YTBEPXKJIEH

MIPUKA30M MYHHUITUTIAIEHOTO Ka3€HHOTO
yapexACHUS «YUpEeKICHHUE IO 00SCIICUYECHUIO
NEATETLHOCTH OPTaHOB MECTHOTO CaMOYIIPaBIICHUS
rOpoJICKOTO OKpyra ropoj [lepBomaiick
Huxeropojickoit o0mactu»

ot 16.05.2019 Neo 54/1

PETI'JIAMEHT
AJIEKTPOHHOT'O JOKYMEHTOO00POTa ¢ UCTIOJIB30BAHUEM JICKTPOHHOM MOJIIUCH B
MYHUIIUTTATHFHOM Ka3€HHOM YUPEKICHUH «Y UpexIeHUE 110 00€CTICUCHUTIO IeSITEIHHOCTH
OpPTraHOB MECTHOI'0 CaMOYIPaBJIEHHSI TOPOACKOTO OKpyra ropoj I[lepBomarick
Hwxeropojickoit o6macTm»

(manee - PermameHT)
1. O01mune nmoj1oKeHUA

1.1. Hacrosiuii PernamMeHT ompenenseT nopsiok paboThl B CUCTEME 3JIEKTPOHHOIO
nokyMeHtoobopora (manee - COJJ0) B MyHUIMNAIBHOM Ka3€HHOM YUpEXKICHUU
«YupexIeHue Mo OOECHEUYCHHUIO NESTEbHOCTH OPraHOB MECTHOTO CaMOYIpaBJICHUS
ropoJcKoro okpyra ropoa Ilepsomaiick Himkeropockoii oomactu» (nanee — YupexacHue)
IIpU OpraHU3alMM JCJONPOU3BOJICTBA, COJIEPKUT OINMCAHWE IIPOLECCAa CO3LaHMUs,
00pabOTKHM AJIEKTPOHHBIX JOKYMEHTOB, MX COTJIACOBAHUS, TOJIMUCAHUS M AHJIEKTPOHHOMN
OTMPABKH, a Takke (PYHKIUN TO NMPUMEHEHHUIO SJEKTPOHHOU moamucu (manee - OII),
MOPSIIOK PaOOTHI C DIIEKTPOHHBIMH KJIFOYaMH MOJNMUCH U cepTrudukaramu JI1.

1.2. PernaMeHT sIBIS€TCS 00s3aTEIBHBIM 11 MCIOJIHEHUS! BCEMU COTPYIHUKAMU
YupexaeHus, KOTOpbIC SBISIIOTCS YYaCTHUKAMH JJICKTPOHHOTO OOMEHa M 00eCIIeUCHBI
cpeacrBamu OI1.

1.3. B Hacrosmem PernamenTe UCIonb3yOTCs CASAYIONTNE TEPMUHBI U OTIPEICIICHUS:

ayTEHTUYHOCTh JJIEKTPOHHOTO JOKYMEHTA - CBOMCTBO 3JICKTPOHHOIO JIOKYMEHTA,
rapaHTUPYIOLIEE, YTO AIEKTPOHHBIN JOKYMEHT PaBHO3HAYEH MOJINHHUKY;

BJIAJICINICI cepTU(HUKATa KITF0Ya MPOBEPKU SJICKTPOHHOU ITOITUCH - JIUI0, KOTOPOMY B
yctanoBieHHOM DenepanbapiM 3akoHOM 0T 6 anpens 2011 r. Ne 63-D3 "O6 snekTpoHHOM
MoANHCH" TIOPSIJIKE BhIJIaH CEPTU(UKAT KITFOUA MMPOBEPKHU AIEKTPOHHOM MOIINCH;

JOKYyMEHT - OQUIIMATbHBIM JTOKYMEHT, CO3JaHHBIA TOCYAApCTBEHHBIM OpPTaHOM,
OpraHOM MECTHOTO CaMOYMPABJICHUS, IOPUIAYECKUM WIH (QUIHIECKUM  JTUIIOM,
O(pOPMJICHHBI B YCTAHOBJIEHHOM TIOPSJIKE W BKJIIOYCHHBIA B JIOKYMEHTOOOOPOT
[TpaButennscTBa Hikeropoackoi obnactu;
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I[OKYMCHTOO60pOT - ABMKCHHUC JOKYMCHTOB C MOMCHTA UX CO3JIaHHA WUJIN ITOPYUYCHUA
A0 3aBECPpHICHUA UCIIOJIHCHUS, IOMCIICHUSA B ICJI0 U (I/IJ'II/I) OTIIPABKH;

K04 BHGKTPOHHOﬁ MmoANMCHU - YHHUKAJIbHAA IIOCICAOBATCIIbBHOCTL CHUMBOJIOB,
MpcaHasHa4YCHHAA OJIA CO3aHUA C-)JIGKTpOHHOﬁ IIOAITNCH,

KIIOY TPOBEPKH DJICKTPOHHOM TMOAMHCH - YHUKAJIbHAs TOCIIEIOBATEIHLHOCTD
CHUMBOJIOB, OJTHO3HAYHO CBSI3aHHAS C KJIFOUOM 3JICKTPOHHOM TOJIUCH U TIPEAHA3HAYCHHAS
JUISI TIPOBEPKU TTOJIMHHOCTH 3JICKTPOHHOH ToAnucH (fajiee - mpoBepKa 3JICKTPOHHOM
MOJITHCH);

HOCHUTENIb KJII0YeBON mHMOpMaIu - (pu3ndecKkoe yCTPONCTBO XpaHEHUS (IHUCKETa,
(hreni-HaKoMUTENb, 3alUIICHHBIA HOCUTENbh KIIIOUeBON UH(pOpMAITUU U Jp.), COACpIKaIlee
OJIMH WJIN HECKOIbKO Kirroueit DII.

