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Ananuyena"

1. O0mne noJI0KeHUs

1.1. HacTosmuii mopsiiok OCyIIeCTBICHHUS SIEKTPOHHOIO KaJpOBOro JOKYMEHTOO00pOTa
(manee — INopsnox DKJ10) B [HauMeHOBaHKE YUpexAeHHs | pa3padoTaH B COOTBETCTBHU:

- I'paxxnanckoro konexca Poccuiickoit Penepanuy;

- @epepanpHOro 3akoHa ot 27 uroist 2006 roga Ne 149-03 «O6 undopmanum,
HH(POPMALMOHHBIX TEXHOIOTHSX H 3alIUTe MH(YOPMALIHKY;

- @enepansroro 3akoHa ot 27 mroms 2006 romga Ne 152-03 «O nepcoHanbHbIX
JIAHHBIX;

- @enepanbHOro 3akoHa ot 22 HosOpst 2021 roga Ne 377-03 «O BHECEHHH H3MEHEHUH
B Tpynosoii konexc Poccuniickoii @enepanumny;

- ®enepanpHOro 3akoHa 0T 22 okTa0pst 2004 roga Ne 125-P3 «O6 apxuBHOM Jielie B
Poccuiickoii ®eneparumy;

- Ykasa IIpesunenta Poccuiickoit @enepanun ot 6 mapra 1997 roma Ne 188-®3 «006
YTBEPIKICHUH NIEPEYHs CBEACHUN KOHDUIECHITHATEHOIO XapaKkTepay;

- llpukasa Pocapxusa ot 20 nexabps 2019 roma Ne 236 «O6 yreepskuenun Ilepedns
THITOBBIX YIPABICHYECKHX apXUBHBIX JOKYMEHTOB, 00pa3yIOIIHUXCs B IPOIECcCe AeATSIEHOCTH
TOCYJapCTBCHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYTpaBICHHS M OpraH3aimi, C
yKa3aHHEM CPOKOB HX XPaHCHUS»;

- Ilpukasa PocapxuBa ot 20 nexabps 2019 roma Ne 237 «OG yrBepx)acHuu
HMucrpykuuu no npuMenennto [lepeunst TUMOBBIX yIpaBIeHYECKUX ApXUBHBIX JOKYMEHTOB,
o0pasyloluxcs B IIPOIlecce AESATeIbHOCTH TOCYAAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO
CaMOYIIpaBJIEHHs] M OPraHU3allUi, C yKa3aHHEM CPOKOB UX XPAHCHHUSY;

npuxasz MBOY "Hoso6Gesrunckass COIII um. I'epost PO A. M. Anannyesa"

1.2. B coorBerctBuu ¢ wacteto 1 crater 22.1 TK P®, 50eKTpOHHBIA KaIpOBEIHA
noxkymeHroobopor (manee — DOKJIO, 51eKTpoHHBIA JOKYMeHTOOGOpoT) B MBOY
"HosobOe3runckas COIII um. ['epos PO A. M. Anaunuesa” mpexacrasisgeT co0OM co3manue,
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1.1. ucnonws3oBaHue, XpaHEHUE pa60T011aTeJIeM, PabOTHUKOM HJIU JIMIIOM, TIOCTYIIAIONIUM Ha
pa60Ty, AOKYMCHTOB, O(l)OpMJ'IeHHI)IX B JJICKTPOHHOM BHJC 0e3 ILY6J'H/IpOBaHI/I$I Ha 6YM3)KHOM
HOCHTEJE.

1.2, DnexTpoHHBIN KaIpOBBIH JOKYMEHTOOOOPOT MPUMEHSAETCS K KaJIpOBBIM TOKYMEHTaM,
B OTHOUIEHUHU KOTOPBIX TPYIOBBIM 3aKOHOIATEILCTBOM M MUHBIMU HOPMAaTHBHBIMU IIPABOBBIMU
aKTaMM, COZEp)KallMMU HOPMBI TPYIOBOIO IIpaBa, MPEAYCMOTPEHO HUX O(QOpMIICHHE Ha
OyMa)KHOM HOCHTENIE WM O3HAKOMJICHHE ¢ HUMM pabOTHHKA WM JIMIA, IOCTYHAIOIIEro Ha
paloTy, B TUCbMEHHOM (hopMe, B TOM YUCIIE O] MOAHUCH.

13. B coorBerctBuu ¢ yacteio 3 cratbu 22.1 TK P®, 3nexTpoHHBIA KaIpOBBIi
JTOKYMEHTOOOOPOT HE PaCIpOCTPAHSIETCS:

- Ha TPYAOBbIE KHUXKU U (POPMUPYEMBIE B JJIIEKTPOHHOM BHJI€ CBEJIEHUS O TPYAOBOI
NesITeIbHOCTH PAOOTHUKOB;

- aKT 0 HECYAaCTHOM CJIy4ae Ha POU3BOJCTBE 10 YCTAaHOBJIEHHOU (hopme;

- mpuKa3 (pacrnopspkeHue) 00 yBOJIbHEHUH;

- JIOKYMEHTBI, MOATBEPKAAIOIINE MTPOX0XKIECHHE PAOOTHUKOM MHCTPYKTaXKei 1o
OXpaHe TpyAa;

1.4. Hacrosmuii [Topsiiok ocymecTBICHHS 3IEKTPOHHOTO KaJIpOBOTO JTOKYMEHTO000pOTa
B [HaUMEHOBAaHUE YUYPEKICHHs| B COOTBETCTBUU C MoyoxeHusmMu cr. 22.1 — 22.3 TK P®
MOKET PacCHpOCTPAHATHCS Ha B3aUMOJACWUCTBUE CO BCEMU DPAOOTHHKAMHU [HAaWMEHOBaHHE
yUpEXKIEHUS |, B TOM YUCIIE C IUCTAaHITMOHHBIMU paboTHuKamu (4. 5 cT. 312.1 TK PD).

1.5. DnextpoHHbIN ToKyMeHTOOOOpoT ocymiectBisiercs B "HoBobOesrunckas COIL um.
I'eposs PO A. M. AnaHnuueBa" npu MCIOJIB30BAaHUU CIEAYIOMIMX MH()OPMAIIMOHHBIX CHUCTEM,
MO3BOJIAIOMIMX YYaCTHUKAM KaJpOBOT0 JIOKYMEHTO00OpOTa, OOMEHMBATHCS IOPUIUUECKU
3HAYMMON HH(OpMaIIUEl B SJIEKTPOHHOUN GopMme:

1.6.1. WNudopmanroHHas cuctemMa KaJpOBOTO 3JEKTPOHHOTO JOKYMEHTO000pOTa

«HRlink», pacnonoxxenHas B nH()OpPMALIMOHHO-TEIEKOMMYHUKAIIMOHHON ceTH MHTepHeT

o aapecy: https://hr-link.ru, npaBoo6nagarenem kotopoii siBisiercss OOIIECTBO € OrpaHUYCHHOI
OTBETCTBEHHOCThIO «lHHOBammu B ympasineHuu kaapamu» (MHH: 7801683312; OI'PH:
1207800064339) (nainee — UndopmanuoHHas cucrema);

1.6.2. Enunoit uudposoii minatrgopmsel B chepe 3aHATOCTH U TPYJOBBIX OTHOILIEHUMN

«Pabora B Poccum» (manee — maardopma «PaGora B Poccum») B mopsake,

OIPEAEIIEMOM B COOTBETCTBHM C 3aKOHOIATEILCTBOM O 3aHATOCTHU HaceileHus B Poccuiickoi
Oeneparun. octyn k miatpopme «Pabora B Poccum» oOecrieumBaercs B TOM 4YHCIE
MOCPEACTBOM €IUHOTO MOPTalla FOCYIapCTBEHHBIX U MYHUIMIIAILHBIX YCIYT CHUCIIOJIb30BAaHUEM
dbenepabHOM  TOCyIapCcTBEHHOW  WHpOpManuoHHOW  cuctembl  “EnunHas  cucrema
uaeHTU(UKAIMK U ayTeHTu(duKanuu B UHGpacTpykType, odecneunBaromieil nHPOpMauoOHHO-
TEXHOJOTMYEeCKOe  B3aUMOAEHCTBHME HMH(DPOPMALIMOHHBIX  CHUCTEM, HCIOJIB3YyEeMbIX  JUIS
NPEOCTaBICHHS TOCYIapCTBEHHBIX U MYHUIIUTNIAJIBHBIX YCIYT B 3JIEKTPOHHOH (opme”.
WudopmanronHas cucreMa IMO3BOJSET O0ECHeyuTh MOJIMUCAHUE 3JIEKTPOHHOTO
JIOKYMEHTA M XpaHEHHE IEKTPOHHOIO TOKYMEHTa, a TaKkKe (PUKCaLNIo (paKkTa ero MoJydeHHs
CTOPOHAMH TPYJIOBBIX OTHOIIEHUI.

1.6. Cpox yBenomiieHHs] paOOTHHKOB O MEPEXoje Ha B3aUMOACUCTBHE C paboToaaTeieM

MOCPEJICTBOM  DJIGKTPOHHOTO  JOKYMEHTOOOOpOTa  COCTAaBJSIET 7 JHEH. Jluto,

ycranoBieHHoe Ilpukazom "HoBoGesrunckas COL um. I'epost PO A. M. Ananunuea"o
BBEJICHUU JIEKTPOHHOTO



KaJIpOBOT'0 IOKYMEHTO000pOTa, 0053aHO YBEJOMHUTH KaXKJI0T0 pabOTHUKA B MUCbMEHHOMopMme
0 Iepexo/ie Ha B3auMoJeicTBre ¢ paboToaTeseM OCPEACTBOM AIEKTPOHHOTO
JOKYMEHTO000pOTa U IpaBe pabOTHHUKA JJaTh COTJIaCHe HA YKa3aHHOE B3aUMOJICHCTBHE.

