
flo"rroxenne o6 l.uercrpo HHoM AoKyMeHToo6opore u [opflAKe
n MflOV a/c Nb4 <<O.nuunuficrcnft>>

1. O6uue rroJro)r(egrrfl
1.1. llonoNenue o6 sneKrpoHHoM AoKyMeHroo6opore 14 rroprAKe ero ocyuecrBJreHr{r e MAOY a/c J\l4
<Olnunnficruft> (4a-rree - AOy) pa:pa6orano B coorBercrBrrr{ c Tpy4onrnr,r KoAeKcoM Poccuficrcoft
(DeAepaqnrz, cr. 2I4 (DegepanrHoro 3aKoHa N 31 1-O3 or 2 urotrs, 202I r. <O sHeceHr4t4 r43MeHeluir s
Tpy4oeofi KoAeKc Pocctrficxofi Oe4epaqulr>>, @egepanbHbrM 3aKoHoM }lb 63-03 or 6 aupels20ll <06
3neKTpoHHofi no4ultcra>>, @e4epalrnbrM 3aKoHonr Ns 152-03 or 27 utols 2006 <O uepconaJrbHbrx
AaHHbIx), (De4epanrnbru 3aKoHonr llb 125-@3 ot 22 orrx6pr 2004 <06 apxlrBHoM Aene B Poccuftcxofi
(De4epaqnn>.

1.2. Hacrosqee llonoxeune onpeAen{er opraHr.r3arlr4ro gneKTpoHHoro AoKyMeHToo6opora c
I4crIoJIb3oBaHI,IeM cl4creMbl gneKTpoHHoro AoKyMeHToo6opora (CVlEl4C>, MeNnegorrlcreeHHofi
cLIcreMbI sneKTpoHHoro AoKyMenroo6opora (Aanee - C3D tr rp., noprAoK o6uena AoKyMeHraMlr B

C3A, a raKxe rpe6onanv{ K opraHir3arJr4n 3neKTpoHHofo roKyMeHroo6opora.

1 .3. B Hacroqr{eM floloxeuun rrcnonmyrorc{ cneAyrouire onpeAeneHtrs :

. 3,rercrpounrrfi AoKyMeHT (4anee - 3D - AoKyMeHT, co3AaHHufi npu noMorrlu gneKTpoHHbrx

arraparHo-TexHllqecKl{x r nporpaMMHbrx cpeAcrB, Srlr<crzpyeuufi n qrz$poBoM KoAe n @opue
ugeuruQuql4pyeMoro rlo coAepxaremnofi qacrr4 r4MeHoBaHHoro $afi,na, 4ocrynnufi 1rs.
nocneAyrotqefi o6pa6orKl{, I4cllonb3oBaur4.fl, Bocrrpolr3BeAeHr4s (oro6paNeuux) u Br{3yanbHofo
BOClpIAtrI,It, a raKxe Ant [epeAaqr,r r4 nonyqeHuq no TeneKoMMyHr,rKarIr4oHHbrM KaHanaM cBs3r4.

. SlercrponHsrfi AoKyMenToo6opor (.uaree 3AO) opraHr,r3arlr4oHHo rr nporpaMMHo-
TexHI{rIecKI4 ylopsAorleHHail uu(poprr.laqr4oHHair crrcreMa, o6ecne.{aearcqar Ilpoqecc o6Meua,
c6opa, o6pa6orru, HaKorIJIeHZq n xpaHeHr4s rzn$opnaquu [ocpeAcrBoM sneKTpouHbrx
AOKyMeHTOB.

. 3lercrpoHHaq rIoArII{cb (aanee 3lI) uuSop*raqzx n srexrponnofi Soplre, Koropafl
rpncoeAuHeHa K lpyrofi rau$oprr,rar\krrrB 3neKrpoHHoft @opnae (lognucueaeuofi un(popuaquu) unu
I4HbIM o6pa-:ou cBs3aHa c raxofi r,ru$oprr,raqueit u Koropafl r4crronb3yercs. Arrs. onpeAeneHtrl rruL\a,
rroArrrrcbrBarorqero uu(f opMarlr4ro.

. Klroq 9fI - yHlzKarbHa.[ nocneAoBareJrbHocrb crrMBoJroB, [peAHa3Har{eHHas rns. co31a;givs.
gneKTpouHofi no4nracu.

. YcnnenHas KBarn0uqupoeaHHaq 3JreKTpoHHafl noArrucr (aanee - yK3lI) - oneKTpoHHalr
rIoAIII4cb, conocraBl4Mas no rcpLIAI4qecKofi cune c co6crnesnopyuuofi r{ no3BoJurroqar yAaneHHo
npoBoALITb pa3nl{r{Hble orrepaqun c un$oplraur4oHHbrMr,r crdcreMaMr{, B3ar4MoAeftcreoearn c
rocopfaHaMl4, KoMMepqecKLlMr,r opraHl43arltrflMurrlrr4 ToproBbMlr ilnoqaAKaMrr.

. loAnucannr,rfi elercrpouuufi AoKyMeHT - srerrpouurrfi AoKyMeHT c npucoeArEseuuoft
3neKTpoHHofi uo4nvcrro, Koropajl 6rrra cos4a1a Ha ocHoBe caMoro AoKyMeHTa r.r KJrroqa
sneKTpouHofi no4nucu.

