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«TEJEPAJJMOBEIIATEJBbHASI KOMITAHUS «MUP BEJIOT'OPbSI»

ITPHUKA3

«28» mapta 2023 r. Ne 74/1

OO0 ocymecTBIeHHH JIEKTPOHHOIO
KaJpOBOro J0KYMEHT0060poTa
B OAY «TPK «Mup Bbenoropss»

Bo wcnonnenne nonoxenuit crateu 22.2 Tpymosoro xomekca Poccuiickoi
Oenepannu, OenepanpHbIXx 3aK0HOB 0T 06.04.2011 Ne 63-®3 «O6 31meKTpoHHOM
nognucu», ot 27.07.2006 Ne 149-03 «O6 wundopmanuu, uHGOPMALEOHHEIX
TEXHOJOTHAX M 3amure wuHpopMammm», oT 27.07.2006 Ne 152-®3 «O
IEPCOHANBHEIX JAaHHBIX», B IEJSX IOBBIMEHUS 5((EKTUBHOCTH KaApPOBOIO
B3aMMOJAEHCTBYS ¢ PaOOTHUKAMH, YIIPOLIEHHS IIPOIIEAYPhI 0(POPMIIEHNS TPYIOBBIX
OTHOILIICHUH,

ITPUKA3BIBAIO:

1.Beectu B OAY «TPK «Mup Benoropbs» 31eKTpOHHBINA KaJpOBEIH
nokymeHToobopot (naee — IKJI0) ¢ 10.04.2023 .

2. OKJIO ocymecTBiIsATh IOCPEACTBOM HHGOPMAIMOHHON  CHCTEMBI
«HR-link».

3. Yteepmuts Ilopsmox ocymectBirenus OKJIO B OAY «TPK «Mup
benoropesa» (IpunoXxeHue K HaCTOAMIEMY TIPHKa3y).

4. KOHTpOJIb UCIIONHEHHSI HACTOSIIIEr0 IIPHUKAa3a OCTABIISIO 3a c000ii.

TeHepaabLHBII AHPEKTOP Sy ¢
OAY «TPK «Mup Benoropbs» £ Z ‘



[Tpunoxenue
x mpukasy Ne 74/1 ot 28.03.2023 r.

IIpencenarenp mepBu4HOi MPoOgcO03HOM I'enepanbHblii TUpEKTOP
OpraHu3anuu OAY «TPK «Mup Besoropbs»

OAY «TPK «Mup Bbesoropssa» _ ~.

%

/-~ 10.W. CrpsiokoBa

(gi’/{ Ay et 2023 1.

HOPSIAOK
OCYIIECTBJIEHHS 3JIEKTPOHHOI0 KaAPOBOTro JOKYMEHT0060poTa
B OAY «TenepagnosemarenbHas Komnanus «Mup Besoropss»

1. O0mue moJIoMeHu st

1.1. HacTosmuii mOpANOK OCYIIECTBICHHUS SIEKTPOHHOTO KaJpPOBOrO JOKyMEHT0060poTa (Hajtee
— Ilopsnox OKJI0) B OAY «TenepanuoremarenbHas Kommanus «Mup Benoropesa» paspaboran B
COOTBETCTBHH:

— I'paxnanckoro xozpexca Poccuiickoit @enepanuu;

— Oepepanproro 3akoma ot 27 mons 2006 roma Ne 149-®3 «06 wundoOpMAanuy,
MH(DOPMAIMOHHBIX TEXHOJIOTHSX ¥ 3aIUTE HHPOPMAIIMH Y,

— @exepanpHoro 3akoHa ot 27 mrois 2006 roga Ne 152-03 «O nepcoHaIbHBIX JAHHBIX Y,

— ®@enepanpHOro 3akoHa OT 22 HOs0pa 2021 roma Ne 377-®3 «O BHECEHUHM W3MEHEHME B
Tpynosoii koxexc Poccuiickoit @enepamuny;

— ®enepanpHOro 3akoHa oT 22 okTa6ps 2004 roma Ne 125-®3 «O6 apxuBHOM jele B
Poccuiickoit @enepariumy;

— Vkasa IIpesunenra Poccuiickoit ®@enepauyu ot 6 mapra 1997 roma Ne 188-d3 «06
YTBEPXKICHUY NIEPEYHs CBEACHUH KOHDUICHIIMAIBHOTO XapaKTepay;

— Ilpukasa Pocapxupa or 20 mexabps 2019 roma Ne 236 «O6 yreepxmenun Ilepeuns
THIIOBBIX YIPABICHYECKUX APXHUBHEIX JOKYMEHTOB, OOpPa3yIOMIUXCS B IPOIECCE AEATEILHOCTH
rOCYyJJapCTBCHHBIX OpPraHOB, OPraHOB MECTHOIO CaMOYIPABJICHUS W OpraHH3alliii, ¢ yKa3aHHEM
CPOKOB UX XPaHEHHUS,

— Ilpuxasa Pocapxusa ot 20 nexadpst 2019 roma Ne 237 «O6 yrBepxaenun MHCTpyKIUHM 1O
npuMeHeHuo [lepedns THNOBBIX yHpaBIEHUYECKMX ApXHBHBIX [OKYMEHTOB, OOpa3yIOIIUXCS B
Iponecce ACATEIBHOCTH TIOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPABIEHHI U
OpraHu3alui, C yKa3aHHEM CPOKOB HX XPaHEHHS»;

— mpuxas OAY «Tenepanuosemarensaas kommanus «Mup Benoropes» ot 28 mapra 2023
roga Ne 74/1. ‘



1.2. B cootsetctBuH ¢ yacThio 1 cTatsu 22.1 TK P®, snexrpoHHSIi KaapoBbii JOKyMEHTO0G0POT
(mamee — OKJIO, snmekTpoHHBIH nokyMeHTo060poT) B OAY «TenepaauoBelnarenbHas KOMIAHUS
«Mup Benoropes» mpezncraiseT co0oif co3jaHHe, HCIONB30BAHKME, XpaHEHHE paboTomaTeleM,
PabOTHHKOM HIIM JIMIIOM, NOCTYNAIOIAM Ha paGoTy, JOKYMEHTOB, OOPMICHHBIX B 3IEKTPOHHOM
Bz 6e3 nyOnupoBaHud Ha OyMakKHOM HOCHTEIE.

1.3. OnexTpoHHBIH KampoOBEIH JOKYMEHTOOOOPOT NPHMEHSETCS K KaJpOBEIM JOKYMEHTAM, B
OTHOIIEHNWH KOTOPBIX TPYIOBBIM 3aKOHO/ATEILCTBOM H HHBIMM HOPMATHBHBIMHE IIPABOBBIMH aKTaMH,
COJICPIKAIIUMU HOPMBI TPYIOBOT'O IIPaBa, IPEAYCMOTPEHO UX opopMiIeHre Ha GYMaXKHOM HOCHTENIe
MM O3HAKOMJICHHE C HUMH pabOTHWMKA MM JIMIIA, ITOCTYIAIOINEro Ha paGoTy, B MUCHMEHHOH (hopMe,
B TOM YHCJIE IO TIOATIHCE.

1.4. B cootsercTBHE ¢ YacThio 3 cTathy 22.1 TK P®, 31eKTpOHHSIM KaApOBEIA JOKyMEHTOOG0POT
HE paclpoCTpaHsIeTC:

— Ha TPYIOBbIE KHIKKHM U (OpPMHpyeMEBIE B SICKTPOHHOM BHJE CBEIEHHS O TPYJAOBOLR
JEATEIIBHOCTH PaOOTHUKOB;

— @KT O HECYaCTHOM CJIy4ae Ha IIPOHM3BOJICTBE 10 YCTAaHOBIICHHOM (hopMe;

— IpuKa3 (pacnopspkeHne) 00 YBOJIbHEHHH,

— JOKYMCHTBHI, MOJATBEPXKIAIOIINE MPOXOXKICHAE PAaOOTHUKOM HHCTPYKTaXKEH MO OXpaHe
Tpyna;

1.5. Hacrosimmii Ilopsmok OCYIIECTBIEHHS 3IEKTPOHHOIO KaIPOBOTO JOKYMEHTOO60pOTa B
OAY «TenepannoBemarenpHas koMmanus «Mup Benoropbs» B COOTBETCTBHM C MOJIOKESHHSIMHU
cr. 22.1 — 22.3 TK P® MoxeT pacmpOCTPaHSTHCS HA B3aUMOJEHCTBHE CO BCEMH PabOTHHKAMU
[HanMeHOBaHME YUPEXIEHHSA|, B TOM YHCIE C IUCTAHUMOHHBIMM paGoTHMKamMHu (4. 5 cr. 312.1
TK POD).

1.6. DnexTponHEIi JOKyMeHTOOO0poT ocymectBisietcs B OAY  «TenepaguopemmareabHas
KoMmmanuss «Mup benoropes» INpu HCIONB30BaHUM CIEAYIOMMX WMH(POPMAIMOHHEIX CHCTEM,
IIO3BOJLIOLIMX YYaCTHUKAM KaJpOBOIo JOKYMEHTOOOOpPOTa, OOMEHHBATECS IOPHUANYECKM 3HAYMMOI
uHbOpMaIell B 2IEKTPOHHOM QopMme:

1.6.1. MudopmanoHHas cHCTeMa KaJpOBOTO 3JIEKTPOHHOTO nokyMeHTooGopoTa «HRlinky,
pacnonokeHHass B HHPOPMALMOHHO-TEIEKOMMYHHKAIIMOHHOM cet WHTepHeT 1o ajpecy:
https://hr-link.ru, npaBooGmamateneM KoTopoit sBiusercs OOGIIECTBO ¢  OrpaHHYEHHOM
OTBCTCTBCHHOCTBIO  «lHHOBarmum B ynpaeineHunm  kaapamm»  (MHH: 7801683312;
OI'PH: 1207800064339) (nanee — NudopmaumoHHas cucremMa);

1.6.2. Emunoli mudpoBoit miatdopMsl B cdepe 3aHATOCTH U TPYHOBHIX OTHomeHmit «PaGora B
Poccuny» (masee — mnardopma «Pabora B Poccum») B opsjKe, OOpeensicMOM B COOTBETCTBHH C
3aKOHOJIATEIBCTBOM O 3aHATOCTH HaceneHus B Poccmiickod @enepamuu. Joctynm K mmiatdopme
«Pabota B Poccun» obecrieunBaeTcs B TOM HCIIE IOCPEACTBOM €IHHOTO TIOPTala TOCY[apPCTBEHHBIX
¥ MYHUIWIAIBHEIX YCIYT C HCIIOJB30BaHMEM (elepalbHON ToCyAapCTBEHHONW HHQPOPMAIMOHHOM
cucteMbl “EnmHas cumcrema mAcHTHQHKAMKM ®  ayTeHTHQUKamuu B HMHQPacTPyKType,
obecneunBaroniell HHOOPMAOHHO-TEXHOJIOTHIECKOE B3aUMOIEUCTBIE HH(POPMAIIMOHHEIX CHCTEM,
HCIONB3yeMBIX IS NIPEIOCTABJICHUS TOCYAapPCTBEHHBIX M MYHHIUIATBHBIX YCIYT B DJIEKTPOHHOM

bopme”.