MNOAIMCAHT - JOJDKHOCTHOC JIMIIO, MMCIOIICC IIPAaBO IMOAIINCH;
MNOAJIMHHUK JOKYMCHTA - HCpBBIﬁ u eI[HHCTBeHHBIﬁ OK3CMILISIP JOKYMCHTA,

IIOJIB30BATENH - COTPYIHHUKN YupexkaeHus, nMmeromue nocryn k C2J10, B Tom yucne
OCYILECTBIISIOIIUE PErUCTPAINIO TOKYMEHTOB (PErucTpaTop), CO3AaHUE U YTBEPKICHHUE
pe30oni (PyKOBOAUTENb), @ TAKXKE UCIOJHEHUE OPYUEHHUH (MCIIOTHUTED);

NPUKPEIUICHHBIN (aiiil - TEKCTOBBIN Wiu rpaduyeckuii (hailt BXOAAUIIET0, HCXOASIIETO
aM00 BHYTPEHHETO JOKYMEHTa, TMPHUKPEIUVIEHHBIM K PEruCTPAllMOHHON KapTO4Ke
JOKYMEHTA;

peructparop - noas3oBaresb COJ10, oCyEeCTBIAIOMNN PETUCTPALIMIO UCXOISAIINX U
BHYTPEHHHX JOKYMEHTOB;

DJICKTPOHHBINA JIOKYMEHT - JIOKYMEHT, WH(OpMAIMs B KOTOPOM IIpPEJACTaBlIcHA B
AIEKTPOHHO-TIMGPOBOI popme;

CpelICTBA AJEKTPOHHOU MOANKCH - U poBaibHble (KpunTorpadpuyeckue) CpecTsa,
UCIIOJIb3yeMbIC JIJIsl pean3alid XOTs Obl OJHOM U3 cienyronux (yHKIUNA - CO3JIaHHE
BJICKTPOHHOM TOJIIMUCH, POBEPKA SJIEKTPOHHOW MOAIUCH, CO3JAHUE KIIFOUA DJICKTPOHHOU
MOAIKUCH U KJIF0Ya IPOBEPKHU JIEKTPOHHON MOAUCH;

cepTU(UKAT KIH0Ya MPOBEPKHU IEKTPOHHOU MOJAMUCH - SJICKTPOHHBINA JOKYMEHT WJIH
JOKYMEHT Ha OyMa)XHOM HOCHUTEJNE, BBIJIAHHBIC YAOCTOBEPSIONIUM IIEHTPOM JIMOO
JIOBEPEHHBIM JIMLIOM YJIOCTOBEPSIOLIETO HEHTPAa U MOATBEPKIAAIOIINE MPUHAMLIEKHOCTD
KJIF04a TPOBEPKH HJICKTPOHHON MOAMUCH BIAACNbIly cepTUdUKATa KI04Ya MPOBEPKHU
BJIEKTPOHHOM IMOJIIUCH;

YIOCTOBEPSIOIIUN LIEHTP - IOPUAMYECKOE JUI0, OCYIIECTBIISAIONIEE (PYHKIIMH II0
CO3JJaHUIO U BbIJIaue cepTU(PUKATOB KIHOUYEH MPOBEPKU AJIEKTPOHHBIX MOAMMUCEH, a TaKkkKe
MHbIE PYHKIUH, IpelycMoTpeHHble DeepaibHbIM 3aKoHOM OT 6 anpens 2011 roma Ne 63-
®3 "OO0 »eKTpOHHOM TTOANUCH";

YYaCTHUKHU 3JIEKTPOHHOTO B3aUMOECHCTBUS - OCYIIECTBIIAIOINE 0OMEH HHpOpMaIueit
B AJIEKTPOHHOU (POpME TroCyAapCTBEHHBIE OpraHbl, OPraHbl MECTHOTO CaMOYIpPAaBIICHUS,
OpraHH3alNH, a TAKKE TPAK/IAHE;



AJIEKTPOHHAS MOANKCH - HH(OpMAITUs B AIEKTPOHHOHN opMe, KOTOpast MPUCOESTMHEHA
K JIpyroi nHpopMaiiu B 3JeKTpoHHON hopMe (rmoanruchiBaeMoi HHGOPMAIIUK ) UITH UHBIM
o0pa3oM cBsi3aHa ¢ TaKOM MH(pOpMAIHE U KOTOpasi UCIIOJIb3YETCS IJIsl OTIPEICTICHUS JIUTIA,
MOJMUCHIBAIOIIETO  WHPOPMAIMIO;  ATO  PEKBU3UT  DJJEKTPOHHOTO  JOKYMEHTAa,
NpeIHa3HAYCHHBIA IS 3allUThl JAHHOTO AJICKTPOHHOTO JOKYMEHTa OT TMOMAJCIKH |
MO3BOJISIONMINN UACHTH(PHUIIMPOBATH BaJeiblla cepTU(dHUKaTa KIr04Ya TOIIMUCH, a TaKKe
YCTaHOBUTH OTCYTCTBUEC MCKKECHHS HHPOPMAIIUH B SJICKTPOHHOM JIOKYMEHTE;

ANIEKTPOHHAs] PErHCTpallMOHHAs KapTO4yKa JOKYMEHTa - MPEICTAaBICHHBIA B BUIEC
€IMHOTO YYETHOT0 00BheKTa HabOp 00sS3aTeNbHBIX CBEACHUM O TOKYMEHTE, UCTIOIb3YEMBIX
B LIEJISIX yUyeTa U noucka nokyMenra B CO/10;

DJIGKTPOHHBIN JOKYMEHT - JOKYMEHTHPOBaHHAas HWHQOpMaIWs, MpEICTaBICHHAsS B
AIIEKTPOHHOH (hopMme;

3JIEKTPOHHBIN 00pa3 TOKyMEHTA - 3JIEKTPOHHAs KON JOKYMEHTa, U3TOTOBJIEHHOIO Ha
OyMa)KHOM HOCHTETIE.

