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IOJIOKEHHUE
0 BeJIeHHH 3JIEKTPOHHOI0 J0KyMeHT0o0GopoTa

1. O6mue nosoxenus

1.1. Hacrosmee IlonmojkeHe OmpeensieT TOPSIOK OPIaHH3AME M BEJCHHMS 3IEKTPOHHOTO
noxymenToobopota (manee — S/10) B 000 « MTHCAWT» (manee — Oprauuzanus).

1.2. lems DJI0 — NOBBICHTE ONEPATHBHOCTH AOKyMEHTOO00pOTa, OGECIEYnTs COXPAaHHOCTD,
AOCTOBEPHOCTE W IOPHIMYECKYIO 3HAYAMOCTE JOKYMEHTOB, CHH3HTh TPY[O3aTpaTsl M 3aTpaThl Ha
OyMakHBIH JOKYMEHTOOGOPOT.

1.3. Hacrostmee [onoxenue pa3paboTaHO B COOTBETCTBHH C:
* @exepansabm 3akoHOM OT 06.04.2011 Ne 63-®3 «O6 dIeKTPOHHOM TOAIHCHY,
e @ecxepansHemM 3akoHOM oT 27.07.2006 Ne149-®3 «0O6 wmmdopmamnum, UHPOPMAITHOHHEIX
TEXHOJIOTHSX M O 3aIIuTe HHYOPMAIIHHY,
¢ JIPYTHMH HOPMATUBHO-IIPABOBBIMHU akTaMi PO.

2. TepMuHbBI B onpeIe/ICHAS

2.1. DneKTpoOHHEBIH JOKYMEHT — AOKYMEHT, B KOTOPOM HH(OPMALHS MPEACTABICHA B IEKTPOHHO-
1udpoBoi popMe u TOANHCAHA 3IEKTPOHHOM MOTHCHIO.

2.2, Omextponnas mnommuck (3II) — pEKBH3UT 3IEKTPOHHOTO JIOKYMEHTa, MCIOJIb3YyeMBIH i
IMOATBEPIKICHHS €0 IOATHHHOCTH | IIEIOCTHOCTH.

2.3. Omeparop BJI0 — yHONHOMOYEHHOE IHIO WIH CHCTEMA, OOECIICUHBAIOIIASN TEXHUYIECKYIO
peaymzanmio 3/10.

3. Buibl 10KyMeHTOB, 00pabaTbIBaeMBIX B 3/IEKTPOHHOM BH/IE

3.1. B anexTpoHHOM BHIIE MOTYT ODOPMIISTECS:
* BHYTPCHHMC PaCHOPsJHTENBHEIC JOKYMEHTHI (IIPHKA3bl, PAaCTIOPSDKEHHSA, CITyKeOHbIE 3aIIUCKH);
° KaJpOBBIC TOKYMEHTE! (3asBICHHS, YBEIOMIICHHS, COTIIACHS);
o OyxranTepckue W HANOTOBbIE JOKYMEHTHI (CUeTa, aKTEL HaKJIagHBIE);
* JIOTOBOPHI U COIJIAIIEHHS;
e IEPENHCKa ¢ KOHTPAareHTaMHu;
* MOKyMEHTBI, HallpaBJsSeMEle B rocopransl yepe3 3J0-miathopMeL.



3.2. BeneHue 3I€KTPOHHOrO JAOKYMEHT0000pOTa BO3MOXHO KaK BO BHYTpPEHHEH CHCTEME, TaK H 4epe3
pHemHue cepsuckl: Juanox, CBMC u np.

