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MNOPSAI0OK
OCyLIeCTBJICHHS 3JIEKTPOHHOI0 KaIPpOBOIo 10KYMeHT0000poTa
B MYHHIHNIAJLHOM 0K07KeTHOM 0011e00pa30BaTe/IbHOM YUpeKIeHHH
«BennkoMuxaisoBckas cpeansisi o0meo0pa3oBaTe/ibHas HIK0JIA
Hopoockoabekoro ropoackoro okpyra umenn I'.'T.Wabuenko»

1. O0mue nookeHus
Hacrosmui TIOPSIZIOK OCYILECTBIEHHUS AJIEKTPOHHOTO KaIpOBOTO
nokymenroobopora (manee — Ilopsmoxk DKJI0) B MyHHIMIAIBHOM OOKETHOM

061eo6pa3oBaTenbHOM y4YpexIeHUH «BenukomuxainoBckas CpeHss
obuieobpaszoBatensHas 1Kojda HOBOOCKONBCKOTO TOPOACKOrO OKpyra MMEHH
["'T.Unpuenko» (manee — MBOY «BenukoMuxaiioBcKas COII wumenu
I'.T.UnpuyeHKO»)

1.1. pazpaboTaH B COOTBETCTBHUHU:

- I'paxxnanckoro kopekca Poccuiickoii @enepanni;

- ®enepanpHOro 3akona ot 27 uronst 2006 roga Ne 149-@3 «O6 nrbopMarmy,
MH(POPMAIIMOHHBIX TEXHOJIOTHAX U 3aLIUTe HHYOPMALIANY;

- ®enepanbHOro 3akoHa ot 27 urons 2006 roga Ne 152-®3 «O nepcoHanbHBIX
JaHHBIX»;

- ®enepansHoro 3akoHa ot 22 HosOps 2021 roga Ne 377-03 «O BHecenuu
u3sMeHeHui B Tpynosoit kogekc Poccuiickoit ®eneparumy;

- ®enepanbHoro 3akoHa oT 22 oktabps 2004 roga Ne 125-03 «O6 apxusHOM
nene B Poccuiickoit @enepanuny;

- Yxazsa [Ipesunenta Poccuiickoit @enepauuu or 6 mapra 1997 roga Ne 188-
@3 «O6 yTBepxkIeHHH MepeyHs CBeIeHHH KOHPHUICHIIMATLHOTO XapakTepay;

- Ilpukasa PocapxuBa ot 20 npexabps 2019 roma Ne 236 «O6 yTBepxmeHHH
[lepeuns THNOBBIX YIpaBIEHYECKHX APXMBHBIX JOKYMEHTOB, 0Opa3yloOIIMXcs B
npouecce  IesATeNbHOCTH  IOCYJAapCTBEHHBIX OpPraHOB, OpPraHoOB  MECTHOTO
CaMOyIIpaB/IeHUs] U OPraHU3allHi, ¢ yKa3aHHEM CPOKOB MX XpaHEHHUS»;

- Ilpukasa PocapxuBa ot 20 mexadbps 2019 roga Ne 237 «O6 yTBepkaeHHH
Unctpykuuu mo mnpumeHeHuto [lepedHss THIOBBIX YIPaBIEHYECKUX APXHUBHBIX
JIOKYMEHTOB, 00pa3yIoIIuXCsl B IIPOLIECCEe AEATEIBHOCTH IOCYAapCTBEHHBIX OPraHOB,
OPraHOB MECTHOI'O CaMOYIpaBJICHUS U OpraHu3alldi, C yKa3aHUEM CpPOKOB HX
XpaHEHHN;

- npukas MBOVY «Benukomuxaitnosckas COIl umenu I'.T.Mnbuenko» ot
17.10.2023 r. Ne 162

1.2. B coorBercTBHHU ¢ 4dacThio 1 crateu 22.1 TK P®, snekrpoHHbIH KaJIpOBbIA
nokymentoobopor (manee — DKIO, anektpoHHBIH aA0KymeHTOOGOpOT) B MBOY
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«BenukoMuxamnioBcKas COII wmenn [I'.T.MnpueHko» mpeAcTaBIsieT CcoOOOH
co3JaHue, MCIOJb30BaHUE, XpaHEHHE paboTojaTesneM, paOOTHUKOM WU JIHUIIOM,
MOCTYMAIOIMKUM Ha paboTy, TOKYMEHTOB, OOPMIIEHHBIX B JJIEKTPOHHOM BUIE 0€3
nyO0nupoBaHus HA OyMaXHOM HOCHUTENE.

1.3. DneKTpOHHBI KaJpOBBIM JOKYMEHTOOOOPOT MPUMEHSAETCS K KaJpOBBIM
JOKYMEHTaM, B OTHOIIEHHMH KOTOPBIX TPYIOBBIM 3aKOHOJATEIbCTBOM M HHBIMH
HOPMATUBHBIMH MPABOBBIMU aKTaMH, COJEpXAIIMMU HOPMBI TPYIOBOTO TIpaBa,
MPEeIyCMOTPEHO UX OQopMiieHHEe Ha OyMa)KHOM HOCHUTENE WM O3HAKOMIICHHE C
HUMU pabOTHHKA WK JIUIA, TOCTYNAIOLIEro Ha padoTy, B MUCbMEHHOHN (hopme, B TOM
YHUCJIE MO/ MOIIHUCH.

1.4. B coorBerctBUM ¢ 4acTbto 3 ctatbu 22.1 TK P®, snekTpoHHBIN KaIpOBBIN
JOKYMEHTOOOOPOT HE PacIpOCTPaHsIETC:

- Ha TPYAOBbIE KHIXKKH M (OpPMHpPYEMBbIE B AJIIEKTPOHHOM BHUJE CBEICHUS O

TPYJIOBOM ESITENIbHOCTH paOOTHUKOB;

- aKT O HECYaCTHOM cllydae Ha MPOU3BOJCTBE MO YCTAaHOBICHHOU (opme;
- IpUKa3 (pacrnopspkeHue) 00 yBOJIbHEHUH;
- TOKYMEHTbI, TIOJITBEPKAAIOIIUE MTPOXOXKICHHE pAOOTHUKOM HHCTPYKTaXel 1o
OXpaHe Tpyaa;

1.5. Hacrosmmii  Ilopsigok  OCYIIECTBIEHUA  AJIEKTPOHHOTO  KaJpPOBOTO
nokymentoobopora B MBOVY «Benukomuxaiinosckas COLI umenu I'.T.UnpueHko»
B COOTBETCTBUU C MOJOKEHUAMH CT. 22.1 — 22.3 TK P® moxker pacnpocTpaHATHCS
Ha B3aumojeicTBue co Bcemu pabotHukamu MBOY «JIsBoBckas COILL», B ToMm
YHUCJie C AUCTAHIIMOHHBIMU paboTHUKaMu (4. 5 cT. 312.1 TK PD).

1.6. DnekTpoHHBIN JTIOKYMEHTOO0O0pOT OCYILIECTBIIACTCS B MBOY
«BenmukoMuxamnoBcKas COII wumenn I T.MnpueHKO» MNOpH HUCHOIB30BAHUU
CIEeNYIONIMX HH()OPMAIMOHHBIX CHUCTEM, MO3BOJSIOMIMX YYaCTHUKAM KaJpOBOTO
JOKYMEHTOO00pOTa, OOMEHMBATBHCS IOPUAMYECKH 3HAYMMOW uHPoOpMalueil B
AIIEKTPOHHOU popMme:

1.6.1. HNudopmanmonHass cucteMa KaJpoOBOTO JJIEKTPOHHOTO JOKYMEHTOOOOpOTa
«HRIlink», pacnonoxenHas B UWH(GOPMAIMOHHO-TEICKOMMYHUKAMOHHON CeTH
Wutepner mno aapecy: https://hr-link.ru, nmpaBoobGnagaTenem KOTOpoil sBIsETCS
OO1ecTBO € OrpaHMYEHHON OTBETCTBEHHOCThIO «MHHOBauuMM B yHOpaBICHUU
kagpamm»  (MHH:  7801683312; OI'PH: 1207800064339) (manee —
NudopmanunonHas cucrema);

1.6.2. Enunoii uudpooii miatdopmsl B chepe 3aHATOCTH U TPYAOBBIX OTHOIICHUH
«Pabora B Poccum» (manee — miaardopma «Padora B Poccum») B mopske,
ONpPENENIEMOM B COOTBETCTBUHM C 3aKOHOJATEIBCTBOM O 3aHSITOCTH HACEJIEHUS B
Poccuiickoit @enepanuu. Joctyn k miatdopme «Padota B Poccuny» obecneunBaercs
B TOM YHCJI€ MOCPEACTBOM €IMHOI0 MOpTaia rOCYyJapCTBEHHBIX U MYHULIUMAIBHBIX
yCIyT € HCMOJb30BaHHEM (eaepaibHOM TroCyAapCTBEHHOW HMHPOPMAIMOHHON
cuctemsbl “Ennnas cuctema uAeHTU(PUKALNKN U ayTeHTU(DUKAIUU B UHPPACTPYKTYpE,
oOecrieynBaronen MH(OPMAIIMOHHO-TEXHOJIOTUYECKOE B3aUMOJEHCTBUE
MH(OPMAIIMOHHBIX CHUCTEM, HUCIOJNB3YEMBIX JIJISl MPEAOCTABICHUS TOCYIapCTBEHHbBIX
U MYHUIIUTAIBHBIX YCIYT B AJIEKTPOHHOM (hopme™.

Wudopmarmonnass  cucreMa  MO3BOJISIET  O0ECHEUUTh  TMOJIUCAHUE
ANEKTPOHHOTO JOKYMEHTAa M XpAaHEHUE DJJIEKTPOHHOIO JIOKYMEHTa, a TaKxKe
¢dukcanuio ¢akTa ero NoJy4eHUs] CTOPOHAMH TPYIOBBIX OTHOILICHUH.