1.4. B YupexneHun co3/1at0TCsl U UCTIOIb3YIOTCS:

QJICKTPOHHLBIC JAOKYMCHTGI, co31aBaCMbIC B BHCKTpOHHOﬁ (1)0pMe oe3
MNpCaABAPUTCIIBHOT'O JOKYMCHTHUPOBAHUS Ha 6YM3)KHOM HOCHUTCIIC,

QJICKTPOHHLBIC 06pa351 JOKYMCHTOB, IIOJIYYCHHBIC B PC3YyJIbTaTC CKAHHPOBAHUA
JOKYMCHTOB U XPaHAIIHUCCSA B CUCTCMC 3JICKTPOHHOI'O I[OKYMCHTOO6OPOTEL

1.5. DnexkTpoHHbIE TOKYMEHTHI co3aaroTcs, oOpadaTeiBatoTcst U xpansrcs B CO/10,
KOTOpasi JI0JDKHA COOTBETCTBOBAaTh TPEOOBAHUSIM, YCTAaHOBJIEHHBIM MUHUCTEPCTBOM
1U(pPOBOro pa3BUTHSA, CBSI3U U MACCOBBIX KOMMyHUKanuii Poccuiickoit deneparu.

1.6. Undopmarnus B 37MeKTpOHHON (opme, MOJMMCAaHHAS HJIEKTPOHHON MOAMKUCHIO,
MPU3HACTCS DJICKTPOHHBIM JOKYMEHTOM, pPaBHO3HAYHBIM JOKYMEHTY Ha OyMakHOM
HOCHUTEJIC, TIOJMUCAaHHOMY COOCTBEHHOPYYHOH TMOANUCHIO, KpOME Cllydas, €clu
(denepalbHBIMI 3aKOHAMH WJIH TPUHUMAEMBIMU B COOTBETCTBHH C HUMU HOPMATHBHBIMU
MIPaBOBBIMHU aKTaMH YCTAaHOBJICHO TpeOOBaHUE 0 HEOOXOIUMOCTH COCTABJICHHS JIOKYMEHTA
HCKITIOYUTENFHO Ha OYMaKHOM HOCHTETIE.

1.7. DnekTpoHHas OJNKCH 00ECTIEUNBACT LIETOCTHOCTD AJIEKTPOHHOTO JOKYMEHTa U
€ro 3amuTy OT Mojaenaku. [Ipu 3TOM AJIEKTpOHHAS MOAMKCH COOTBETCTBYET COCTOSHHIO
JOKyMEHTa Ha MOMEHT TOJAMKMCH M TPH JIFOOOM IOCICAYIONEM H3MEHEHUU JTOKyMEHTa
CTAHOBUTCS HEJCUCTBUTEIIHLHOM.

Hcnonb3yembie cpeacTBa 3IEKTPOHHON MOAMUCH AOJKHBI ObITh CEPTUPHUIIMPOBAHBI B
YCTaHOBJICHHOM MOPSJIKE.

1.8. Tlognucanue (corjacoBaHUE, BU3MPOBAHUE) HIEKTPOHHBIX JTIOKYMEHTOB
OCYIIECTBIISIETCS TIOJB30BATEISIMA C  HWCIOJB30BaHHWEM amMapaTHBIX YCTPOWCTB -
3aIUIICHHBIX JIEKTPOHHBIX HOCUTENEH KITI0UeBOM MH(POPMAIIH.

1.9. TlpaBo moamucu 3JIEKTPOHHBIX TOKYMEHTOB C HcHoJib3oBaHuem OII mmeror
OUAPEKTOP YUpEeKICHUS, 3aMECTUTENb IUPEKTOpa YUPEKIACHHUS, TOKHOCTHBIC JIMIA,



HCITIOJIHAOIIUE UX 00513aHHOCTH.

1.10. IIpaBo cormacoBaHusi (BU3HPOBAHMS) AJIEKTPOHHBIX JOKYMEHTOB HMMEIOT BCE
JOJKHOCTHBIE JIMLIA, KOTOPBIM YCTAHOBJIEHA IEKTPOHHAs noanuck (nanee - OII).

1.11. TIpaBo noanucu pe3ontounu I umerotr nupekTop YupexaeHus, 3aMeCTUTEIb
TUpEeKTOpa YUpexAeHUs, JOJDKHOCTHBIC JIUIIA, UCTIONHSIOMINE UX 00s13aHHOCTH, KOTOPBIM
yctaHoBieHa Ol 1.

1.12. Tlonnmucanue (coriacoBaHWE, BU3UPOBAHKE) JOKYMEHTA MOXKET BBITOIHITHCS C
moboro padouero mecta C3/10, Ha KOTOPOM yCTaHOBJIEHBI MporpaMMHbie cpenctsa Ill,
MOCJI€ BBIMIOJIHEHHS He00XouMbIx HacTpoek CO/1O.