1.7. DKJO BBogutcs "HoBoOesrunckast COIL um. I'epos PO A. M. AnannueBa" ¢ 2024
roja. (HoO He paHee JHS UCTEUEHUS CPOKA YKa3aHHOTO YBEIOMJICHHUS).

18. Ilpu ocymiecTBIEHUU BIEKTPOHHOTO JIOKYMEHTOOOOpOTa JOIMYyCKaeTcsi OOMeH
ANEKTPOHHBIMU  COOOIIEHUSIMU M JIOKYMEHTAMH, COJEp)KallUMH  OOILEJOCTYIHYIO
uHpopmanuio U UHGOPMAIUIO, AOCTYNl K KOTOPOH OrpaHUYUBAETCS B COOTBETCTBHH C
3aKkoHomarenbcTBOM Poccuiickoit deneparmu. OOMeH MeXAy YYaCTHHKAMH 3JIEKTPOHHOTO
JOKYMEHTO0000poTa MH(pOpMaIMen, T0CTyll K KOTOPOH OrpaHUYMBACTCS B COOTBETCTBUU C
3aKoHomarenscTBOM Poccuiickoit denepanuy, OCYIIECTBISETCA IPU  BBINOJIHEHUU HMH
TpeOOBaHMI TO 3amUTe Takod WHGOPMAIMHM, YCTAHOBJICHHBIX B  OTHOIICHUHU
MH(POPMAIIMOHHBIX CHCTEM DJIEKTPOHHOTO IOKyMEHTO000pOTA.

19. OcHOBHBIMH TNPUHIMIAMHU BJIEKTPOHHOTO KaJIpOBOTO JOKYMEHTOOOOpOTa B
"HoBoOe3runckas COLI um. I'epost PO A. M. AnanndeBa'BISIOTCS:

- of0ecrieueHHUE TEXHOJOTMUYECKONM BO3MOXKHOCTH HCIOJIB30BAaHUS  KaJIpOBOTO
ANEKTPOHHOTO JOKYMEHT0000pOTa Ak paOOTHUKOB U paboToaaTeNs;

- IPaBOMEPHOE HCIOJIb30BAHME YYACTHUKAMU 3JEKTPOHHOIO JOKYMEHTO0OOpOTa
MIPOrPaMMHOTO 00ecTieueHHs U CEPTH(PHUINPOBAHHBIX TPOTPAMMHO-TEXHUYECKUX CPEJICTB;

- obecrieueHue eI0CTHOCTH NepeaBaeMoi HH(popMaluu;

- obecrnieueHre KOH(PUICHIIMAIBHOCTH NepeAayy U MOIydYeHHs] HH(POpMALUH;

-  MHUHUMM3AIUS U3JIEPKEK, B TOM 4YHCle (PUHAHCOBBIX, BPEMEHHBIX IIpU
OCYILECTBICHUH IEKTPOHHOTO JOKYMEHTO000pOTa;

1.10. ILlenssmMu BBeIEHHs KaJpOBOIO 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa B
"HosoOe3runckas COII um. I'epost PO A. M. AnannyeBa" sBisieTcs:

- co3JlaHue eIuHON 0a3bl IEKTPOHHBIX JoKyMeHTOB "HoBoOesrunckas COLL um.
I'epost PO A. M. AnanndeBa",[103BOJISIFOIIEN OCYIIECTBISATH OBICTPBIM MOUCK JOKYMEHTOB U
HCKJIIOYAIOUIEN UX YTEPIO;

- ONTUMM3ALMS TPYAOBBIX MPOIECCOB MO 0GOPMIEHHUIO JOKYMEHTOB, 00Pa3yOIINXCs
B aenonpousBozactse "HooOesrunckas COLL um. I'eposs PO A. M. Anannuesa";

- ONIEPATUBHOCTH U YIPOIIEHNUE 0POPMIICHHS TOKYyMEHTOB, 00pa3yIOLIMXCS B ITpoLiecce
TPYIOBOH AEATEIbHOCTH PAOOTHUKOB, B TOM YHUCIIE U JUCTAHI[MOHHBIX;

- IOBBILIeHUE 2(PPEKTUBHOCTH PAOOTHI CTPYKTYPHBIX HOpa3AeIICHHI
"HoBob6esruuckas COILl um. I'epost PO A. M. AnannueBa", BBHIY CBOEBPEMEHHOTO OOMEHa
JOKYMEHTaMU;

- aBTOMaTu4eckoe ((OpMUPOBAHHE apXHBa IIEKTPOHHBIX JOKYMEHTOB;

- CBOEBPEMEHHOE BBISIBJICHUE U aHAIIN3 PUCKOB, C LIEJIbIO TPEYNPEXKICHNS HAPYILIEHUI
TpyZIOBOro 3aKoHoaarenscTBa Poccniickoit denepanun.

1.11. Bce pacxonmsl Ha MosiyueHHEe PaOOTHUKOM 3JIEKTPOHHOW TMOANUCH (B cllyyae ee
OTCYTCTBHSI) M €€ UCIOoJIb30BaHue Bo3noxkeHbl Ha "HoBobesrunckas COIL um. I'epost PO A.
M. AmnanuueBa". Ilpu 3TOM paOOTHHMK WIM JHUIO, TMOCTyMariee Ha padoTy, BIpaBe
UCIIOJIb30BaTh paHee TMOJYYEHHYI0 CaMOCTOATEIbHO YCHJIECHHYIO KBaTHU(QHUIMPOBAHHYIO
ANEKTPOHHYIO MOAIKUCH.

1.12. Texaudeckyro noanepxky YdactHukoB DKJIO ocymiecTBisieT ciyx0a TeXHUUYECKON
noaaepxkku npaoodmanares [10.



1.13. B memsix ymo6cTBa ocymiecTBiIeHUs KaapoBoro yuera, B "HoBoOesrunckas COLI um.
I'epost PO A. M. AnanuueBa'"B npuopuUTeTe NMPEAOCTaBICHUE JOKYMEHTOB B 3JEKTPOHHOM
Buzie depe3 MHGOOPMAIMOHHYIO CHCTeMy B COOTBETCTBHH C COOJNIOJCHHEM TpeGOBaHUSIMU
3aKoHojarenscTBa Poccuiickon®enepanyu.

1. OO0mme TepMHHBI U ONpe/ieJIeHUs!

2.1. B macrosmem ITopsinke KO ucmonb3yroTes CIeIyIOIHUe ONpeaeIeHuUsI:

2.1.1.  Aamunucrparop IKJIO — nuno, HazHaueHHOE nprka3zoM "HoBobOe3ruHckas
COLI um. I'epost PO A. M. AHannyeBa", OTBETCTBEHHOE 3a OCYILECTBICHHE KOHTPOJISA
nocryna K HWHpopmannoHHOW cucteme, Imepexoja Ha JJIEKTPOHHBIM  KaJIpOBBIH
JOKYMEHTO000poT, 3a BbinoiaHeHue nopydeHuii "HoBobesrunckas COLL um. T'epos PO A.
M. AxannyeBa" MO CO3JaHMIO, HCIOJB30BaHHIO, 00pabOTKE M XPAHEHUIO 3JEKTPOHHBIX
JOKYMEHTOB HOPMAaTHBHOI'O, PAaclOpSIUTEIbHOIO U MHOTO XapakTepa, oOpas3yroluxcs B
Ipoliecce MPaBoOBbIX B3aUMOOTHOILIEHUH MeXAy paboToaaresieMu pabOTHUKOM.

2.1.2. DaekTpPOHHBIH KaaApoBblii J0KyMeHTO0O0OpOoT (manee — IKJIO) —
JIEKTPOHHBIA JTOKYMEHTOOOOPOT B cepe TPYAOBBIX OTHOLICHUH, NpeAHA3HAYCHHbIM a1
MOJIIMCAHUs, WCIOJb30BaHUS M XpaHEHUs paloroparesneM, paOOTHUKOM WM JIUIOM,
[OCTYMAIOUIMM Ha paboTy, JOKYMEHTOB, CBSI3aHHBIX C pPabOTOH, O(OPMIEHHBIX B
3JIEKTPOHHOM BHjie 6€3 1y0aupoBaHus Ha OyMa)KHOM HOCHUTEIIE.

2.1.3. Jlnynblii ka0uHeT — WHQPOPMAIMOHHBIN pecypc, pa3MElIeHHBI B
WNudopmaninonHol cucreMe, NMpeaHa3HAuYEHHBIM JJI peanu3aluu Y YacTHUKaMH KaJIpOBOIO
JIOKYMEHTO000pOTa JIEKTPOHHOT'O B3aUMOJECHCTBHUS.

2.14. VYcunenHass HekBaTU(UUHUPOBAHHASI JJIEKTPOHHAs MOANHCH (Iajtee —
YHOJII) — 5JeKTpoHHAs MOINKCH B BHJE KPHITOrpagHuyeckoro mudpa, 3alucaHHOTO B
3alMIIeHHOM oOiayHoM xpaHwiuiie. YHOII wuaeHtugumupyer aMYHOCTH BIAJAENbIIA,
NOATBEpkKAaeT (GakT (OPMHUPOBAHUS MNOANMCH ONPEAETICHHBIM JHMIIOM M HEU3MEHHOCTh
JOKYMEHTa C  MOMEHTa  NOJANUCAaHMs.  YYAacTHUKM  DJEKTPOHHOIO  KaJpOBOIO
JOKYMEHTOO0OpOTa NPU3HAIOT, YTO DJIEKTPOHHBIE JOKYMEHTBI, IOJNHCAHHBIE B
Nudpopmarmonnom cepsuce nocpeactsoM Y HOII, npuzHaroTcs paBHO3ZHaYHBIMU IOKYMEHTaM
Ha OyMa)KHOM HOCHUTEJE, TOMUCAaHHBIM COOCTBEHHOPYYHO.