1.7. Cpox yBemomsieHUsI pPaOOTHHUKOB O TIepexoJie Ha B3aUMOJIEHUCTBHE C
paboTojareneM IOCPEACTBOM JJIEKTPOHHOTO JOKyMeHTooOopoTa cocrtamiser 10
nueul. Jluno, ycranomieHHoe mnpukazoM MBOY «Benukomuxainmosckas  COIL
umenu ['.T.MnpueHko» O BBEJACHUU DBJEKTPOHHOI'O KaJIpPOBOT0O JOKYMEHTOOOOpOTAa,
00s13aHO YBEJIOMUTHh KaXKJIOro pabOTHHKA B TMUCHMEHHON (opMe o mepexojie Ha
B3aUMOJIEHCTBHUE C paboTOAaTEIEM MTOCPEACTBOM AJIEKTPOHHOTO JOKYMEHTO0O0pOTa
U TIpaBe pabOTHUKA J1aTh COTJIacHe Ha YKa3aHHOE B3aUMOJICUCTBUE.

1.8. OKJIO BBoguTcs MBOY  «BenukomuxaiioBckas COIIl wumenn
['T.Nnbuenxo» c 27 okts6ps 2023 roga (HO He paHee [HS HCTEUYEHUs CpoKa
YKa3aHHOT'O YBEJIOMJICHHUS ).

1.9. Tlpu ocyiiecTBICHUN JIEKTPOHHOTO JOKYMEHTOO0OpOTa JOIMyCcKaeTcs oOMeH
AJIEKTPOHHBIMU COOOIIEHUSMU M JIOKYMEHTaMHU, COJACPKAIIUMH OOIIETOCTYITHYIO
nHpopManuio 1 HHPOpPMAIIHIO, TOCTYH K KOTOPOM OrpaHUYMBAETCS B COOTBETCTBUU
c 3akoHopaatenbcTBOM Poccuiickoii ®enepanuu. OOMEH MEXIy Y4YaCTHUKaAMU
ANIEKTPOHHOTO  JOKyMeHTooOOpoTa  uHpOpMalMe, JOCTYyl K  KOTOpOH
OTPAaHUYMBAECTCSI B COOTBETCTBUM C 3aKOHOIATENBCTBOM Poccuiickont denepanuu,
OCYIIECTBJISICTCS TIPU BHITIOJTHEHUH UMM TpeOOBaHUH 110 3aIlUTE TaKOW MHMOpPMAaIIHH,
YCTAHOBJICHHBIX B  OTHOLIGHHH HWH(POPMAIMOHHBIX CHCTEM  DJICKTPOHHOTO
JIOKyMEHTO000pOTA.

1.10. OCHOBHBIMM TMPUHIUIIAMU 3JIEKTPOHHOTO KaJpPOBOTrO JOKYMEHTOOOOpOTa B
MBOY «BenuxomuxaitnoBckas COII umenu I'.T.Mib4eHKO» ABIASIOTCA:

- o0ecreueHre TEXHOJOTMYECKOW BO3MOXHOCTH HCIIOIB30BaHUS KaJIpPOBOTO
AIIEKTPOHHOTO JOKYMEHTO00O0pOTa sl pAOOTHUKOB U pabOTOATENs;

- MPaBOMEPHOE HCIOJIb30BaHUE y4aCTHUKAMU 3JIEKTPOHHOTO
JOKyMEHTOO0OpOTa  MPOTPAaMMHOTO  OOecreueHuss W CepTUPUIMPOBAHHBIX
MPOTPAMMHO-TEXHUYECKUX CPEICTB;

- o0ecrieueHue 1eJIOCTHOCTH MepeiaBaeMoi nH(popMaIu;

- o0ecrneueHre KOH(OUICHITMATBLHOCTH TIepeIau U MoTydeHrss HHGOpMaInK;

- MHUHHMU3AIMUS M3JEPKEK, B TOM 4YHUCIE (PUHAHCOBBIX, BPEMEHHBIX IIPHU
OCYIIECTBIICHUH JICKTPOHHOTO JOKYMEHTO000pOTa;

1.11. [enamu BBeACHUS KaIpOBOTO SJIEKTPOHHOrO JOKymMeHTooOopora B MBOVY
«Benmukomuxaitnosckas COI umenu I'.T.UnbpueHko» aBisiercs:

- co3/jaHue eINHOU 0a3bpl  JJEKTPOHHBIX  JOKyMeHTOB ~ MBOVY
«BenukomuxaiiaoBcKkas COIl wumenm I'.T.MnpueHko»,  MO3BOJIAIONICH
OCYIIECTBIISITH OBICTPBIN MOUCK JIOKYMEHTOB U UCKIIFOYAIOIIEH UX YTEPIO;

- ONTUMM3ALMSA TPYIOBBIX TMPOIECCOB MO OG(OPMIICHUIO JTOKYMEHTOB,
obOpasyromuxcs B genonpousBoactse MbOY «Benukomuxaiinosckas COI umenu
I'.'T.nbueHKO»;

- OTMIEPATUBHOCTb U YIpOIeHHE O0(QOPMIICHUS JOKYMEHTOB, 00pa3yIOIINXCs B
rpoIriecce TPYI0BOH JAeATeIbHOCTH PAOOTHUKOB, B TOM YHCIIC U TUCTAHITMOHHBIX;

- ToBhIIeHUE 3(HPEKTUBHOCTU pabOThl CTPYKTYPHBIX ToapazaeneHuii MbOY
«BemukomuxaitioBckag ~ COIL umenn I'.T.MnpueHko», BBHIY CBOEBPEMEHHOIO
oOMeHa JJOKyMEHTaMH;

- aBTOMaTH4YeCKoe (OPMHUPOBAHUE aPXHUBA JIECKTPOHHBIX IOKYMEHTOB,;

- CBOEBPEMEHHOE BBISIBJICHHUE W aHAJIM3 PUCKOB, C LEIBIO MPEAYNPEKIACHUS
HapyLIEHU TPYIOBOro 3aKOHOAarenbcTBa Poccuiickoin denepanuu.



1.12. Bce pacxo/ibl Ha Moy4yeHUE paOOTHHUKOM 3JIEKTPOHHOM MoAnucH (B ciayyae ee
OTCYTCTBHUSI) M €€ HUCIOJIb30BaHUE Bo3i0keHbl Ha MBOY «BenukomuxaitnoBckas
COII umenu I'.T.Unbuenko». [Ipu 3TOM pabOTHUK WM JIMIIO, MOCTYyIAKOIIEe Ha
paboTy, BIpaBe HCIOJb30BAaTh PAHEE MOIYUYEHHYIO CaMOCTOSTEIBLHO YCUJICHHYIO
KBUTU(PUITUPOBAHHYIO 3JIEKTPOHHYIO MOIHUCH.

1.13. Texunueckyro mnoanepxkky YdactaukoB OKJIO ocymecTBiser ciyxba
TEXHUYECKOU mojaepkku npaBoodiagatesns 110.

1.14. B nmensix ynobcTBa OCYHIECTBICHUS KaApoBoro yduera, B MBOY
«BenmukoMuxamnoBcKas COII wumenn I'.T.MnpueHko» B  INPUOPUTETE
MPEJIOCTaBICHUE JIOKYMEHTOB B DJJEKTpOHHOM Buae uepe3 HHpopmalmoHHyio
CUCTEMY B COOTBETCTBUM C COOJIOJIeHHEM TpeOOBaHUSIMHU 3aKOHOJATEIbCTBA
Poccuiickoit @enepannm.

2. OO0uue TepMHUHBI M ONIpe/ieICHUsA
2.1. B HacrosmeMm [lopsanke OK/1O nenonp3yroTes Cleayomue OnpeacacHus:

2.1.1. Apmuauctparop IKIO — nuio, HazHaueHHOoe mpukazoM MBOY
«BenukomuxaiiaoBcKkas COIl wumenm [I'.T.MapueHko», OTBETCTBEHHOE 3a
OCYIIECTBJIIEHHE KOHTpoJisi jaoctyna K WMHdopmanumoHHOUW cucteme, mepexoja Ha
AIIEKTPOHHBIN KaJpOBBIM JOKYMEHTOOOOPOT, 3a BbINOJHEHUE nNopyueHuit MBOY
«BenukoMuxamioBcKas COII wumenu I'.T.MapueHko» TI0  CO3JaHMIO,
UCIIOJIb30BaHUI0, 00pabOTKE U XPAaHEHUIO JIEKTPOHHBIX JOKYMEHTOB HOPMATUBHOTO,
pacnopsIuTeILHOTO W HMHOT'O XapakTepa, o0pa3ylouluxcs B IpoLecce MpaBOBBIX
B3aMMOOTHOIIICHUI MEXy paboToaTesieM U paOOTHUKOM.

2.1.2.  DJeKTpOHHBIH KAAPOBBIA JOKyMeHT0000poT (najsee — IKIO) —
AJIEKTPOHHBIN JOKYMEHTOOO0POT B chepe TPYAOBBIX OTHOLIEHUH, TPeIHA3HAUSHHBIH
JUISL TIOJIIMCAHUs, UCIOJIb30BaHUS M XpaHeHus paboromareneM, paOOTHUKOM WU
JUIOM, TMOCTYMAalOMIMM Ha paboTy, JOKYMEHTOB, CBSI3aHHBIX C paboToil,
0 OpMJICHHBIX B AJIEKTPOHHOM BUJIE 0€3 1yOIupoBaHus Ha OyMa>KHOM HOCHUTEE.

2.1.3. JluuHblii kaOuHeT — WHGOPMAIIMOHHBIA PECYpC, pa3MEIICHHBIA B
NudopmarimonHoil cucreMe, NpelHAa3HAYEHHBIA Uil peadu3auuud Y 4YacTHUKAMU
KaJIpOBOT'O JIOKYMEHTOO00POTa 3JIEKTPOHHOTO B3aUMOJICHCTBHUS.

2.1.4.  VYcuneHHass HeKBAJIU(PUIUPOBAHHASA JJIEKTPOHHAsl MOANHUCH (Hajiee
— VYHO3JII)— »snexkTpoHHas NOANKMCH B BUAE Kpuntorpaguueckoro mudpa,
3alMCAHHOTO B 3allulleHHOM oOnauHoM xpanunuiie. YHOII wuaentudunmpyet
JUYHOCTD BJajelblia, MOATBEpkKAaeT (HakT GOopMUPOBAHMS MOAMUCH ONPENEIECHHBIM
JULIOM W HEU3MEHHOCTh JOKYMEHTa C MOMEHTa TMOJINUCAHUA. YYaCTHUKHU
AIEKTPOHHOTO KAJApPOBOTO JIOKYMEHTOOOOpOTa TMPHU3HAIOT, YTO DJIEKTPOHHBIE
JOKYMEHTBI, nojanucanuele B MHpopMaunoHHoMm cepBuce mnocpeactsom YHOIII,
MPU3HAIOTCS PABHO3HAYHBIMU JOKYMEHTaM Ha OYMa)KHOM HOCHTeJEe, MOANMUCAHHBIM
COOCTBEHHOPYYHO.