1.13. Hacrossmmii PernmameHT wucmonb3yercs Uisi OpTraHW3aiid  pabOThI  TI0
MOJMKUCAHUIO (COTJIACOBAHUIO, BABUPOBAHUIO) CO CIIECIYIONIMMU BUIAMU JOKYMEHTOB:

BXOs1KeE (MOCTYNAKIINE U3 CTOPOHHUX OPTraHU3alNil) TOKYMEHTHI,
ucxosiue (OTIpaBsieMble B CTOPOHHUE OPTaHU3aluil) TOKYMEHTHI;
BHYTPEHHHE IOKYMEHTHI,

BHYTPEHHHE TOKYMEHTBI 110 KaJAPOBBIM BOIPOCAM;

HOpPYUYEHUS - PETUCTPUPYIOTCS ¢ npedukcom [Ip-;

IPOTOKOJIBI - pErUCTpUpYIOTCs ¢ pedurcom IpT-;

MOPYYECHUS] - PaACHOPSIUTEIbHBIE JOKYMEHTBI, KOTOpble OMOPMIISIIOTCS Ha OJaHKe
MOPYYEHHUN YCTAaHOBJICHHOUN (hOPMBI;

MPOTOKOJIBI - JOKYMEHThl MH(OPMALIMOHHOTO XapakTepa, MpeaHa3HAYEHHbIE s
(duUKcanMM XO0Jla PACCMOTPEHHUS BOIPOCOB M TMPUHATHS PCEIICHHH Ha 3aceIaHusIx
KOJUIETHAJIBHBIX, COBEIIATEJIbHBIX, KOOPJAWHAIMOHHBIX, SKCIEPTHBIX U HHBIX OPTraHOB,
COBCIIIaHUM.

1.14. Cotpyanuku VYupexaeHus 00s3aHbl O3HAKOMUTBCA C PYKOBOJCTBOM
nonb3oBanuss COJIO, uMerp HaBbIKM paboTel ¢ COJIO m coOmogaTh HACTOSIIUN
Pernamenr.

I1. O0mue noJioxxeHus opranuszanuu padorsi ¢ CI3/10

2.1. BuyTpeHHHEe JOKYMEHTHI ITOCTYNAIOT U MepeaatoTCs TOIbKO B SJIEKTPOHHOM BH/JIE
o COJ10.

2.2. Peructpaniys BHyTPEHHUX JIOKYMEHTOB OCYIIECTBISIETCS CKBO3HBIM MOPSIKOBBIM
HoMepoM ¢ ipedukcom Cii- U HHIEKCOM.

[Mpumep: Cn-132-351/19 (BHYTpeHHHU# MTOKYMEHT aIMHHHUCTPAIIUH, MOPSIKOBBIN
HoMmep 351, 2019 - rog peructpanun).



2.3. Perucrtparmusi HCXOASIIMMX JTOKYMEHTOB, TIIOATOTOBJICHHBIX 3a MOAMHUCHIO
IUpPEKTOpa YUpexACHUs, 3aMECTUTENS IUPEKTOpa Y upekIeHus: Ha OyMaXHOM HOCUTENE U
B 2JieKTpoHHOU (hopme (moctynaronux no CIA0 u noanucanusix 1), ocymecTsisercs
PETUCTPATOPOM Y UPEIKICHUS.

Peructpauusi MCXOISIIUX JTOKYMEHTOB OCYIIECTBIISECTCS CKBO3HBIM TOPSIKOBBIM
HOMepoM ¢ nipedukcom Mcx- u unnekcom o Knaccudukaropy.

[Mpumep: Mcx-132-12345/19 (ucxomsamuii JOKYMEHT YUPEeKICHUS, ITOPSIKOBBIM
Homep 12345, 2019 - rox peructpanum).

2.4. Jluneiika HyMepalMHu BXOASIMINX, HCXOIAIMUX W BHYTPEHHUX JIOKYMCHTOB
OOHyJIsIeTCs B Ha4aJle KaKJI0TO Toja.

I11. ITopsinok paccMOTpeHHUsI JOKYMEHTOB JHUPEKTOPOM B YUpe:KIeHUHU
€ UCIOJIb30BAHHEM JJIEKTPOHHOM MOINUCH

3.1. IIpoekTsl pe3omonmii JOKYMEHTOB, 3apETHMCTPHUPOBAHHBIX HAa UMS AHPEKTOpPA
YupexaeHus MoAroTaBINBAIOTCA JUPEKTOPOM Y UPEKICHHUS.

3.2. OTBETCTBEHHbIE JOJKHOCTHBIE COTPYAHUKH W HHBIE YIOJIHOMOYEHHBIE B
YCTaHOBJICHHOM NOPAJIKE JOJKHOCTHBIE JIULIA PACCMATPUBAIOT MOCTYIUBIINE TOKYMEHTHI
COTJIACHO PE30JIOLUSIM JUPEKTOpa YUpexaeHus, Mpu HEOOXOAUMOCTH CTaBIAT UX Ha
BHYTPEHHHU KOHTPOJIb.

3.3. TloamucaHT B IENAX CO3JAHUS PE3OJIONUU  OCYIIECTBISICT CJIECIYIONIYIO
OCJIENOBATEIILHOCTD NEUCTBUN:

OTKPBITHC KAPTOYKH PC30JHOLUHU,
CO3aaHHUC IIPOCKTA PC30JIIOINHU,

HaIIpaBJICHUC IIPOCKTa PC30JIIOOMK Ha YTBCPKICHUC (ean HCﬁCTBHﬂ BBIITOJIHAJI
IIOMOIIIHHUK JIMIIA, BBIIMTOJHAIOIICTO MMOAIINCAHNEC pe?)OJ'IIOHI/II/I).

B cnyuae, eciiu kK JOKyMeHTaM Ha OyMa)KHOM HocuTene (IpU HAJIWYUH TaKOBBIX)
MPUJIAraloTCsl MPOEKThI PE30JIIOIM, opopmileHHbIE Ha JucTax Oymaru gopmara A6, AS,
JOKYMEHTBl C TPOEKTaMHU PE30JII0LUN IMEepEeAarTCsl Ha PACCMOTPEHHE Ha OyMa)KHOM
HOCHTEJIE.