2.1.5. TIIpocrasi 3ieKkTpoHHas noanuch (ganee — [IIT) — snexTpoHHAS TOAIHCH,
KOTOpast MOCPEACTBOM HCIIOJIB30BaHMsI KOJIOB, MApoJiel MHBIX CPEJICTB MOATBEPKIACT (PaKT
(bopMHUpOBaHUS 3NEKTPOHHOW MOJIMUCH OMNpPEAETCHHbIM JUIOM. Ilo cMBICIy HacTOSIIEro
[Mopsiaka mox I131I1 moHrMaeTcst TOTHH U apoiib paboTHHKA MU BXojie B HpopMalnoHHYO
CHCTEMY, a TaKK€ OJJHOPA30BBIH Mapoib, epeaaBaeMblii pabOTHHUKY rocpencTBoM SMS Ha ero
HOMep MOOMJIBHOTO TenedoHa.

2.1.6. YcuieHHas KBaJau(pUIUPOBAHHASI JJIeKTPOHHAs MOANHUCH (Jdajiee —
YK3II) — 5310 nmoanuck, KOTOpasi COOTBETCTBYET BCEM NMPU3HAKAM HEKBAIU(DHUIMPOBAHHON
JIEKTPOHHON MOANUCH W CJIEIYIOIUM JONOJHHUTEIbHBIM IpHU3HAKAM: KJIHOY MPOBEPKU
JIEKTPOHHOW TMOJNKMCH yKa3aH B KBAIM(DUIMPOBAHHOM cepTH(HKATe; Uil CO3JaHUS U
IIPOBEPKHU NIEKTPOHHOM MOAIMCH UCIIOJIB3YIOTCS CPELICTBA 3JIEKTPOHHOM MOANNCH, UMEIOIINE
MOJTBEPXKICHUE  COOTBETCTBUSL  TPEOOBAaHMSIM, YCTAaHOBJICHHBIM  3aKOHOJATEIbCTBOM
(ceprudukar Kiroya NpoBepKU MOANUCH (KBATH(PUIMPOBAHHBIN cepTU(DUKAT) CO3/1aH U BbIIAH
YIOCTOBEPSIONIMM IIEHTPOM, aKKPEIUTOBAHHBIM NP MHUHHCTEPCTBE IUPPOBOTO Pa3BUTHS,
CBSI3U ¥ MAacCCOBBIX KOMMYHHUKaIui Poccuiickoit @eneparnn).



2.1.7. Y4YacTHHKH  ?3JIeKTPOHHOTO  KaJAPOBOI0  JOKYMeHTOO0OpoTa  —
paboromatenp — "HopoOesrunckas COII um. T'epos PO A. M. AnanumyeBa" u ero
paboOTHUKHU, KOTOPBIMU OBLIO JaHO corjiacue Ha B3aumojeicTBue ¢ "HoBoOesruuckas COILL
uM. ['epost PO A. M. AnanuyeBa" myTeM 3J€KTPOHHOTO JOKYMEHTO000pOTa.

2.1.8. DaexktpoHHas moanmuch — WHPOPMAIUS B IIEKTPOHHOU (opme, KoTopas
NpUCOEIUHEHa K JApyrod uHpoOpMamMM B 3JICKTPOHHOM ¢opme (IOIIUCHIBACMOM
nH(OpMaLIMK) UM UHBIM 00pa30M CBsI3aHA C TaKoi MH(OpManueld U KOTopasi UCIOJIb3YyeTCs
JUISL OIIPEICJICHHUS JIUIIA, TIOIUCHIBAIOIIET0 HH(OPMALIHIO

2.1.9. DJeKTpPOHHBIH JOKYMEHT — JOKYMEHT, CO3JJaHHbII B aBTOMaTU3UPOBAHHON
MH(OPMALIMOHHON CHCTEME, C TOMOIIBIO CPEICTB KOMIBIOTEPHON TEXHHUKH, KOTOPBIA MOXKET
ObITh MOANUCAH HCKIIOYUTEIBHO COOTBETCTBYIOIIEH OSJEKTPOHHOM MOMAMUCKHIO, 0e3
nyOnupoBaHus HA OyMa)KHOM HOCHTEIIE.

2. Iopsiaok nepexoaa HA KAAPOBBIii 3J1eKTPOHHBIN JOKYMEHTO000POT

2.1. Tlepexon Ha B3aumozeiictBue "HomoOesrmHckas COII wum. I'epos PO A. M.
AnannueBa" u ero paOOTHUKOB IIyTEM SJIEKTPOHHOTO KaJpOBOTO JIOKYMEHTOOOOpOTa
OCYILIECTBIISETCS TOJIBKO MPU HAIUYUU cOriacusi pabOTHHKA.

2.2. YBenomieHue pabOTHHKOB O TIEPEXOJIe HAa B3aUMOJICHCTBUE Yepe3 DIICKTPOHHBIN
JIOKYMEHTOOOOPOT OCYIIECTBIsIETCS OTBETCTBEHHBIM JHIIOM "HoBoOGesrmuckass COUI um.
I'epos PO A. M. AnanuueBa" nu0O MepCcOHANBHO, MO/ MOANUCH, TOCPEICTBOM BpYUEHHS
COOTBETCTBYIOLIETO YBEIOMJICHHS, INOO MOCPEICTBOM HAMpaBJICHUs YBEIOMIICHUS B (opme
3JIEKTPOHHOTO JOKyMeHTa, noxnucannoro YKOJII paboronarens.

2.3. Pabotnuk "HoBoGesrunckas COUI um. I'epost PO® A. M. AnanuueBa" HampaBiseT
cornacue Ha ocymectsienue OKJIO B Treuenne 10 kaneHaapHbBIX JHEHN C 1aThl NOJIYYEHUS UM
YBEOMJICHHUS.

B cnyuae He npenoctasnenus padotaukoM "HoBoOesrunckass COIL um. I'epost PO A.
M. AnaHuueBa'coryiacusi HaB3auMOJEHCTBUE ¢ paboToaaTeIeM MOCPEICTBOM 3JIEKTPOHHOIO
JOKYMEHTO000pOTa, PaOOTHUK CUMTAETCS OTKA3aBIIMMCS OT Takoro B3aumojeictaus. IIpu
TOM pabOTHHUK BIIpaBe JAaTh corjacue Ha B3aumopeictBue ¢ "HooOesrunckas COLI um.
I'epost PO A. M. AnannyeBa" myTéM 3JE€KTPOHHOTO IOKYMEHTOOO0POTA B IMOCIETYIOMIEM.

2.4. Cormacue Ha B3aUMOJCHCTBHE C paboTojaTreleM IOCPEACTBOM DJIEKTPOHHOTO
JTIOKYMEHTOO0OpOTa HE TpeOyeTcss OT JIMI], KOTOpble MPUHATH (MPUHUMAIOTCS) Ha PaboTy
nocne 31 nexabpst 2021 roga u y KoTopwix mo coctosHuio Ha 31 nexabps 2021 rona
OTCYTCTBYET TPYIOBOI CTax.

2.5. "HoBoGesrunckass COII wum. TI'epos P® A. M. AmnanuyeBa" oOCyLIECTBISET
nHGOPMHUPOBaHUE JINLIA, TPUHUMaeMoro Ha paboty, 00 ocymectBiaernu DKO. Ilpu stom
JUII0, UMeroIee o coctosiHuio Ha 31 mekadbps 2021 roga TpyaoBO# CTaxk, MpU MpueMe Ha
paboTy K paboToJaTeNt0, KOTOPBIH OCYIIECTBISET AJICKTPOHHBIA JOKYMEHTOOOOPOT JHOO
IIPUHSJT PEIIEHUE O BBEJCHMHU JIEKTPOHHOIO JTOKYMEHTOOOOpOTa, BIpaBe JaTh COIIacue Ha
B3aUMOJIEHCTBHE C pabOTOJAaTEIEM OCPEICTBOM AIEKTPOHHOIO IOKyMEHTO000pOTa

2.6. PaboTomarens 6€3B03ME3THO MPEAOCTABISAET PAOOTHUKAM, KOTOPbIE HE IaJTH COTJIACHS
Ha B3aUMOJCWCTBUE € paboTomaTeNeM IOCPEACTBOM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa,
JIOKYMEHTBI, CBSI3aHHBIE C HMX paboToOil y Hero, Ha OyMa)XHOM HOCHUTeENE, 3aBEpEHHbBIC
HaJJIeXKAIUM 00pa3oM.



2.7. Anmuauctparop OKJIO mocne ucTedeHUss Cpoka Ha MPEIOCTaBICHUE COTJIACHH
paboTHHKOB opMUpYyeT U yTBepxkaaeT y pykoBoautens "Hoobesrunckas COLL um. I'epos
P® A. M. AnannueBa" criucok pabotaukoB "HoBoGesrunckas COLL um. ['epos PO A. M.
AnannueBa', KOTOpbIe Janu coryiacue Ha B3ammozeiictBue ¢ "HoBoGesrunckas COLI um.
I'eposs PO A. M. AmnanmueBa" mnyrem OKJIO, mpu HEOOXOAMMOCTH OCYIIECTBISICT
MOANNCAHUE  YYAaCTHUKAMHM  3JEKTPOHHOTO  JOKYMEHTOO0OpOTa  JOMOJIHUTEIBHOIO
COTJIAILIEHUS K TPYIOBOMY JAOTOBODY.

2.8. Tlopsimok coznmanus JlnuHoro kabuHeTa paOOTHHKA, (HOPMUPOBAHUS W TOATHCAHUS
ANEKTPOHHBIX TOKYMEHTOB ycTaHaBiuBatoTcs B [Ipunoxenun Ne2 k Hactodmemy Ilopsaaxy.

3. IHopsiaok BeleHUA JIEKTPOHHOT0 IOKYMEHT0000poTa

3.1. OKJIO B "HoBobGesrunckas COIL um. ['epost PO A. M. AnannueBa" ocyliecTBIseTCs
B OTHOUICHWU JOKYMEHTOB U KaTeropuil paOOTHHUKOB, MEPEYHH KOTOPHIX YCTAHOBJICHBI B
[Ipunoxenun Nel x Hacrosimiemy Ilopsaky wuw  Ilpukasom  Ne20 or 12 .01.2024 roma o
BBEJICHUM DJIEKTPOHHOr0 JoKymMeHTooOopora B "HoBoOesrumuckas COIIl um. 'epos PO A. M.
AHannuena".

