MEHEHHMs B CBe/IEHUAX paboTHUKA B MIHopMaIoHHo# cucteme.

2. ®opMHUpOBaHHE U MOANMMCAHUSA IJTEKTPOHHBIX JOKYMEHTOB

2.1. ToxymenTsl aiist noanucanus mpu nmomomnty IKJ1O mMoryT co3paBarbes:

2.1.1. MBJIOY  «Ilataunkuit  gerckuii  can  «CemurBeTuk» BoJIOKOHOBCKOTO — paiioHa
Bbenropoxackoit obnactu B popmate Word unu PDF u nepenaerca B Undopmannonnyio cucremy;

2.1.2. Paborankom u MBJIOY «lIataunkuii nerckuii cang «CeMHUIBETHK» BoJIOKOHOBCKOTO
paifona benroposackoii obsactu mytem 3arpy3ku B MH(GOpMaMOHHYIO CUCTEMY CaMOCTOSATEIBHO
CO3JIaHHBIX JOKYMeHTOB B (hopmate Word mwiu PDF;

2.1.3. Beibopa pabotHukom wuimu MBJIOY  «lIatHunukuii gerckuit cang  «CeMHUIBETHK»
BonokonoBckoro paiiona benropoxackoit o0mactm W3 MAOJOHOB, TPEACTABICHHBIX B
NudopmannonHoii cucteme.
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2.2. ®aiinel W JTaHHBIE, COJEP)KAIMeCS B JIOKYMEHTAX, JOJKHBI OBITh JOCTYITHBIMH IS
paboThI, HE TOJDKHBI OBITH 3aIIUINEHBI OT KOMMPOBAHUS M TeYaTH, HE JOHKHBI OBITH 3aIIUIICHBI
napojeM, He JOJDKHBI COJEPKaTh WHTEPAKTHBHBIC U MYJIbTUMEIUHHBIC SJIEMEHTHI, BHEPCHHbIC
CIICHapWH Ha si3bIKe JavaScript uiu JIFOOBIX JPYTUX S3bIKaX MPOTrPAMMUPOBAHHSL.

2.3. DNCKTPOHHBINA JTOKYMEHT MOXET OBITh MOJIMUCAH TOJBKO AJICKTPOHHOW MOJAMUCKHIO JIUIIA,
KOTOPOE YKa3aHO B €0 TEKCTE KaK JIUIIO, €ro MOAMKCABIIIEe.

2.4. Tlopsaok MoaNMCcaHus SJIEKTPOHHBIX JOKYMEHTOB:

2.4.1. JIuio umeroriee aoctyn k Mudopmarmonnoi cucreme ot umeHu MBJIOY «lIsaTHunkuit
nerckuii can «CeMmHIIBETHK» BOJIOKOHOBCKOTO paiioHa benropoackod o0jacTd mpu OTIpaBKe
JIOKYMEHTa Ha MOAMNUCH JIMIlY, KOTOPBIM BIIpaBe MOAMMUCHIBATh JTOKYMEHTHI 0T umeHu MBJIOY
«[Iaraunkmii nerckuii can «CeMmunBeTHK» BoOJOKOHOBCKOTrO paiioHa benropopackoii o6nact,
u/un paboOTHHUKY BhIOMpAaeT MOPSAIOK moamucanus «PykoBoauTenb MepBelit» uiu «PabOTHUK
IIEPBBINY;

2.4.2. PabOTHUK JOHKEH O3HAKOMHUTHCS C JOKyMeHTOM, oinydeHHbIM 0T MBJIOY «lIaTHumKwmit
nerckuit can «CemunBeTuk» BolokoHOBckoro paiioHa benropoackoi o6mactu, U MOAIUCATh €ro
ANIEKTPOHHOU MOANHUCHI0 HE Mo3aHee 12 (nBeHaaatv) pabodyMx 4acoB ¢ MOMEHTA IMOJYYECHUS
yBenomiienus. [Ipu Hecornacuu ¢ cogepxaHueM TOKyMeHTa, PaboTHUK MoOxeT copMHUpOBaTh U
otnpaBuTh PaboTonatento yBegomiaeHne 00 0TKa3e OT MOAMUCAHUS C YKa3aHHEeM MPUYUHBI OTKa3a
OT IIOJNMCAHMUS;