2.1.5. IIpocras 3jekTpoHHass noanuch (pajsee — IIIII) — snekTpoHHas
MOANUCH, KOTOpas MOCPEICTBOM HCIOJb30BAaHUS KOJOB, MApOJEH HHBIX CPEICTB
noaTBepxkAaeT Gpakt GopMHUPOBAHUS NEKTPOHHON MOJAMUCH ONPEIEICHHBIM JUIIOM.
IIo cmeicny Hacrosimero Ilopsaka mox IIOII moHumaercs JOTMH M MApOJIb
pabotHuka mnpu Bxojae B HMHPOpMAIMOHHYIO CHCTEMY, a TaKkXke OJHOPa30BbIN
napoJjb, nepeaaBaeMblii pabOoTHUKY mocpencTBoM SMS Ha ero HoMep MOOMIBHOIO
TenedoHa.



2.1.6. YcuwieHHasi KBAJIN(PUIHPOBAHHAA IEKTPOHHAA MOANKUCH (Ianee —
YKJII) — 5310 mnoammce, KOTOpas COOTBETCTBYET BCEM  IMpHU3HAKaM
HEKBATU(PUIIUPOBAHHON S3JIEKTPOHHOW MOJAMUCH M CIEIYIOUUM JOMOJHUTEIBHBIM
MpU3HAKAM: KJII0Y MPOBEPKU AIIEKTPOHHOM MOJIUCH yKa3aH B KBATU(PUIUPOBAHHOM
ceprudukare; A CO3JAaHUS U MPOBEPKH DIICKTPOHHOM MOAMUCH HCIONb3YIOTCA
CPEACTBA DJIEKTPOHHON MONNKCH, WMEKIINE MOATBEPKICHUE COOTBETCTBUS
TpeOOBaHUSIM, YCTAHOBJICHHBIM 3aKOHOAATENbCTBOM (CepTU(dUKAT KIIH0Ya MPOBEPKHU
noanucH (KBanu(UIMPOBAHHBIN cepTU(UKAT) CO3MaH W BBIJAH YJOCTOBEPSIOIIUM
LEHTPOM, aKKpPEeAUTOBAHHBIM IMpU MuHucTepcTBE HU(POBOTrO pa3BUTHS, CBSI3U U
MaccoBbIX KOMMYHUKaIil Poccuiickoit denepanun).

2.1.7.  Y4yacTHMKH 3JEKTPOHHOI0 KaJpOBOro [OKyMeHToo0OpoTra —
pabotonarens — MBOY «Benukomuxaiinosckas COII umenu I'.T.Unbuenko» u ero
pabOTHUKU, KOTOPHIMU OBUIO JAaHO corjacue Ha B3aumojaeiicteue ¢ MBOY
«BemukomuxaitnoBckags ~ COLI umenn I'.T.Mnp4eHKO» MyTEM 3JIEKTPOHHOIO
JTIOKyMEHTO000pOTA.

2.1.8.  DuexkTpoHHasi moamUCh — wuUHPOpPMaIUs B DIEKTPOHHOU dopme,
KOTOpas TNpUCOeIUuHEHAa K Jpyroi wuHboOpMaluu B 3JIEKTPOHHOU (dopme
(mogmuceiBaeMoil HHGOPMAIIMK) I UHBIM 00pa3oM CBs3aHa ¢ Takoi uH(opmaluen
Y KOTOpasi UCIIONIBb3YeTCs JIs ONpeieNICHuUs JI1Ia, MOJMUCHIBAIOLIET0 HH(OPMAIIUIO

2.1.9. DJIeKTPOHHBIA  JAOKYMEHT —  JIOKYMEHT, CO3JaHHbIi B
aBTOMAaTU3UPOBAaHHOM  HMH(MOPMALMOHHON  cHucTeMe, C TOMOIIbIO  CPEICTB
KOMITBIOTEPHOM TEXHHUKH, KOTOPBIA MOXKET OBITh TMOJNUCAH MCKIIOUUTEIBHO
COOTBETCTBYIOLLIEH JJIEKTPOHHON MOJANUCHI0, 0e3 ayOaupoBaHMs Ha OyMakKHOM
HOCHUTEJIE.

3. IHopsinok mepexoaa Ha KaAPOBbIH JIEKTPOHHBIN TOKYMEHT0000pPOT

3.1. Ilepexon na B3ammogeiicteue MbBOY «Benukomuxaiinosckas COII umenu
I'T.AUnpuenko» W ero pabOTHUKOB MYyTEM  DJIEKTPOHHOTO  KaJpOBOTO
JOKYMEHTO000POTa OCYIECTBISIETCS TOJIBKO MPU HAJTUYMH COTJIacus paOOTHHKA.

3.2. YBenomiieHne paOOTHUKOB O TMI€pexojie Ha B3aUMOJCHCTBUE uepes
AJIEKTPOHHBIN JTOKYMEHTOOOOPOT OCYIIECTBISETCS OTBETCTBEHHBIM JuiloM MBOY
«BemukomuxaitnoBckas COIIl umenu I'.T.Mnpuenko» b0 MEpPCOHANBHO, MO
MOAMNUCH, TOCPEICTBOM BpPYYEHHS COOTBETCTBYIOIIETO YBEAOMJICHHS, JHOO
MOCPEJACTBOM HAIMpAaBJICHUSI YBEAOMJICHHS B (opMe DJIEKTPOHHOTO JIOKYMEHTa,
noanucannoro YKOII paborogarens.

3.3. Pabotauk MBOY «Bemukomuxaiinosckas COI wumenu I'.T.MnpueHko»
HanpagisieT coryiacue Ha ocyuiectBieHue IKJIO B Teuenune 10 kaneHIapHBIX THEH C
JAThI TIOYyYEHUSI UM YBEIOMIICHUS.

B cayuae He npenocraBienus padbotHukom MBOVY «JIbBoBckas COIL»
corjacusi Ha B3aUMOJEHCTBHUE C paboTojaTesieM IOCPEICTBOM AJIEKTPOHHOTO
JOKYMEHTOOOOpOTa,  pabOTHUK  CUMTAETCAd  OTKa3aBUIMMCS  OT  TaKoro
B3auMoiericTBus. [Ipu 3TOM pabOTHUK BIpaBe AaTh COTJacue Ha B3aUMOJEHCTBUE C
MBOY «Benukomuxainockas COI umenu I'.T.MnbueHKko» MyTEM 3IEKTPOHHOTO
JOKYMEHTO000POTa B MOCIEAYIOLIEM.

3.4. Cornacue Ha B3aMMOJEHCTBUE C paboToAaTelIeM MOCPEACTBOM 3JEKTPOHHOIO
JIOKyMEHTO000pOTa HE TpPeOyeTCs OT JIMI], KOTOPhI€ MPUHSATHI (IPUHUMAIOTCS) Ha



paboty mnociie 31 nekabpst 2021 roga u y KOTOPBIX MO COCTOSIHUIO Ha 31 mekaOps
2021 roga OTCyTCTBYET TPYAOBOM CTaX.

3.5. MBOY «BenukomuxainoBckasgs COIL umenn I'.T.Mnp4eHKO» OCYLIECTBIISIET
nH(popMHUpOBaHUE JIUIIA, TPUHUMAEMOTO Ha paboty, 00 ocymecTBiaenuu IKJO. [Tpu
ATOM JIMIIO, UMelolee Mo cocTostHUIo Ha 31 nexabps 2021 roga TpyaoBOM CTax, Mpu
npuemMe Ha paboTy K paboTomarento, KOTOPBIM OCYIIECTBIISIET 3JIEKTPOHHBIM
JOKYMEHTOOOOpOT  JMOO0  MNPHUHSUI  pElIeHHe O  BBEACHHHM  3JEKTPOHHOIO
JOKYMEHTO00O0pOTa, BIpaBe AaTh COTJacHMe Ha B3aUMOJCHCTBUE ¢ paboTopaTesieMm
MOCPEJICTBOM JIEKTPOHHOTO JOKYMEHTO0O0pOTa

3.6. PaGoTtonatens 6€3BO3ME3IHO MPENOCTABISIET PaOOTHUKAM, KOTOpPHIE HE JaJH
corjacusi Ha B3aUMOJEHCTBUE C pabOTOJATENeM MOCPEICTBOM 3JIEKTPOHHOIO
JOKYMEHTO000pOTa, JOKYMEHTHI, CBA3aHHbIE C UX pabOTOW y HEro, Ha OyMa)XHOM
HOCHTEJIE, 3aBEPEHHbIE HaJIEkKAIIUM 00pa3oM.

3.7. Anmunuctpatop OKJ/IO mocie wucTeueHHss CpoKa Ha MPEIOCTaBICHUE
corijacuii paOOTHUKOB (QOpMUpPYET M yTBepKHaeT y pykoBogutens MBOY
«Benmukomuxaitnosckass COILI umenu I'.T.Unbuenko» cnucok pabotHukoB MbOY
«Benukomuxaitnosckas COII umenu I'.T.MnbyeHko», KOTOPBIE Jaly COTJache Ha
B3aumogercteue ¢ MBbOY «Benmukomuxainosckas COIIl mmenu I'.T.MnpueHKO»
nyrem OKJ/IO, npu HeE0OXOAMMOCTH OCYIIECTBISET MOJNUCAHUE YYacCTHUKAMHU
AJIEKTPOHHOTO JOKYMEHTOOOOpOTa AOMOJTHUTENIBHOIO COIJIAIIEHUS K TPYJIOBOMY
ZOTOBODY.

3.8. [lopsnok co3nanus JluuHoro kaOuHeTra paboTHHKA, (GOPMHUPOBAHUA W
MOANMCAHUS JIEKTPOHHBIX JOKYMEHTOB ycTaHaBiuBaroTcs B llpuimoxennn Ne 2 k
HacrosmeMy [lopsaky.