3.2. Ocy1ecTBiIcHHE K0 MIPOUCXOTUT IOCPEICTBOM MCIIOJIb30BAHUS
HNudopmanmnonnoit cucremsr u miardopmsl «Padora B Poccuny.

3.3. octyn paboTHuka B MHPOpMALMOHHOM cucTeMe MPOUCXOAUT ITyTeM aBTOPHU3AIUU B
JInuHoM kaOuHere MHQOpMaMOHHONW CHCTEMBI NMyTeM BBOJA, YKa3aHHBIX IPU CO3JaHUU
Jluunoro kaOuHera pabotHuka e-mail u mapomro, muOO mMOCpPeACTBOM BBOAA KOja,
MOJy4YEeHHOT0 paboTHUKOM uepe3 SMS mo Homepy ero tenedoHa, YKa3aHHOTO TpHU
peructpauuu B MHpopmannoHHoH cucteme.

3.4. Nocryn k Uudopmanmonnoit cucreme ot umeHn "HoBooOesruruckas COIL um. Tepost
P® A. M. Anannuesa" umerot: pykooautens "HosoOesrunckas COLL um. I'epost PO A. M.
AnannueBa", Anmunuctpatop DKJ/IO, a Takke WHBIE JIMIA, YCTAaHOBJIEHHBIE OTACIBHBIM
npuka3zoM "HoBoGesrunckas COLI um. I'epos PO A. M. AnanuueBa". YkazaHHbIE B
HACTOSIILIEM IIYHKTEe JHIa oOJagaroT MpaBOM JIOCTyNa K CBEAEHUSIM O pabOTHHKAX
"HoBobGe3runckass COILI wum. Tepos PO A. M. AmnanuueBa" u K JIOKyMEHTaM
"HoBo6e3runckas COLI um. I'epost PO A. M. Ananuuena'.

Jns ykazaHHBIX B HAacTOSIMM NyHKTE Jull AamunHuctparopoM IDKJIO u3roraBauBaroTcs u
BBIIAIOTCS CePTU(UKATHI KIIOUEH 3JEKTPOHHBIX MOJAIMKCEH, B 3aBUCUMOCTH OT KaTeTOPUHU UX
nocrymna k 9KJ10, a Takke B 3aBUCHMOCTH OT KaTETOPUH MOIMHACHIBAEMBIX UMH JIOKYMEHTOB.

3.5. [logmuceiBaTh KaJpOBBIE JIIEKTPOHHBIE JTOKYMEHTHl OT WMEHH [HaMMEHOBaHHUE
yUpex/IeHus| BIpaBe Jula, ycraHoBleHHbIe B npukasze "HoBoOesrunckas COILL um. I'epost
P® A. M. Anannuena".

3.6. Ilognucanue cneayromux JoKkymMeHToB oT uMeHH "HoBoOesrunckass COLI um. I'epos
P® A. M. Anannuesa" ocymectisiercs npu IK/{O tonbko npu ucnonszoBanuu Y KOII:

- TPYAOBBIX JI0TOBOPOB;

- IOTOBOPOB O MaTepUaIbHON OTBETCTBEHHOCTH;

- YUEHHUYECKHUX JOrOBOPOB;

- IOTOBOPOB Ha MOJy4YeHUE 00pa3oBaHuUs O€3 OTPHIBA UM C OTPHIBOM OT pabOTHI;
- IpHKa3a (PacHopsHKEHUs) O IPUMEHEHUH UCHUILTMHAPHOTO B3bICKaHHUS;

- YBEJOMJICHHH 00 M3MEHEHUHU ONPEAEICHHBIX CTOPOHAMHU YCIOBHH TPYIOBOIO



J0roBopa rnocpeacTsoM MubopMaioHHON CHCTEMBI;

- IpY BHECEHUH U3MEHEHUH B BBIIICYKa3aHHbIE JOKYMEHTBHI.

I[Ipu mnoanucanmu wuHBIX 1gokyMeHTOB "“HoBoOesruHckas COILL um. I'epost PO
A. M. Anannuena" B npaBe wucnonb3oBath YKOII; YHOIIL, nopsnok npoBepku
KOTOPOW OMpEeNesieTCsl COTIallleHueM CTOPOH TpyaoBoro jaoroopa; YHDII, Beinannyio ¢
MCIOJIB30BaHUEM UH(PACTPYKTYPHI DJIEKTPOHHOTO MPABUTEIHCTBA.

[Ipu moxnmucaHuu >MEKTPOHHBIX JOKYMEHTOB MOCpeACTBOM Iwatdopmbl «PaboTa B
Poccum» paboromarenem wmoryr ucnons3oBarbes:  YKOII; VHODII, BwimanHas ¢
UCIOJIb30BaHUEM UHPPACTPYKTYPHI JJIEKTPOHHOTO ITPABUTEIHCTBA.

3.7. llopnucanue nepeunciieHHbIX B M. 4.6 TlonoxeHHs TOKYMEHTOB OCYIIECTBISETCS
pabotHukoMm npu ucnonb3oBanuu YKOIII; YHOII, nopsanok npoBepku KOTOPO# onpeaensieTcs
COrJIAllIEeHMEM CTOPOH TpynoBoro jgoroBopa; YHOIIL, BbIaHHOW C HMCHOJIB30BAaHUEM
UHPPACTPYKTYPHI SJIEKTPOHHOTO ITPABUTEIHCTBA.

[Tpu moanucaHuy MHBIX JOKYMEHTOB paOOTHUK BIIpaBe Takke mcnosb3oBath 11011 B
ClIy4ae, €CJIM COTJIAllIeHHEM CTOPOH TPYAOBOT'0O JOTOBOPA YCTAaHOBJICHBI IPABUIIA ONIPEACICHUS
JIMIIA, TOANUCHIBAIOIIETO AIEKTPOHHBIN JTOKYMEHT, 110 €r0 NPOCTOM JIEKTPOHHON MOJANKMCH U
TpeOoBaHUs K COOTIOACHUIO KOH(PHUISHIIMANTBHOCTH KJII04a Takoi noamnucu. [Ipu noanucanumn
ANEKTPOHHBIX TOKYMEHTOB paOOTHUKOM HIIU JIULIOM, TOCTYHAIOIIUM Ha padoTy, MOCPEICTBOM
wiatrgopmel «Pabota B Poccum» moryr wucnonb3oBatbes: YKOII; YHOII, BeimanHas c
UCIOJIb30BAaHUEM HH(PPACTPYKTYphl 3JIEKTPOHHOTO mpaBuTenbcTBa; [IDI1, kimou koTopoit
ITOJIY4€EH IIPY JIMYHOM SIBKE B COOTBETCTBHHM € yCTaHOBIIEHHbIMU [IpaButenscTBoM Poccuiickon
®denepanyy IpaBUJIaAMHU UCIIOJIb30BAHUS MPOCTOM AJIEKTPOHHON MONKUCH IPU OOpallleHUH 3a
MOJIyY€HHEM T'OCYJapCTBEHHBIX U MYHULIUIIATBHBIX YCIIYT B AJIEKTPOHHOU (hopMme.

3.8. PaboTHUK MM JM1I0, TOCTYyMAaoIIee Ha padoTy, OCYIIECTBIISIONINE B3aUMOICHCTBHUE C
paboToareseM MocpeICTBOM IEKTPOHHOTO JOKYMEHTO000POTa, BIpaBe HAMIPABIATH B aJIpec
paboTonaTens 3asBICHUS, YBEIOMIIEHUS U COOOLIEHUS, KOTOPBIE MPEAYCMOTPEHBI TPYJOBBIM
3aKOHOJATEIbCTBOM W B OTHOUIEHMM  KOTOPBIX  OCYIIECTBISAECTCS  JJIEKTPOHHBIN
JTOKyMEHT0000poT MH(DOpMaIIMOHHON CHCTEMBI.

3asiBIIeHUs, YBEIOMJICHUS U COOOIIEHMsI, HalpaBieHHbIE PAOOTHUKOM WM JIULIOM,
MOCTYMAIOUIMM Ha paboTy, ctoco6aMu, B COOTBETCTBHHU C TIOJI0KEHUSMHU HACTOSIIETO MyHKTa
CUMTAIOTCA TOJY4YEeHHBIMH paloTojareseM Ha CJleIyloluil padouyuii JeHb Mocie uXx
HaIpaBJICHUS.

3.9. 3asBieHHE O BBAAYE JOKYMEHTOB, CBSA3aHHBIX C Pa0OTOW, MJIM HX 3aBEPEHHBIX
Ha/IexammM oopazom xoruii (ct. 62 TK PD) paboTHHK MOXKET MOAaTh B IMCbEMEHHOH (popme,
nu60 HampaBuTh yepe3 MHdpopmanmonnyto cucremy. Ilpu nogaue pabOTHHUKOM yKa3aHHOTO
sasBieHuss "HomoOesrmnckas COILl um. T'eposs PO A. M. AnanuueBa" 0e3BO3ME3IHO
MpeloCTaBIsAeT paOOTHUKY HE IMO3JHEEe YeM B TeueHue 3 (Tpex) pabouyux JHEW co JHS ero
M0/IayMl TaKhe JTOKYMEHTbI MM MX 3aBEPEHHbIE HaJUIekalluM o0pa3oM KOIMUU Ha OyMa)KHOM
HocuTene MO0, €ClIM B OTHOLICHMH 3TUX JOKYMEHTOB OCYIIECTBISICTCS SICKTPOHHBIN
JOKYMEHTOOOOPOT, TaKue 3JIEKTPOHHBIE AOKYMEHTHI CHOCOOOM, YKAa3aHHBIM B 3asBJICHUU
paboTHHKaA:

49.1. B ¢QopMe KONUU D3IEKTPOHHOI'O JOKyMEHTa Ha OyMaXHOM HOCHUTEIE,
3aBepEeHHON HaJyIeKaIuM 00pa3oMm;

49.2. B (QopMe IIEKTPOHHOTO JTOKYMEHTA, B TOM YHCJIE IyTEM €ro pa3MeIleHus Ha
€IMHOM IOpTaje roCyAapCTBEHHBIX U MYHHMIIMIAIBHBIX YCIYI B CIy4ae B3aHMMOJEHCTBHS B
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[EISIX OCYHIECTBJICHUS 3JEKTPOHHOTO JOKyMeHTooOopoTa MH(MOpMalMOHHONW CHUCTEMBI C
€IMHBIM TMOPTAJIOM TOCYJAPCTBEHHBIX M MYHHUIIMMAJIBHBIX YCIYT JTUOO B JTUYHOM KaOWHETe
pabotHuka Ha nudpoBoii miatrhopme «Pabora B Poccum» mpu ycloBUHM €€ MCIOIb30BaHUS
"HoBoGesrunckass COII um. I'epos PO A. M. AnanuueBa" B IeNsIX OCYIIECTBICHHS
AIEKTPOHHOTO JOKYMEHTO000pOTA.