(NS



HUudopmanuonHas cucTeMa HO3BOJSIET 0GECIEYUTh [OANMCAHNE JEKTPOHHOTO JOKYMEHTA I
XPaHEHHE OJIIEKTPOHHOTO [OKYMEHTa, a Takke (HKcaruio (akrta ero MONy4eHHS CTOPOHAMH
TPYAOBBIX OTHOIIIEHUIA.

1.7. Cpok yBemomneHns paOOTHHKOB O II€pEXOfe Ha B3aMMOEHCTBEE C paboToIaTerTeM
IIOCPEACTBOM SIICKTPOHHOTO JOKYMEHTOOOOpoTa cocTaBisier 10 mmeit. JIumo, ycTaHOBIEHHOE
IIpukasom OAY «TenepanuonemarensHas koManus «Mup Benoropbs» o BBeeHHN 371eKTPOHHOTO
KaJIpoBOTO JOKYMEHTOO00pOTa, 00:A3aHO yBEIOMHTh KaXXIOro pabOTHHKA B MACHMEHHOH (opme 0
Iepexojie Ha B3aUMOJEHUCTBUE ¢ pabOTOAATEIEM IOCPENCTBOM SIIEKTPOHHOTO JOKYMEHTOO60pOTa H
IpaBe pabOTHHKA JaTh COIIACHE Ha yKa3aHHOE B3aUMOJICHCTBHE.

1.8. 9KJIO BBomutca B OAV «TenepamuoBemarenbuas kommanus «Mup benoropes» c
10.04.2023 roga (Ho He paHee IHSI HCTEUCHHS CPOKA YKA3AHHOTO YBEIOMIICHHS).

1.9. Ilpu ocymeCTBICHNH 3IEKTPOHHOTO JOKYMEHT0060pOTa IOMyCKaeTcsi OOMEH 3JIEKTPOHHBIMU
COOOIIECHUAMH H JOKYMEHTaMHM, COIACPKAIIMME OOIIENOCTYyHHYI0 MHGOPMAUo ¥ MHMOPMAIHIO,
JIOCTYII K KOTOPO# OTpaHUIMBACTCS B COOTBETCTBHH C 3aKOHOAATENLCTBOM Poccumiickoit ®enepanum.
OOMen Mex[ly y9acTHHKaMH 3JIEKTPOHHOTO TOKYMEHTO000opoTa MH(OpMALHE, TOCTYI K KOTOPOH
OIpaHUYUBACTCS B COOTBETCTBHH C 3aKOHOZAATENbCTBOM Poccuiickoit @eneparuu, ocylecTBISeTCS
P BBIIOJHEHUY UMH TpeOOBaHMM 110 3aIluTe Takoi WHGOpPMAIMH, YCTaHOBJIEHHBIX B OTHOIICHUH
HH(OPMAITMOHHBIX CHCTEM JJIEKTPOHHOTO JJOKYMEHTOO00POTA.

1.10. OcHOBHEIMEM NpHMHLMIAMH 3JIEKTPOHHOTO KaJpOBOTO JOKyMeHTooGopora B OAY
«TenepanuopemarensHas kommnanusa «Mup Benoropesa» sasisrorcs:
— o0ecreyeHHe TEXHOJOIMYECKOH BO3SMOXKHOCTH WCIIONB30BAHMS KaIpPOBOTO 3JIEKTPOHHOTO
JOKyMEHTOO00pOTa 11 pabOTHUKOB M pabOTOaaTENS;
— IPaBOMEPHOE  HCIONB30BAHME  YYaCTHUKAMU  3JEKTPOHHOIO  JOKYMEHTOO0OpOTa
IIPOrPaMMHOT0 0OecIIeYeH s U CePTUGUIUPOBAHHBIX TPOrPAMMHO-TEXHHYECKHUX CPEICTB;
— obecneueHne NeI0CTHOCTY IepeaBaeMoi HHGOPMAIIHH;
— obecnedyeHre KOHQUICHINAIBHOCTH NIepefavd U MOTydeHuS HH(POPMALIUM;
— MHUHUMH3ANUS U3JEPKEK, B TOM YHCIEC (UHAHCOBBIX, BPEMEHHBIX NPH OCYIIECTBICHUM
3JIEKTPOHHOTO JOKYMEHTO000pOTa;
1.11. IlensMu ~ BBeAEHHMS  KagpOBOTO  OJJIEKTPOHHOTO  JOKyMeHTooGopota B OAY
«TenepaguoremarenbHas kommanus «Mup beroropssy sBisercs:

— CO3JaHue eIuWHOH 0a3bl 3JEeKTPOHHBIX AOKyMeHTOB OAY «TenepamuoBemarensHas
KoMmanus «Mup Benoropes», MO3BOISIOMEH OCYIIECTBIATH OBICTPBIA IIOMCK JOKYMEHTOB MU
HCKIIIOYAIOIIEN UX YTEPIO;

— ONTMMH3aIMs TPYJOBBIX IIPOLECCOB IO O(GOPMIICHHIO JTOKYMEHTOB, 00Opa3yIOIIUXCH B
nenonpoussoactee OAY «TenepapuopemarensHas komnanus «Mup Benoropssy;

— OIEPAaTUBHOCTh M YNPOIEHHE OGOPMIICHHS XOKYMEHTOB, 0Opa3yrOIIMXCS B IPOIECCE
TPYIOBOM AEATENHHOCTH PAOOTHUKOB, B TOM YHCJIE ¥ TACTAHIUOHHEIX;

— IIOBBIIIICHUE 3¢ ¢ eKTUBHOCTH paboThI CTPYKTYPHBIX [IoApa3ieIeHA
OAY «Tenepanmosemarensaas kommanus «Mup Bemoropbs», BBHIY CBOEBPEMEHHOTO OOMEHa
JOKyMEHTaMU;

— aBTOMAaTH4YecKoe GOPMHPOBAHKE apXHBa IEKTPOHHEIX JOKYMEHTOB;

— CBOCBPEMCHHOC BBISBIICHHE W AHAIU3 PHUCKOB, C LENBIO IPEXYIPEKACHUS HapYIICHMI
TPYAOBOI'0 3aKOHOAaTensCcTBa Poccuiickoit denepanuu.



1.12. Bee pacxozibl Ha moydeHre pabOTHIKOM SMEKTPOHHOM OANHUCH (B CIydae ee OTCYTCTBHS) U
€€ ucrojp3oBaHue Bo3noxeHsl Ha OAY «TenepanuosemarensHas koMnanus «Mup Benoropbsy.
Ipu sTOM paGoTHHK WK JIMIO, HOCTYTAKONIEE Ha PaGoTy, BIIPaBe MCIOIB30BATh PAHEE 0Ny UYEHHYIO
CaMOCTOSATENBHO YCHIECHHYIO KBATU(DHUITMPOBAHHYIO SIEKTPOHHYIO HOAIHCh.

1.13. Texnuyeckyro momnepxky YuyactHukoB OKJIO ocymecTBiseT ciyx0a TeXHHYECKOM
HOAZEPKKH IpaBooOanaTeis I10.

1.14. B mensx ymoGctBa ocymecTBIeHHS KanpoBoro ydera, B OAY «TenepaamoBemarensHas
komnanus «Mup benoropes» B IpHOpHTETE IPEIOCTAaBICHHE JIOKYMEHTOB B SIEKTPOHHOM BHE
uepe3 MHQOPMaNMOHHYIO CHCTEMYy B COOTBETCTBHH C COOJIONEHHEM TpeOOBAHHAMH
3aKOHOJaTenbCTBa Poccuiickoit @enepanum.

2. OO6mue TEpMHUHBI M ONIPEAEICHHUS

2.1. B ractosmem ITopsaxe KO HCHIONB3YIOTCS CIEAYIOIKE OIPEIEICHHS:

2.1.1. Apmuancrparop KO — o, HasHavenHoe mpukazom OAY «TenepaanoBemareabHas
Kommanus «Mwup benoropbs», OTBETCTBEHHOE 3a OCYIIECTBICHHE KOHTPOIS HOCTyHa K
WudopmannonHoli cucTeMe, Iepexofa Ha OSJIEKTPOHHBIA KaApOBHIA JOKyMEHTOOGODPOT, 3a
BhIONHEeHHE mopydenuit OAY  «TenmepammoBemarensHas kommaus «Mup Benoropes» mo
CO3/IaHHUIO, KCIIOJIb30BaHMIO, 00pabOTKE M XPaHEHWIO SJIEKTPOHHBIX JOKYMEHTOB HOPMATHBHOIO,
PacopsIUTEIHHOTO W HHOTO XapaKTepa, 00pasyIoluXcs B MPOIecce MPAaBOBLIX B3aMMOOTHOLICHHUH
MeXIy paboTonareneM i pabOTHHKOM.

2.1.2. dnexTpoHHBI KamapoBblii JoKymeHToOGopoT (Haee — OIKIO) — sneKTpOHHBILH
JIOKyMEHTOOO0pOT B cepe TPYOOBBIX OTHOLICHWM, NPEIHAHAYECHHBI IS IIOJIHCAHHS,
HCIIOJIB30BaHUs U XpaHEeHMs paboTogareneM, paGOTHHUKOM HIIM JIMIIOM, IIOCTYMAIONUIMM Ha paboTy,
JOKYMEHTOB, CBS3aHHBIX C paboTod, OQOPMIEHHBIX B JJIEKTPOHHOM BHIE 63 XyONHpOBaHHS Ha
OyMaXXHOM HOCHUTEJIE.