4. IHopsinok BeageHUA 3JIEKTPOHHOI0 JOKYMEHT0000pOTA

4.1. KO B MBOVY «Benukomuxaitnosckass COII umenu I'.T.MnbyeHKO»
OCYIIECTBIISICTCS. B OTHOIICHUU JTOKYMEHTOB W KaTeropuii pabOOTHHUKOB, MEPEUHHU
KoTOopbix ycTtaHoBieHbl B [Ipuinoxkenun Nel k nacrosmemy Ilopsaky u [Tpukazom Ne
162 ot 17.10.2023 roma o BBeAEHUHU DIEKTPOHHOrO JOKymMeHTooOopoTa B MBOVY
«Benukomuxaitnosckas COII umenu I'.T.MnbueHKOY.

4.2. OcymiectBnenne  OKJIO  mpoucXoAuT  MOCPEACTBOM  MCIOJb30BAHUSA
NudopmanmonHoit cuctems! uratdopmel «Padota B Poccuny.

4.3. loctyn pabotHuka B HMHopMaliMmoHHOW cHUCTEME MPOUCXOAUT MyTEM
apropusanuu B Jluunom kabunete WMHpopManmoHHON CHUCTEMBbl IMyTeM BBOJA,
yKa3aHHBIX MpU co3gaHuu JInuHoro kabuHeTa paboTHHKA e-mail u maposmto, JTu6o
MOCPEJICTBOM BBOJa KOJAA, MOJy4eHHOro paboTHukoM uepe3 SMS/WhatsApp mno
HOMEpY ero TenedoHa, yKa3aHHOTO MpU peructpainuu B MadopmanuoHHon cucteme.

4.4. Joctyn k Madopmanmonnoit cucteme ot umenn MbOVY «JIbBoBckas COI»

uMeroT:  pykopoautenar MBOY  «BenukoMuxaitnoBckas COII wumenu
I'.'T.Mnpuenko», Anmunuctparop OKJIO, a Takxke HHBIE JIMIA, YCTAHOBJICHHBIC
oTAenbHBIM  mpukazom  MBOY  «BenukomuxainoBckas COIIl wumenn

I".T.npuenko». YKkazaHHbIC B HACTOSIIEM IyHKTE JIMIa 00JIa/Ial0T MPAaBOM JIOCTyIIa
K cBeleHusM o pabotHukax MBOY «BenukomuxaitnoBckas ~ COII umenu
I"'T.Mnpuenko» u k nokymeHtaM MBOVY «BenuxomuxaitnoBckas COII umenn
I'.'T.nbueHKo».



JIns yka3zaHHBIX B HacroswmeM MyHkTe Jsul Anmunuctpatopom IKJO
M3TOTABIMBAIOTCS U BBIJAIOTCA CEPTU(PUKATHI KIIIOUEH AIIEKTPOHHBIX MOJNUCEH, B
3aBUCUMOCTH OT Kateropuu ux gocrynma k OKJIO, a Takxke B 3aBUCHMOCTH OT
KATErOpUU MOANUCHIBAEMBIX UMH IOKYMEHTOB.

4.5. llonnuceiBaTh KagpOBBIE JIIEKTPOHHBIE JOKYMEHTHI OT uMeHn MBOY
«BemukomuxaitnioBckasgs COIL umenn I'. T.MnpueHKO» BIIpaBe JIMIA, YCTAHOBICHHBIC
B nnpukaze MbOY «Benmukomuxaitnosckas COII umenu I'. T.MnbueHKO».

4.6. Ilonnucanue (1 (147210111170 JIOKYMEHTOB oT HUMEHU MBOY
«Bemukomuxaitnockas COIL nmenu I'.T.Mnpuenko» ocymectsisgercs npu KO
TOJIBKO ITpU uctonbs3oBanun Y KOII:

- TPYAOBBIX JOTOBOPOB;

- IOTOBOPOB O MaT€pUaIbHOW OTBETCTBEHHOCTH;

- YYEHUYECKUX I0TOBOPOB;

- JIOTOBOPOB Ha TMOJy4YeHHEe 00pa3oBaHUs 0€3 OTpPbIBA WJIU C OTPHIBOM OT
paboThI;

- IpuKa3a (pacrnopspKeHUs) 0 TPUMEHEHUU AUCIUTUIMHAPHOTO B3bICKAHUS;

- yBEAOMJIEHMH OO0 M3MEHEHMHM OINPENEICHHBIX CTOPOHAMH  YCJIOBHI
TPYJA0BOro0roBopa nocpeacrsoM MudopmanmoHHoi cucTeMsl;

- IPU BHECEHUH U3MEHEHUH B BBILLICYKA3aHHBIE IOKYMEHTBHI.

IIpn nonnucanun uHbIX 1okyMeHTOB MbBbOY «Bemukomuxainosckas COILI
nMmenu ['.T.Mnpuenko» Brpase ucnonb3oBaTh YKOIIL; YHOII, nopsaok npoBepku
KOTOPOM OIpenensiercsd COMIAlleHUEM CTOPOH TpyAoBoro nporosopa; YHOII,
BBIJIAHHYIO C UCTIOIB30BaHUEM UHPPACTPYKTYPHI JIEKTPOHHOTO PABUTENIbCTBA.

[Ipy noanMcaHWM HJIEKTPOHHBIX JOKYMEHTOB MOCPEACTBOM IJIATHOPMBI
«Pabora B Poccum» pabortomarenem MoryT wucrnonbzoBathes: YKOIII; YHOIII,
BbIJIAaHHAS C UCTIOJIB30BAHUEM UHPPACTPYKTYPHI JIEKTPOHHOTO MPABUTENILCTBA.

4.7. llonnucanue nepeuncieHHbIXx B 1. 4.6 IlonoxkeHnss TOKYMEHTOB
OCYIIECTBIISIETCST paboTHUKOM Tmpu wucnoias3oBanun YKOIII; YHOIII, nopsmox
IIPOBEPKU KOTOPOM OIPENEIAECTCS COIlJIAIEHUEM CTOPOH TPYAOBOIO JOr0BOPA;
VYHOII, BbIaHHOW C  UCHOJIb30BaHUEM  HMHQPPACTPYKTYpPHI  3JIEKTPOHHOIO
IIPaBUTEIIbCTBA.

[Ipy moanMcaHUM UHBIX TOKYMEHTOB pa0OTHHMK BIPaBE TAKXKE MCIOJIb30BAThH
[I9II B ciyyae, eciii COTJIAIIEHHEM CTOPOH TPYAOBOTO JOrOBOpPa YCTAaHOBJIEHBI
[paBWja ONPEAEICHUs JIMLA, MOANMCHIBAIOIIETO 3JEKTPOHHBIA JOKYMEHT, IO €r0
IPOCTOM  JJIEKTPOHHOM  IOJAIUCH u  TpeboBaHus K  COOJIIOICHUIO
KOH(UJICHIIMATBbHOCTH KJo4Ya Takod mnoanucu. [lpu moanucaHuu 3IEKTPOHHBIX
JOKYMEHTOB PaOOTHHUKOM WJIM JIMLOM, IMOCTYHAaloUMM Ha paboTy, MOCPEeACTBOM
matdopmel «Pabora B Poccun» moryT ucnonb3oBatbes: YKOIII; YHOII, Beinannas
C MCHOJB30BAHMEM HMH(PPACTPYKTYpPHI 3JIEKTPOHHOTO mpasuTenbcTBa; [IDI1, kirou
KOTOPOM TIOJIydEH TMpU JINYHOM SBKE B COOTBETCTBUUM C YCTAaHOBICHHBIMU
IIpaButensctBOM Poccuiickorn @Penepanuy IpaBUIaMU HCIOJIb30BaHUS IPOCTOU
AIIEKTPOHHON MOANMCH TpH OOpalleHuu 3a TMOJIyYeHHEM TOCYAapCTBEHHBIX U
MYHHUIIMTIATBHBIX YCIYT B 3JIEKTPOHHOU (popme.

4.8. PaboTHUK WM JIMLO, TOCTymawpiiee Ha paboTy, OCYIIECTBISIIONINE
B3aMMOJIECTBHE C paboToAaTENIeM MOCPEACTBOM AIIEKTPOHHOTO JOKYMEHTOO0O0pOTA,
BIIpaBE HAIpPaBJIATh B ajpec paboToaaTelis 3asBJICHUS, YBEIOMJICHUS U COOOIICHHUS,



KOTOpPBIE€ MPETYCMOTPEHBI TPYAOBBIM 3aKOHOAATENBCTBOM U B OTHOLUIEHUH KOTOPBIX
OCYIIECTBIISIETCS DJIEKTPOHHBIN T0KyMeHT0000poT MH(pOpMaIIMOHHON CUCTEMBI.

3asBieHUs, YBEIOMJICHHS U COOOIICHMS, HalpaBieHHblE PAOOTHUKOM WIIH
JUIIOM, TMOCTYMAaIOMKUM Ha paboTy, crnoco0aMH, B COOTBETCTBUM C TOJOKEHHUSIMHU
HACTOSIIIIETO MYyHKTAa CYUTAIOTCS MOJYYeHHBIMH pabOTOJATENEM Ha CIETYIOIIH
pabouuil 1eHb MOoCce UX HaMpaBICHUS.

4.9. 3asBieHue 0 BblJIaue IOKYMEHTOB, CBSI3aHHBIX ¢ pabOTOM, UJIU UX 3aBEPEHHBIX
HajuiexkamuM  obpaszom komui (ct. 62 TK P®) paboTHHUK MOXET MoaaTh B
nucbMeHHOM ¢dopme, nub0 HampaBuTh depe3 HMudopmanmonnyio cuctemy. Ilpu
nojaye paboTHUKOM ykazaHHOro 3asBienuss MBOY «Benukomuxainosckas COIL
uMenu I'.T.Nnpuenko» 6€3B0O3ME3THO MPEIOCTABISIET PAOOTHUKY HE MO3JHEE YEM B
TeyeHue 3 (Tpex) pabouux AHEH cO JAHS €ro mojauyd Takue JOKYMEHThl WIM HX
3aBEpEeHHbIE HaJUIeKAlUM 00pa3oM KoMMM Ha OyMa)XHOM HocuTese Ju0o, ecliu B
OTHOIIEHUH 3THUX JOKYMEHTOB OCYILIECTBIISIECTCS 3JEKTPOHHBIA JOKYMEHTOOOOPOT,
TaKHe JEKTPOHHbBIEC JJOKYMEHTBI CIIOCOOOM, YKa3aHHBIM B 3asBICHUHM PaOOTHHKA!

