


MaITMHOYUTAEMbIX HOCUTEISAX HH(OPMAIIUH.
VYyactHuk - paborHuku u agmuHucTtpanus ['BY JIO «PCII «Cam6o u I3t010»,
YY9aCTBYIOIIHE B JJICKTPOHHOM JOKYMEHTOO0OO0POTE.

OtnpaBuTenb  ANEKTPOHHOTO  JIOKYMEHTa  (OTHpaBUTENb) - paOOTHUK WA
agmuauctpanus ['BY J10 «PCHI «Camb0 u [[31010», KOTOPBI HAMIPaBIsSET AIEKTPOHHBIN
JIOKYMEHT.

[TomygaTenp 7IEKTPOHHOTO JOKyMEHTA (TIOydaTelb) - paOOTHUK WM aIMUHUCTPAIIHS
I'bY JO «PCII «Cam60 u J[3t010», KOTOPOMY OTIPaBJIEH 3IEKTPOHHBIN JOKYMEHT.

JlocTaBka 3J€KTPOHHOTO JOKYMEHTA (I0CTaBKa) - (U3HUECKUI MPoLiecC NepEeMEILICHHUS
ANIEKTPOHHOI'O JOKYMEHTA OT OTHPABUTENA K MOJTyYaTeIo.

1.4. B mnacrosmem Ilonoxxenun B kadectBe D/l paccMaTpUBAIOTCSA JIIEKTPOHHBIE
CITy»)e0HO-UH(POPMAITMOHHBIE TOKYMEHTHI.

1.5. TlonoxkxeHue pacnpoCTpaHSIETCs Ha OpPraHU3alLMI0 padOThl C JOKYMEHTAMH,
nepeaBaeéMbIMM W TMOJY4a€MbIMU C TIOMOIIBIO SJEKTPOHHOW MOYTHI, BKIIOYas HX
MOATOTOBKY, PETUCTPAIMIO, YUET, OTIPABKY U MOJyUYCHHE.

1.6. TpeboBanus, ycranaBiuBaeMbl IlonoxkeHuem, o0s3aTeIbHBI MJIA  BCEX
pabotaukoB I'BY JIO «PCII «Cam60 u [[310710».

1.7. OTBETCTBEHHOCTh 32 OPraHU3AlMI0 M COCTOSIHUE JIOKYMEHTAMOHHOIO
obecrnieueHust mocpeacTBoM 3iekTpoHHOW nmoutel B ['BY J10 «PCII «Camb0 u [[3t010»
BO3JIaraeTcsi Ha OTBETCTBEHHBIC JIUIA U pAOOTHUKOB:

- TOoIJEpKKa B PabOTOCIIOCOOHOM COCTOSIHUM TEXHUYECKOTO M MPOTrPaMMHOTO
oOecrieueHus, OTBEYAIOIETO 33 (DYHKITMOHHUPOBAHUE JICKTPOHHON MOYTHI;

- TpUEM, KOHTPOJIb YUTAEMOCTH U JIOCTOBEPHOCTH, pacmedaTka (eciau HET APYrux
BO3MOKHOCTEM 03HAKOMJICHHUSI C JICKTPOHHBIM BapUaHTOM TEKCTa), YUET U paclpe/IeeHuUs
MOCTYNAIOIIUX JOKYMEHTOB;

- TOATOTOBKAa M OTHpaBKa HWH(OpMAIMU B aJpec OpraHu3aluu, MpUCIaBIICH
JOKYMEHT, O JlaTe MPUEMKH JOKYMEHTa W JaTe JOBEACHUsI 10 JOHKHOCTHOTO JIMIlA
(mepenavu B 1€IONPOU3BOJICTBO);

- Tepelaya JOKYMEHTOB Ha paCCMOTpPEHHE PYKOBOJUTENIO (B AEIOMPOU3BOACTBO);

- yuer u peructpamus ornpasisiembix u3 ['BY JIO «PCHI «Cambo u [I3t010»
JIOKYMEHTOB, MPOBEPKA MPABUILHOCTH UX OPOPMIICHUS U OpraHU3aIMsI UX OTIPABKU;

- KOHTPOJb TONy4YeHHs HWHPOpMAIMKM aJpecaToM, OpraHu3alus B  Clydyae
HE0OXO0IMMOCTH, TOBTOPHOM OTIIPaBKH JIOKYMEHTA;

- OIMEpaTHUBHOE PEIICHHUE BOIPOCOB MO PabOTE IEKTPOHHOM MOUTHI.