2.1.3. JImgnpiii kabuHer — MHOOPMAIMOHHBIA pecypc, pasMelieHHbI B MH(opMammuoHHOM
CHCTeMe, IIpelHAa3sHAYEHHBIM JUId pealM3alMd YYacTHHKaMH KaJIpOBOrO JIOKYMEHTOO0OpPOTa
3JIEKTPOHHOTO B3aUMOJIEHCTBHUSL.

2.1.4. Ycunennasi HeKBanpHUIUPOBaHHAS 3JIeKTpoHHas moamuch (namee — YHDII) —
SJIEKTPOHHAs IIOAIIHNCH B BHJIE KpI/IHTOI‘pa(i)I/I‘-IeCKOI‘O mmbpa, 3alIHCAaHHOI'O B 3allUIIICHHOM
obnmaunom xpanmmume. YHOII wuaeHTHQUIMpYeT IMYHOCTD BIAJENbla, HOATBEPKAAET (aKT
(GopMMpOBaHKS MOINHCH OIpPENENCHHBIM JHIOM H HEW3MEHHOCTh JOKyMEHTa C MOMEHTA
IOJNUCAHUS. YYaCTHHKH SJIEKTPOHHOTO KaIpOBOIO JOKYMEHTOO0OPOTA IPU3HAIOT, YTO
BIICKTPOHHBIE JOKYMEHTHI, mojanucaHHele B MudopmammonHoMm cepsuce mocpenctsom YHOIII,
IPU3HAIOTCA  PABHO3HAYHBIMM  JOKyMEHTaM Ha OyMaXHOM  HOCHTENE, IOMIHCAHHBIM
COOCTBEHHOPYYHO.

2.1.5. Tlpocras smexTponHas moamuch (madee — ITIII) — onekTpoHHAs MOAMHCH, KOTOPAs
IOCPEICTBOM HUCIOJIb30BAHUS KOJOB, Mapojiell MHBIX CPEACTB IMOATBEpXaaeT GakT GopMUpOBaHMS
QJICKTPOHHOW IOANUCH oONpeleneHHbM HuioM. Ilo cmbicny Hactosmero Ilopsaka mox IIDI1
IIOHUMACTCs JIOTHH W TMapoib paboTHuKa mpd Bxoae B HH(popMamuoHHYIO CHCTEMY, a TaKKe
OIHODPA30BBIi IapOJib, NMEpPENaBacMblii pabOTHHKY HocpencTBoM SMS Ha ero HoMep MOGHMIBHOIO
TenedoHa.



2.1.6. Yennennas KBaau(HIHPOBaHHAS JIeKTPOHHAsA moxmuch (magee — YKDII) — sto
IOJITHCH, KOTOPAast COOTBETCTBYET BCEM IPU3HAKAM HEKBATH(UIUPOBAHHON SJIEKTPOHHOM IIOJIHCH
U CJIeIYIOUMM JIOTIOJIHUTENBHBIM NIPU3HAKaM: KII0Y IPOBEPKH SNCKTPOHHOM MOANMCH yKa3aH B
KBaIM(UIMPOBAHHOM cepTH(MKaTe; JUII CO3JAHUS ¥ DPOBEPKH DIEKTPOHHON  IOJIMCH
HCIOJB3YIOTCA CPEACTBA 3JIEKTPOHHOM ITONAIMUCH, HWMEIOIIHME IMOATBEPKICHUE COOTBETCTBHUS
TpeOOBaHUAM, YCTAHOBJICHHBIM 3aKOHONATENBCTBOM (CepTU(HUKAT KIFOYA IIPOBEPKH IIOJIIHCH
(xBaMpUUMPOBAHHEIH  cepTUGMKAT) CO3JaH M BBIAH  YAOCTOBEPSIOMMM  LIEHTPOM,
aKKpSIUTOBaHHBEIM IIpH MuHHCTEpCTBE NU(GPOBOTO Pa3BUTHS, CBSA3M W MACCOBBIX KOMMYHHKAIHA
Poccuiickoit ®enepanun).

2.1.7. YuacTHHKH 3JeKTPOHHOT0 KaJApOBOro JOKYMeHT00GopoTa — pabGoTomaTenp —
OAY «Tenepamuosemarenbaas koMnanus «Mup benoropss» u ero paGOTHUKH, KOTOPEIME GBLIO
AaHo cornacue Ha B3aumozelcTeue ¢ OAY «TenepaguoBemarensHas KoMmanus «Mup Benoropbsay»
IIyTeM 3JIEKTPOHHOTO JOKYMEHT0000pOTa.

2.1.8. DnekTpoHHasi moANHCh — MHGOPMAIWS B SICKTPOHHOM GopMe, KOTopas IPHCOSIUHEHA K
npyroi WHpOpMaNUK B 3NEKTPOHHOH (opMme (moAmMCHBaeMOM HHGOPMALMHA) WM HHEIM 06pa3oM
CBs3aHa C Takoi HMHpOpManueil u KOTopas HCHONB3YETCS IS OTIPECTICHHUS JIAIA, TOAIACHIBAIONIETO
UH(POPpMAIIHIO

2.1.9. nekTpOHHBIHi  JOKYyMEHT — JIOKYMEHT, CO3JaHHBI B aBTOMATH3UPOBAHHOM
MH(OPMAIMOHHO! CHCTEME, C OMOMIBIO CPEACTB KOMITBIOTEPHOM TEXHUKH, KOTOPHI MOXKET OBITH
NIOAMICAH HMCKIFOUMTENIBHO COOTBETCTBYIOIIEH 3JIEKTPOHHOM NOANMCHIO, Oe3 AyONMpoBaHMSA Ha
OyMa)KHOM HOCHTEIIE.

3. Iopsanox nepexona Ha KaJpOBbIii 31eKTPOHHBIH JOKYMEHT0060pOT

3.1. ITepexon Ha B3aumozeiicTeue OAY «TenepaguoBemarenbHas Kommnanus «Mup Bemoropbsa»
U €ro pabOTHHKOB IIyTEM 3JIEKTPOHHOTO KaJpOBOTO JOKYMEHTOOOOPOTA OCYIIECTBIISIETCS TONBKO
IIpY HAIMYUHU COTJIACHS pabOTHHKA.

3.2. VBemomiieHHe pabOTHHKOB O IIEpeXo/e Ha B3aUMOJCHCTBHE Yepe3 DIEKTPOHHEIN
JIOKYMEHTOOOOPOT ocymecTBiIsteTcss oTBeTcTBeHHBIM JmnoMm OAY  «TenepaguosemarenpHas
Kommanus «Mup benoropes» m00 IEpCOHANBHO, IOJ IOANHCH, HOCPEACTBOM BpPYYECHHS
COOTBETCTBYIOIIETO YBEAOMIICHUS, nmubo IIOCPEACTBOM HAIIPABIICHUS YBEIAOMIJICHHS B (bopMe
SIEKTPOHHOIr0 NOKyMeHTa, nognucanaoro YKOII paborogaTens.

3.3. Pabornuk OAYVY «TenepamuosemarensHas kommanus «Mup Bemoropes» Hampasiser
coracue Ha ocymectBiende OKJIO B Teuenwe 10 KaneHIapHBIX JHEH ¢ JaThl HONYYEHHS HM
YBEIOMJICHHUSL.

B cnyqae ne npenocrasnenus paboraukom OAY «Tenepannosemarensaas koMmnanus « Mup
benoropes» cormacus Ha B3aUMOACHCTBHE C pabOTOHATENIEM MOCPEICTBOM 3JIEKTPOHHOIO
JOKYMEHTOO00pOTa, pabOTHHK CUMTAETCS OTKA3aBIIMMCS OT TaKkoro B3ammozeiictsus. [Ipu 3ToM
paboTHMK BIIpaBe JaTh coriacue Ha B3ammoseiicteue ¢ OAY «TenepanmoBemaTenbHas KOMIIAHUS
«Mup benoropes» myTéM 3JIEKTPOHHOTO TOKYMEHTOO00POTA B TIOCIIELYIOMEM.

3.4. Cormacue Ha B3auUMOJEHCTBHE ¢  paboTomareNeM MOCPEACTBOM  3IEKTPOHHOTO
JOKYMEHTO000poTa He TpeOyeTcs OT JIMII, KOTOPBIe MPUHATH! (IPUHUMAIOTCS) Ha paboTy mocie 31
nexabpst 2021 roga u y KOTOpBIX 1O cocTosHMIO Ha 31 mexaGpst 2021 roma oTCyTCTBYeT TpymOBOL
CTax.



3.5.0AY  «TenepamuoBematensHas  kommaHus «Mup  Benoropbs»  ocyiiecTsiseT
MHGOPMHPOBAHKE JIUIA, TPUHAMAEMOro Ha paboty, 06 ocymiectBienun DKJIO. Ilpu 3tom numo,
uMeromiee o cocrosHmio Ha 31 nexabpa 2021 roma TpynoBoi cTaxk, IpH mpHeMe Ha paboTry K
paboTOAATeI0, KOTOPHIH OCYIIECTBIISET HIEKTPOHHBIN JOKYMEHTOOOOPOT JTHOO MPHHSI PEMICHUE O
BBEJICHHH 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa, BIIpaBE JOaTh COIJIACHE HA B3aWMOJCHCTBHE C
paboToaaTeleM MOCPEACTBOM AJIEKTPOHHOIO JOKYMEHTO000pOTa

3.6. PaboTomaTens 6e3BO3ME3HO NPENOCTABISIET paOOTHUKAM, KOTOPHIE HE JAIM COIJIACHS Ha
B3aMMOJIEHCTBUE C paboTOAaTENEM HOCPEICTBOM SIEKTPOHHOIO JOKYMEHTO000pPOTa, MOKYMEHTHI,
CBsI3aHHBIE C UX paboTOH y HETO, HA OyMaXKHOM HOCHTEJNE, 3aBEPEHHBIE Ha UIEXKAIIUM 00pa3oM.