3.4. JIOKyMEHT ¢ IPOEKTOM PE30JIIOLMU MOCTYNAaeT Ha PacCCMOTPEHHUE MOJIHUCAHTY,
KOTOPBIA KOPPEKTUPYET U yTBEpAKAAET pe3omtoruto B CI/O. [Ipu noanucannm pe3ononun
¢ ucnoas3oBanreM DIl He0OX0IUMO BCTaBUTH KJIHOY 3JeKTpOHHOU noanucu B USB-mopt
KOMIIBIOTEpAa M BBECTH pin-koja s ucnoib3oBanus OIl. Ilogmucanue pe3onronuu
ANEKTPOHHOM moanuchto Ha 1Pad BhIMONHSETCS AaBTOMATUYECKH, BBINIOJHEHHE
JOTIOJTHUTENbHBIX IEUCTBUI HE TpeOyeTcs.

3.5. Pezomonus Ha OyMaXHOM HoOcHUTeNne mMoajexuT BHeceHHro B COJIO u
ckanupyercs. [Ipu 3ToM mopydeHrHe aBTOMATHYECKU IEpPEeaeTCs B DJICKTPOHHBIC MANKU
"Hoseie 3ananus" wnm "HoBas kOppecnoHIeHIMA" OTBETCTBEHHBIX JTOJKHOCTHBIX JIHII,
OTIPEJICJICHHBIX B PE3OJIIOIIMN UCTIOTHUTEISIMHU.



3.6. JlokymeHThl Ha OyMa)XHOM HOCHUTENE TEpPEeNalTCd OTBETCTBEHHOMY
UCIIOJIHUTENIO, YKAa3aHHOMY B PE30JIIOLMH, JUO0 MEPBOMY YKa3aHHOMY HCIIOIHUTEIO.
CoucrnonHuTeNsIM JOKYMEHTa KOMU Ha OyMa)kKHOM HOCHUTEJIE HE TIEpeIatoTCs, sl paboThl
UCIIONb3YeTCS JJICKTPOHHBIM 00pa3 gokymeHta B COJIO (mpukperieHHbId (aitn K
PETUCTPALIMOHHON KapTOUYKE JOKYMEHTA).

3.7. IlpaBamu noctyna B COJIO st co3nanus MpoeKTa Pe30JIOUUN U MOAMHCAHUS
PE30ITIOLMNA HAJENAIOTCS:

JTUPEKTOp Y UpEKIACHUMY,
3aMECTUTEIb JUPEKTOPA Y UPEKICHUMY;
JOJKHOCTHBIE JIMI[A, HCTIOJIHSIOIINE UX O0S3aHHOCTH.

3.8. JIOKyMEHT C YTBEpP)KIECHHOW pPE30JIIOIHMEH B SJIEKTPOHHOU (GopMe CUHUTaeTCs
JOBECHHBIM 10 ucnoiHuTens (ronb3oBatenss COJI0O) ¢ MOMEHTa ero MOCTYIUICHUS B
coorBeTcTByOIy0 manky C3J1O. Ilpu mnomydeHUM [OKyMEHTa C YTBEPXKICHHOU
pesontoneld Ha OyMaKHOM HOCHTENIe PE30JIIONMS CKaHUpPYeTCs, NalibHelInas paboTa
OCYIIECTBJISIETCS C JIEKTPOHHBIM 00pa3om nokymenta B C3J10.

IV. IloaroroBka u cor;jiacopaHue HCXOASIIMX U BHYTPEHHHUX
AokyMeHTOB B CIO/10 ¢ ucnoib30BaHHEM 3JICKTPOHHOM MOANMUCH

4.1. Ilpu moAroToBKE MPOEKTa JOKYMEHTA MOJIb30BaTENb (MCIIOTHUTENb) BBITTOIHIET
CIEIYIOIINE NEUCTBUS:

CO37[aHUE PETUCTPAIMOHHON KapThl (nanee - PK) BHyTpeHHero wim HCXOIAIIEro
JIOKYMEHTA;

3amoJIHEHHE 00sI3aTeIbHEIX ToJIeH Ha BKiIaake "JlaHabie";
pUKpervieHne PailioB JoKkyMeHTa Ha BKJIaake "Bepcuu ¢aiiinos";
CO3[IJaHHE€ MaplIpyTa corjacoBanus Ha Bkiajake "CormnacoBanue';

ycTaHoBka mipu3Haka '"l[logmuceiBaTh (Qaiiiapl TpH  COTVIacCOBaHUMU" B KapTOUKe
MapuipyTa coriacoBaHus (Mpyu HEOOXOAUMOCTH);

NIEPEYNCIICHNE B KapTOYKE MaplipyTa COIVIACOBAaHUSA COTPYAHHUKOB, KOTOPBIM
JOKYMEHT JOJDKEH OBITh HalpaBJIeH Ha COIVIACOBAHHME (BU3MPOBAHHUE), C YKa3aHUEM
MOCJIEIOBATEIbHOCTH COTJIaCOBaHUsl (BU3UPOBAHUS) M, NpPU HEOOXOAMMOCTH, CPOKOB
corjacoBaHusl (BUBHPOBAHUS).