3.10.  Ilo 3asBieHut0 paboTHHKA pabOTOAATENh 00ECIIEYMBAET AOCTYN PaOOTHUKA K
JIOKyMEHTaM, TIOANHCAHHBIM  TPOCTOH  SJEKTPOHHOM  IMOANKMCHI0  PaOOTHHKA B
MHPOPMAIIMOHHON cucTeMe paboTomaTeNs, ITyTeM HalpaBJICHUS IEKTPOHHOTO IOKYMEHTa B
JTUYHBIM KaOuHeT pa®oTHMKA (MPH HAJMYUM) HA EAMHOM IOpPTaje TOCYJApCTBEHHBIX H
MYHUIMIAIBHBIX YCIYr B TOpAAKe, mpexycMoTpeHHOM IlpaBurensctBoM Poccuiickoii
®enepanuu.

4. Cpoxn noanucaHusi pad0OTHUKAMH
3J1eKTPOHHBIX JOKYMEHTOB U 03HAKOMJIEHHS ¢ HUMH

4.1. JToxyMeHT, B oTHouleHuu kotoporo ocyuiectBisercs KO U KOTOpBIH MOIIECKUT
MOJIIMCAHUIO CO CTOPOHBI pPAaOOTHUKA, MOJNMCHIBACTCS IOCIEAHUM He mo3aHee 12
(1BeHanuaTH) paboyMx dYacoB € MOMEHTa IIOJIyYEHHUs YBEIOMJICHHMS O HalpaBlIeHUH
"HoBob6e3runckas COILI um. T'eposs PD A. M. AnanuueBa" nokymeHtra. B ciyuae
Hecorylacus ¢ MOJINUCAaHUEM JIOKYMEHTa WM K€ ero cojepxaHueMm, PaOoTHHK Bmpase
chopmupoBath U HampaBuTh depe3 MuHdopmanmonnyio cucremy "Homobesrunckas COI
uM. I'epost PO A. M. AnanuueBa'yBenomiieHHEe 00 OTKa3ze OT MOJINUCAHUS C YKa3aHHEM
MIPUYMHBI OTKAa3a OT MOANUCAHUS JOKYMEHTA.

4.2. PabotHuk, KoTOopblil momyums oT "HoBoOesrunckas COLI um. I'epos PO A. M.
AHanunueBa" /ISl 03HAKOMJICHUST JOKYMEHT, B OTHOIIIEHUHU KOTOporo ocymectsisiercs DK/O,
HaTpaBJsIeT MOATBEPKACHNE 00 03HAKOMIICHHH C IOKYMEHTOM B TedeHue 12 (IBeHamaTH)
pabounx YacoB C MOMEHTa TMOJIYYEHHUsS YBEIOMJICHHS O HarpaBieHuu "HoBoOesrmHckas
COL um. I'epos PO A. M. AnannueBa" 10KyMeHTa.

5. Nudopmanuonnas 6e30nacHOCTb

5.1. Uadopmarmonnas 0€301macHOCTh npu OCYIIIECTBIECHUH 3JIEKTPOHHOTO
nokymentoobopora B "HoBoOGesrunckas COII wum. T'epos PO A. M. Ananuuena"
o0ecreYnBaeTcsl KOMITJICKCOM TEXHUYECKUX W OPTaHU3AIIMOHHBIX MEPOTIPUSTHIA.

5.2. K TeXHHYeCKUM MEPOTIPUITHSIM OTHOCSATCS:

6.2.1.  Opranuzaius 1 UCTIOJIb30BAHUE CPECTB 3AIIUTH HH(GOPMAIIUU B MTOJHOM
00bEMe MX (YHKIIMOHATBHBIX BO3MOKHOCTEH;

6.2.2.  ObecrieueHue 1ETOCTHOCTH 00pabATHIBAEMBIX TAHHBIX;

6.2.3. ObecrneuyeHue aHTUBUPYCHOM 3aIIUTHI HHPOPMALIKH.

5.3. K opranuzanioOHHBIM MEPOTIPUATHSIM OTHOCSITCSI:

6.3.1. KouTponb  BBINONHEHHS  TPeOOBaHW  HOPMATUBHBIX  JIOKYMEHTOB,
periaMeHTHPYIONUX oOecreueHne 3auThl HHPOPMAIIHH;

6.3.2. OmnpeneneHue  JOJDKHOCTHBIX ~ JIUI] —  YYaCTHUKOB  DJIEKTPOHHOTO
JOKYMEHTO000pOTa U OpraHu3aTopa 3JIEKTPOHHOTIO JTOKYMEHTOOOOpOTa, OTBETCTBEHHBIX 3a
obecniedueHre MHPOPMAITMOHHON 06€30MaCHOCTH;

6.3.3.  YcraHoBiieHHs MOpsiIKa OOHOBIICHUSI aHTUBUPYCHBIX 0as3;



6.3.4. VYcraHoBieHHE MOpsAKa MPOBEACHUS PEMOHTHO-BOCCTAHOBUTEIBHBIX DPAabOT
MIPOrPaMMHO-TEXHUYECKHUX CPEJICTB;

5.4. ®enepanbhbiii 3ak0H Ne 152-D3 ot 27 utonsa 2006 roga «O mepcoHaIbHBIX JTaHHBIX)
yCTaHaBJIMBAaeT TPEOOBAHUS K OMNEPATOPY MEPCOHAIBHBIX JAaHHBIX M €ro MH(OPMAIMOHHBIM
cucremMaMm. TpeOoBaHuMs K HMH(POPMALMOHHBIM CHUCTEMaM, COJCpPXKAIIUM IEPCOHAIbHBIC
JlaHHbIE, yKa3aHbl B JIOKyMEHTHI, yTBepk1EHHOM IloctanoBnenuem IlpaButenscrBa PD ot 1
HOs0psa 2012 roma Ne 1119 «O06 yrBepkaeHnH TpeOOBaHUI K 3alIMTE NEPCOHAIBHBIX AAHHBIX
pu ux o0paboTke B MHGOPMAIIMOHHBIX CUCTEMAX IIEPCOHAIBHBIX JaHHBIX).

5.5. lomknoctueie nuna "HoBoOesruuckas COIL um. I'epos PO A. M. Ananuyena',
OTBETCTBEHHBIE 3a oOecreyeHne 0e30MacHOCTH MEPCOHATIBHBIX JaHHBIX, JTOJDKHBI 00J1a1aTh
COOTBETCTBYIOIIEH KBaNM(UKAIUEH, TTOAITOMY IPH ONPEACICHUH TPeOOBAaHWUH K JaHHBIM
paboTHUKaM HYKHO OpueHTHpoBaThcs Ha [loctaHoBnenue IlpaBurensctBa PO No 1119,
[Tpukaz ®CTOK Poccum ot 18 despans 2013 roga Ne 21 «O6 yreepxknennn CocraBa u
COJZIEpKaHUSl OPraHU3alMOHHBIX U TEXHMYECKMX Mep M0 oOecrneyeHuo O0e30MacHOCTH
[IEPCOHAIBHBIX JAHHBIX MPU UX 00pabOTKe B MHPOPMALMOHHBIX CHCTEMax MEPCOHAIBHBIX
JAHHBIX.

6. HNHcTpykTak paboTHUKOB

no B3aumozeiicteuio ¢ ""HoBobesrunckast COLI um. I'eposi PO A. M.
Anannvena" B pamkax JK/10

6.1. Anmunuctparop DKJIO no momenTa BBeaeHus DKJIO ocyiecTBIsSeT pa3bsiCHEHHE
paGoTHHKaM cneayromeil nHpopmarmu no B3aumoseictsuto ¢ "Hosobesrunckas COILL nm.
I'epost PO A. M. AnannyeBa's pamkax IK/O:

7.1.1. npuHUuUIbl B3aumozaeicteus npu IKJO;

7.1.2.  ocobennoctu paboTel MHPOPMAIIMOHHON CHCTEMBI;
7.1.3.  CcpOKH MOJIHCAaHUS TOKyMEHTOB;

7.1.4.  uHble Bonpockl B3aumoeicTus B pamkax DKJIO.

6.2. IleproaguyHOCTb U rpauK MPOBECHUS HHCTPYKTAXKEH, KacarollluXcs B3aUMOJCHCTBUS
npu IK/10, onpenensiercs npukazom "Hosobesrunckas COIL um. I'epost PO A. M.
AHannyeBa".

7. XpaHeHHe 3JIEKTPOHHBIX JOKYMEHTOB.

7.1. Bece anexktponHble KaapoBbie qokyMeHTHl "HoBoGesrunckas COLL um. I'epos PO A.
M. AmnanuueBa" JOJDKHBI XpaHUTbCI B TOM ke (opmare, B KOTOPOM OHHU ObUIH
c(OpMHUPOBAHBI, OTIPABICHBI U MTOJTyYECHBI.