3.7. Anmunrucrpatop IKJIO nocne ucredeHus cpoka Ha MPEIOCTaBICHUE COrllachii pabOTHHKOB
dopmupyer u yrBepkmaer y pykoBomurens OAVY «TenepamuoemarensHas kommauus «Mup
benoropes» cmucokx pabotHukoB OAY «TenepamuoBemarensHas Kommanus «Mup Benoropesy,
KOTOpBIE Janu coriacue Ha B3aumozeictBue ¢ OAY «TenepaguoBeniarensHas KoMmmaHus «Mup
benoropea» myrem OKJIO, mpum HeoOXOJUMOCTH OCYLIECTBIISET MOANKMCAHHE YYaCTHUKAMMU
SIIEKTPOHHOI0 JOKyMEHTO000POTa JOIOTHUTENHFHOTO COIIAIEHHS K TPYAOBOMY JIOTOBODY.

3.8. Ilopsmok co3manusa JlmgHoro kaOwmHera paOOTHWKA, (OPMHUPOBAHUS ¥ IIOJIMCAHUS
3ICKTPOHHBIX JOKYMEHTOB ycTaHaBIuBaoTcs B [Tpunoxernuu Ne 2 k Hactosemy ITopsiaky.

4. Ilopsaok BexeHHsI 3JIEKTPOHHOI0 JOKYMEHT0000pOTA

4.1. 5KJIO B OAY «TenepaguosemarensHas komnanus «Mup Benoropes» ocymectsisercs B
OTHOINICHHM JOKYMEHTOB M KaTeropuii paOOTHHKOB, II€PE€YHH KOTOPBIX YCTAHOBIEHBHI B
ITpunoxenun Ne 1 x Hactosmemy [lopsaky u [Tpukasom Ne 74/1 ot 28.03.2023 roga o BBeneHUU
BIICKTPOHHOTO JoKyMeHTo000poTa B OAY «TenepamnosemarensHas komnanusa «Mup Benoropbsy.

4.2. Ocymecteaerne OKJIO npoHCXOOuT IIOCPEICTBOM HCIONB30BaHus HH(pOpMAnHOHHON
cucteMsl ¥ waTopmel «Pabota B Poccumy.

4.3. loctyn paboTtHuka B HH(OpManmoHHON CHCTEMe HPOHCXOJWUT IYyTEM AaBTOPH3ALMH B
JImunom xabunete MH(OpMannoHHON CHCTEMBI yTeM BBOJA, YKA3aHHBIX IPH CO3AaHMHU JIMIHOTO
kabuHeTa paboTHHKA e-mail 1 mapoitro, 160 MOCPEACTBOM BBOJA KOJA, IOIyYEHHOIO PaGOTHUKOM
yepe3 SMS/WhatsApp mo Homepy ero TenedoHa, YKa3aHHOrO IPHd DPETHCTPAlUM B
Wndopmannonnoi cucreme.

4.4. Toctyn x MHbopmanmonHo# cucteme ot umenn OAY «Tenepamuosemarensaas KOMIIaHUS
«Mup benoropesi» mmeror: pykoBomutenb OAY «TenepamuoBemarenbHas Kommaus «Mup
Benoropea», Aqvunuctparop OKJIO, a Taxxe WHbIE NUIA, YCTAHOBJIECHHEBIE OTAECTLHEIM IIPHUKA30M
OAY «TenepaguosemarensHas KoMnanus «Mup Benoropbsy». YKazaHHEIE B HACTOSIIEM ITyHKTE
nuna obnajaloT IpaBOM AOCTyma K cBemeHHsAM o pabotaumkax OAY «TenmepammoBemarenbHas
kommanus «Mup Benoropea» u x nokymeHTaM OAY «TenepanmoBemarenbHas KoMmanus «Mup
Benoropesy.

Jlnd yxa3aHHBIX B HACTOSINMM IIyHKTe Jiun AnMuaucTparopoM DKJIO H3roTaBIHBaroTCca U
BBIJAIOTCS CEPTH(QUKATHI KIIOYEeH 3IEKTPOHHBIX IIOAIMCEH, B 3aBHCHMOCTH OT KATETOPHH HX
nocryna k 9K/JIO, a Takke B 3aBUCHMOCTH OT KaT€T'OPHUH MOAIKMCHBAEMBIX HMH JOKYMEHTOB.

4.5. IlognuckBaTh KaJIpOBEIE 3JIEKTPOHHBIE JIOKYMEHTBI oT UMEHU
OAY «TenepanuopemarensHas kommanus «Mup Benoropbs» BmpaBe IHIa, yCTaHOBIEHHBIE B
npukasze OAY «Tenepanuosemarensuas koMmmanus «Mup Benoropba».



4.6. llonnucanne crenyromux 1okymMenToB ot uMenn OAY «TenepanuoBemarensHas KOMIAHMS
«Mup benoropssa» ocymecreisercs npu OKJ[O Tonbko npu ucnons3oBanuu YKIIT:

— TPYIOBBIX IOTOBOPOB;

— JOrOBOPOB O MaTE€PHUATHHON OTBETCTBEHHOCTH;

— Y4EHUYECKUX JOTOBOPOB;

— JOTrOBOPOB Ha MOJIy4IeHUE 00pa3oBaHus €3 OTPHIBA HITH C OTPHIBOM OT PabOTEL;

— IpuKa3a (PacIopsHKEHHUS) O IPUMEHEHAH JUCIUILTHHAPHOrO B3bICKAHHS,

— YBCAOMIICHMH 00 M3MEHEHHH ONPEIENECHHBIX CTOPOHAMH YCJIOBHH TPYJOBOIO JOrOBOpA
nocpencTBoM MHGOpManOHHOM CHCTEMEI,

— TpY BHECEHUM U3MEHEHUH B BHINICYKa3aHHbIE JOKYMEHTEL

Ilpu mommucanum wHbIX mokymeHToB OAV «TenmepamuoBemarensHas kommarus «Mup
Benoropesi» Brpase mcmonssoBats YKOII; YHOII, mopsmox HpoBepKH KOTOpOH oOmpenessercs
COIVIAICHHEM CTOPOH TpyAoBoro jgorosopa; YHOIII, BelmanHylo ¢  HCIOJIB30BaHHEM
MHPACTPYKTYPEI SJIEKTPOHHOTO [IPABUTEIBCTBA.

IIpu noanmcaHuy 3NEKTPOHHBIX JOKYMEHTOB MOCPeACTBOM miatdopmel «Pabora B Poccum»
paboTozmarereM MoryT ucnomb3oBarhes: YKOII; VHDII, BeaHHAS C  WCIOJIb30BAHHEM
HHOPACTPYKTYPHI SIIEKTPOHHOTO IIPaBUTEIHCTBA.

4.7. llonnucanne mnepeuncieHHBX B 1. 4.6 IIoNOXEHHS [OKYMEHTOB OCYIIECTBIIIETCS
paboTaukomM npu ucnombzoBaHmu YKOII; VHOII, mopsmox mpoBepKH KOTOpOH OIpemersercs
COIJIAIIICHHEM CTOPOH  TpyAoBOoro jgoroBopa; YHOII, BeIHaHHOM ¢  HCIOIB30BaHUEM
HHPACTPYKTYPHI SJIEKTPOHHOTO IIPABUTENBCTBA.

IIpn noanucaHuy MHEIX TOKYMEHTOB PabOTHHK BIIpaBe Takke MCmonb3oBath 11311 B ciiydae,
€CIIM COTJIallleHHeM CTOPOH TPYAOBOTO JOrOBOpa YCTAHOBJICHBI IpaBWJIa OIPEACICHHUs JIHLA,
NOAMYCHIBAIOIIETO 3JIEKTPOHHBIA JOKYMEHT, II0 €T0 IPOCTON 3JIEKTPOHHOM HOIMUCH U TPEGOBAHUS K
COOJIIOICHAIO KOH(UICHIMANPHOCTA KIHOYa TAakoW mnoAmuc. [IpM NOMNMCAHHMM SIEKTPOHHBIX
JOKYMEHTOB DPa0OTHHUKOM WM JIALOM, HOCTYNAIONAM Ha pPaboTy, MOCPEACTBOM ILIaT)OpPMEI
«Pabota B Poccum» Mmoryr wucmons3zoBathes: YKOII; VHDIIL, BeimaHHAsS C HCIOJB30BAHHUEM
MH(GPACTPYKTYPhI 3NEKTPOHHOTO MPaBUTENLCTBA; 11911, KIF0W KOTOPOM MOMydeH HpH JTHIHOM SBKE B
COOTBETCTBHH C ycTaHOBIEHHBIMH IIpaBurensctBom Poccmiickoit ®enepanuy mpaBuIaMu
HMICIIOJIB30BAHUS IPOCTOMN 3IEKTPOHHOM MONUCH IIPH OOPaIeHUH 3a MOIyIeHUEM TOCYAapCTBEHHBIX
U MYHHIIMNATIBHBIX YCIYT B 3JIEKTPOHHOM (opMe.

4.8. PabOTHHK WM JHIO, HOCTyHmAaIlee Ha paboTy, OCYIIECTBISIONHAE B3aNMOIEHCTBHE C
paboTonareneM MOCPENCTBOM 3JIEKTPOHHOIO IOKYMEHTOOOOpOTa, BIPaBE HANpABIATE B apec
paborozarensi 3asBIEHHS, YBEIOMIEHHS M COOOLICHHS, KOTOPHIE IPELYCMOTPEHHI TPYIOBBIM
3aKOHOJATENBCTBOM U B OTHOLICHWH KOTOPBIX OCYMIECTBISETCS JIEKTPOHHEBIA JOKYMEHTOOGOPOT
HWHadopmanmoHHoM CHCTEMEL.

3asdBeHAs, YBENOMICHHS M COOOINICHWS, HANpPaBIEHHbE pAaOOTHAKOM IUIM JIHIIOM,
IIOCTYNAloIUM Ha paboTy, crmoco6amMd, B COOTBETCTBHH C ITOJIOKEHHSMH HACTOSAINIETO IYHKTa
CYMTAIOTCS ITOJyYEHHBIMU PabOTOIaTeNEM Ha CIEAYIOMUA Pabouuii IEHb MOCIIe UX HAIPaBIICHHS.