49.1. B dopme KOMUH DJIEKTPOHHOTO JOKYMEHTa Ha OyMa)KHOM HOCHUTEIIE,
3aBEpEHHOM HaJIeKaluM 00pazoM;

49.2. B ¢dopMe DIEKTPOHHOrO JOKYMEHTa, B TOM 4YHCIE IIyTeM €ro
pa3MenieHuss Ha €IMHOM MOpTaje€ TOCYAApPCTBEHHBIX M MYHULMIAIBHBIX YCIYI B
cily4ae B3aUMOJEHUCTBUS B LENSX OCYIIECTBICHUS 3JIEKTPOHHOTO JOKYMEHTO000pOoTa
WudopmalimoHHoi  cUCTEMbl C  €AUHBIM  MOPTAJOM  TOCYJApCTBEHHBIX U
MYHUIMOANBHBIX YCIYr JUOO B JUYHOM KaOuHeTre paboTHHKAa Ha UUGPOBOH
miatpopme «Pabora B Poccum» mnpu yciaoBuu ee wucrnoiab3oBaHus MBOY
«BemukomuxaitnoBckags COII umenn I'.T.MnpueHko» B LENSAX OCYILIECTBICHUS
ANEKTPOHHOTO JOKYMEHTO000pOTa.

4.10. TIlo 3asBneHuto paboOTHHKA paboTojaTeNb OOECHeunBaeT JOCTYM
paboOTHHMKA K JIOKYMEHTaM, HOJMUCAHHBIM TPOCTOM 3IEKTPOHHOW MOJMUCHIO
paboTHMKa B WHGOPMAIIMOHHOW cucTeMe paboroaaresns, IMyTeM HalpaBICHUS
AIIEKTPOHHOTO TOKYMEHTA B JIMUHBIN KaOUHET paOoTHHKA (IIPU HAJTUYHMK) HA €JUHOM
MOpTAJI€ TOCYAAPCTBEHHBIX U MYHULUNIAIBHBIX YCIYT B MOPAJKE, IPETYCMOTPEHHOM
IIpaBurenscTtBOM Poccuiickoit Denepannm.

5. Cpoku noanucaHus pabOTHUKaAMH
3JIEKTPOHHBIX JOKYMEHTOB M 03HAKOMJICHUA C HUMH

5.1. JokymeHT, B OTHOWEHHH KoToporo ocyuiectBisiercss OKJIO m KOTOpBIii
MOJJICKUT MOJMUCAHUIO CO CTOPOHBI PaOOTHHMKA, TMOJIMUCHIBAETCSA TOCIEIHUM HE
no3nHee 12 (aBeHannatv) paboyux Y4acoB ¢ MOMEHTa TMOJIYYEHHUS YBEIOMIICHHUS O
HanpaBiieHnn MBOY «Benukomuxainosckas ~ COLI umenn [I'.T.MnpueHko»
NOKyMeHTa. B ciydae Hecormacuss ¢ NOANHMCAHUEM JOKYMEHTa WM JKE€ €ro
conepkanuem, PaGoTtHuk  BmpaBe chopMHUpOBaTH W HANpaBUTh  4epe3
Nudopmarnmonnyo cucremy MBOY  «BenukoMmuxainoBckas COLI wumenun
['.'T.Unbuyenko» yBegomiieHHEe 00 OTKa3e OT MOAMHCAHUS C yKa3aHUEM NPUUYUHBI
OTKa3a OT MOJIMCAaHNS JOKYMEHTA.

5.2. PabotHuk, koropbii momyumwn or MBOY «BenukomuxaiinoBckas  COILLI
nMmern [.T.MnpueHko» Iy O3HAKOMJIEHHMS JTOKYMEHT, B OTHOLIEHHH KOTOPOTO
ocymectBisiercss OKJIO, HampaBnser mnoATBepKAeHUE 00 O3HAKOMIIGHHH C
JOKYMEHTOM B TeueHue 12 (IBeHaauatu) pabouyMx 4HacoB C MOMEHTA IMOJyYEHHUS
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yBenomiieHuss o HampaieHun MBOY «Benukomuxaiinosckas  COIl umenwu
I'.'T.NnbyeHKO» NOKyMEHTA.

6. Nudopmannonnas 6€30MaCHOCTD

6.1. Undopmanmonnass 06€30MacCHOCTh MPU  OCYLIECTBIECHUU  BJIECKTPOHHOIO
nokymentoobopota B MBOY «Benukomuxaitnockas COIL umenu I'.T.Unpuenko»
o0ecreynBaeTcs KOMIUIEKCOM TEXHUYECKUX M OPraHU3al[MOHHBIX MEPOIIPUSTUH.

6.2. K TeXHUYECKUM MEPONPUSITUAM OTHOCSATCS:

6.2.1. Opranuzanus ¥ HCHOJIB30BAHUE CPEACTB 3allUThl HH(OpMALUU B
MOJIHOM 00BbEME UX PYHKIMOHAIBHBIX BO3MOKHOCTEH;

6.2.2. OOecnedeHue 1EIOCTHOCTH 00pabaThIBAEMbIX JTaHHBIX;

6.2.3. OOecrneueHre aHTUBUPYCHOM 3aIIUTHI HHPOPMAITUH.

6.3. K oprann3alluOHHBIM MEPOIPUATHIM OTHOCSITCS:

6.3.1. KonTposnb BbINOJHEHUS TpeOOBAaHMNH HOPMATUBHBIX JIOKYMEHTOB,
perjiaMeHTUPYIOMINX 0OecrneueHre 3auThl UHOpMaIIHH;

6.3.2. OmnpeneneHne JOJDKHOCTHBIX JIMII — YYaCTHHUKOB JJIEKTPOHHOTO
JOKYMEHTOOOOpOTa WM OpraHu3aTropa  d3JEKTPOHHOIO  JOKYMEHTOO00OpOTa,
OTBETCTBEHHBIX 32 oOecreueHre MHPOPMalMOHHOM 0€30MaCHOCTH;

6.3.3.  YcraHoBneHus nopsiika OOHOBJIEHUS] aHTUBUPYCHBIX 0a3;

6.3.4. VYcraHoBieHHUE TOpsAKAa IPOBEACHUA PEMOHTHO-BOCCTAHOBUTEIbHBIX
paboT MPOrpaMMHO-TEXHUUYECKUX CPEJICTB;

6.4. ®enepanbubiii 3aKk0H Ne 152-D3 ot 27 urons 2006 roma «O nepcoHaIbHBIX
JaHHBIX» YCTaHABIMBAET TPEOOBaHUS K OINEpPaTOpPy MEPCOHANBHBIX JAHHBIX U €T0
uH(OPMAIIMOHHBIM cHucTeMaM. TpeOoBaHMs K MHQOPMALMOHHBIM CHCTEMAM,
collepKalllUM TEepPCOHAIbHbIE JIaHHbIE, YKa3aHbl B JOKYMEHTBI, YTBEPKIEHHOM
[loctanoBnenuem IlpaButensctBa PD or 1 HoaA0ps 2012 roma Ne 1119 «O6
YTBEPKJIECHUU TpeOOBaHUN K 3alllUTE MEPCOHAIBHBIX JIAaHHBIX MPU UX 00pabOTKe B
MH(OPMAIIMOHHBIX CUCTEMAaX MEPCOHAbHBIX TAHHBIX).

6.5. lomxHoctHeie Jmna MBOY  «BenukoMuxainoBcKas COII wumenu
[".T.NnpueHko», OTBETCTBEHHbIE 3a oObOecredyeHre Oe30MaCHOCTU MEePCOHANBHBIX
JaHHBIX, JIOJDKHBI 00JaZaTh COOTBETCTBYIOLIEH KBaIM(UKALMEH, MOITOMY MpHU
ONpeJieieHu TPeOOBaHUM K JaHHBIM PAOOTHUKAM HYXHO OPHEHTHUPOBATHCS Ha
IloctanoBnenue IIpaBurensctBa PO Ne 1119, Ilpukaz ®CTOK Poccum ot 18
depans 2013 rtoma Ne 21 «OO6 yrtBepxkuaenuu CocTaBa U COJEpKAHUS
OpraHU3allMOHHBIX W TEXHUYECKUX Mep Mo obecrneueHuo 0Oe30MacHOCTH
NEPCOHANBHBIX JIAHHBIX TMpU HUX o00paboTke B HUH(GOPMAIMOHHBIX CHCTEMax
MEPCOHATBHBIX JAHHBIX).

7. HNucTpyKTaK palOTHMKOB
no B3anmozneiicteuo ¢ MbOY «Benukomuxaiisnosckass COILl umenn
I'.'T.Anbuenko» B pamkax IK/10
7.1. Anmunuctparop OKIO no wmomenta BBegenus OKJIO ocymiectBisier
paszbsiCHEHHUE PaOOTHUKAM clienyroiie nadopmanuu mno BiaumozaeicrTeuo ¢ MbOY
«BemukomuxaitnoBckas COIL umenn I'.T.Mnpuenko» B pamkax IOKJO:
7.1.1.  npuHumnel B3aumonevicteusa npu IKJO;
7.1.2.  ocobennoctu padbotsl MH)opMamoHHOM CUCTEMBI;
7.1.3.  CcpOKH MOAINMCAHUS JOKYMEHTOB;



7.1.4. uHble Bonpockl B3aumoaeicTeus B pamkax IKJ1O.
7.2. llepponuyHocTh U TpauK TNPOBENECHUS HHCTPYKTaXKEH, Kacaroumxcs
B3aUMOJICHCTBUS pu OKIO, OIpeAeaeTCs IIPUKa30M MBOY
«BenukomuxaitnoBckags COIL umenu I'.T.MnpueHKO».

8. XpaHeHHe JIEKTPOHHBIX JOKYMEHTOB.

8.1. Bce nanexTpoHHBIE KaapoBble HOoKymMeHThI MBOVY «BenukomuxaiiioBckas
COII umenn I'.'T.MnpueHKO» OJKHBI XPAHUTHCA B TOM ke (opmaTe, B KOTOPOM
OHM ObUTH C(POPMUPOBAHDI, OTIIPABIEHBI U MOTYUYECHBI.