. CepruQrrnar KJIIoqa [poBepKr{ erexrpounofi rroArrrrcu - elexrpouHrrfi AoKyMeHT krrrlI

AoKyMeHT ua 6yuaNHoM HocI4TeJIe, BbIAaHHbre yAocroBeprrcUr.rM rIeHTpoM ru6o AoeepeHHbrM
II{IIOM yAOCTOBepsIOruefo I{eHTpa r{ noATBepxlarorur4e npr4HaAnexHocTb Knroqa npoBepKq
3neKTpoHHoft noAnucll BnaAenbqy ceprN$r,rKara KJrroqa ilpoBepKr{ 3neKTpoHHofi no4uacu.

. VAocroeeparo4ufi IreHTp (4aree - ytD - rcpuAr.{qecKoe Jrr{qo, ocyuecrBJr{rouee (fyur<qun no
co3.4aHlrlo u BbIAaue ceprz$uraron xffo.{efi [poBepKr4 3lI, a rarxe r,rnrre QyHrquu,
rrpeAycMorpeHHbre 3aKoHoAareJrbcrBoM Poccufi cxofi @egepaqnw.



1'4' 3nercrpounrrfi AoKyMeHToo6opor c ncrroJrb3oBaHr.reM c3{ HanpaBJreH Ha pe[reHr4e cneAyroqr4x3aAaq:

' co3raHr4e .AHHO.O.40KyMeHTOO60poraB CTpyKTypHbrx [oApa3AeneHr4rx;
' noBbIlreHIEe sSSeKTI'IBHocrI4 Iz o[eparl{BHocrn pa6otu, , oonyr"rr ru*r rAoKyMeHToo'opororra;' cl'creMarL*ar],fl' u yuu$uxallrlt rexHono.", pu6ot", a oooyro lu* 

"AoKyMeHToo6oporou;
t yJry'ilIeHI'Ie KaqecTBa' rIoJIHoTbI, AocToBepHocTI,I I4 locTyrruoctrE raH$op 1aaI\uu;' cH,nxeHrre 3arpar, cBS3aHHbrx c roKyMeuroo60poro, 

" 4anonpo"ruooar"o';
' acKJlroqeH,Ie yrepvAoKyMeHToB I4 coKpaueHl4e qacra oiuu6or< npu o6pa6o:rxe 6onuuzx r]oroKoBAOKyMeHTOB;

' 
;HiLTH:riroJ,*t"" 

rol{cKa' rpoxoxAeHun' u ucrto'rHeHz'n AoKyMeHroB rlo crpyKrypHblM
O }CI.JI€HI4E KOHTPOJI.f, I4CIOJIHIZTCTTTUOft AI,'CIII4IINI{H'I;. CO6NrcTEHIIE IPI,HI{I,.NA O,{HOKPATHOCTI{ PE.IZCTPAIII{H AOKYMEHTOB;r lony'eHr4e olepaTAeHofi cTaTlr.Tl4qecxofi o:r.{etHOCTr{.

i;t;r*Xmilit"TK:EIX AoKvMeHroB, B orHorueHrrr'r Koropbrx ocyqecrBrrrerc, orier<rponunft

' KaApoBbIe AoKyMeHrbI, o$oprranaeuble B coorBercrBuu co crarbqMr4 22.112.3 Tpy.qono.oKo.{eKca poccaficroft @e4epaqau;

' '{oKyMeHTbI rlo oxpaHe rpy[a,3a IzcKJIIoqeHIreM AoKyMeHToB, [oATBepxAaroqux npoxoxAeHr4epa6orHuroM i,HcrpyKtaNeft ,,o oxpaHe TpyAa, B ToM r{rzcJre Koropbre pa6oruzx rroArrrcbrBaerNIZI{HO;

' AoKyMeHTbI 
',o 

o6pa:onarelruot? retrenbHo crpr, 3a r4cKJrroqeHr{eM Tex, Koropbre AolNHrr 6rrrroQopuneurt ua 6yuare B coorBercrBrrv clpr'r*a3oM 3aBe.4yroqero [oy rd.rr' 3a*o'oAarenbcrBoMPoccufi cxofi (De4epaqurz;

' AoKyMeHTbI' cBt3aHHbIe c opraHI'I3 a\uefi. nura.,,rs. BocrIr{TaHHr{KoB, 3a r4cKnloqeHr,reM Tex,Koropble AonxHbI6rrrr oSopMJIeHbI ua 6yuare B cooTBercrBrrr4 c nprrKasoM 3aBeAyroqero {ovr.r Jrrz 3 aKoH oI are.rrb crB orra p o cc zft cr<ofi (D e4ep a\uil.

i;1r,T.t::H:f,"#-eHroB, 
Koropble He rlo'rraAaror rro 4eficrnae 3aKoHa o6 enexrpoHHoM KaApoBoM

. TpyAOBbre KHIZXKT4;

. cBeAeHr4.[ o rpy.qonofi gexrelbHocrrr:

. aKT6I O HeCqaCTHOM CJIyqae;. rrptaKi*rr o6 ynolrHeur.ru;

' roKyMeHTbI' Koropble [oATBepx.4alor, qro corpyAHHK rrpomen r4HcrpyKTax rro oxpaHe rpyla.
iJ;r#:mfr;areronaft 

pa6oruurcon, B orHorrreHr4rr Koropbrx ocyqecrBn s.ercs. erexrpoHu'fi

. 3aBeryroqzfi AOy Lr a*Mrr*ucrparnnurrfi nepcoHan AOy;o pa6otHara' cB{3aHHbIe c osopuneHl{eM, [oArrracaHrzeM tr o3HaKoMneHaeM c KaApoBbrMr4AoKyMeHTaMI4' AoKyMeHTaMI4 I'o oxpaHe Tpy.4a, o6pa6orrofi [epcoHaJrbHbrx AaHHbrx,IoKyMeHToB n o opf aH usagu nHT a:alrfl. o 6y.{aroquxcs ;. IeAafofl4r{ecKl4epa6oruuxtt.