4.9. 3asgBrenue o BEIaYe JOKYMEHTOB, CBA3aHHBIX C pabOTOM, MM UX 3aBEPEHHBIX HaIEHKAIAM
obpazoM komwui (c1. 62 TK P®) paGoTHHK MOXET IIOAaTh B MUCEMEHHON (opMe, THOO HAIPAaBHTDH
uepes Hupopmanmonnyro cuctemy. Ilpp momade paGOTHMKOM —YKA3aHHOTO — 3asBIICHUS
OAY  «TenepanuosemarenpHas KoMmaHdus «Mup Benoropbs» 6e3B03ME3HO MPEHOCTABISET



paboTHHKY He TO3/IHEE YeM B TeueHHe 3 (Tpex) paboumx JHEH co JHS ero MoJauy TaKhe JOKYMEHTEI
WM HX 3aBEPCHHBIC HAIIeXKaluM oO0pa3oM Komuu Ha OyMakHOM HocuTene imbo, eciau B
OTHOIIEHWW STHX JOKYMEHTOB OCYHIECTBIISETCSA 3NEKTPOHHBIA JOKYMEHTOOOOPOT, TaKue
3JIEKTPOHHBIE TOKYMEHTHI CIIOCOO0M, YKa3aHHBIM B 3asABJICHHH PaOOTHUKA!

49.1.B dopme Kommm 3IEKTPOHHOTO JOKYMEHTa Ha OyMaXHOM HOCHTENE, 3aBEPEHHOM
HaJUIeXamuM o0pa3om;

4.9.2. B GopmMe 3IEKTPOHHOTO JOKYMEHTAa, B TOM YHCJIE IyTEM €ro pasMelIeHMs Ha E€IUHOM
ImopTaje TrOCYyJapCTBEHHBIX U MYyHHLIMNAIBHBIX YCIYT B CIydyae B3aUMOJEMCTBHA B LEJAX
OCYILIECTBIICHNUs 3JIEKTPOHHOIO JOKyMeHTOoOopoTa WMH(DOPMAIMOHHON CHCTEMEI € €IUHBIM
IIOPTaJIOM IOCYJapCTBEHHBIX M MYHHIMIAIBHBIX YCIYT JHOO B JIHYHOM KaOuWHeTe paOOTHHKA Ha
nubpposoii  mmarhpopme «PaGota B Poccum» mpu  ycnoBHM €€ HCIIOIB30BAHHSA
OAVY «TenepagmoBematensHas KoMmmaHus «Mup bBenoropes» B Iensx OCyIIECTBICHHS
3IIEKTPOHHOI'0 TOKYMEHTO000pOTA.

4.10. ITo 3asBneHu0 paboTHHKA paboTomaTens obecnednBaeT JOCTYI PabOTHHKA K JOKYMEHTaM,
IOJIMCAHHEIM IIPOCTOM 3NEKTPOHHOM IOANUCHI0 pabOTHHKA B HMHMDOPMAIMOHHOM CHCTEME
paboTonarens, IIyTeM HaIpaBIeHHS JIEKTPOHHOTO JOKyMEHTA B JIMYHBIN KaOUHET paboTHHKA (IIpH
HaIMYdKM) Ha €IWHOM IIOpTale TOCYJapCTBEHHBIX M MYHHIWNANGHBIX YCIAYT B IOPSJIKE,
npenycMmorperHoM IpasutensctBoM Poccutickoit @eneparun.

D CpOKl/l NOANMUCAHMA paGOTHHKaMI/l JJICKTPOHHBLIX JOKYMCHTOB M 03HAKOMJICHHS ¢ HUMH

5.1. JloxymeHT, B OTHOIIEHHMM KoToporo ocymiectBisercss OKJIO W KOTOPBIA ITOIJIEKHUT
TIOAIMCAHHUIO CO CTOPOHBI PaOOTHHKA, MOAMHCBHIBACTCS IMOCICOHUM He Ho3aHee 12 (IBeHamLaTH)
pabouymMx  YacoB ¢  MOMEHTa IONydYeHHsS  YBEAOMIICHHs o  HampaBueHun  OAVY
«TenepamuoBemarensHas komnanus «Mup bBemoropssi» nokymenta. B cimywae Hecormacus c
NOANMCAaHUEM JOKYMEHTA MM JKE €T0 Colep:kaHueM, PaGoTHUK BIpaBe c(OpMHUPOBATH M HAITPABUTH
uepe3 Uupopmanmonnyio cucremy OAY «TenepaanoBemarensHas komnanus «Mup Bemoropesa»
YBEIOMIICHHE 00 OTKa3€ OT IIOJIHCAHMS C YKa3aHUEM IPUYUHBI 0TKa3a OT MOAMMCAHHUS JOKYMEHTA.

5.2. Pabotauk, xoTopeii momyuun oT OAY «TenepagmoBemarencHas kommanus «Mup
benoropesa» mid O3HAaKOMIIEHHS IOKYMEHT, B OTHOIICHHH KOTOpPOro ocymectsisercs KO,
HalpaBJgeT NOATBEPKACHHE 00 03HAKOMIICHHH C JOKYMEHTOM B TeueHne 12 (nBeHaauaTu) pabodnx
YacOB C MOMEHTa IOJIyuyeHHs yBemomiieHuss o HampaBieHun OAY «TenepamuoBemareapHast
xommnaHus «Mup benoropes» mokymeHTa.

6. IndopmanmonHnast 6e30mMacCHOCTH

6.1. ndopmanuonnas 6€30IaCHOCT IPH OCYIIECTBICHAH SIEKTPOHHOTO JOKyMEHT0060pOTa B
OAY «TenepanuoBeniarenbHas Kommanus «Mup bBemoropes» obecrmednBaeTcs KOMILIEKCOM
TEXHUYECKUX U OPTaHU3AIMOHHBIX MEPOIIPHUSITHIA.

6.2. K TEXHUYECKAM MEPOTIPHATHSIM OTHOCSTCS:

6.2.1. Opranu3anys ¥ WCIOJIB30BaHKE CPEACTB 3aIIUTH MHGOPMALKKM B IONHOM OOBEME HX
(GYHKIIMOHATBHBIX BO3MOXKHOCTENH;

6.2.2. Obecneyenne NEIOCTHOCTA 06Pa0aTHIBAEMEIX JAHHBIX;

6.2.3. O6GecnieueHre aHTHBHUPYCHOM 3aIIUTHI HHPOPMAIVH.



6.3. K opraHu3anuoHHEIM MEPOIIPUATHUAM OTHOCITCS:

6.3.1. KoHTpons BHIMONHEHUS TPeOOBaHUM HOPMATUBHEIX JOKYMEHTOB, perIaMeHTHPYIOLIHX
obecrnieucHNE 3aMUThH HHPOPMAIVH;

6.3.2. Ompezienenre JOUKHOCTHEIX JIMII — YYacTHHKOB OJIEKTPOHHOTO JOKYMEHTO0GOpOTa M
OpraHmsaTopa  SJIEKTPOHHOIO  JOKYMEHTOOOOpOTa,  OTBETCTBEHHBIX 3a  OOeclieYeHue
HHGOPMAIMOHHOM 6E30IaCHOCTH;

6.3.3. YcTaHOBICHHS HOPsiika OOHOBIICHUS AaHTUBUPYCHBIX 0a3;

6.3.4. YcraHoBNeHHE MOpAAKA IIPOBEJCHHS PEMOHTHO-BOCCTAHOBUTENBHBIX PaGOT HpOrpaMMHO-
TEXHUYECKUX CPEJICTB;

6.4. @enepanbHblii 3akoH Ne 152-@3 ot 27 wmrons 2006 roma «O IepCOHANBHBIX IAHHBIXY
yCTaHaBIKBaeT TPEOOBaHMS K ONEPATopy NEPCOHAIBHBIX JaHHBIX W €r0 HH(POPMALHOHHBIM
cucreMaM. TpeboBanms K MHGOPMAIMOHHBIM CHCTEMaM, COAEPKAIlMM IEpCOHAIBHbIC NAHHEIE,
yKa3aHbl B IOKYMEHTHI, yTBepXA€HHOM I[locranosnenuem IIpaBurenscrBa PO ot 1 Hoa6pa 2012
roga Ne 1119 «O6 yTeepxnenun TpeGoBaHuii K 3aIUTe IEPCOHANBHAIX TAHHBIX IPH BX 06paboTKe B
HHGOPMALMOHHBIX CHCTEMAX IEPCOHANBHEIX JAHHBIXY.

6.5. Homknoctaeie muna OAY  «TemepamuoBemarensHas kommanus «Mup Bemoropbsy,
OTBCTCTBEHHEIE 3a O0O0eCHedeHHEe O€30IacHOCTH MEPCOHANBHBIX JAaHHBIX, IOJDKHBI 00JIaIaTh
COOTBETCTBYIOIICH KBalMpUKanued, IMOITOMY IIpH ONpEIeleHur TpeOOBaHMM K JaHHBIM
paboTHHKaM HYXHO OpHeHTHpoBaThcs Ha IloctaHoBnenwe IlpasurensctBa P® Ne 1119, IMpukas
®CTOK Poccum ot 18 ¢espana 2013 roma Ne 21 «O6 yrBepxaennun CocTaBa M CONEpIKAHKA
OpraHM3alMOHHBIX ¥ TEXHUYECKHUX MEP M0 00ECIIEUEHHUIO G€30IaCHOCTH NIEPCOHANBHBIX JAHHBIX IIPH
ux 06paboTKe B HHPOPMALOHHBIX CHCTEMAX IIEPCOHATBHEIX JaHHBIX).

Vs HNHcTpykTak paGoTHHKOB 0 B3aHMOIEHCTBHIO
¢ OAY «TenepannoBemarenbpHas komnanus «Mup Besoropss» B pamkax KO

7.1. Anmunnctpatop OKJIO 1o momenta BBenmenums OKJIO ocymecTBiser paszbsicHEHHE
paboTaukam cremyromeif mHboOpMamuu mo B3amMmoneictBHio ¢ OAY «TenepamuoBemareabHas
komnanus «Mup benoropes» B pamkxax 9KJIO:

7.1.1. npuanMnE! B3anMoneicteus mpu IKJO;

7.1.2. ocobennocTu pabotsl MHOpMAMOHHON CUCTEMEL;
7.1.3. cpoku moAmucaHus JOKYMEHTOB;

7.1.4. vHBIE BOIIPOCHI B3auMOeicTBUs B pamkax DKJIO.

7.2. llepromu4HOCTs U rpaduK IPOBEACHUS MHCTPYKTaXeH, KaCalOIMXCsl B3aUMO/IEHCTBYS U
OKJO, onmpenenserca npuxaszom OAY «Tenepanuosemarensras komnanus «Mup Bezoropss».