8.2. Cpok  XpaHEHHs  DJEKTPOHHBIX  KaJpOBbIX  JOKyMeHTOB  MBOVY
«BenukoMuxamioBcKas COII wumenu I'.T.MnpueHKO» B DJIEKTPOHHOM BHJIE
COOTBETCTBYET CPOKY XpaHEHUSI UX OYMa)KHBIX aHAJIOTOB. DTH CPOKU YCTAHOBJICHBI
[Ipukazom ¢enepanpHoro apxuBHoro areHrcrBa ot 20 mexabpst 2019 roma Ne 236
«O0 ytBepxaeHun Ilepeunss TUNOBBIX yHpaBIEHUECKUX APXUBHBIX JOKYMEHTOB,
oOpa3yrolnmxcsi B Ipolecce JEATeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYIIPaBJICHHSI U OPraHMU3alMil, ¢ YKa3aHUEM CPOKOB HMX XPAHEHUS,
BHYTPEHHUMH JoKyMeHTamu MBOY «BenukoMuxainoBckas COILI wumeHn
I''T.Mnbuenko». Ilpu 3TOM CpOKHM XpaHEHHs DJJIEKTPOHHBIX JOKYMEHTOB, KaK M
OyMaKHBIX, OTCUMTHIBAIOTCS ¢ | sSTHBaps roja, CIEIYIOIIEro 3a T'OJ0M, B KOTOPOM
JOKYMEHTbl OBUIM 3aKOHYEHBI JeJIomnpou3BoAcTBOM (1.2 cr1.21.1 denepanbHOro
3akoHa Ne 125-®3 «O06 apxuBHoM nene B Poccuiickoit @enepanuny).

8.3. XpaHeHHE SIEKTPOHHBIX KaJPOBBIX JAOKYMEHTOB JOJIKHO COINPOBOXKIATHCA
XpaHEHHEM COOTBETCTBYIOILIEIO MPOTPAMMHOI0 00ECIIEYeHMsI, TO3BOJISIIOIIETO UMETh
BO3MOXHOCTb pa0OTHI C AJIEKTPOHHBIMU JTOKYMEHTaAMHU.

8.4. MBOY «Benukomuxainosckas COIL nmenu I'.T.MnpueHko» OCylmIECTBISAET
XpaHEHUE ANEKTPOHHBIX JOKYMEHTOB, CO3/1aHHbIX B MH(]OpManmoHHoii cucreme, mo
3aBEPIICHUIO  JIEJIONPOM3BOJCTBA IO HUM, Ha TEXHHMYECKUX YCTPOWCTBAX
Nudopmarmonnoii  cucreMel/MBOY  «BenukomuxaiinoBckast COLI wmeHun
I'.'T.npueHko», MNpeIHAa3HAYEHHBIX CHELHAIBHO [JJIS XPAaHEHUS DJIEKTPOHHBIX
JOKYMEHTOB (CepBepbl), B TEUEHUE CPOKOB, YCTAHOBIIEHHBIX 3aKOHOIATEIbCTBOM
Poccuiickoit deneparuu 06 apXUBHOM JeIie.

8.5. XpaHeHHE JEKTPOHHBIX JTOKYMEHTOB, CO3JaHHBIX C UCIOJIb30BAHUEM €IMHOM
uugposoit mnatpopmbl «Pabora B Poccum», ocymiecTBisieTcsi onepaTopoM TaKoi
CUCTEMBI, B TEUEHHE CPOKOB, YCTAHOBIIEHHBIX 3aKOHOJATEIbCTBOM Poccuiickoii
®denepanuu 00 apXUBHOM JIETIE.

9. Cay4yam opopmiieHust KaapoBbix 10kyMeHTOB MBOY

«Beaukomuxaisiopckass COIL umenu I'.'T.Aib4eHK0» HA OYyMAaKHOM HOCHUTEJIE

9.1. B cinywae xkaractpod@bl MNPUPOJHOrO WMIM TEXHOTEHHOIO Xapakrtepa,
MIPOU3BOJCTBEHHON aBapuy, HECYACTHOrO cliydas Ha MPOU3BOJCTBE, I0XKapa,
HABOJHEHUS, 3E€MJIETPSICEHUS, OHNUAEMHM WIM DNOU300TMM UM B JIIOOBIX
UCKIIFOUUTENBHBIX CIIy4dasX, CTaBALIMX MO YIPO3y JKU3Hb WIM HOPMAaJbHbIE
’KU3HEHHBIE YCIIOBUS BCETO HACEJICHUS WM €T0 YacTu, paboTonarens U pabOTHUK, HE
OCYLIECTBIISIOLINE B3aUMOJEHCTBUE MIOCPEACTBOM AIEKTPOHHOTO
JOKYMEHTOO0O0pOTa, BIpaBe B COOTBETCTBUHU C JIOKAJIbHBIM HOPMATHUBHBIM aKTOM,
NPUHUMAEMBIM C YY4E€TOM MHEHHsI BBIOOPHOTO OpraHa MepBUYHONIPOGDCOI03HOM
OpraHu3aluu B MOpsAJKe, ycTaHOBI€HHOM crtatbed 372 TK PO nns npunstus
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JIOKaJNbHBIX HOPMATUBHBIX aKTOB, BPEMEHHO OOMEHMBATHCS JOKYMEHTAMH, B TOM
quclie JOKYMEHTaMH, CBSI3aHHBIMU C pabOTOM, B (popMe AJIEKTPOHHOIO JOKYMEHTa
WIK BJEKTPOHHOrOo o00paza JOKyMeHTa (JIOKyMeHTa Ha OyMa)XHOM HOCHUTEJe,
npeoOpa3oBaHHOTO B 3JEKTPOHHYIO  (QopMy TMyTeM CKaHUPOBaHUSA  WIH
doTorpagupoBaHusi € COXpAaHEHHMEM €ro pPEKBU3UTOB) C  MOCJIEAYIOLUM
MPEICTaBIIEHUEM COOTBETCTBYIOUIUX IOKYMEHTOB Ha OYMa)KHOM HOCHUTETIE.

9.2. B cnydae mnpuOCTaHOBIEHUS JeATeNbHOCTH WHGMOpMAIIMOHHONW CHUCTEMBbI
MOJIHOCTBIO WJM YaCTMYHO, Haluyusi cO6osi B ee paboTe, BO3HUKHOBEHUS
00CTOSITENICTB HEMPEOJOJIUMON CHITBI ((Popc-Maxop) yNMOITHOMOYEHHBbIE paOOTHUKH
Ha OCHOBaHMHM Tpukasa pykopoauteiass MbOY «Benukomuxainosckas COII umenu
I".T.Nnpuenko» Bnpase ohopMIIATh KaAPOBbIE JOKYMEHTHI HA OYMaXHOM HOCHUTEJIE.

10. NudopmupoBaHMe KOMHCCHH 110 TPYAOBBIM CIIOPaM, B3AaUMOJACHCTBHE C
NPOo(CO3HBIMA OPTraHU3ALUAMU
10.1. Pabotauku agmunuctpannu MBOY «Benukomuxaitnosckas COIIl umenu
[.'T.Unpuyenko» oOecrneuynBalOT MOCTOSIHHOE WH(GOPMHUPOBAHUE KOMHUCCHUU TIO
TPYAOBBIM criopamM, a Takxke npodcoroza MBOY «JIsBoBckas COILl» o kaapoBbIX
m3meHeHussx B MbOVY «Benukomuxainosckas COI umenu I'.T.Mnpuenko» nyTém
MACbMEHHOTO YBEIOMJICHHUS.
[enpio ykazaHHOTr0 MHGOPMHUPOBAHUS SBISETCS MOBBIIICHUE KauecTBa pabOThI
U aKTUBHOCTU Tpodcoro3Hoil opranuzanuu MBOY «Benukomuxainosckas COI
umenu ['.T.Mnpuenko» mo BompocaM 3alllMThI MpaB paOOTHUKOB Ha Oe30macHBIN
Tpya, popMUPOBaHMS MOJUTUKU HETEPIUMOCTH PAaOOTHUKOB K (pakTaM HapyIICHHS
HOPM TPYZOBOTO IpaBa.
11. Ipuioxenue k HacTosmemy Ilonoxennro

11.1. Ilpunoxxenne Nel: IlepeueHb IOKYMEHTOB M KaTeropuii paOOTHHKOB, B
OTHOLIEHHH KOTOpbIXx B MBOY  «BenukoMuxaismoBckas COII wumeHu
[".T.NnpuyeHko» yCTaHOBIICH KaJAPOBBII 3JIEKTPOHHBIN TOKYMEHTOOOOPOT;

11.2. Ilpunoxenne No2: [lopsimok co3ganusi JluyHoro kabuHeTa pabOTHUKA,
(bopMHpOBaHUS U MOANMKUCAHUS SJIEKTPOHHBIX JOKYMEHTOB.



Ipunooscenue Nel
K Ilonoocenuro 06 21eKMpPOHHOM KAOPOBOM OOKYMEHMO0Oopome

IHNEPEYEHD
JOKYMEHTOB U KAaTeropuii pa0OTHUKOB, B OTHOIICHUH KOTOPBIX
B MBOY «Beaukomuxaitsiosckass COI umenn I'.T.Niib4eHK0» yCTAHOBJIEH
3JIEKTPOHHBIN KA/IPOBbIA JOKYMEHTO000POT

B MBOVY «Benukomuxainosckas COIl umenu I'.T.Wnpuenko» (mamee —
paboroaarenb) YTBEPKICHBI CIEAYIOIIME TEPEUYHU JIOKYMEHTOB U KaTEropui
pabOTHUKOB, B OTHOIIEHUH KOTOphIX B MBOY «Benukomuxaitnosckas COIL umenun
['T.UnpyeHko» yCTaHOBJIEH SJEKTPOHHBIM KaJIpOBBIKA JTOKYMEHTOOOOPOT Ha
ocHoBanun mnpukaza Ne 307 or 03 oxkra6ps 2023 roma MBOVY
«Benukomuxaitnosckas COII umenu I'.T.MnbueHKO».