7.2. Cpok XpaHeHHs >JIEKTPOHHBIX KaJpoBbIX HokyMeHTOB "HoBoOesruuckas COIL um.
I'epost P® A. M. AnanuueBa" B 2JEKTPOHHOM BHJI€ COOTBETCTBYET CPOKY XPAaHEHHUS HMX
OyMa)XHBIX aHAJIOrOB. OTH CPOKM YcCTaHOBIEHbl Ilpukazom (enepaqbHOro apXxuBHOTO
arearctBa oT 20 nexadbps 2019 roma Neo
236 «OO6 yrtBepxkaenun Ilepeuns THNOBBIX yNpaBIEHYECKUX AapXMBHBIX JOKYMEHTOB,
00pa3yIoIUXCsl B MPOLECcCe ACSITEIbHOCTH T'OCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIpAaBJIEHUS M OpraHM3alMil, C yKa3aHMEM CpPOKOB MX XpaHEHMs», BHYTPEHHHUMU
nokymeHntamu "HoBoOesrunckas COLL um. I'epost PO A. M. Anannuesa". [Ipu 3TomM cpoku
XpaHEHUs 3JEKTPOHHBIX JOKYMEHTOB, KaK M OyMa)KHBIX, OTCUUTBIBAIOTCS C 1 siHBaps roja,
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CIICAYIOIIETO 33 TOZI0M, B KOTOPOM JIOKYMEHTBI OBUIM 3aKOHYEHBI JICJIONPOU3BOJCTBOM (1.2
ct.21.1 denepansuoroszakona Ne 125-d3 «O6 apxuBHoM nene B Poccuiickoii deaeparumny).

7.3. XpaHeHue 3JIeKTPOHHBIX KaJPOBBIX JOKYMEHTOB JIOJKHO COIPOBOXKIATHCS XPaHEHUEM
COOTBETCTBYIOIIETO MPOTPAMMHOIO OOCCIICUeHUS, TO3BOJIAIONIETO HMETh BO3MOXKHOCTH
paboThI € NEKTPOHHBIMH JJOKYMEHTAMH.

7.4. "HosoGesrunckas COIIl um. I'epost PO A. M. AnannueBa" oCyieCTBIISET XpaHEHUE
JEKTPOHHBIX IOKYMEHTOB, CO3/IaHHbIX B MH(pOpMalMOHHON cucTeMe, MO 3aBEpLICHUIO
JIEJIONPOU3BOJICTBA MO0 HUM, Ha TEXHHUUYECKUX ycTponcTBax MHpopmaionHoit
CUCTEeMbl/[ HAMMEHOBAHUE YUPEKICHUS |, MPEAHA3HAUEHHBIX CHEIHAIBHO JUTSl XPaHSHHUS
AEKTPOHHBIX TOKYMEHTOB (CEpBEPHI), B TEUEHUE CPOKOB, YCTAHOBJICHHBIX 3aKOHO/1aTEICTBOM
Poccuiickoit @enepanyu 06 apXUBHOM/IEIIC.

7.5. XpaHeHue OSJIEKTPOHHBIX JOKYMEHTOB, CO3JaHHBIX C HCIIOJIb30BAHUEM €IUHOMN
udpooii mwiargopmsel «Padborta B Poccumy, ocyliecTBIsSETCS OepaTopoM TaKOW CHCTEMBI, B
TE€YEHHE CPOKOB, YCTAaHOBIIEHHBIX 3aKOHOAATEILCTBOM Poccuiickoil @enepariin 06 apXuBHOM
nene.

8. Cay4yau opopmiienus KaapoBbIx Jo0kyMeHTOB ""HoBobGe3runckas COIL um.
Ieposi P@® A. M. AnannyeBa' Ha OyMa:KHOM HOCHTeJIe

8.1. B cirydae karacTpodsl MPUPOTHOTO HITH TEXHOTEHHOTO XapaKTepa, MPOU3BOICTBEHHON
aBapuM, HECYACTHOTO Cllydas Ha IPOU3BOJCTBE, IOKapa, HABOJAHEHHUS, 3EMIIETPSICEHUS,
SNUAEMHUH WIM 3MU300TUU U B JIIOOBIX MCKIIOUYUTEIBHBIX CIy4asX, CTaBALIMX MOJ yrpo3y
KHU3Hb WIK HOPMaJIbHbIE )KM3HEHHBIE YCIOBUS BCEIO HACEJIEHUS WIM €0 4acTH, paboTo1aTeNb
U pabOTHHK, HE OCYUIECTBISIONIME B3aWMOJICHCTBHE MOCPEACTBOM  3JIEKTPOHHOI'O
JOKYMEHTOO0OpOTa, BIPaBE B COOTBETCTBHUM C JIOKAJIbHBIM HOPMATHUBHBIM aKTOM,
MIPUHUMAEMbIM C YU€TOM MHEHUS BBIOOPHOTO OpraHa nepBUYHOMN MPpo(hCcOr03HON OpraHu3aluu
B MOpsAKe, ycTaHOBIEHHOM cTaTheil 372 TK P® nns npuHATHS JTOKaIbHBIX HOPMAaTHUBHBIX
aKTOB, BPEMEHHO OOMEHUBAThHCS JOKYMEHTaMH, B TOM YHCII€ JOKYMEHTAaMH, CBS3aHHBIMU C
pabotoi, B (opme DSIEKTPOHHOTO JOKYMEHTA WM DJIEKTPOHHOrO o0pasza JOKyMEHTa
(moxymeHTa Ha OyMa)XHOM HOCHTEJE, MPEOOPa30BAHHOIO B AJIEKTPOHHYIO (OpMy IyTeM
CKaHMpOBaHUs WM (poTorpadupoBaHUsS C COXPAHCHHEM €ro PEKBU3UTOB) C MOCIEAYIOIINM
MIPEJCTaBICHUEM COOTBETCTBYIOUINX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIE.

8.2. B ciyuae nmpuoCTaHOBJICHUS AeATeNbHOCTH MHPOPMALMOHHON CUCTEMBI MOJIHOCTHIO
WIM YaCTHUYHO, HAJMUUsS c00sl B ee paboTe, BOSHUKHOBEHUSI 00CTOATENBCTB HEMPEO 0INMON
cuiibl (popc-Maxop) yIOJIHOMOYEHHBbIE PAaOOTHUKM Ha OCHOBAHHMM IpHKa3a PyKOBOAUTEIS
[HauMeHOBaHME yupekaeHUusi| BrIpaBe O(OPMIIATH KaJpoBble IOKYMEHThl Ha OyMa)kKHOM
HOCHTEJIE.

9. HNupopmupoBanue KOMHCCHH 110 TPYA0BbIM CIIOPaM, B3aUMOJAeHCTBHE €
PO CcoOrO3HBIMH OPraHU3AUUAMHU

9.1. PabGoTHUKH  KaapoOBOW CIYXKOBbl  0OECHEUYMBAIOT MOCTOSHHOEC HH(GOPMHPOBAHUE
KOMHCCHU TI0 TPYAOBBIM criopam, a Takxke npodcorosa "HoBoOesrunckas COLI um. I'epos
P® A. M. AnannueBa" o kagpoBsix u3mMeHenusix B 'HoBoOesrunckas COL um. I'epost PO

A. M. AnanngeBa" myTém [crioco0].
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[lenpro yka3aHHOTO WH(GOPMUPOBAHMS SIBISETCS TOBBIIICHHE KadecTBa pPadOTHI U
aKTUBHOCTH TMpodcoro3Hoi opranusanuu "HopooOesrunckas COIL um. I'epos PO A. M.
AnannueBa''mo BOIpocaM 3alUThI MpaB PaOOTHUKOB Ha Oe30MacHBId TPyA, POPMHUPOBAHUS
MOJINTUKU HETEPIUMOCTH PaOOTHUKOB K (hakTaM HapyllIeHUs HOPM TPYAOBOTO MpaBa.

10. IIpuioxenne k Hactosiiemy Ilonoxennio

10.1. IMpunoxenue Nel: IlepeueHb JOKYMEHTOB M KaTeropuii pabOTHUKOB, B OTHOIICHUH
kotopeix B '"HoBoOesrmuckas COI wum. I'epos PD A. M. AnanudeBa' ycTaHOBJICH
KaJpOBBII SJIEKTPOHHBIH TOKYMEHTOOOOPOT;

10.2. ITpunoxenune Ne2: ITopsinok co3ganus JInunoro kabunera paboTHUKA, POPMUPOBAHUS
Y TIO/IMCAHMS JICKTPOHHBIX JOKYMEHTOB.
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[Tpunosxxenue Nel k [Tog0xkeHUIO O ANEKTPOHHOM KaJpOBOM JOKYMEHTOO00pOTE

INIEPEYEHb
JOKYMEHTOB U KATeropuii padOTHHUKOB, B OTHOIIICHUH KOTOPBIX
B "'HoBoOe3rmuckass COL um. I'epost P@® A. M. Ananuyena”
YCTAHOBJIEH 3JIEKTPOHHBIN KAaPOBbIH JOKYMEHT0000pOT

B "HomoOesrunckas COILl um. I'epos P® A. M. AnannyeBa" (mamee —
padoToaaTesb) YTBEPKICHBI CIICIYIOIINE MIEPEYHH IOKYMEHTOB U KaTeropuii pabOTHHUKOB, B
otHomeHnn kotopeix B '"HoBoOesrmnckas COILl um. I'epos PO A. M. Ananuuena"

YCTaHOBJICH BHCKTpOHHHﬁ KaﬂpOBBIﬁ I[OKYMGHTOO60pOT Ha OCHOBAHHWH ITpHUKa3a

Ne ot 2024 rona "HooOesrmuckas COII wum. I'eposs PO A. M.
AnannueBa'

1. Ilepeuenp kareropuii pabOTHUKOB, B OTHOILIEHUU KOTOPBIX B [HAMMEHOBAHHE
YUpEXKJI€HUs| YCTAaHOBIIEH AIEKTPOHHBIN KaJPOBbIM JOKYyMEHTOOOOPOT