8. Xpanenmue 3/1eKTPOHHBIX JOKYMEHTOB

8.1. Bee snextponnble kanposie JokyMeHTE OAYV «TenepapuoBenarensaas KoMmanus «Mup
Benoropbs» MOMKHBI XpaHHTBCA B TOM Xe (opmare, B KOTOPOM OHH OBUIH C(OPMHPOBAHEL
OTIPaBJICHBI ¥ MOIYYCHBL

8.2. Cpox XpaHeHMs OIEKIPOHHBIX KaIpoBhIX HOKyMeHTOB OAY «TenepamuoBemmarensHas
Kommanus «Mup benoropes» B 371€KTpOHHOM BHJE COOTBETCTBYET CPOKY XPAHEHHS MX GYMasKHBIX
aHAIOTOB. JTH CPOKHU yCTaHOBJEHHI [IpuKkazoM (eiepabHOro apxuBHOro areHTcTBa OT 20 mekabps



2019 roma Ne 236 «O6 yrBepxnaenuu Ilepeuns THIOBBIX yIpaBIeHYECKUX ApXUBHEIX JOKYMEHTOB,
oOpasyroluxcs B IIpOLECce MAEATENbHOCTH TOCYTapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO
CaMOYIIPaBJICHUS U OPTaHU3aIMH, ¢ YKa3aHHEM CPOKOB MX XPaHEHHA», BHYTPCHHUMH JOKYMEHTAMH
OAYV  «TenepanuosemarensHas Kommanus «Mup Benoropes». Ilpu 5ToM CpoKHM XpaHEHHS
3NCKTPOHHBIX JTOKYMEHTOB, KaK M OyMa)KHBIX, OTCUMTBIBAIOTCS C 1 sHBaps roja, CIEAyIONIETO 3a
TOJIOM, B KOTOPOM JIOKYMEHTEI OBIIHM 3aKOHYEHHI JenonpousBoxcteoM (m.2 cr.21.1 depepamproro
3akoHa Ne 125-@3 «O6 apxuBHOM jene B Poccuiickoit @enepanumy).

8.3. Xpanenue OIEKTPOHHBIX KaJPOBBIX JOKYMEHTOB JOJDKHO COMNPOBOXKIATHCS XPaHEHHEM
COOTBETCTBYIOIIETO IIPOrPaMMHOIO OOECIIEYEHHMS], O3BONISIOMIEI0 MMETh BO3MOXKHOCTh PaboTHI ¢
3JIEKTPOHHBIMH JOKYMEHTaMH.

8.4. OAY «TenepanuopemarensHas KoMmnaHus «Mup Benmoropbs» oCywlecTBIseT XpaHEHHE
3NICKTPOHHBIX JOKYMEHTOB, CO3JaHHBIX B IH(popManumoHHOH cucTeMe, II0 3aBEPLICHHUIO
JICIIONIPOMU3BOJICTBA 110 HHUM, Ha TEXHHYECKHMX ycTpoiictBax WHbopmanumonnoit cucremsl/ OAY
«TenepamuoBemarensuas kommanusd «Mup Benoropes», mpeqHa3HAYEHHBIX CHOCHUAIBHO I
XpaHCHUS DIEKTPOHHBIX JOKYMEHTOB (CepBEphl), B TEYCHHE CPOKOB, YCTAHOBJIEHHBIX
3aKoHOJaTensCTBOM Poccuiickoii denepanuu 06 apXUBHOM JEIE.

8.5. XpaHeHue 3IEKTPOHHEIX JOKYMEHTOB, CO3JAHHBIX C HCIOJNB30BAHUEM €IMHON MU(POBOIH
mwiatdopmel «PaboTa B Poccumy, 0CyIecTBISIETCs OIIepaTopoM Takoi CHCTEMBI, B TEYEHHE CPOKOB,
YCTaHOBJIEHHEIX 3aKOHOMaTensCcTBOM Poccuiickoit denepanuu 06 apxuBHOM J€IIeE.

9, Cay4yau odopmiieHHs] KaAPOBBIX TOKYMEHTOB
OAY «TenepagnopemarensHas komnanus «Mup Besoropbs» na GymakHOM HOCHTeJIe

9.1.B cmydgae kaTacTpodsl IPHPOJHOTO MM TEXHOIEHHOrO XapakKTepa, HpPOM3BOJCTBEHHOM
aBapuH, HECYACTHOIO Ciydas Ha IPOHM3BOJCTBE, I0OXKapa, HABOAHEHUS, 3eMIIETPACEHMS, SIUAEMUN
WIM SMU300THA M B JOOBIX MCKIIIOYMTENBHBIX CIydYasX, CTaBSAMIMX MOX Yrpo3y KU3Hb MM
HOpMaJIbHbIC XM3HEHHBIE YCIOBHS BCErO HACENICHHS MM €TI0 YacTH, paboToxareis U pabOTHHK, HE
OCYIIECTBIISIONINE B3aUMOJEHCTBUE IIOCPENCTBOM 3JIEKTPOHHOTO JOKYMEHTO0GOpOTa, BIpaBe B
COOTBETCTBUH C JIOKAIBHBIM HOPMAaTHBHBIM aKTOM, IPHHUMAEMBIM C YYETOM MHEHHS BHIOOPHOIO
OpraHa IEpBHYHON IPOQCOIO3HON OpraHHM3alyu B MOPSIKE, YCTAHOBIECHHOM cratheil 372 TK PO
IUISL IIPUHSATUS JIOKAJIBHBIX HOPMAaTHUBHEIX aKTOB, BpPEMEHHO oOMeHUBaTHCH AOKYMEHTaMH, B TOM
YUCNIC JOKYMEHTaMH, CBA3aHHBIMH C paboToil, B QopMe 3IEKTPOHHOTO JOKYMEHTa WA
BIIEKTPOHHOrO o0pasa JOKyMEHTa (DOKyMEHTa Ha OyMaXXHOM HOCHTENE, IPeoOpa3soBaHHOIO B
BJIEKTPOHHYIO (opMy IIyTeM CKaHHPOBaHHSI MM (GOTOrpa@UpOBaHHs C COXPAaHEHHEM €ro
PCKBH3HUTOB) C MOCIEAYIONMM IIPEICTABICHHEM COOTBETCTBYIOMIMX JOKYMEHTOB HA OyMaXKHOM
HOCHUTEJIE.

9.2. B cinyyae HpHOCTaHOBIICHHS NEATENHHOCTH HMH(OPMANMOHHON CHCTEMBI HONHOCTBIO HJIH
YaCTHYHO, Hanu4us cOos B ee paboTe, BOSHUKHOBEHHS 00CTOSTENECTB HELPEO[0IUMOM cHTE (pope-
MaXOp) YNOJIHOMOYEHHBIC pa0OTHHKM Ha OCHOBAaHMM IIpMKa3a pykoBomuTens OAY
«TenepapnosemarenpHas komnanus «Mup Bemoropbsi» BrpaBe 0GpOpMISTE KaIpoBhle JOKYMEHTEI
Ha OyMa)KHOM HOCHTEJE.
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10. Hudopmuposanne KOMHCCHH IO TPYAOBLIM CIIOPaM,
B3aMMO/IEiCTBHE ¢ IPO()COIO3HBIMH OPraHU3ANHUAMHU

10.1. TTomomuuK TeHEePaIbHOIO JIIpeKTopa (4] YIIPaBIICHHUIO [IePCOHAIOM
OAY «TenepamuoBemarenbHas kommanus «Mup benoropes» obecrmedmBaeT —IOCTOSHHOE
nHpopMupoBaHHe KOMHCCHHU o TPYAOBBIM cropam, a  Takxke npodcoroza

OAY «TenepamwosemarensHas koMmaHus «Mup Benoropbs» o0 KaJpoBEIX H3MEHEHHSIX B
OAY  «Tenepanuosemarensuas kommanus «Mup Benoropest»  myTéM uHGOPMHpOBaHHS B
IIICbMEHHOM BHUJE.

lenbio yka3aHHOr0 HHYOPMHPOBAHHS SBIILETCS IOBBILICHUE KAYECTBA PAOOTHI B AKTHBHOCTH
PO COrO3HOM OpraHK3aluy [HaHMEHOBAHHE YIPEXKAEHHs] [0 BOMPOCAM 3allUTHI IIPAB PAGOTHHKOB
Ha 6e30NacHBI! TPy, HPOPMUPOBAHKS IOTUTHKE HETEPIMMOCTA PAGOTHHKOB K (JaKTaM HapyIICHHS
HOPM TpPYZOBOIO IIpaBa.

11. IIpnnoxenne k Hacrossmemy Ilo1oskenuro

11.1. Tlpunoxenne Ne 1: IlepeyeHs HOKyMEHTOB U KaTeropuii paGOTHUKOB, B OTHOIMEHHY KOTOPBIX
B OAY «TenepamuosemarensHas kommaeus «Mup Benmoropbs» ycTaHOBIEH KaZpOBBIi
3JIEKTPOHHBIA TOKyMEHTO00O0POT;

11.2. Tlpunoxenne Ne 2: ITopsnox cosganus JIudsoro kaGuHeTa paGOTHHKA, (POPMHUPOBAHHS W
TOJNKCAHHUS STICKTPOHHBIX JOKYMEHTOB.
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Ipunoxenue Ne 1
K [TonoxeHuto 0 3NEKTPOHHOM KaJpOBOM JOKYMEHTO000pOTE

INEPEYEHb
JOKYMEHTOB M KATeropuii padoTHuKoOB,
B oTHomeHNH KoTopbIX B OAY «Tenepagunosemarenbaas komnanns «Mup besoropbm»
YCTAHOBJIEH 3JIEKTPOHHBIN KaJpOBbIi JOKYMEHT0000pOT

B OAY «TenepamguosemarensHas komnanus «Mup benoropes» (aajiee — paboTogarteb)
YTBEPIKAEHBI CIICAYIONIIE MEPEYHHU JOKYMEHTOB U KaTeropuii pabOTHIKOB, B OTHOIIEHHH KOTOPHIX B
OAY «TenepanuoBemarensHas koMmnanus «Mup bernoropes» ycTaHOBIIEH 3JIEKTPOHHBIN KaJpOBBIi
JIOKYMEHTOOOOpOT Ha ocHoBanmu mpukaza Ne 74/1 or 28 wmapra 2023 roma
OAY «TenepanuosemarensHas komnanus «Mup bemoropes».