2lAtwuu'*o*1r'#Tfi :;"T,'"x'#l;,ffi ::'#:lHilJff Itrffi,f 'dj;.o6Hs^aeHeHu.f, 
xBTPYAosoNa 3aKoHoAareJlbcrBe' cB'u3aHHbIX c [epexoAoM Ha gneKTponHrrfi Aor(yMeHToo6opor, a raruKe orlpaBe pa6otuara rlyreM [oAa'Ii coorBercrByloqero rrr'cbMeH'oro 3arrBJreH Lrfl. c*e.ra-rr>nu6op \{e;(J'npoAonxeHl,eM BeAeHux pa6o'toAareneM KaApoBbIX AoKyMeHTon na 6yvax{HoM HocLrrerre rll, BoneKrpoHuolr @oplrare.

2'2' lrepexoA Ha sneKTpoHHrrft gor<ylreHroo6opor 4nx pa6orurzxon {oy, trpr{H.f,Tbrx na pa6oq- :o 3l4exa6px 2021 foAa' sBr-serc'q ro6poBoJlbHbrM 14 ocyqecrBn flercs. TonbKo .,o r4x ,,ucb\re'Ho\r\-3a_f,BneHaIO.



2.3. Cornacl{e Ha nsauuogeficrBl4e c pa6oro4areneM rrocpeAcrBoM sneKTpoHHoro AoKyMenroo6opora He
rpe6yercr or JII4II, Koropble nplrHsrbr (npuuuuarorcr) Ha pa6ory rocJre 31 4exa6p s 202I .oau " y
KOTOpbTX rro cocrorHr4ro Ha 31 4erca6pr 202I rola orcyrcrByer rpylonofi crax.

2.4' 3ane4yrorqraft Aoy o6sgaH npoun$opuupoBarb o6 ocyqecrBneHr4rz oneKrpoHHoro
AoKyMeHTo o 6opora Jrrzrlo, npr4Hr{MaeMo e Ha pa6ory.

2.5. OtcyrcrBz e corJlacunpalotuvKanan:azuoAeficrBrze c pa6oro4areneM rroopeAcrBoM sneKTpoHHoro
AoKyMeHToo6opora rpl{3Haerct orKa3oM pa6oruuxa or raKofo nsaunro4efierB41. llpu i.or 3a
pa6ofiruxoM coxpaHrerc{ npaBo Aarb yKa3aHHOe COfJraCr4e B nocJreAy}oueM.

2.6'fIocrc Tofo KaK pa6oruux ronyql{T yBeAoMneHrre o nepexoAe Ha oneKrpoHHlrfi Aoxynaenroo6opor,
oH AonxeH peIrII4Tb, KaKHM cnoco6ou on 6y4er o6Naenaearbcr AoKyMeHTaMr.r c pa6oro4areleu. ftx
STolo oH AonxeH Har^rrcarb 3aIIBJIeHI{e o6 orxase LIJrri couracLrv Ha nepexoA Ha gneKTponuufi
AoKyMeHToo6opor B rrr{crMeHHofi alz gneKrpoHuofi $oplre.

2.7. Ectu pa6oruur xoqer coxpaHl4Tb npeNnufi Soprr.rar 6ynaxnoro AoKyMeHToo6opora, oH Aonir(eH
HarllIcarb III'IcbMeHHoe 3arlBrleHue o6 orKa3e or rrepexo Aa Ha oneKTpoHHufi Ioryueuroo6opor n
npolr3BoJlbuofi Soprrae. B srol\.I cnyqae pa6oro4atenb npoAonxur $oprraupoBarb ri B3ar4MoAeficrnoea6 c
pa6oruuxoM c rroMorr{bro AoKyMeHToB B 6yrraaNuofi $opue.

2.8.Ectu pa6ornux xoqer Sopuaponam u o6ueHr4Barbc{ c pa6orogareJreM 3JreKrpoHHbrMr.r Ka.{poBbrMr4
AOKyMeHTaMI4, OH AOJIX9H HarIHCaTb IIIrCbMeHHoe 3arBneHlre o cofJracru Ha rlepexoA Ha SneKTposHrrft
AoKyMeHroo6opor B npol'I3Bo:nuoft Sopue. B srou cnyqae pa6oroAarenr 6yAer Soprrarzponart rz
ssauN{o,4eficrBoBarb c pa6ornuxoM c noMorrlbro AoKyMeHToB B 3nexTpouHofi $oprrae qepe3 COA.

2'9' YseloMJIeHIre pa6ornur<a o nepexore Ha sneKrpouHufi ,4oKyMeHToo6opor ocyqecrBnrercr B
cneAyroque cpoKr4:

' B AeHb rlprleMa ua pa6oty tr 3a o[krq pa6ouuir Aerrb Ao roro, KaK Aonycrsr pa6oruura r< pa6ore c
I{cIIoJIb3oBaHI4eM 3neKTponHoro AoKyMenroo6opora, - 4.rrfl Jrr{q, rpr4Hr.rMaeMbrx ria pa6ory n
AOV;

' 3a HeAerIo Ao Aorlycra x pa6ore c I4crIoJIb3oBaHI4eM 3neKTpoHHoro AoKyMeuroo6opora - Anfl
ecex pa6orur{KoB,{OY.