HCIIOJIHUTCIIb OCYHICCTBIISICT KOHTPOJIb ITPpOICCCa COITIaCOBAHUAA,

[I0CJIE 3aBEPIIEHHUS MIPOLIECCA COTVIACOBAHUS MCIIOJIHUTEND HAIIPABISAET JOKYMEHT Ha
noAnucanue. B ciydae, ecium B JOKYMEHT BHECEHBI M3MEHEHMUsI, MPUKpEIUIIeT (aitn c
M3MEHEHHOW BEPCUEN TOKYMEHTA;

VCITOJIHUTEIIb 3aITyCKAeT MapLIPYT corjacoBaHus o kHonke "Hauate coriiacoBanue".



Jlnst numa, TOAMKMCHIBAIONIETO JTOKYMEHT, MOJDKEH (OPMHUPOBATHCS OTIEIBHBIN
MapuipyT COIVIACOBaHUsA C YKa3aHUEM BHJA corjacoBaHus "YTBepxkiacHue'. Mapuipyt
COTJIACOBAHMS JIJIS1 JINLIA, TOANUCHIBAIOIIETO JOKYMEHT, T0JKEH CO3AaBaThCS JJ1s1 NTOTOBOM
Bepcuu (paiiioB, COTJIaCOBAaHHON 0€3 3aMeUaHUil.

4.2. Jluua, KOTOPHIM JOKYMEHT TMIOCTyNUJ Ha BHU3UPOBAHHUE, OCYIIECTBISIOT
CJIEIYIOIIYIO TTOCTEI0BATEILHOCTD ACHCTBUM:

MPOCMOTP KapTOUKHU corjacoBanus u3 namnku "Mcnonuurens - HoBble nopyueHus" uinum
"PyxoBoautens - Ha cornacoBanue";

O3HAKOMJICHUE C MMPUKPETNICHHBIMU (DaiiiaMu IOKyMEHTa;

O3HAKOMJIEHUE C pe3yJbTaTaMU NPEAbIAYIIEro COrjlacoBaHus Ha BKiagkax '"Jlucer
cornacoBanus" u "JlepeBo pezoonmii'”;

BHECEHUE 3aMEYaHHi B TEKCT JOKYMEHTa W/Wiu B mojie "3ameuaHus" KapTOUKH
3aJlaHus Ha corjlacoBaHue (IpU HAIMYUU 3aMEYaHUl );

NPUKPEIUICHHE OTBETHOTO (pailia WM Jucta 3aMedaHuid B noje "OTBeTHbId (aiin"
KapTOUYKHU 3aJ]aHUs Ha corjlacoBaHue (IIpu HEOOXOJUMOCTH);

IPOCTAHOBKA OTMETKHU O COTJIACOBAHUU WJIM OTKJIOHEHUHU MO Kaxaomy aimy (mpu
HaJIMYUU 3aMEYaHUi JOMYyCTHMMO NPOCTAaBIATh OTMETKY O COIJIACOBAaHMM WM 00
OTKJIOHEHHH 10 YCMOTPEHUIO COTJIACYIOIIETO).

[Ipu cormacoBaHMM JOKYMEHTa C MCIOJB30BAaHUEM SJECKTPOHHOW TOMIHCH
HEOOXOJIMMO BCTaBUTh KJIIOU 3JIEKTpoHHOM moamnucyu B USB-mopT koMIbroTepa U BBECTH
PIN-kox mis ucrions3oBanus DII.

4.3. OTBETCTBEHHOE JTOJDKHOCTHOE JIUIIO, BHITIOMHSIOIIEE COTJacoBaHue (TTOAMICAHIE)
JOKYMEHTOB, OCYILECTBIISIET CIEAYIOLIYIO TOCIEA0BATEIbHOCTD IEUCTBUM:

MPOCMOTpP JOKYMEHTA U JINCTA COTJIacCOBaHMs B nanke "Ha nmoanuce";

NOJANKUCAHKUE (COTVIACOBAHME) JIOKYMEHTa IMyTeM HaxaTusi Ha kHomky "[logmucats"
("CornacoBatp") WiM OTKa3 B TMOAMHCAHUM (COTJIACOBaHMM) JOKYMEHTA C YKa3aHUEM
MPUYMHBI OTKJIOHEHMsI TTyTeM Hakatus Ha KHomkKy "Otkimonuts". Iloanucanue daitnos
JOKYMEHTA DBJEKTPOHHOW TOAMNMUCHIO BBIMOJHSIETCS aBTOMAaTUYECKH, BBIIIOJIHEHUE
JOTIOJIHUTEIIBHBIX JACHCTBHUM HE TpeOyeTcs.

4.4, HcnonmHuTenb, HANPaBUBIIMKA JOKYMEHT Ha COIJVIACOBAaHHE, OCYIIECTBISAET
CIICIYIOIIYIO TTOCJIEA0BATEIbHOCTD ICHCTBUM:

MPOBEPKY HaIWYUs JOKYMEHTOB B mamnke "MoW HOKYMEHThI - COIJIaCOBaHHUE
3aBepiieHo" u B nanke "OTKIOHEHHBIE 3a1aHusI Ha CorylacOBaHue";

MPOCMOTP PE3yJIbTATOB COIIACOBAHHUS B PETUCTPAIMOHHON KapTOuKe JOKYMEHTa Ha
Bkinajake "JIucr cornacoBanug', "Pe3omonuun" nian "CoriacoBanue';

CBCACHHUC PE3YJILTATOB COIJIACOBAHMA W HAIIPABJICHUEC UCITPABJICHHOIO JOKYMCHTA Ha
JOITIOJIHUTCIBHOC COIJIaCOBAHUC MJIM ITOAIIMCAaHHC. HpI/I HaJIMYUM 3aMEUYaHul K JAOKYMCHTY