1. [Tepeuens KaTeropuu pPabOTHHUKOB, B OTHOIICHUX KOTOPBIX B
OAY «TenepagnoBemarenbHas xoMnanus «Mup benoropes» ycTaHOBIEH 3IIEKTPOHHBIN KaIpOBBIi
JOKyMEHTOOO0POT

HaumenoBanue kaTeropuu pabOTHHKOB, KOTOpBIE OCYLIECTBIAIOT B3auMozelicTere B pamkax K10

PyxoBoguTenu

[u—

9| CnenuanucTol

3| Coyxamue

4| Paboune

2. IIepeuenp mokymeHTOB, B OTHOmIEHWH KOTOpbix B OAY «TenepamguoBeriarensHas
komnanug «Mup benoropbs» ycTaHOBIIEH 3JEKTPOHHBIN KaqpOBBI JOKYMEHTOO00POT

HaumeHoBaHue JOKYMEHTOB, B OTHOIIEHUU KOTOPBIX B OAY «TenepaauoseiiarebHas KOMIaHM
«Mup Benoropes» yCTaHOBIIEH IEKTPOHHBIN KapOBBIi JOKYyMEHTOO0OPOT

1 2

1 TpynoBEIe TOTOBOPHI

2 JlonomHUTENBHBIEC COTTAICHUS K TPYAOBBIM IOTOBOPaM

3 VdeHuueckue T0roBOpsI

ITpuxassl O JIMYHOMY COCTABY, 32 HCKIIIOUYCHHUEM IIPHKA30B O PACTOPIKEHUM TPYAOBEIX
JIOTOBOPOB
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W

['paduk oTmyckon

KoinexTuBHEI 10roBOD

M3MeHEeHus K KOJUIEKTUBHOMY JIOTOBOPY

N

JIOJKHOCTHBIE HHCTPYKITAH

~J

I[Tpyxassl IO OCHOBHOM JESITENEHOCTH

o0

[Tonoxenwue o IICPCOHATIBHBIX TAHHBIX

Cornacue Ha 06pabOTKy MEPCOHATBHBIX JaHHBIX
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[Mpunoxenue Ne 2
K I10JI0XKEHHUIO O KaZpOBOM 3JIEKTPOHHOM JOKYMEHTO0GOpOTE

HOPAIOK
co3nanus JIM4HOro KabuHeTa PaGOTHHKA,
¢dbopMupoBaHNs U HOANHCAHHS 3JIEKTPOHHBIX TOKYMEHTOB
ISl KAXPOBOI0 3JIEKTPOHHOI'0 J0KYMEHT0000poTa

OAY «TenepanuoBemarensaas komnanus «Mup Benoropss» (aasiee — paGoTogaTesin)
YTBEPXKICH CICOYIOIHMH HOPANOK co3ganua Jlmdnoro kabmHera paboTHHKa, (POPMHUpPOBAHHUS U
TONHCAHHUS 3IEKTPOHHBIX IOKYMEHTOB ISl KaJPOBOI0 3JEKTPOHHOTO0 JOKYMEHTO000POTA:

1. Co3nanue Ju4HOro KabmHera padornuxa B Undopmanuonnoii cucreme

1.1. OAY «TenepamuoBemarensHas KoMmmaHus «Mup Benoropes» perucrpupyer paboTHHKA,
KOTOPBIM OBLIO AAHO COTNIACHE Ha B3aUMOJIEHCTBHE ¢ paboTOAaTeNIeM Yepe3 IIEKTPOHHEIH KapOBBIH
JOKYMEHTO0000pOT, B UHbOpManmoHHO#i cucTeMe.

1.2. Jlnsa HaJaia HCTIOJIb30BaHUS HNudopmanuonnoi CHCTEMOU paboTHUKOM
OAY «TenepanuopemarensHas KoManus «Mup Benoropss» HanpapiseT eMy PHITIAMICHUE OJHIM
U3 poctynHex B MHpopManuoHHOR cucTeMe croco6oM (IIMCEMOM Ha 3JIEKTPOHHYIO IouTy, SMS-
coob1IeHuEeM).

1.3. Tlpurnamenne COmepXHUT CCBHUIKY IUII aBTOPH3ALMU W TMOITBEPXKICHHS CBOEH YdueTHOI
3anucu (JImanoro xabunera) pabotauka B MHdopMannoHHoi cucTeMe.

1.4. PaGoTHuk, mpu mepBEuHOM BXoAe B HHdopmanmonHyio cuctemy (permcrpaimus) obs3aH
IOATBEPIUTH CBOO YYETHYIO 3amuch B JIMuHOM KabuHeTe myTeM BBOJA YETHIpEX MOCIEAHMX UMD
cBOero macmopra. Takxe NpH IEpBUYHOM BXoje B HMH(bopMaruoHHYIO cHCTeMY paGOTHMK
OCYLIECTBIISIET O3HAKOMJIEHHE CO CIHEXYIONIMMHU JNOKyMeHTaMH WHGOPMAIIMOHHOM CHCTEMBI, O 4eM
OPOCTABIET OTMETKY B CICHHAIGHOM WHTEPAKTMBHOM IIOJNE: C COTJlackeM Ha o00paboTKy
NEPCOHATBHEIX JaHHBIX, TOJIUTUKON KOH(PUIEHIIUATEHOCTH, I10JIE30BATENLCKIM COTTIAMICHUEM.

1.5. B Jluunom kabmueTe paGOTHHKY JOCTYIEH IpemiaraeMbii dynkuuonan MadopmamuorHoit
CHCTEMBI, B TOM 4YHCIIE BO3MOXHOCTH BhImIycka YHOIIl, noamucanums mTOKyMEHTOB
OAY «TenepanuosemarensHas kommaaus «Mup Bemoropes», a Takxke UCTOpUS IOAMHMCAHHBIX
3JIEKTPOHHBIX TOKYMEHTOB.

1.6. lna  kaxmoro pabOTHHKA, MNOATBEPAUBIIETO CBOK YUYETHYIO 3amuch, mi1  DKJIO
OAY «TenepannosemarensHas kommanus «Mup Benoropest» ocymectsnser Bemyck YHIII ¢
IOMOIIBI0 MH(OpMaIMoHHO# CHCTEMBI IIPH YYaCTHUH YAOCTOBEPSIONIETO IEHTPA.

1.7. PaboTHuk mommuchIBaeT 3asBieHHE Ha BhTyck YHOII IIpocToii 37€KTPOHHON IOAMHCHIO
IIyTeM NOATBEPKACHHUS KoJa mo SMS.

1.8. Ilpu Bemycke VHOII mna pabotamka OAY «TenepapmoBemarensras kommasns «Mup
Benoropesi» ocymecTsiser ero uoeHTHOUKANUIO (MOATBEPXKICHAE IMYHOCTH) HA OCHOBAHHH
MOBEPEHHOCTH OT YAOCTOBEPSIOIIEIO IEHTPA ¥ BBICTYNAET JOBEPEHHBIM JIUIOM MO CMBICIY
®enepansHoro 3akoHa "O6 anexTponHoit moamucu" ot 06.04.2011 Ne63-D3.
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1.9. Tnst ipomomkenust IpoueAyphl Beimycka YHOII, paGOTHHK MOATBEPXIAET HO IIONYIEHHOM
CCBUIKE (B NHCbME Ha 3JIEKTPOHHYIO IOYTy MM SMS cooOmeHHeM Ha HOMEP MOOHIBHOTO
TenedoHa) Beimyck YHOIL.

1.10. Insg 3aBepmieHuss nporenypsl Bemmycka YHOII, a Takke BO3MOXHOCTH IOAMMCHIBATDH
3JEKTPOHHBIE JOKyMeHTHI B MHbopmamuoHHO# cucreme, paGoTHHK mocpeactBoM IIDI1
IIOATBEPKAAET BBILYIICHHBIN cepTudukar YHIIL

1.11. DnexTpoHHBIE MOKYMEHTHI (3asBleHHE paboTHMKa Ha Bbiryck YHOII, moarsepxicHHE
cepruduxara YHOII u wuHble nOoKyMeHTBY/nmelcTBHs) i Bbmycka YHOII ¢ memsio BeneHus
3JIEKTPOHHOIr0 ITOKyMeHTooOopoTa B WH(popmanmuoHHON cucTeMe, moAmKcaHHble Ilonb3oBaTeiieM
IIOI1, mpusHAroTCs paBHO3HAYHBIME JOKYMEHTaM Ha OYMaXHBIX HOCHTENSX, IOANMCAHHEIM
COOCTBEHHOPYYHOH IOJIHCHIO, & CBEICHHSA, COIEpIXKAIIMECs B TAKOM IOKYMEHTE, IPH3HAIOTCH
NOMJIMHHBIMA ¥ JIOCTOBEPHBEIMH, OHM TaKXXE MMEIOT TaKyl0 JXe IOPHOWYECKYI0 CHIY, KaK |
IOJMMCAHHBIE COOCTBEHHOPYYHO JOKYMEHTHI Ha OyMa)KHOM HOCHTEIE, ¥ BIEKYT IIPEIyCMOTPEHHEIE
JUI yKa3aHHBIX JIOKYMEHTOB IIPABOBEIE IIOCJIEACTBHS; HE MOTYT OBITH OCHOPEHBI WM OTPHUIIATHECS
YJaCTHHKaMH KaJpOBOIO 3JIEKTPOHHOIO IOKYMEHTO000OpOTa W TPETBUMH JIMIAMH WM OBITh
IPU3HAHHBEIMU HEICHCTBUTENBHBIMH TOJHKO Ha TOM OCHOBaHHH, YTO OHM OBLUIM IOIIHCAHBEI C
UCroNb30BanueM MH(OpMannoHHOH CHCTEMBI I OQOPMIICHBI B BHJE 3IEKTPOHHOTO JOKYMEHTA;
MOTYT OBITb IIPEACTABICHBI B KadeCTBE JOKA3arejbCTB, PABHOCWIBHBIX IHCHMEHHBIM
JI0Ka3aTeNnbCTBaM, B IIOPANIKE, IPENYCMOTPEHHOM 3aKOHOATeNbCTBOM Poccuiickoit @enepanuu, mpu
5TOM JOIIyCTUMOCTh TaKHX JOKAa3aTENIbCTB HE MOXET OTPUIATHCS TOJHKO HAa TOM OCHOBAaHMH, UTO
OHHU TIPEACTAaBIICHBI B BHUJE 3JEKTPOHHBIX JOKYMEHTOB WJIM WX KOIM Ha OYMaXHOM HOCHTEIE;
Hammyre B pokymeHte [IOIl mompasymeBaeT, 9TO MOKYMEHT HampaBieH M IONHUCAH WM B
HaJUIeXalleM MOpSaKe.