2'10. 3ner<rponnrrft AoKyMeHToo6opor BBorrrrcr c Aarbr, ycraHoBneHuofi npzxa3oM 3aBeAyror{ero
AOy, B orHolrleHi'Ilt pa6orHlzKoB, cofJIacllBrrr:axcs.Ha esauuo4eficrBae c pa6o'ro4areneM nocpeAcrBoM
SneKTpoHHofo AoKyMeiiloo6opora, Ho He panee AH{ ucrer{eHl4.rr cpora yBeAoMneHns.,ycra1oBJreHHoro B
rryHKre 2. 9 llolox eHVs.

2.1I. Ecrra pa6orunr Bblpa3lrn cBoe cofnacue o nepexoAe Ha gneKTpounrrft AoKyMeHroo6opor,
pa6oro.qarenb BeAer Ha Hero Bce AoKyMeHTbr, Koropbre cBr3aHbr c pa6orofi-corpyAHuKa n elexrpoHHofi
Soprrre.

3.IIopr4oK BK,'rK)qeHua pa6oruura n C3[
llpu nonyueHlll4 or pa6oruuxa 3atBreHns o corracuu Ha rrepexoA Ha 3neKTpouHrrfi AoKyMeHToo6opor

truqo, oTBeTCTBeHHOe 3a BeAeHr4e KaApoBofo yqeTa:

3.1' flpono4nr HHcrpyKTax e o6reN,{e, neo6xo4r.rMoM rnfl nocneAyroqero:(fserrarHoro
nsaur4oAefi c'rBtrs. pa6ourura c C3A.

3.2. o@opurxer pa6orHrrKy rrpocryro lrnr4 ycrlneHHyro oJreKTpouHyro noAnacb.

3'3. Bnocnr I43MeHeHLrq B Tpy$onofi 4oronop pa6orHr4Ka nyreM rroArrr{caHr.rs .lono--rgrrre--rbgoro
corJlarrreHl'Is o nopslKe B3al'IMo4eficrnua pa6orHaxa u pa6oro4arerrs. KaApoBbl\rrr -1or$fierrra\cr B
3I9KTpOHHOM BrzAe.

3.4. llpu Heo6xoguruocru [poBoAt4T AorronHr.rreJrbHbre aHcrpyKTDKH pa6orruuion B {potril-r-re
B3alrNdoAeftcrBlIs c C3.{, B ToM r{Llcre B cBt3I4 c o6uoueur4eM nporpaMMHoro o6ecneqes[fl crtcrevrl



4. Ilpannla padorrr c 3JreKTpoHH[,rMrr AoKyMeHTaMrr
4'1' 3ler<rpoHHble AoKyMeHTbI yr{acrHI4KoB gne*TpoHHoro AoKyMeuroo6opo,r'a co3Aarorcs B cnyqae ux
aApecoBaHl4x pa6oruuxaM, tBJIltrorII4Mct yqacrHr4KaMu 3neKTpoHHofo roKyMeHroo6opora.
4'2' 3lexrpouHrte AoKyMeHTbI, arpecoBaH'bre pa6orHurau, He rBJrrrorrlt4Mcr yqacr'r{Ka\rrr
3neKTpoHHoro AoKyMeHToo6opora, nepeBoA{Tcs Ha 6yuaxurrfi Hoo}rreJlb, noArrgcbrBilrorc{
co6creeuuopyvnofi noArll4cbro orBercrBeHHoro nrzqa kr HanpaBJUrrorcr a,qpecary. B cgcre\re
sneKTpoHHoro AoKyMeuroo6opora coxpaH{erct oneKTpoHHa{ Korru{ yKa3aHHofo AoKyMeHTa.

4'3' llopslox rIoAIIIrcaHI4.f, AoKyMeHToB B cr4creMe sJreKTponHofo AoKyMeHToo6opora AonxeHcoorBercrBoBarb noptAKy rIoIIII4caHHt AoKyMeHToB Ha 6ylraNHrx HocrzreJrrx, onpe4eneHHoMy B
IrHcrpyK{I{I4 rlo Aenolpol'I3BoAcrBy, c yqeroM oco6enuocreft, upe4ycMorpeHHbrx Tpy4onsru KoAeKcoM
Poccuftcxofi Oe4epaquu.

4'4' B cllcreMe sneKTpoHHoro AoKyMeuroo6opora @raxcrapyrorcs Aara Lr BpeM-[ co3raHufl r,r orrrpaBKr4
sneKTpoHHoro AoKyMeHTa, efo perl4crpal{nounrrft HoMep, cBeAeHr,r.f, o6 ornpaurarene IoKyMeHTa.
4'5' Perrzcrpaql's AoKyMeHToB B cI4creMe 3neKTpoHHoro AoKyMenroo6opora ocyqecrBJrrercs BcoorBercrBIrH c rIpI'IHUI{rIoM eAunofi perlzcrpalllrl,I AoKyMenra (o4uoxparHocrr.r 3anvcv nn@oplraquu o
AoKyMeHTe)' {oxyueHT' 3apefucrpupoBaHusrfi e cr4creMe gneKTpoHHoro AoKyMeHroo6opora, r{Meer
eAlzHyro perl4crpalluoHHyro Kapror{Ky roKyMeHTa, go6anl*orc.f, ToJrbKo AorronHr4TeJrbHbre cBe,ueHr4.f, opa6ore c IoKyMeHroM.