4. IIpasuia opranusanuu /10

4.1. Bee corpynuuku 06s3aHEl menons3osats IO B ciydadx, yCTaHOBICHHBIX PYKOBOACTBOM H/IH
peraaMeHToM paboTEL

4.2. Kaxmprid 3IeKTPOHHEIA JOKYMEHT JOJDKEH:
e MMETh YHHKAIBGHEI HICHTHQHKATOD,
o GbITh 3aPETMCTPUPOBAH B COOTBETCTBYIOMEM XKy PHAIE I HHPOPMAIIMOHHOM CHCTEME;
e OBITH TOJIHCAH IEKTPOHHOM MOANMCHIO (YCHJICHHOH KBaTM(UIMPOBAHHOH WM TIPOCTOM, B
3aBHCHMOCTH OT JJOKYMEHT4);
e XpaHHTECA B WH(OPMAIHOHHOM CHCTeMe ¢ OOECHEYCHHEM JIOCTyIa TOJIBKO YIOTHOMOUCHHEM
JTAITAM.

4.3. OTBeTCTBEHHEIE 32 BHEApeHHe H nomuepxky 3]0 — 000 «AHCAWT»
5. Ucnoab30BaHue YJIEKTPOHHOMN IOAITHCH
5.1. JIyis moAmAcaHus NEKTPOHHBIX JJOKYMEHTOB HCIIOJIB3YETCH:
e yCHIEHHAas KBayu(uuupoBaHHas s1MekTpoHHas mommucs (YKOII) — mpu B3aUMOJICHCTBHH C
rocy/IapCTBEHHBIMA OpraHaMH U KOHTPareHTaMH;

o ycmueHHas HexBanE(puUIEpPOBaHHAA WM IpocTast 11 — Bo BHYTpEHHEM JIoKyMeHTo0D0pOTE.

5.2. Kimous 371eKTpOHHO#M [TO/IICH BBIIAIOTCA COTPY/AHAKAM Ha OCHOBAHHHM 3asBIICHUA U C perucrpanuei
B XypHaie ydera OIL

6. XpaneHue 3JIeKTPOHHBIX I0OKYMEHTOB

6.1. DIEeKTPOHHBIE JOKYMEHTHI HOJJIEXAT XPAaHEHHIO B DJICKTPOHHBIX apXWBax B TCUCHHE CPOKOE,
YCTAHOBJIEHHBIX 3aKOHOJIATEIECTBOM HIIH BHYTPCHHHMH HOPMATHBHBIMH aKTaMH.

6.2. XpaHeHue OCYIECTBISIETCS ¢ OO0/ IeHreM TpeOoBaH)H HH(POPMANUOHHON OE30IIaCHOCTH 1 3aIIHTHI
IEPCOHATBHBIX JaHHBIX.

6.3. ApXHMBHpOBaHWE, Pe3epBHOE KONHMPOBAHAE M BOCCTAHOBICHHE NOKYMEHTOB OCYIMICCTBIACTCS IO
pErIaMeHTy, yTBEPKIEHHOMY JHPEKTOPOM.

7. OTBETCTBEHHOCTH

7.1. CoTpy/AHHKHE HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTS 3a!
¢ IPaBHJILHOCTH OQOPMIIECHHS U IOIIHCAHAA SIIEKTPOHHBIX JOKYMEHTOB,
o  HECAHKI[MOHHPOBAHHYIO Mepeiady WM pasryiameHne HHGOPMAIHH;

e TIOpYY, yTPATy WIH HCKaXKEHHE SJIEKTPOHHBIX JOKYMEHTOB.

7.2. Hapymenue [TonoeHus BIedeT AUCIMIIIAHAPHY IO OTBETCTBEHHOCTD, YCTAHOBICHHYIO BHYTpPEHHHMH
aktamu OpraHu3anyy.

8. 3axouHTeNbHBIE OJI0KEHHA
8.1. Hacrosmee ITonoxeHre BCTYAeT B CHIIy C MOMEHTA YTBEPIKICHHS IPAKA30M PyKOBOIUTCILA.

8.2. Bee maMeHeHHs U fomosHenus k [lomoxkennio ohOpMIISIOTCS B BUJIE TIPAJIOKEHHN H YTBEPXKIAIOTCA
OT/IEJIGHBIM IIPHKA30M.