UCIIOJIHUTENH CO3/IaeT HOBYIO Bepculo ¢aiiina JOKyMeHTa, BHOCUT U3MEHEHUS B (Daiisl HOBOM
BEPCHUH, CO3/IA€T U 3aIlyCKaeT HOBBIM MapuIpyT coriacoBaHus. [Ipu co3manum mapuipyra
COrJJacoBaHUsl  MCIOJHUTENb  NPUKJIAAbIBAET  JIMCT  y4yeTa  3aMeyaHud  Kak
COMpPOBOAUTENBHBIN (haiii. [Ipu OTCYTCTBUU 3aMe4aHMi, HAIMYUU BCEX BU3 COTJIACYIOIIMX
u neictButenbHocTH DI coryacyromux CTOPOH MCHOJHUTENh HAMpaBIsieT JOKYMEHT Ha
MOJMKUCAHMUE;

MOCJIe MOAMUCAHUS TOKYMEHT MepPeIaeTCsl Ha PErUCTPalUIO.
4.5. Mcnoyib3yroTCs CEeyIOIUe MOIENN COTJIaCOBAaHUs JOKYMEHTOB:

- napajuienpHas (IPOeKT JOKYMEHTA HAMpAaBISIETCS HA COrJacOBaHUE OJHOBPEMEHHO
BCEM COTJIACYIOIINM);

- mociieqoBaTenbHas (IPOEKT JOKYMEHTAa HamlpaBisIeTCsl Ha  COIIaCOBaHUE
COTJIACYIOIIMM 110 OYepeIn);

- KOM6I/IHI/IpOBaHHa$I (OI[Ha 4acCTb COrjacoBaHus AOKYMCHTA OCYHICCTBJIIACTCS 110
HOCHGHOB&TCHBHOﬁ MOACIIH, Apyrasd - 110 HapaHHGHBHOﬁ).

Beibop TOM WM HWHOM MOJENM COTJIACOBAHUS OCYIIECTBISAETCA HCIOIHUTEIEM
JOKYMEHTa IMpu (OPMHUPOBAHUM CIHUCKA COIJIACYIOIIMX W HAINPaBICHUU JIOKYMEHTAa Ha
COTJIACOBAHMUE.

V. Perucrpauusi ucxoasiuen
U BHyTpeHHel koppecnonaennuu B CI/10

5.1. Peructpauus HCXOAsIIed M BHYTPEHHEH KOPPECIOHJAEHUMHU 32 MOAINUCHIO
IUPEKTOpPA YUpEeXKICHUs, 3aMECTUTENS JUPEKTOpPa YUPEeXKIEHUS OCYIIECTBISIETCS
PETUCTPATOPOM Y UPEKIACHUS.

5.2. Peructparop VYupexIeHus, OCYIIESCTBISIONIMA PETUCTPAlMI0 U Tepenady
JTOKYMEHTOB azgpecaram (mostyvatensim), OCYIIECTBIISIIOT CHEAYIOUTYIO
MOCJIEIOBATENbHOCTD ACHCTBUM:

MPOBEPSAIOT HAIMYME BCEX HEOOXOMMMBIX BU3 M JIEUCTBUTEIBHOCTH AJIEKTPOHHBIX
MOJINKUCEN COrIaCyIOMMX Ha BKIaakax "JIMCT cornacoBanus", a TAK)Ke HAJTUYME OTMETKH B
koJsioHke "Cratyc OII" JIucra cornacoBanus "l[lonnuce nctunHas';

BBITIOJTHSIOT PETHCTPAIMI0 JOKyMEHTa (MpH YCHEITHOW IPOBEpPKE) WM BO3BpaT
JOKYMEHTa Ha TOATOTOBKY (€CIM MpH TPOBEPKE BBISIBJICHBI HAPYIICHUS B TMOPSJIKE
COTJIACOBaHUS WJIM  HEJACHUCTBUTEIbHBIE  DJIEKTPOHHBIE MOANUCH  (YCTaHOBJIEHA
HeaencTBUTeIbHOCTD DI1);

MPOCTABISAECT IITAMI IOATBEPKIACHUS DJIEKTPOHHOM TMOANMCH, MPUKPEIUISET
CKaHMPOBAHHBIN 00pa3 JOKYMEHTA K pEeTUCTPALIMOHHON KapTOUKe.

5.3. Ilpy M3roTOBJIEHWH MOAMUCAHHOTO 3JIEKTPOHHOTO JOKYMEHTa Ha OyMa)KHOM
HOCHUTEJIE TOJNUCh JUPEKTOpa YUpEexKACHHs, 3aMECTUTENs TUPEKTOpa YUpexaeHHUs
3aBepsIeTC:



OTTUCKOM IITaMIIa C TEKCTOM (MJIM COOCTBEHHOPYYHOM 3amHChio ¢ TekcToM): "Komus
AJIEKTPOHHOI'O JJOKYMEHTA, MOANMCAHHOTO 3JIEKTPOHHOM MOANHCHIO";

COOCTBEHHOPYUYHOU MOAMUCHIO YIIOJHOMOYEHHOTO HA 3aBEPEHUE KOMUM JOKYMEHTOB
B YCTAHOBJICHHOM TIOpSIIKE COTPYJAHHUKA, ero (amwinedl u [aToil co3JaHus KOIUU
AJIIEKTPOHHOTO JOKYMEHTa Ha OyMa>KHOM HOCHUTEE.

I[J'I}I 3aBCPCHUA KOITHM QJICKTPOHHBIX JOKYMCHTOB IMPHUMCHSCTCS OTI[GHBHBIﬁ OTTHUCK
mramiia.

VI. KonrpoJb ncnosinenus 1okymentos B C3/10

6.1. Koutponp ucnomnenus nqokymeHtoB B COJIO ocymiecTBisieTcss B CPOKH U B
MOPSIZIKE, YCTAHOBJIEHHBIE BEIOMCTBEHHBIMU HOPMAaTUBHBIMH aKTaMH.