4'6' 3"texrpoHHble roKyMeHTBI, [ocryIIuBIIIne ,,ocre oKoHr{aHu-f, pa6ouero AHfl uB npa3AHr4rrH6re AHr.r,perr4crpapyrorcr B Ter{eHr.re cneryrcqero pa6overo AHr.

4'7' Bsauvtoneficreze pa6otuuroe [oY c cucrenaofi oneKrpoHHoro AoKyMeHroooopora, B ToM qucre
co3AaHlze, npeo6pa:oBaHlre' TIoAIII{caHI,Ie I4 xpaHeHr.ie gneKTpoHHbrx AoKyMeHToB, ocyruecrBJrrerc{ B
co orBercrBrtr c krHcrpyr<qnefi pa-:pa6oruuxa C 3n.
4'8' Pa6orHIaK o6ssaH o3HaKoMI4Tbc.f, c Ha3HatreHHbrM Ha Hero 3neKTpoHHbrM AoKyMeHTom n COI n
TeseHr4e pa6overo 4ux.

4'9' [oxyueHTbl, co3raBaeMrre n C3,{, o@opvnarorcs. Haoyvoxnolr Hocr4TeJre B cryrra.f,x:

' ecJlu oHIr floAnex(ar noIrII4caHIzIo pa6orHarorra, r<oroprrfi orKa3anc{ or nepexoAa Ha
nsalaNaonefi -crBlre c pa6oro4areneM rlocpe.{crBoM 3neKTpoHHoro AoKyMeuroo6opora;

' ecJII4 C3[ nllluna I43 crpo.f, H He I]oAJIero{T rzclpaBJreHrrro B cpoK, Ha3HaqeHH stfr gtt;
rrctroJrHeHr4fl u no \trucaHrzs 3neKTpoHHOfO AOKyMeHTa;

' ecJII'I ero rpe6yerct B coorBercrBlrl4 c tIpI4Ka3oM 3aBeAyroulero [OY, JroKaJrbHbrMr.r HopMarr.rB-
HbrMrr aKraMrr [oY unu 3aKoHoAarenbcrBoM poccnficxofi oeAepaurara.

5. Ilolnucanrre 3JreKTpoHHor-o AoKyMeHTa5'1' 3lexrponnal rloAnI4cb B gneKTpoHHoM AoKyMeHTe, coAeplKarrleMcr n C3{, paBHo3'aqHa
co6creeHHopyvnofi rloAnlrcla B AoKyMeHTe Ha 6yuaxuou Hocrrrene rrprr oAHoBpeMeHHoM co6:lo4euuu
cneAyroqux rpe6onaHufi :

' KJIIoII 3fI z coorBercrByroulzfi eMy KBanl{SzquponaHuufi ceprz$ur<ar KJrroqa npoeepxu 3lI
co3laH r{ Bbr.qaH aKKpe4aTonaHulura VIf;

o cePTpIOI'IKar Krroqa IlpoBepKli gneKTpounoft no4nncu Aefrc"tBr4TeJreH Ha \{orreHT rrorlucaHr{Jr
gneKTpoHHoro AoKyMenra (ne npeKparan ceoe 4eficrBr're, He aHHynvpoBaH, He rrp1aocragonreu):

. IOATBCPXAEH SArCr qEIOCTHOCTI4 LI AYTCHTHIIHOCTII SNEKTPOHHOTO AOI$,\IEHTA NOC-]C EfO
I]oAnr4caHHr.

5.2. Pa6ornr4Kr4, rroArrr4cbrBaroqr4e 3JreKTpoHHbre roKyMeu6r 3fI, o6ssaurr:

o o6ecueqrrBarr, xoHQu4eHql,raJ'IbHocrb xmo.{efi 3lI.
3aKOHOAaTeJrbcTBoM;

B coorBercrBl{r.r c .leficrerloruL\r

He I{cIIoJIb3oBarb KJIIoq 3lI npu Hanurlrplu ocHosaulrfi rloJrafarb, uro rousn:eHrlga-rEHocrb
AaHHOTO Krroqa HapyuieHa;
He3aMeAnI4TeJIbHo yBeAoMnsrr Y4ocronepxrorqzft IIeHTp o KoMrrpoM erarJuvr.x-Eo.{a 3lI.



5.3' IIoauncaHI,Ie 3neKTpogHofo AoKyMeHTa B C3,4 xnro.ior,r 3lI AoJrxHo ocyulecrBnsr:ocs, TorrbKo
BnaAeJIbIIeM ero cepruSzr<ara KrIIoqa [poBepKr4 3fI, Aeficrnyrorqero Ha MoMeHT rroArrrrcaHHs
3neKTpoHHOrO AOKyMeHTa.

5.4' Pa6orurarcu IOV noArII4cbIBaIor oneKrpouHbre ,qoKyMenru YK3[I, sa LrcKrroqeHr4ena 3axnreuufi,
yBeAoMneHufi, o6parqelouit u crryxte6uux 3aIII4coK, rroArrrrcbrBaeMbrx npocrofi oneKTpoHHofi noguzctro,
o $ oprr,rneHuo fi e cooreercrBr.rIa c r4HcrpyKrl ueft p aspa6orrrr4 Ka C 3,4.