Ne HaumenoBanue kareropuu pabOTHUKOB,
KOTOPBIE OCYIIECTBIISIOT B3auMoeiicTBue B pamkax KO
1
2
3
4

2. TlepedyeHb TOKYMEHTOB, B OTHOIICHHH KOTOPHIX B [HANMEHOBAaHUE YUPEIKIACHNU |
YCTAHOBJICH JIEKTPOHHBIN KaJPOBBIN TOKYyMEHTOO00OPOT

Ne HaumeHnoBaHue TOKyMEHTOB, B OTHOILIEHUH KOTOPHIX B [HAUMEHOBaHUE
YUpEXKJIEHHUs | yCTAaHOBJIEH 3JIEKTPOHHBIHN KaIpOBbIN TOKYMEHTOO00OPOT

1 TpynoBeie TOrOBOPBI

2 YyeHuueckue JAOT'OBOPBI

3 JlononHUTENbHBIE COTJIALICHHS K TPYJOBBIM I0TOBOPAM

4 | Ilpukassl 0 JMYHOMY COCTaBY, 3a HCKIIOUEHUEM IIPUKA30B O PACTOPKEHNUN
TPYAOBBIX IOTOBOPOB
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[Tpunosxxenue No2 k [Toj0xkeHUIO 0 KaJpOBOM 3JIEKTPOHHOM JOKYMEHTO000pOTE

MNOPAJTOK
co3nanus JImuHoro kabuHera padboTHHKA,
(opMupoBaHMs ¥ MOAMUCAHUSA FIEKTPOHHBIX TOKYMEHTOB
JJIs1 KaJPOBOT0 3JIEKTPOHHOI'0 IOKYMEHT0000poTa

"HoBoGesruuckass COLI wum. TI'epos P® A. M. AmnannueBa" (majee —
padoToaaTesib) yIBepKACH CICAYIOMINNA TOPAIOK co3nanus JlnuHoro kabnmHera pabOTHHKA,
(dbopMUpOBaHUS U TOANMUCAHUS AJIEKTPOHHBIX JTOKYMEHTOB AJI KaJIpOBOIO AJIEKTPOHHOIO
JOKYMEHTO00opoTa:

1. Co3nanue JU4HOr0 KabuHera padotnnka B UndopmanmnonHoii cucreme

1.1. "HoBoGe3runckass COLI wum. T'epos PD A. M. AmnanuueBa" perucrpupyer
paboTHUKA, KOTOPBIM OBLIO JIaHO COTJIACHE Ha B3aWMOJCHCTBHE C paboTolaTesieM duepes
AJIEKTPOHHBIN KaJPOBBII TOKYMEHTOO00POT, B IH(OpMaIIMOHHOH cucTeMe.

12, JIns wHavana  wucnoib3oBaHus  MHPOpMAIMOHHOW  CUCTEeMOW  pabOOTHUKOM
"HoBobesrunckas COIIl um. I'epost PO A. M. AnanundeBa' HampapisieT eMy IpUTIIAICHUE
OJIHUM U3 JOCTYMHBIX B MHpOpMAIIMOHHOI crcTeMe crocoboM (MHMChbMOM Ha 3JIEKTPOHHYIO
nouty, SMS- coobiienuem).

1.3. [Ipurnamenue coaepKUT CChUIKY I aBTOPU3ALMU U ITOATBEPKACHUS CBOEH yueTHOU
3anucH (JInynoro kabunera) pabotHuka B IH(opManoHHOH cucteme.

1.4. PaboTHuK, mpu mnepBUYHOM BXojae B MHopmanmoHHyl0 cucTteMy (perucTparius)
00s513aH TIOJTBEPANTH CBOIO YYETHYIO 3amuch B JIMYHOM KaOMHETE MyTeM BBOJA YETHIPEX
nocienHux nudp cBoero macmopTa. Takke mpu mepBHYHOM BXxone B MH(opMarmoHHYO
crucTeMy pabOTHHK OCYIIECTBIISIET O3HAKOMJICHHE CO CIEAYIOUIMMH JIOKyMEHTaMH
WudopManmoHHON CHCTEMBI, O YeM MPOCTABISAET OTMETKY B CIEIHATBHOM HHTEPAKTHBHOM
T0JIE: € corjacueM Ha 00paboTKy MepCOHAIbHBIX JaHHBIX, MOJUTHUKONH KOH(UEHIINAIBHOCTH,
M0JIb30BATEIbCKUM COTJIAIIICHUEM.

15. B Jluunom kaOuHere paOOTHUKY JIOCTYNEH IpeJylaraeMbli  (QyHKIIMOHAN
NudpopmanlMoHHON cHCTEMBI, B TOM 4YHCJIE€ BO3MOXHOCTH Bbimycka YHOII, moamucanus
nokymeHTtoB ¢ '""HoBoOesruuckass COLI um. I'epos PD A. M. Ananuuena', a Takxe
UCTOPHS MOJIMUCAHHBIX 3JE€KTPOHHBIX JOKYMEHTOB.

1.6. JIna kaxaoro pabOTHWKA, MOATBEPIUBIIEMY CBOIO YYETHYIO 3amuch, st DKJIO
"HoBoGe3ruuckass COILl um. I'eposs PO A. M. AnanuueBa' ocymiectsisier Boiyck YHOIT
¢ momoIsio MHGOpMAITMOHHOWCUCTEMBI TIPH YYACTUH YAOCTOBEPSIONIETO IIEHTPA.

1.7. PaboTHuk momanuceiBaeT 3asBieHue Ha BbIMyck YHOII ITlpocroit amexTpoHHON
TIOJIITUCKIO ITYTEeM MOATBEPKICHUS Koza 1o SMS.

1.8. Ilpu Beimycke YHOII mist padotauka ""HoBoOesruuckass COLL um. 'epos PO A. M.
AnannueBa" OCyIIECTBIISIET €rOMACHTH(PHUKALINIO (TOATBEPKICHUE IMYHOCTH) HA OCHOBAHUH
JIOBEPEHHOCTU OT YAOCTOBEPSAIOIIETO LIEHTPA U BBICTYNAET JOBEPEHHBIM JUIIOM IO CMBICTY
®denepanpHoro 3akoHa "O0 anexrponHoi moamucu" ot 06.04.2011 Ne63-D3.
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19. llns npomoipkenuss npouenypbl Bbimycka YHODII, paOGoTHHMK mMmoaTBep)kaaeT 1o
IIOJyYEHHOM CChUIKE (B MUChbME HA 3JEKTPOHHYIO MOYTy mim SMS cooblieHrneM Ha HOMep
MoOmIBHOTO Tenedona) Boimyck Y HOIIL.

1.10. Jlns 3aBepmieHus mpouenypsl Beimycka YHOII, a Takke BO3MOXHOCTH HOIHUCHIBAT
AJIEKTPOHHBIE JTOKyMEeHTHl B HWH(popmannoHHOH cucteme, paboTHuk mnocpenctsoM [1911
MOATBEPIKIaeT BBIYIIEHHBIN cepTudukar Y HOII.

1.11. DnexTpoHHBIE JOKYMEHTHI (3asBlIcHHE paboTHHKA Ha Bhiyck Y HOII, moarBepxacHue
ceprudukara YHDIII u unple nokymeHTbl/nerictBusi) 1uist Beimycka YHODII ¢ nensto BeneHus
JIEKTPOHHOIO  JOKyMeHTooOopota B  MHdopMmanuoHHONH  cucteme, MNOJIMCAHHBIC
[Tonw3oBarenem [1311, mpu3HarOTCs paBHO3HAUYHBIMU JOKYMEHTAM Ha OyMa)KHBIX HOCHTEJISIX,
MOJNNCAHHBIM COOCTBEHHOPYYHOM IOJAINMKCHIO, a CBEJIEHUS, COJEpKallMecs B TAaKOM
JOKYMEHTE, MPU3HAIOTCS MOJIMHHBIMM M JIOCTOBEPHBIMH, OHHU TaK)K€ HMEIOT TaKylo XKe
IOPUANYECKYI0 CUIY, KaK U IOJIUCaHHbIE COOCTBEHHOPYYHO JOKYMEHThl Ha OyMa)KHOM
HOCHUTEJIE, U BIEKYT NPelyCMOTPEHHBIE JUI yKa3aHHBIX JJOKYMEHTOB IIPaBOBbIE OCIEICTBHYS;
HE MOTYT OBITh OCIOPEHBl MM OTPHULATHCS YYACTHUKAMU KaJpPOBOTO 3JIEKTPOHHOI'O
JOKYMEHTOO00pOTa M TPeThbHUMM JUIAMU MM OBbITh NPU3HAHHBIMU HEJEHCTBUTEIBHBIMU
TOJIKO Ha TOM OCHOBAHUH, YTO OHH OBLIM MOAINMUCAHBI ¢ UCTONb30BaHueM VHpopMannoHHON
CHCTEMBI WA OQOPMIICHBI B BUJE JIEKTPOHHOTO JOKYMEHTAa; MOTYT OBITh NPEICTABICHBI B
KAauecTBE JI0Ka3aTeJIbCTB, PABHOCWIIbHBIX IHCbMEHHBIM JI0Ka3aTeIbCTBaM, B IOPSJIKE,
MIPEAYCMOTPEHHOM 3aKOHOAATeNnbCcTBOM Poccuiickoit denepanuu, Npu 3TOM JOMYCTUMOCTh
TaKMX JIOKa3aTeJIbCTB HE MOXKET OTPULIAThCA TOJBKO HAa TOM OCHOBAaHMM, 4YTO OHH
MIPEJCTAaBICHBI B BHUJIE IEKTPOHHBIX JOKYMEHTOB WJIM MX KONHMH Ha OyMa)KHOM HOCHTEIE;
Hanuuue B JokyMmeHTe [IOII moapasymeBaeT, 4TO NOKYMEHT HAIpaBlIeH W MOJANMCAaH UM B
HaJJIeXkKalleM MOopsaKe.