6.2. LlenTpann3oBaHHBIN KOHTPOJIb UcnioHeHus iopydennit B C3J10 ocyiecTisiercs
TUPEKTOPOM YUPEKIEHHUS, 3aMECTUTEIEM AUPEKTOpa YUpPEKIEHUS, JTOJKHOCTHBIMU
JULAMU, UCTIOJIHAIOIINX UX 00S3aHHOCTH.

6.3. Undopmarius o TOKyMEHTaX, MOCTABJICHHBIX HA IEHTPAIN30BAHHBIN KOHTPOJIb, O
X0J1€ MX UCMOJHEHUs nocTynHa aiis padoTel B COJIO Ha pabodynx MecTax OTBETCTBEHHBIX
COTPYIHUKOB.

VIl. TpeGoBaHusi npu OpraHu3anui XpaHeHUs
U UCIMOJIb30BAaHUS HOCUTEJIeH KI4YeBoid nHGopmManuu

8.1. Kuitou DI siBisieTcsi mepCOHANBHBIM, BBIIACTCS COTPYIHUKAM YUPEKIEHUS MO/
pocnuck, 3anpenieHa nepegayda kiaroda I gpyrum nunam.

8.2. Bmamemery ceprudukara Kiroda TPOBEPKH JJICKTPOHHOW TIOIMUCH JIOJDKCH
o0ecreunTh BCE HEOOXOAMMBIE MEPhI, UCKITIOYAIOIINE HECAHKIIMOHUPOBAHHBIN TOCTYIT K
MPUHAJICKAIIEMY EMY KIFOUEBOMY HOCHUTEIIIO.

8.3. Ilpu pabore ¢ OII 3anpemaercs:

MPOU3BONTh  HECAHKIIMOHUPOBAHHOE  KOMHMPOBAaHWE  HOCHTENCH  KIFOUEBOU
uHpopmanuu;

BBIHOCUTbh HOCUTEIH KIHOYEBON MH(POPMALIMH 32 TPEIEIIbl MOMEIMICHUN Y UpexaeHus;
BBIBOJNTH KIt0uM DIl Ha 9KpaH MOHHUTOpA WM IPUHTED;

MCITI0JIb30BaTh HOCHUTENb KIII0UeBOM HH(opMaluu Ha Apyrux APM;

3alMChIBaTh HA HOCUTENb KIIOUeBOW HH(POPMAaLMK TOCTOPOHHUE (DAITBI.

8.4. Bnanenwupl kiatoueit D11 HecyT nmepcoHaabHy0 OTBETCTBEHHOCTH 32 6€3011aCHOCTD
(coxpanenne B TaitHe) kimodedr OIl u  o00s3aHbl 00€CHEYUTh HX COXPAHHOCTD,
HEpasrialleHUe U HEPaCIIPOCTPAHEHHUE.

8.5. Cpoxk netictBus kmodeit D11 - oqun roxn. Branenen kmoua D11 nmomyvaer mpaso
UCIIOJIb30BaHUsI COOTBETCTBYIOIIETO KIF0Ya MOJANKUCH B TEUEHHE BCETO CPOKA JEHCTBUS.



8.6. 3a nBe Hemenu A0 OKOHYAHUS cpoka aewcTBus kimroda Ol momp3oBatens DI
oOpamaercss B yHpaBlieHHE MPABOBOTO W HH(POPMAIMOHHOTO OOECTeUeHUs, KOTOPBIH
OCYIIECTBIISIET B3aMMOJCHCTBHE C YAOCTOBEPSIONIMM IEHTPOM, A (popMHpOBaHUS |
BBIJIaYM HOBOTO KOMIUIEKTa, BKITtodaromiero ko4 D11 u kmod nposepku DI1.

8.7. Ilpu xommpomeramuu kmoua Ol (xumenuwn, yrtpare, pasrialleHuH,
HECAaHKIIMOHUPOBAaHHOM KOIMPOBAHUU U JIPYTUX MPOUCUIECTBUAX, B PE3YyIbTaTe KOTOPBIX
k1t04 D11 Mor cTaTh AOCTYNHBIM TPETHUM JIUIAM U (UJIK) IIpoLeccam) Biajaenel] kitoya J11
HEMEIJICHHO MPEKpallaeT €ro MCIOJIb30BaHUE M HE3AMEIJIMTEIBHO CO00IaeT 00 3ToM
TUPEKTOPY YUpEKIACHUS.

8.8. [Ipu yBonbHEHNH paOOTHUK B 00s3aTEIbHOM Nopsike caaeT kitod D11 nupektopy
YupexeHus.

VIII. ITopsinok ycrpanenus: HeucnpasHoctu CI0

B cnyyae Bo3HukHOBeHUss B COJIO coobmennii 00 omuOKax COTPYIHUKH
VYupexxnenuss  UHQOPMUPYIOT  OTBETCTBEHHOTO 32  COCTOSIHUE  TEXHUYECKOM
MH(DPaCTPYKTYphl COTpyAHHKA. OTBETCTBEHHBIM COTPYJAHHUK YCTaHABIMBAET MPUYUHBI
BO3HMKHOBEHUS OIIMOKHU U OpraHu3yer padoTy mno ee ycrpaneHuto. O pe3ynbrarax paboThl
U CpOKax YCTpPAaHEHHs HEUCHPABHOCTH OTBETCTBEHHBIA COTPYAHUK HH(MOpMUpPyET
COTPYJHUKOB YupexaeHus, cooOmuBiux 06 omudkax B CO10.