1. Ilepeuenp kaTteropuii pabOTHUKOB, B OTHOIIEHHMH KOTOpeix B MBOY

«BenukoMuxaniaoBckas COII wumenn I'.T.MnpueHKO» YCTaHOBIICH

AIIEKTPOHHBIN KaJpOBbIN JOKYMEHTOOOOPOT

Ne HaumenoBaHue kateropuu pabOTHUKOB, KOTOPBIE OCYILIECTBISIOT
B3auMoercTeue B pamkax IKJ1O

1 PykoBosiiue paboTHUKN

2 | Ilenarornyeckue pabOTHUKH

3 | YuebGHO-BcIiOMOraTeabHbIN EPCOHA

4 | OOcnyxuBarOIIUi IEpCoOHAT

2. IlepeueHn JIOKYMEHTOB, B OTHOIIICHUHU KOTOPBIX B MBOY
«BenukoMuxaniaoBckas COII wumenn I'.T.MMnpueHKO» YCTaHOBJICH
AJIEKTPOHHBIN KaJIPOBBIN JOKYMEHTOOOOPOT

Ne HanmeHoBaHHE TOKYMEHTOB, B OTHOIIEHUU KOTOPbIX B MBOY
«Benukomuxaitnosckas COI umenu I'.T.MnpueHKo0» yCTaHOBJIEH
AIIEKTPOHHBIN KaJpOBbI JOKYMEHTOOOOPOT

1 | TpynoBbie 1OroBOpPHI

2 Yyennueckue AOT'OBOPbI

3 I[OHOJIHI/ITeJIBHBIe conlaliIiCHuA K TPYAOBBIM JOTIOBOPaM

4 | IIpuka3pl IO IUYHOMY COCTaBY, 32 UCKIOYEHUEM IIPUKA30B O PACTOPKEHUN
TPYZIOBBIX JOTOBOPOB




IIpunoscenue Ne2
k Ilonoscenuro o kadposom 31eKmMpoHHOM OOKYMeHmoobopome

HOPAAOK
co3ganus JInunoro kabuHera padoTHuKa,
(¢opMupoBaHus ¥ MOANUCAHUSA NIEKTPOHHBIX JOKYMEHTOB
AJIS1 KaZAPOBOI0 3JIEKTPOHHOI0 JOKYMEHT0000poTa

MBOYVY «BenukomuxainoBckass COII umenu I'.T.Mapuenko» (manee —
paboTonaresib) YTBEPXKIEH CIEAYIOMUNA MOPSAIOK co3maHusi JlugHoro kabuHeTa
paboTHUKa, (OPMHUPOBAHUS ¢ TOAMUCAHUS DJICKTPOHHBIX JIOKYMEHTOB JJIsi
KaJIpOBOT0 JIEKTPOHHOT'O JIOKYMEHTO000pOTA:

1. Co3ganue anyHOro kabunera padorauka B UngpopmanuoHHou cucreme

1.1. MBOY «Benukomuxainiopckasgs COIL umenn I'.T.MnpueHko» peructpupyer
paboTHHKA, KOTOPHIM OBUIO JAaHO COIJIacMEe Ha B3aMMOJIEUCTBHE C pabOTOJaTeIeM
yepe3 2JIEKTPOHHBINA KaJpOBbIi TOKyMeHT0000poT, B MH(OpMaimoHHO! cucTteMe.

1.2. Jlna wnHavana wucnosib3oBanus WHdopmanmoHHONW cucTeMOW paOOTHUKOM
MBOVY «Benukomuxaitnopckass COI umenn I'.T.MnpueHko» HampaBisIET €My
NpUrjanieHue OJHUM U3 JOCTYNHbIX B MH(popMannoHHON cucTeMe cnocobom
(MMChbMOM Ha 3JIEKTPOHHYIO MOYTYy, SMS-cool1ieHrueM).

1.3. Ilpurnamenue coOaepKUT CChUIKY Uil aBTOPU3ALMN U NOATBEPKACHUS CBOEH
yueTHoM 3anucu (JInunoro kabunera) padotHuka B MadopmaninoHHol cucteme.

1.4. PabotHuk, mipu mnepBUYHOM Bxojae B HHdpopmanmoHHylo —cucTeMy
(peructpanus) o0si3aH MOJATBEPAUTH CBOIO YYETHYIO 3amuch B JlnuHOM KkaOuHere
MyTeM BBOJa YEThIpeX MociiefHuX uudp cBoero nacnoprta. Takxke mpu NEpBUYHOM
Bxojie B MH(pOpMaIIMOHHYIO cHCTEMY paOOTHHUK OCYIIECTBIISIET O3HAKOMIIEHHE CO
cienyrommumMu  JokymeHtamMu MHQopMannoHHOM CHUCTEMBI, O Y€M MPOCTABISET
OTMETKY B CHEIHaJIbHOM HWHTEPAKTUBHOM TIOJie: C COrjacueM Ha 00paboTKy
MEPCOHANBHBIX JAHHBIX, MOJUTHUKON KOH(MUIECHIUATHLHOCTH, MOJIb30BATEIBCKUM
COTJIALIEHUEM.

1.5. B Jluynom kabuHeTe paOOTHUKY JOCTYIEH IMpeasiaraeMblil (yHKIHOHAT
WudopmaiimonHoid cucrembl, B TOM 4HCIE€ BO3MOXHOCTh Bbimycka YHOII,
noanucanuga JokymeHToB ¢ MBOY «BenukomuxainoBckas COIll wumenn
I'.T."npueHko», a TakKe UCTOPUS MOATUCAHHBIX 3JIEKTPOHHBIX JOKYMEHTOB.

1.6. lng xaxaoro pabOTHHKA, MOJITBEPAMBIIEMY CBOK YYETHYIO 3aluCh, IS
OKJI0O MBOY «Benuxomuxaitnockass COI umenu I'. T.MpueHKO» OCYyIIECTBISET
Boinyck YHOII ¢ mnomompio WMHpopMalMoOHHONM CcHUCTEMBl TMPU  YYaCTHH
YAOCTOBEPSIOLLETO LEHTPA.

1.7. PaboTHuk moanuckiBaeT 3asBiaeHue Ha Beimyck Y HOII [Ipoctoit anekTpoHHOM
MOANMUCHIO IyTEM NOATBEPKAECHUSA Kojia 1o SMS.

1.8. IIpu Beimycke YHOII mna pabornuka MBOY «Benukomuxaitnosckas COILL
uMmenu [.T.MnpueHKo» OCyIIECTBISAET €ro UACHTU(PUKALNIO (TOATBEPKICHHUE
JUYHOCTH) HA OCHOBAHUU JIOBEPEHHOCTH OT YJOCTOBEPSIOIIETO LEHTPA U BHICTYIAET
JIOBEPEHHBIM JIUIIOM 10 cMbIcTy DeaepabHOro 3akoHa "OO0 371eKTpOHHOM moanucy"
oT 06.04.2011 Ne63-D3.



1.9. lng npoaoikenus npouenypsl Beimycka Y HOIII, paboTHUK moaTBepKIaeT mo
MOJTy4YEHHOU CChUIKE (B MUCHME Ha AJIEKTPOHHYIO MouTy win SMS cooOieHnem Ha
HOMEp MOOMIbHOTO TenedoHa) Beimyck Y HOIL

1.10. lns 3aBepmieHust mpoueaypbl Bbiycka YHOII, a Takke BO3MOXKHOCTH
MOJNKCHIBATH JJIEKTPOHHBIE JOKyMeHThl B MHpopmanmoHHol cucreme, pabOTHUK
nocpenctsom [1311 moaTBepknaet BoimymeHHbId ceptudukatr Y HIII.

1.11. DnexTpoHHble AOKYMEHTHl (3asBieHHE paboTHMKa Ha Bbimyck YHOIII,
noarsepxaeHue ceprtuduxkatra YHIII u mHble JOKYMEHTBI/JIEHCTBUA) AJIsl BBITYCKa
YHOII ¢ nenbto BeneHUs 3JIEKTPOHHOTO JOKyMeHTooOopoTa B MHopMannoHHOMN
cucreMe, mnoxanucanHele [lonp3oBatenem IIDII, npu3HarOTCA paBHO3HAYHBIMU
JOKYMEHTaM Ha OYMa)KHbIX HOCHUTENAX, MOANHMCAHHBIM COOCTBEHHOPYYHOM
MOANMUCHIO, a CBEIEHHUs, COAEpKAIIMECS B TaKOM JOKYMEHTE, IPU3HAIOTCS
MOJJIMHHBIMU U JIOCTOBEPHBIMU, OHU TaKXK€ UMEIOT TaKyl0 )K€ IOPUIUYECKYIO CHUITY,
KaK U TMOJMMCAaHHbIE COOCTBEHHOPYYHO JOKYMEHThl HaOyMa)XHOM HOCHUTENE, U
BJIEKYT MPEIyCMOTPEHHBIE JIJIsl YKa3aHHBIX IOKYMEHTOB MPAaBOBBIEC MOCIEACTBUS; HE
MOTYT OBITb OCHOPEHBI WJIM OTPULATHCA YYAaCTHHUKAMH KaJpPOBOTO 3JIEKTPOHHOIO
JOKYMEHTOOOOpOTa ¥ TPeThbUMHU  JIMIAMM  WIM  OBITh  NPU3HAHHBIMU
HEJICHCTBUTEIBHBIMU TOJIBKO Ha TOM OCHOBaHUHM, YTO OHM OBbUIM TMOAMMCAHBI C
ucrnonb3oBanueM MudpopmarnmonHoit cuctemMbl Wi OQOpPMIIEHBI B BHUJE
AIIEKTPOHHOTO JOKYMEHTa; MOTYT OBITh NMPEJICTaBICHbl B KaueCTBE J10KAa3aTeNIbCTB,
PaBHOCWIBHBIX MMHUCbMEHHBIM J0Ka3aTeIbCTBAM, B TOPSAIKE, NPEIyCMOTPEHHOM
3aKOHOAATENbCTBOM Poccuiickoil dPenepauuu, NpU 3TOM JOMYCTUMOCTh TaKUX
JOKa3aTeNbCTB HE MOXKET OTPULATHCS TOJBKO Ha TOM OCHOBaHUHU, 4YTO OHU
MPEICTaBICHbl B BHJE 3JEKTPOHHBIX JOKYMEHTOB WJIM HUX KOMUA Ha OyMa)KHOM
HocuTene; Hannure B JokyMeHTte [IO11 noapasymeBaer, 4To JOKYMEHT HapaBiIEH U
MIOANMCAH UM B HaJUIeKalleM MOPSIAKE.