5.5. KaapoBble AoKyMeHTbI rIoAnI,IcbIBaIorcr c yr{eroM ofpaulirreHuit, ycraw.oBtreHHbrx crary,efi 22.3
Tpy4onoro KoAeKca Poccuficxofi (De4epaquu.

5.6. 3:rercrpounrrfi AoKyMeHT rloAllr{cbrBaercq B AeHb efo co3ralrrfl., r.rcrroJrneHu fl urrv yrBepxAeH71fl - B
3aBIrcI'IMocrIz or Ha3HaqeHlzt AoKyMeHTa u Ha3na.reuHoft ponu nuqa, pa6oralorqero c HrrM, B cllcreMe
sneKTpoHHoro Aor(yMeuroo6opora.

6. KoHrpoJrb IlctroJrHeHuff Ir xpaHeHrrs SJreKTpouur,rx AoKyMeHToB
6.1' B 3[O ocyrqecrBJlserc{ KoHTponb I4cIIonHeHr4r AoKyMeHToB H o6ecue-{ueaercs.MnoroypoBnenufi
KoHTponb I'IOII0JIHeHLI{ pe3onrcqufi pyronoArzrereft pa3JraqHbrx yponueft ylpaBnenr4s. Ha KoHTponb
Mo)I(er 6uTb nocraBJleHo KaK IrcIIoJrHeHI4e orAeJrbHbrx pe:omoqufi, TaK r{ L{cnoJIHeHrre .4oKyMeHTa B

uenoM. lipu SToM aBToMarlrrrecKl4 orcJle)Kl4Barorcs opoKr.r HcIIoJrHeHr,rs, oco6o Bbllen-flrorc.fi
KoHTpOnHpyeMbIe AoKyMeHTbI I4 AOKyMeHTbT C r4cTeKrrrr4Mrr cpoKaMr4 r4crroJrHeHr{r.

6.2. KonrpoJlb IrcrIoJIHeHH-f, AoKyMeHToB 14 nopyr{eHraft pyxoeoAcrBa s 3AO BKrroqaer n ce6s:

. IOCTaHOBKy AOKyMeHTOB Ha KOHTpOnb;

. BHeCeHr.re TeKcTa pe3Onrour4r4 pyKoBoAr{Tenr;

. BHeceHIIe CpOKOB I,ICIOnHeHT{g AOKyMeHTOB;
o a[pecal]I4lo AoKyMeHTa I,ICTIOJIHT4TeJI.SM B COOTBeTCTBLII\ C pe3OnIOUr4qMr.i;
. npoBepKy cBoeBpeMeHHocrlz AoBeAeHu.rr AoKyMeHToB Ao KoHKperHbrx ucnoluurelefi;
. npeABapr4TenbHyro npoBepKy 14 pefynupoBaHr4e xoAa r.rcfroJrHeHus;
. BHECEHUE AAHHbIX O BbInoJIHeHI4I4 AoKyMeHTa;
. rlpocMorp AoKyMeHToB, rIO KOTOpbIM CpOKrr ucrroJrHeHr{s npocpoqeHbl;
. CHqTI4e AOKyMeHTOB C KOHTpOnT;
r flocrpoeHl,re oTqeroe o6 EcnorHr.rreJlbcKofi 4ncqunlune;
o /eeT u o606uterue pe3ynbraroB KoHTpoJr.rr HcrroJrHeHr4s.4OKyMeHTOB.

6.3. {oryrraeHT, ycraHosreHHrtfi Ha KoHTponb, rroMerraerc.f, cnequanrsoft nouerrofi.

6.4. VTcnotHeHI'Ie AoKyMeHTa KoHTponprpyerc.s c MoMeHTa rrocraHoBKr4 Ha KoHrpom. llpu erou cryN6a
Aeno[poli3BoAcrBa I4nI{ corpyAHrrK, orBercrBeHurrft sa KoHTponb, r{Meror Bo3MoxHocrb rlpoBecrr4
rlpoBepKy cBoeBpeMeHHOCTI.I AOBeAeHr4s AOKyMeHTa AO KOHKpeTHOTO uononHr4TeJr.s.

6'5. B rerleHue cpoKa I4cIIoJIHeHI4t AoKyMeHTa AoJrlKHbr ocyulecrB rrfl'rl cfl. [peABaprireJrbHbre npoBepKr4 H
perynl'IpoBaHlle xoAa IrcIIoJIHeHI4r, pe3ynbrarbr Koropbrx, KaK rrpaBuJro, Tarc(e Sur<cupyiorcr B
3neKTpoHHofi xaproulce. OreercrBeHHocrb 3a npaBr4irbHocrb rrpeAcraBnesHofi uH$opnaaqtfir Hec,yr
I4CTIOJIHI,ITENII.

6.6.Ecmt AoKyMeHT I{Meer KoHKperHyIo Aary lzcrroJrHeHrzqx, yKa3aHHy}o B TeKcr e, r4rrtrAoKyMeHT BXSTHT
B neperreHb .{oKyMeHTOB C TITIIOBbTMI4 CpOKaMr4 I{CrrOJrHeHr4{, KOHTpOnb CTaBLrrc.[ cpa3y rrpH
perrlcTpaqr4r.r.