2.4.3. JIumo, KOTOpOE BIpaBe MOMANMUCHIBATH JOKYMEHTHI oT uMeHu MBJIOY «lIsaTHuIKMiA
nerckuit cang «CemunBeTuk» BosokoHoBckoro paitona benropojackoit 00sactd, JAOHKHO
03HAKOMHTHCSI C TIOJYUYCHHBIM JOKYMEHTOM, M TMOJIUCATh €ro 3JEKTPOHHOW MOINMUChI0O HE
no3aHee 12 (nBeHaaT) pabovyrnx 4acoB ¢ MOMEHTA MoJydyeHus yBeaomieHus. [lpu Hecornacuu
C cofiepKaHHEeM JOKYMEHTa, OH BIpaBe c(hOPMUPOBATH U OTIPABUTH YBEJOMIIEHHE 00 OTKaze OT
MOJINKCAHUS C YKa3aHHEM MIPUYUHBI OTKa3a OT MOAMUCAHNUS,

244, 1lpu  nHeooxomumoctn  MBJOY  «IlarHunkmit  gerckmii  cany  «CEMUIIBETHK»
BonokonoBckoro paiiona benropoackoit obnactu u/unu paboTHUK He mo3aHee 3 (Tpex) padounx
JTHEW BHOCSIT UCIIPABJICHUS B JOKYMEHT M HAIIPABJISIET €r0 TTOBTOPHO JJIsl TTOAMUCAHUSI.

2.5. Tlopsinok co3anus M HAIPaBJICHUS JOKYMEHTOB PAOOTHHKOM:

2.5.1. PabotHuKk 3axoautT B cBOW JIMYHBIN KaOWHET ISl CO3/aHUS JOKYMEHTAa M Ha)KHMMaeT
KHOTIKY CO3J/IaHUsI, BRIOMPAET U3 CITUCKA TUIT JOKYMEHTA U 3aloJIHsIeT HE0OX0AUMbIE JaHHBIC,

2.5.2. PabOTHUK MOAMUCHIBAET TOKYMEHT AJIEKTPOHHON MOIIMHUCHIO;

2.5.3. PaboTHUK, Tpu HEOOXOAMMOCTH, BBIOMpAaeT COTpPYJHHMKA (PYKOBOAUTENSA), KOTOPBIH
JIOJKEH COTIacoBaTh JOKYMEHT, €CIU JIJIsl HeTO TPeOyeTCs COrNlacCOBaHMUS;

2.5.4. CoTpyaHHK, KOTOPOMY HampaBlieH JOKYMEHT JUIsl COTJIACOBaHMS, MPU HEOOXOAUMOCTH,
€ro COTJIACOBBIBAET, MPOU/IS IO CCHUIKE U3 aBTOMATHYECKU CO3/IaHHOTO YBEJIOMJICHHUS U Ha)KaB Ha
KHOTIKY coriacoBaHus. [Ipu Hecormacuu ¢ copep:kaHueM JOKyMeHTa — OpMUPYET yBeIOMIICHUE
00 OTKa3e OT COTJIACOBAHUS C YKa3aHUEM MPUYUHBI OTKA3a OT COTJIaCOBaHUS

2.5.5. Anmmunuctparop IK/1O mpu corimacoBaHWW 3asBICHUS WIM TPU TOANMHUCAHUH (€CITH HE
TpeOyeTcs COTTIacoBaHMs) MEHSIET cTaTyc ToKyMeHTa B HopMaimoHHoii cucteme Ha «B pabote/
3aBEpIICHO/OTKIOHEHOY.

2.6. Ilpu  ucnoms3oBanun  MBJOY  «llatHunkuit  gerckmii  cang  «CeMHUIBETHUK»
BonokonoBckoro paitona benropojckoii o6mactu cepsuca https://trudvsem.ru, paboTHUK BIpaBe
MOJINKUCHIBATh 3JIEKTPOHHBIE JOKYMeHThl B MH(popMannoHHON cucteme mocpeacTBoM [ocyciyr.
[lognucanHass MaHHBIM CHOCOOOM JOKyMeHTarusi xpaHutcs Ha CepBuce W Ha TopTaje
https://trudvsem.ru.
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2.7. lTongnucannas YHOII noxymenTarus xpanurcs B MHGOpMaIimoHHON crucTeMe.

2.8. [Ipy BO3HUKHOBEHHMH BOMpPOCcOB 10 pabdore HWupopmanumonnoit cucremer MBJIOY
«[Iaraunkuii nerckuii cax «CeMunBeTHK» BoIOKOHOBCKOTO paiioHa benropojackoi obmacTH,
Anmunuctparop 9KJIO u paboTHHK MOTyT 00paTUThCA K mpaBoobuanareno MHpopmamoHHOR
CHCTEMBI IIyTeM HalpaBJICHUs MHChMa Ha 3JEKTpoHHYIO mouty: Help@hr-link.ru mis monyyenus
pa3bsACHEHUH.

2.9. HeoOxoqumble  MHCTPYKIUMM IO  HCHONb30BaHUIO  WH)OpMAalMOHHONW  CHCTEMBI
npeacrasicHbl B cucteMe helpdesk mo agpecy https://hr-link.omnidesk.ru/.
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