1.12. {na wucnonszoBanuss HNHDOpMaMOHHOW CHUCTEMBI C UEJIbIO TMOIANUCAHUS
yKkazaHHbIX JokyMeHTOB [IDII, paboTHuUK caMocTOsTENbHO oOecrneunBaeT
MOJKJIIOYEHHE K KaHajaM AJIEKTPOHHOH, B T.4. MOOUJILHOM CBSI3U W/UIU TOJJEPKKY
HeoOXxonuMbIX (yHKIMH, B T.4. GpyHKuud SMS, Ha cBouX ycTpoicTBax (TenedoHne,
cMapTQoHe, MIaHIIeTe, KOMIBIOTEPE U T.I1.) Y CBOETO OIEpaToOpa COTOBOM CBSI3U.
1.13. B cnydyae u3MeHeHUs CBeJeHUN 00 ajpece 3JIEKTPOHHOM MOYThI WM HOMEpA
MoOWIbHOTO  TenedoHa paOOTHUK MpPUHUMAET Ha cebs  o0sA3aTeNnbCcTBa
HE3aMEJIMTSILHO COOOIMTh OTBETCTBEHHBIM 3a B3auMmoaciictBue mo ODKJJO B
MBOVY «Benukomuxaitnockags COILI mmenu ['.T.MnpyeHko» JHLaM, KOTOpBIE
BHOCSIT U3BMEHEHHMsI B CBEJICHUAX paboTHHKA B MIHPopMalmoHHOI cucTeMe.

2. q)OpMI/IPOBaHI/Ie H MOANMUCAHHUA IJTCKTPOHHLIX JTOKYMECHTOB

2.1. HoxymenTsl miist noanucanus npu nomoiu IKJIO MoryT co3naBaThes:
2.1.1. MBOVY «Bemuxomuxainockas COI wmmenu I'.T.MnpueHko» B cHCTEME
«1C:3apmiara u ynpasieHue nepconanom» win «llapyc - bromker 8» B popmate
Word unu PDF u nepenaetcs 8 UndopmalinoHHyio cucTemy;
2.1.2. PabotaukoMm 1 MBOVY «BenukomuxaiinoBckass COII umenn I'.T.Mnpuenko»
nmyTeM 3arpy3ku B MHopManMoHHYI0 CHCTEMY CaMOCTOSITEIbHO CO3JaHHBIX
nokymeHToB B ¢popmate Word wiu PDF;



2.1.3. Beibopa pabotHukom unu MBOVY «Benukomuxaiimosckas COILl umenu
I".T.Nnpuenko» u3 mabiI0HOB, IpeIcTaBIeHHbIX B IHPpopMalinoHHO# cucTeme.

2.2. ®aiinbl U TaHHBIE, CoJlep Kaluecs B JOKYMEHTaX, JIOJKHBI OBbITh TOCTYITHBIMU
ISl paOOThI, HE JOJKHBI OBITh 3allMIIEHBl OT KOMMPOBAHUS U IMEYaTH, HE JOJIKHBI
ObITh  3allMIIEHBI MapoJieM, HE JODKHBI COJEpX aTh HWHTEPAKTUBHBIE U
MYJIbTUMEIUAHBIE 3JEMEHTBI, BHEJIPEHHbIE CIEHApUM Ha s3blke JavaScript wim
JOOBIX APYTHUX SA3bIKAX MPOrPaMMHUPOBAHUS.

2.3. DNEKTPOHHBIA JTOKYMEHT MOXET OBIThb MOJNUCAH TOJIBKO 3JIEKTPOHHOU
MOANMUCHIO JIMIIA, KOTOPOE YKa3aHO B €ro TEKCTE Kak JIMLO, €ro MOAMNHUCABIIEE.

2.4. Tlopsaok MOANMCAHUS NEKTPOHHBIX JOKYMEHTOB:

2.4.1. Jluno, umeromiee goctyn Kk MubopmanuonHou cucteme ot umeHu MBOY
«BenukomuxaitnoBckas COILL umenn I'.T.MnpueHko», npu oTnpaBKke JOKYMEHTA HA
MOANUCH JIMIy, KOTOPBIA BIIPAaBE IOJNUCHIBATH TOKYMEHTbI OT MMeHM MBOY
«Bemukomuxaitnosckas COL umenu I'.T.Unbuenko», n/uinn pabOTHUKY BHIOUpPAET
nopsAIoK noanucanus «PykoBoauTens nepBbiid» win «PaboTHUK NEPBBI»;

2.4.2. PabOTHUK JOJKEH O3HAKOMUTBHCA C JOKYMEHTOM, MoiydeHHbIM oT MBOY
«BenukomuxannoBckas COHII wmenm I'.T.MnpueHko», U IOANUCAThL €ro
AJIEKTPOHHON TMOAMMUCHI0O HE To3aHee 12 (ABeHanmatv) pabo4YMX 4acoB ¢ MOMEHTa
noyiyueHusi yBegomiieHus. [lpu Hecornacuu ¢ cojep:kaHueM J0KyMeHTa, PaboTHUK
MOXXeT chopMHpOBaTh M OTHpaBUTh PaboTonmarento yBemomieHHe 00 OTKaze OT
MOANMCAHUS C YKa3aHHEM IIPUYMHBI OTKa3a OT MMOJAICAHMS;

2.4.3. JIuio, KOTOpOE€ BIpPaBE MOANUCHIBATH JOKYMEHTHI OT wuMeHu MBOY
«JIpBoBckas COILl», NDOKHO O03HAKOMHUTBCS C IIOJYYEHHBIM JOKYMEHTOM, H
MOJANMKCATh €ro 3JEKTPOHHOW MOAMKMCHI0 He mo3aHee 12 (aBeHaguaTu) padboyux
4acoB C MOMEHTa IIOJNy4YeHHs yBegomuieHus. llpu Hecorjmacum c ColepKaHHEM
JOKYMEHTa, OH BIpaBe CHOPMHPOBATH W OTHPABUTH YBEIOMJEHHE 00 OTKa3ze OT
MOANMCAHUS C YKa3aHHEM IIPUYMHBI OTKa3a OT MOAIMCAHMS;

2.44. IIpu wneoOxoaumoctn MBOY «BenukomuxaitioBckas COIIl wumenn
I.'T.Unbuenko» w/wim pabOTHUK He mo3aHee 3 (Tpex) pabouyux JHEH BHOCST
WCIIPABIICHUS B JOKYMEHT U HAMPABIISIET €r0 MOBTOPHO AJISI IOANIMCAHUS.

2.5. llopsiok co3lanus U HarpaBJIeHUsl JOKYyMEHTOB PaOOTHUKOM:

2.5.1. PaboTHUK 3axonuT B CcBOM JIMuHbIA KaOWHET il CO3/1aHUs JOKYMEHTa U
HaXUMAET KHOMKY CO3/laHHs, BbIOMpAeT U3 CHUCKA TUI JIOKYMEHTa U 3aIoJIHSET
HE0OX0IUMbIE JaHHbBIE;

2.5.2. PaGOTHUK MOJIUCHIBAET JOKYMEHT 3JIEKTPOHHON MOANUCHIO;

2.5.3. PaGoTHUK, Tpu HEOOXOAMMOCTH, BBIOMpPAET COTPYAHHUKA (PYKOBOIUTENS),
KOTOPBIH JI0JKEH COTIIacoBaTh JOKYMEHT, €CIIU JUIsl HETO TpeOyeTcs COrIacOBaHuUS;
2.5.4. CoTpyaHUK, KOTOpPOMY HampaBlI€H JOKYMEHT IS COIJIacOBaHUA, IIpHU
HEOOXOJIUMOCTH, €ro COIJIAaCOBBIBAET, MPOWIA IO CChUIKE U3 aBTOMAaTUYECKH
CO3JJaHHOT'O0 YBEJOMIJICHHS M Ha)KaB Ha KHONKY coryiacoBaHus. IIpu Hecornmacum c
coJiepKaHUEeM JOKyMeHTa — (GOpMUpPYET yBeIOMJIEHUE 00 OTKa3e OT COTJIACOBAHUS C
yKa3aHUEM NPUYMHBI 0TKA3a OT COTJaCOBAaHUS

2.5.5. Apmunuctparop KO npu coriiacoBaHWM 3asBJICHUS WU NMPU NOANUCAHUA
(ecniu He TpebyeTcs coryiacoBaHMs) MEHSET cTaTyc JoKkymeHTa B MHbopmalimoHHoH
CUCTEME Ha «B paboTe/ 3aBepILICHO/OTKIOHEHOY.

2.6. IIpu wucnons3zoBanuun MDBOVY «BenukomuxaiaoBckas COII wumenu
I'.'T.Unbuenko» cepBuca https://trudvsem.ru, pabOTHUK BIpaBe MONUCHIBATH
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AJIEKTPOHHBbIE JOKYMeHThl B MH(popmalmoHHON cucteMe mocpeactBoM l'ocyciyr.
[lonnucanHas AaHHBIM CHOCOOOM JOKyMmMeHTanusi xpaHutcs Ha CepBuce u Ha
noprasie https://trudvsem.ru.

2.7. Hopnucannas YHOII nokymenTanus xpanurcs B HpopMalioHHOM cucteme.

2.8. [Ipy BO3HMKHOBEHHMH BOMPOCOB MO pabore WMHoOpManmoHHONW CUCTEMBI
MBOYVY «BenukomuxaitnoBckass COILI umenu I'.T.MnpueHko», AIMUHHCTPATOP
OKJIO u paboTtHMK MoOryT oOpaTHThCcsi K mnpaBooOnanatento WubopmaimoHHON
CUCTEMBI IIyTEM HAINpaBlIeHUs MUChMa Ha 3JeKTpoHHYI0 nouty: Help@hr-link.ru nns
MOJIYYECHHSI pa3bsICHEHUIA.

2.9. Heobxoaumble HHCTPYKLIMH IO MCHOJIb30BaHUI0 MHPpOpMalMOHHON CHUCTEMBI
npeacTaBieHbl B cucteme helpdesk mo agpecy https://hr-link.omnidesk.ru/.