6.7. Bxo4xlll4e AoKyMeHTbI c LTHALTBu[yurbHbrMr{ cpoKaMr4 r4cnoJrHeHr.rA craBfl'rcs. Ha KoHTponb rrocJre
paccMorpeEtrs. ux pyKoBoAI{TeJIeM, xoropsrft e ceoefi pe3onrour4r.r onpeAen{er KoHKperurrfi cpox
I{CNOJIHCHI4'.

6.8. Cusrze AoKyMeHTa c KoHTpons ocyqecrBJrser AolrrKHocrHoe Jrr{{o, ycraHoBrrBrrree KoHTpoJb rr-a1
ro ero nopyr{eHl4lo clyN6ofi Aenolpol{3BoAcrBa Cusrue AoKyMeHTa c KoHTponr o$opunrercr or}rerxor-r
o6 zcno;rneHrzrz AoKyMeHTa B 3neKTpoHHofi raprouxe.



6'9' {orcyueHT ctllrraerc-f, IdcrorHeHHbIM Iz c'rrMaercr c KoHTpoJrr nocJre sarrnvecroro Bbr'onHeHr.,nopy'ieHzfr ro cyqecrBy' AoKyMeHTrIpoBaHHoro noATBepxreHu-s lrcrrorrHeHr.r, u coo6rqeHra_rpe3ynbraToB pyKoBOACTBy.

6'10' I4cuonHeuurre sneKTpoHHbIe AoKyMeHTbr crrcreMarr43r.rpyroTc, B Aena B coorBerarB'Lr cHoMeHKnaryPofr 
'qen yqacrHl'IKon 3[o. rlpu cocraBreH'r{ HoMeHKnaryp'r Aen yKa3brBaercr, qTo AeJroBeAeTcr B 3neKTpoHHOM Br4Ae.

6' 1 1' 3nerrpoHHble roKyMeHTbr rIocJIe I4x t4crronHeHu-s [oAnexar xpaHeHaro B 3{o n TerreHr4e opoKoB,npeAycMorpeHHblx 3aKoHo'{arenbcrBoM Ant aHanofr4qHbrx AoKyMeHTon ua 6ylraxHbrx HocrrreJrrx.
6'72'frocte Iicreqe'I'It ycra'oBneHHoro cpo*a xpaHeHrrs gne*TpoHHbrx roKyMeHToB Ha ocHoBaHrrrr aKTao BbI'4eJIeHrru ux K yHt4rrroxeHl{Io' o@opuneHuofo rI yrBepxreHHofo B ycra'oBneH'oM noprAKe,yKa3aHHbIe SneKTpoHHbIe AoKyMeHTbJ a uusopuaqut 

. 
o Hax, saSur<cupoBaHHar B gneKTpoHHr,rxKaprorrKax, froAJrexar yHurrroxeHarc (yaanenrrro r.r3 OAO).

7. Bsa[N{ogeficreue rd orBercrBeHHocrb pa6orHuxor n 3{O7' 1' ornpaBl,TeJlb gneKTpoHHoro 
AoKyMeHTa Hecer orBercrBe'Hocrb 3a efo corepxaHr.re, peKtsr{3rrrbr,aApecarlurc, KaqecrBo r.I Ko Jrr4 gecrBo nloNenafi .

7 '2' [].onyuareJlb gneKTpoHHoro 
AoKyMeHTa Hecer orBercrBe'Hocrb 3a Her.rcnoJrHeHr4e AoKyMeHTa Bycrauoalenurrfi cpoK, HeBHeceHI'I e LrIrH HecBoeBpeMeHHoe BHeceHr{e cne4euafi B 3ne*TpoHHyroKapToqKy.

7 '3' Pyxono4u:relu Hecyr nepcoHanbHyro orBercrBeHHocrb 3a co6nroAeune rloroxeuzsrroA.taH{rorqaMac.s uru pa6orur.IKaMrz,

7 '4' PyxosoAI4TenI{ npl4 yBonbHeHI'II4 pa6o*raxon u osopMJreHrrr4 ua pa6ory HoBbrx pa6o:rHaxono6ecneqaealor yAaneHuelusvene'ue/os'opna*"". y".rnoft ianracrz pa6orHara B reqeH'e 4eyx pa6o-rrax4'efi c Aarbr yBoJrbHeHH.f, pa6orHnra vnu npveMa ua palory HoBofo pa6oruuxa.
7 '5 ' 3aselyiorq'ft Aoy npoBepter HaJrurilrey yBonbH{en*x pa6orH[KoB HesaBeprxeHH'rx oneKTpoHHbrx

iffltrJ#;#:ffifff1Mepbl 
rlo I4x IzcrorlHeHl4ro/:aneprueHl4ro B reqeHre rpex pa6ou"* ao.ii c rarbr

8. O6ecue.reHue unSopMarlrroHHofi 6esouacuocrr{ e CO{8' 1' c3A - sro zusopMaIIIzoHH as' cvrcreMa. n roropofi o6pa6arrrn ae-rcflo6.qeaocrynHax nHQo pMarJufl uuuoopuaqa's ofpaHaqeH'ofo rocryna, He coAepr(arqas cBer eHvrfl, cocraBnsroqr{e rocyAapcrBeHHyrorafiuy.