1.12. JIns ucnonb3oBanust MHPOpMALMOHHOM cHCTEMBI € LENbI0 MOMMCAHUS YKa3aHHBIX
nokymeHtoB IIOII, paGoTHHMK caMOCTOATENBHO oOOecleyYrBaeT MOAKIIOUEHHE K KaHajam
ANEKTPOHHOMU, B T.4. MOOMJILHOM CBSI3M W/MIIM MOAJNEPKKY HEOOXOIUMBIX (YHKIIHMM, B T.U.
¢byakuit SMS, Ha cBoux ycTpoiicTBax (Tenedone, cMapTdoHe, IIaHIIETe, KOMIBIOTEPE U
T.II.) Y CBOETO OllepaTopa COTOBOM CBSI3H.

1.13. B cnyyae wu3MeHeHHs CBeIeHHH 00 aapece SJEKTPOHHOW MOYTHl WM HOMEpa
MOOMJIBHOTO TejegoHa pabOTHUK MPUHHUMAEeT Ha ceds o0sf3aTeNbCTBA HE3aMeUIMTENIbHO
COOOIIMTh OTBETCTBEHHBIM 3a B3aumojeicTeue no DKJIO B [HauMEHOBaHHME YUpEKJICHHUS ]
JIMIIaM, KOTOpPBIE BHOCAT U3MEHEHHs B CBEIEHUAX paboTHHKA B HpOopMalnoHHOM cucteme.

2. ®opMHpOBaHHE U MOANUCAHUS IJIEKTPOHHBIX TOKYMEHTOB

2.1. Joxyments! quig noanucanus npu nomoru IKJIO MoryT co3naBaThest:

2.1.1. "HoBoGe3ruuckass COII wum. TI'epos PD® A. M. AmnanmueBa" B cucreme
«1C:3apmnara u ynpasnenue nepconaiom» wim «Ilapyc - bromker 8» B dopmare Word nnun
PDF u nepenaercs B UHQOpMALMOHHYIO CUCTEMY;

2.1.2. Pabotnukom u "Hoobesrunckass COLL um. 'epos PO A. M. AnanunueBa" myrem
3arpy3ku B VH(POpPMalMOHHYIO CHCTEMY CaMOCTOATENbHO CO3/IaHHBIX JIOKYMEHTOB B
¢dopmare Word unu PDF,

2.1.3. Beibopa pabGotaukom wmiu '""HopoOesrmackas COIIl wum. T'epos PO A. M.

AnanndeBa' U3 ma0IOHOB, TTPeJICTaBICHHBIX B IHpOpMaIIMOHHOM crucTeMe.
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2.2. Daiuibl ¥ JaHHBIE, COAEPIKAIINECs B JOKYMEHTaX, JOJDKHBI ObITh JOCTYIHBIMH IS
paOoThl, HE MOJDKHBI OBITh 3aILMIIEHbl OT KOMMPOBAHUSA M I€4aTH, HE JOJDKHBI OBITh
3alMIIEHbI TAPOJIEM, HE JOJDKHBI COIEPKaTh MHTEPAKTUBHBIC U MYJIbTUMEIUHHBIC 3JIEMEHTHI,
BHEJIPCHHBIC CIICHAPUH Ha s3bIKe JAvaSCript uiu JIo0bIX APYTUX A3bIKAX MPOrPaMMHUPOBAHHS.

2.3. DIeKTpOHHBIA JJOKYMEHT MOXKET OBITh IMOJIMUCAH TOJIBKO 3JIEKTPOHHOW IOANHUCHIO
JIMIIa, KOTOPOE YKa3aHO B €ro TEKCTe KaK JIUII0, €0 MO/ IIHICAaBIIee.

2.4. Tlopsaok moAnyucaHus JMEKTPOHHBIX JOKYMEHTOB:

2.4.1. JIuno umeromee aoctyn Kk MupopmannonHoit cucreme oT uMeHu ''HoBoOe3rmHCKas
COLI um. T'epost P@ A. M. AnanuueBa'npu OTIpaBKe JOKYMEHTa Ha MOAINHUCH JIHILY,
KOTOPBIN BIpaBe MOINKCHIBATE TOKYMEHTHI oT uMeHH ''HoBoOesrunckas COL um. I'epos
P® A. M. AnannueBa", u/unn paOOTHHKY BBIOMpaeT MOPsIOK noznucanusi «PykoBonuTenb
nepBhIi» nin «PabOTHUK MEPBEI;

2.4.2. PabOTHHK JOJKEH 03HAKOMUTHCS C JIOKYMEHTOM, MOJIy9eHHBIM 0T ""HoBoOe3ruHcKas
COI um. I'epost P® A. M. AnanudeBa' , ¥ MOJANKCATh €O JICKTPOHHOM IOJIHUCHIO HE
no3aHee 24 (aBaauaTH 4eThIpEéx) pabourx 4acoB C MOMEHTA MOJIydeHHs yBeroMileHus. [Ipu
HECOTJIaCHH C COJIEpKaHHEM JOKyMeHTa, PaboTHHMK MokeT copMHpOBaTh M OTIPABUTH
Pabortonarento yBenomiieHue o0 OTKasze OT MOANUCAHUSA C yYKa3aHWEM IPUYMHBI OTKa3za OT
MOJITUCAHUS;

2.4.3. JIuno, KOTOpOe BIpaBe MOAMHUCHIBATh JOKYMEHTHI OT MMeHHu ''HoBobe3ruuckas COILI
uM. ['epost PO A. M. AnanudeBa", JODKHO O3HAKOMHUTBCS C MOJyYEHHBIM JJOKYMEHTOM, U
HOAIMUCATh €ro dJICKTPOHHOM MOAINKCHIO He To3aHee 24 (nBaaiari 4eThipéx) pabodynx 4acoB
C MOMEHTa MoylyueHus yBenomiieHus. IIpu Hecormacum ¢ conxep’kaHHMEM JTOKYMEHTa, OH
BIIpaBe c(hOpMUPOBATh M OTIPABUTH YBEJIOMJICHHE 00 OTKa3e OT MOANUCAHMS C YKa3aHUEM
MIPUYMHBI OTKA3a OT MOJNHCAHUS;

2.4.4. Tlpn veodxoaumoctu "HoBoOesrunckas COLL um. I'eposs PO A. M. Ananunuena"
u/unn paboTHUK He mo3fHee 3 (Tpex) pabouMx JHEH BHOCAT HCIpPaBIEHUS B JOKYMEHT U
HaNpaBJISIET €T0 MMOBTOPHO IS MOITUCAHUS.

2.5. TTops 10k co3/1aHus U HANIpaBJIEHUS] JOKYMEHTOB paOOTHUKOM:

2.5.1. PaGoTHuk 3axoauT B cBOM JIMUHBIN KaOMHET AJI CO3JaHMs TOKYMEHTAa U HaXKHUMaeT
KHOTIKY CO3/IaHHsI, BBIOMPAET U3 CIICKA THUI JOKYMEHTA M 3aIl0JHSET He0OXOANMbIE JaHHBIE;

2.5.2. PaOOTHHK MOIIHMCHIBAET JOKYMEHT JIEKTPOHHOU MOIHCHIO;

2.5.3. PaboTHUK, TIpH HEOOXOTUMOCTH, BHIOMpPAET COTPYIHHUKA (PYKOBOIUTEIS), KOTOPBIH
JIOJDKEH COTacoBaTh JOKYMEHT, €CIH JUIsl Hero TpeOyeTcst CorflacoBaHus;

2.5.4. CoTpyHUK, KOTOPOMY HampaBiIeH JOKYMEHT ISl COTIacoBaHMsl, P HEOOXOAUMOCTH,
€ro COTJIACOBBIBAET, MPOUJIS MO CChUIKE U3 aBTOMAaTHUECKHU CO3aHHOTO YBEJIOMIICHHUS U HaXKaB
Ha KHONKY coriacoBaHusi. [Ipu Hecorimacum ¢ coiepkaHueM JOKyMEHTa — (GOopMHpYeT
yBeomIieHHe 00 0TKa3e OT COTJIACOBAHUS C YKa3aHHUEM MPUYHHBI OTKa3a OT COTIIACOBAHUS

2.5.5. Anpmunuctparop IKJIO nipu corytacoBanum 3asBJISHUS WIH IPY TOAMUCAHUH (€CITH HE
TpeOyeTcs COTJIacCOBaHMsI) MEHSIET CTaTyC JOKyMeHTa B MHGOpMaMOHHONW CHUCTEME Ha «B
paboTe/ 3aBEepIICHO/OTKIIOHEHOY.

2.6. IIpn ucnons3oBanun "HoBobesrunckas COLI um. I'epos PO A. M. Ananuyena'
cepBuca https://trudvsem.ru, paOoTHUK BIpaBe MOINHMCHIBATH DIICKTPOHHBIE TOKYMEHTHI B
WNudopmannonnoit cucreme nocpenctsoM ['ocycmyr. IloamucanHas JaHHBIM CIIOCOOOM
nokyMmeHTanus xpanurcst Ha CepBrce u Ha optaie https:/trudvsem.ru.
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2.7. [Togmucannass YHDII  nmokymeHtanmst Xpanutcs B MHbopmarmoHHON
cucreme.llpi BO3HMKHOBEHHHM BOIPOCOB 10 pabore MHPOpMAIMOHHONW CHUCTEMBI
"HoBoOe3runckas COLL um. I'epos PO A. M. AnanunueBa', Aamunaucrparop DKJIO u
pabOTHUK MOTYT OOpaTUThCA K TpaBooOiamarento MHPOPMAIMOHHON CHUCTEMBI TyTEeM
HalpaBJCHUs MHUCbMa Ha J3JeKTpoHHy0 mnouty: Help@hr-link.ru s nmomydenust
pPa3bsICHEHUM.

2.8. HeoOxomuMbple WHCTPYKIIMM 110 HMCHOJIb30BaHUI0 MHpOpManmoHHOW CcHCTEMBI
npeacrasicHbl B cucteme helpdesk mo agpecy https://hr-link.omnidesk.ru/.
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