1.12. JTna wucmone3oBanus MHGOPMAOHHOM CHCTEMBI € LENBIO MOJMHCAHHUSA YKA3aHHBIX
nokymeHnToB IIOII, pabGoTHHK caMOCTOSTENHHO OOecleuynBaeT MOAKIIOYEHME K KaHallaMm
3JIEKTPOHHOM, B T.4. MOOMIIBHOH CBA3M H/MIIH IOAJEPXKKY HEOOXOMUMBIX GYHKIMMA, B T.4. QyHKIMIA
SMS, na cBomx ycrpolicTBax (TenedoHe, cMapThoHe, IUIAHIIETE, KOMIBIOTEPE M T.II.) Y CBOETO
OIIepaTopa COTOBOM CBS3H.

1.13. B cny4ae m3MeHeHHs CBEIEHHI 00 afpece 3IeKTPOHHOM MOYTHI WM HOMEPA MOOGHIBHOTO
Tene@oHa pabOTHWK mNpUHHMAaeT Ha cebs 00s3aTeNbCTBA  HE3aMEIUTENFHO  COOOIIHTE
OTBETCTBEHHBIM 3a B3aumozeiicteue o OKJIO B OAY «TenepaguopemarensHas KoMoanus «Mup
Benoropes» nmmaM, KOTOple BHOCAT M3MEHEHHS B CBeJEeHMAX DPaGOTHMKA B MH(bOpManuoHHOM
cHucTeMe.

2. ®opMupoBaHHE H NOANUCAHUS YIeKTPOHHBIX IOKYMEHTOB

2.1. loxymeHTsI Juts moanucanus mpu nomomnm DKJIO MoryT co3naBarses:

2.1.1. OAY «Tenepanuosemarensaas Kommanus «Mup Benoropes» B cucreme 1C:IIpenmpusTue
8.3 (8.3.21.1624), xoupurypamms KAMUH:Pacuer 3apaboTHOM IIaThl IS GHOIKETHBIX
yapexnaenuii. Bepcus 3.5 (3.5.99.2) B popmare Word umu PDF u nepenaercs 8 MupopManuonayro
CHCTEMY;

2.1.2. PabOTHHKOM ¥ [HAaMMEHOBAaHHE YUPEX/ICHHS]| yTeM 3arpy3ku B MHPOpMAIMOHHYIO cHCTeMY
CaMOCTOSITEIILHO CO3/ITaHHBIX NOKyMEHTOB B opmare Word mwim PDF;



2.1.3. BeiGopa pabotaukom um OAY «TenepannoBemarensaas koMnanus «Mup Bermoropssy us
abI0HOB, IIPeACTaBIeHHBIX B MHPOpMAaIMOHHOM cHCTEME.

2.2. ®aiinel ¥ JaHHbBIE, COAEPXKAIIMECS B JOKYMEHTAX, JOJDKHEI OBITH JOCTYIIHBIMU JJIS1 pabOTEHI,
HE JIOJDKHBI OBITh 3alIMINEHB OT KONMPOBAHHUS U IIEYaTH, He JOJDKHbI ObITh 3aIUIIEHb! TApOJIeM, He
JOIDKHBI CONCPXKaTh WHTEPAKTUBHLIE W MYJIbTHMEIUHAHEIE SIEMEHTHl, BHEIPEHHBIC CICHAPHM Ha
s3bIKe JavaScript uim JIoGBIX IPYTUX S3BIKAX MPOTPAaMMUPOBAHUS.

2.3. DNEKTPOHHBIM JOKYMEHT MOXET ObITh IOJNMCAH TOJBKO 3IEKTPOHHOM MOJIHCHIO JIHIA,
KOTOPO€E YKa3aHO B €r0 TEKCTE KaK JIUI[O0, €T0 IO IIUCABIIIEE.

2.4. TlopsioK NOAMUCAHMS 3IEKTPOHHBIX JJOKYMEHTOB:

2.4.1. JIumo “Meroniee JIOCTYII K HudopManuoHHOi cUCTEME oT HMEHH
OAY «Tenepamuosemarensras xommanus «Mup Bemoropes» mpu oTmpaBke JOKyMeHTa Ha
OOANMCh  JIMIy, KOTOPBI  BIOpaBe  MOANMCHIBATH  JOKYMEHTBI OT HMEeHH QAY
«Tenepanuosemarensuas kommnaus «Mup Benoropss», w/Win paGOTHHKY BHIGHpPAET IOPSIOK
noanucanus «PykoBomurenns nepBblit» WK «PaGOTHHK IEPBBIi»;

2.4.2. PabOTHAK  JODKEH  O3HAKOMHTHCS C  JOKYMEHTOM, MONYYeHHBIM 0T OAY
«Tenepanuosemarensnas koMnaaus «Mup beroropbsay, U mommucaTh €ro dJIEKTPOHHOM MOAIHCHIO
He mo3jiHee 12 (nBeHannaTH) pabodux 4acoB ¢ MOMEHTA IIOTyYeHHS yBeaoMIeH s. [Ipa Hecormacuu
C coIepXaHWeM IOKyMeHTa, PaGoTHHK MoOXeT cOpMHpOBaTh M OTIPaBUTHL PaGoTOHATENIO
yBEIOMJIEHHE 00 OTKa3e OT IOJNKCAHUS C YKa3aHUEM IIPUUMHEI OTKa3a OT IOAIMCAHUS,

2.4.3. Jluno, KoTOpOE BIpaBe HONMUCHBATh JOKyMEHTH! oT uMeHr OAY «TenepaanopemarebHas
KoMmraHus «Mup Benoropss», HODKHO 03HAKOMHUTHCS € HOJIYYEHHBIM JOKYMEHTOM, M HOMIIHCATH
€ro 3JIEKTPOHHOW IOAIMMCHIO He mo3aHee 12 (aBeHaanaTH) paboYMx YacoB ¢ MOMEHTA MOJyYEHHs
yBenomienus. IIpu Hecornacuu ¢ copepiKaHHEeM JOKYMEHTa, OH BIIpaBe COPMUPOBATH U OTIIPABHUTE
yBeZoMIIeHHE 00 OTKa3e OT IMOAINUCAHUS C YKa3aHHeM IPHYNHEI 0TKa3a OT IO{IMCAHHUS;

2.4.4. Tlpu veobxomumoct OAY «TenepanuoBemarensas kommnanus «Mup Benoropes» u/uim
paboTHEK He mo3fHee 3 (Tpex) paGoumX AHEH BHOCST HCIPABIEHWS B JOKYMEHT M HAIIPaBIISIET €r0
MIOBTOPHO JUISl IO M CAHUS.

2.5. Ilopsanok co3/faHus U HapaBJIeHHs JOKYMEHTOB PaOOTHHKOM:

2.5.1. PaGoTHHK 3aX0quT B CBOH JIMUHBINA KaOMHET I CO3MaHUS IOKYMEHTA H HAKHMAET KHOIKY
CO3/1aHMs, BEIOMpAET U3 CIIUCKA THI JOKYMEHTA U 3al0JIHAECT HEOOXONUMEBIE JaHHBIE;

2.5.2. PaboTHHK NOMIUCHIBAET JOKYMEHT 3JIEKTPOHHOM MOANKCHIO;

2.5.3. PaboTHUK, Tpu HEOOXOAMMOCTH, BEIOMPAET COTPYAHUKA (PYKOBOAUTENS), KOTOPBIH JOIKEH
COIJIacoBaTh JOKYMEHT, €CIIH IS HEro TpeOyeTcs COriacoBaHus;

2.5.4. CoTpyasuK, KOTOPOMY HaIIpaBJIeH JOKYMEHT Ul COINIACOBaHMS, IPH HEOOXOMMMOCTH, €ro
COIJIaCOBBIBAET, NPOMISL IO CCBUIKE W3 aBTOMATHYECKH CO3JAaHHOTO YBEIOMJIEHHS W HaXKaB Ha
KHOIIKY corjacoBanus. [Ipu Hecormacuu ¢ comepxaHueM TOKyMeHTa — GOpMHUpPYET yBenOMIIEHHE 00
OTKas3€ OT COIIAacOBAHMS C YKa3aHUEM IPUYMHBI 0TKa3a OT COrIACOBAHUS

2.5.5. Apvmnnctparop OKJIO mnpm coriiacoBaHWM 3asBICHHS WM IIPH IOANHCAHWE (SCIM He
TpeOyeTCs COINacoBaHMs) MEHAET CTaTyc JOKyMeHTa B MH(GOpMaNMOHHOM chcTeMe Ha «B pabore/
3aBEPIIEHO/OTKIIOHEHO Y.

2.6. Ilpn ncnonpzosanmu OAY «Tenepanuopemarenbaas komnanus «Mup Bemoropes» cepsrca
https://trudvsem.ru, pabOTHHK BIPaBe MOMKUCHBATH SICKTPOHHBIE TOKyMEHTHI B MTH(MOPMAIMOHHOM
cucreme mocpeactBoM I'ocycnyr. IloamucanHas naHHBIM CHOCOOOM IOKYMEHTAIUS XPaHUTCS Ha
Cepsuce u Ha nopraie https://trudvsem.ru.
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2.7. llomnucannas YHOII noxymenTarus xpauutces B MHGOpManoHHOM crcTeMe.

2.8.Ilpu BO3HMKHOBEHHH BOmpOocOB Mo pabore HMHpopmanmonHOM cucremsr OAY
«TenepanuoBemarensHas koMnanus «Mup Benoropssy», Aqmunucrparop DKJIO u paboTHHK MOTYT
oOparuThCs K ImpaBooGnamaremo MHQOPMAaNHOHHON CHCTEMBI IIyTeM HANpaBICHHSI IHCHMa Ha
9NeKTPOoHHYIO nouty: Help@hr-link.ru anst monyduenus passacHeHui.

2.9. Heo6xonumble HHCTPYKIMY TIO MCIOIB30BaHMI0 VHGOPMAIMOHHOM CHCTEMEI IPECTABIICHEI
B cucteMe helpdesk no agpecy https://hr-link.omnidesk.ru/.
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