8'2'trpu ocyqecrBneHrrlz 3ne*rpoH'oro AoKyMeHToo6opora n c3{ AorrycKaercs o6uen oneKTpo'HbrMr4roKyMeHraMIr' coAepxaul'Ml' o6ueAocryrlHylo uHQopmaqnro u uu$opMarla,o orpaHr4qeHHofo Aocryrra,He coAepxalqyrc cBeAeHI'It' cocraBntroullle rocyAapcrBeuHyro raitny, Aocryrr K xoropoforpaHI4rII'IBaercfl' B coorBercrBuu a 3aKoHoAareJIbcrBoM PoccurZcrorz Oaoapur,rrz. o6rraeg rznSoprr.raquelzn C3{' nocTyn r roropofi orpaHI'IqIcB aercs. B coorBer crBLru c 3aKoHoAareJrr,crBoM poccaficxofioelepaquz' ocyqecrBrtercs npl{ BblnonHeHr.rr4 urr,ra rpe6o saHuir. no aurirra rar<oft rzH@opuaqua,ycraHoBneHHbIX B orHoIrIeHrIu rzHQoplraIII4oHHbIX cl4creM 3neKTpoHHoro AoKyMeuroo6opora.
8'3' I'Iusopn'ralivo*Hafl' 6esonacHocrl ilpv ocyqecrBneHr.t4 3neKTpoHHoro AoKylreHroo6oporaooecne''"naerc'u KoMrIJIeKcoM Mepolpu xrtrit,Korop're HanpaBneHbl Ha r{cKrrroqeH'e:

' HelpaBoMepHoro Aocryrla, KorIrIpoBaHI'It, [peAocraBJleHat I4nH pacnpocrpaHeHr.rrr nnQoprraqrill(o6ecneueuue xoH$u4eHrlr4aJrbHocrrz ausop uraquu) ;. HenpaBoMepHoro yHr4rrToxeHr4s.HrrvrrroaraouqupoBaHH' nHsOprrauzr (oSecueqeHEeqeno crHo cua Nu S opu aquu) ;
' HelpaBoMepHoro 

'noruponanra 
uHsOpMarJuu(o6ecue.reHae AOCT)'IHOC.' mrsopvr,,r'r-8'4' opraHu:aqvoHHble H TexHzqecKlze Mepbr 3arqrrrhr aaQopuaqru, pea-rE3_\-e\rHe B pav*L\ocyrqecrBneHrr{ 3neKTpOHHOro AoKyMeHTOO60pora, o6ecne.rusa*:

o r{AeHTVor4KarIEro a ayreHrrSr4Karlmo cy6lexror Aocryna H o6rerroe rocq-n4. yrrpaBneHr.{e Aocrynou cy6terroB Aocryrra x o6rexraM.4ocr_yna:



. . orpaHr{rreEEe nporpaMMHofi CpeAbr;. 3aqtrTy MaIrrEnHr-D( Irocr4Tenefi r4HoopMarlr4r.r;. perucTpaqno co6rrmfi desonacuocrr.r;. arrTnBtrpycHyro 3arq[Ty;
. o6Hapy)Kegze (npeaorBparrleHrre) nropxeHrafi;. KoHTpoJrb (auanas) 3arrlt4rrleHHocru un6o pMarJr4Lr;r {eJrocrHocm unQopMarl}roHHoft COI ru runoopoaaq"";o {ocT}rrHoc$unQopMarlrur;
o f,&rrprT/ TexHr{rrecK}rx cpeAcTB;
r 3arrlurY uu$opuaqvonHoft C3A, ee cpeAcrB, cr4creM cBr3r.r u rrepeAaq2 AaHHhrx.8'5' B xoAe KoHrpolx (uouutopunra) si o6ecneqeHr{eM ypoBHs 3arrlr{rr{eHHocru un(pop n"arrp',coAepxarq eitcs s ansoprvraqzonnofi c3r, ocyilIecrBnf,iorclr :

o KoHTPoJIT sa co6rrTtrsN4l'I 6egonacHocrrl u peircruuxM[ noJrb3oearerefi e rEnsoprraaqrzouHoft coA;. KoHTporu (auanzs) 3arqrrqeHHocru Hu$opMarlau, coAepxatqeftcs n COA;
' aHarl43 u oIIeHKa $ynxqaour4poBa'wfl. cllcreMbr 3arrlrzrbr zu$opuaqura cgA, B*rroqilrBbUIBJIeHI{e' aHaJ'JI3 I'I ycrpaHeHrle HeAocrarKoB n Synrcquo""pouu""rr crrcreMbr 3arrlr{Tbran$oprraaquu COA;
' ,'eplloAllqecxrEfi aHanl{3 I'BMeHeHI4t ylpo3 6esonacHocrr nH$opMarl[rr n co[, Bo3'zKaror{Lrx BxoAe ee SKcrlJryarallun, v npvr[{rl{e Mep 3aJrIIzrbI ruQoprraaq"" 

" ""y"ue 
Bo3HrrKHoBeHr4.[ HoBbrxyrpo3 6esonacuocru rausop MarJEkr;

' '{oKyMeHTI'IpoBaHI'Ie IlpolleAyp u pe3ynbraroB KouTponr (uouuropvHra) sa o6ecneqeHLreMypoBHf, 3arrpruleuHocrv uuSopMarlrrr4, coAepxarqefi c.s s Cg,{.

e' 1' rloroNe'I'e -f,Brr{ercf, noKan:""*Tffiff::il'#:f;#;xAaerc, (neo4urcr n 4eficrnue)rrpaKa3 oM 3aBeAyroqero .{OV.
9 .2. Hacroruee nonoxeuue Aefi crBrrreJrbHo Ao npr{Hrrr4s Honof peAaKrlr{a.
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