II.  VYcaoBus nonmycka Y4acTHUKA K ocywecTBiaeHuro 310

2.1. Y4acTHUK JOMYCKAETCs K OCYIIECTBICHUIO IOKYMEHTOO00pOTAa MOciie
BBITIOJIHEHUSI BCEU COBOKYITHOCTH CIIEIYIOIIUX JACHCTBUN:

2.1.1. VYcraHoBKM HEOOXOAMMBIX AamNMapaTHBIX CPEACTB, MPOTPAMMHOTO U
UH(OPMAITMOHHOTO 00CCTICUCHHS.

2.1.2.  Oprasuzanus siyKa 3J1€KTPOHHOM MOYTHI MOJTY4YaTesl.

2.1.3.  CormacoBaHusi MEXAY Y4YaCTHUKAMU IIEPEUHS JOKYMEHTOB, IEPEIABAEMBIX 10
TEJIEKOMMYHUKAIIMOHHBIM KaHaJIaM CBSI3U B 3JIEKTPOHHOM BHJIE.
III. Oprasu3anus 3JeKTPOHHOT0 JOKYMEHT0000pOTA

3.1. [Topsinok opranu3aiuu 3JIEKTPOHHOTO JOKYMEHTO000pOTa:



3.1.1.  DJeKTpOHHBIH TOKYMEHTOOOOPOT BKJIIOUAET B CEO:

- ¢dopMHpOBaHUE INEKTPOHHOTO JJOKYMEHTA;

- OTNPaBKY U JOCTABKY AJIEKTPOHHOTO JOKYMEHTA,

- TPOBEPKY AIEKTPOHHOTO JOKYMEHTA;

- TOATBEPXKIACHUE MOTYUYCHHS JIEKTPOHHOTO JOKYMEHTA;

- y4YeT 3JIEKTPOHHBIX JOKYMEHTOB;

- XpaHEHUs  DJJICKTPOHHBIX  JIOKYMEHTOB  (BEJACHHUE AapXHUBOB  BJIEKTPOHHBIX

JIOKYMEHTOB).
3.1.2.  ®opmupoBaHUE HIEKTPOHHOTO JOKYMEHTA OCYIIECTBISETCS B CJIECAYIOIIEM
OpsIAKE:

- (dopMHpOBaHUE NEKTPOHHOIO JOKYMEHTA B BUJIE UMEHOBAHHOTO (haiina;

- moJnucanue cGOPMUPOBAHHOIO ANEKTPOHHOIO JOKYMEHTA B BUJI€ UMEHHOTO (aiina.

3.1.3.  CdopMupoBaHHBIN 3JIEKTPOHHBIM JOKYMEHT HUMEET IOPUIUYECKYIO CHUIY U
BJIEUYET MPETyCMOTPEHHbIE JUI ITaHHOTO JOKYMEHTA IIPABOBbIE MOCIEACTBHS B CIy4ae €ro
Ha/JIexalero opopmMIIeHUs B COOTBETCTBUU ¢ HacTosuM [lonoxenuem.

3.1.4. C mnenpbi0 YyMEHbIICHHS OOBEMOB IiepefaBaeMoil HHGPOPMAIMKH  TPU
TPAHCIIOPTUPOBKE 3JEKTPOHHBIX JIOKYMEHTOB MOIYT HCIIOJIb30BaThCA CIIELHAIBHbBIE
aITOPUTMBI CKaTUI UH(DOPMALIHH.

3.1.5. Bce opuauyeckue AeHCTBHS, OGOpMISIEMbIE MOCPEIACTBOM 3JIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBUHU C HACTOSIIIMM [losioxkeHueM, Mpu3HarTCs COBEPIICHHBIMU B
NUCbMEHHOM (hOpME M HE MOTYT OBITb OCHOPEHBI TOJBKO HAa TOM OCHOBAaHHUH, YTO OHU
COBEPILEHHBI B AJIEKTPOHHOM BUJIE.

3.1.6.  Ilocne momyyeHus: IEKTPOHHOTO JOKYMEHTA MOJIy4yaTesib 00s13aH HAalPaBUTh
OTMPABUTEIIO TAKOTO IOKYMEHTA MOATBEPKICHUE O OTYUYEHUU DJIEKTPOHHOTO JOKYMEHTA.

IV. Opraausanus padoTsl ¢ NOCTyNawIIeH KOPPeCNOHIeHIIuel

4.1. CnocoObl TOCTaBKH KOPPECTIOHICHITUH:
4.1.1.  JJocTaBka KOppPECMOHJAEHIUH OCYIIECTBIAECTCS MO 3JIEKTPOHHOM MOYTE.
4.2. ITprem u 06paboTKa KOPPECIIOHACHITNH

4.2.1.  KoppecnmoHAeHIMS, TTOCTYIAOIIAS 1O AJIEKTPOHHON MOYTe OT PaOOTHUKOB B
MOY «COLL Ne63 ¢ YUII», npoxoauT yepe3 aHTUBUPYCHYIO ITPOBEPKY, PACIIEYAThIBACTCS
(ecmn HET APYruX BO3MOKHOCTEW O3HAKOMJIEHUSI C AJIEKTPOHHBIM BapUaHTOM TEKCTA),
IPOXOJIUT MEPBUUYHYIO 00pabOTKY, pacupeeieHUe, perucTpaltIo.

4.2.2. B mpouecce nepBoHa4aJbHONM 00pabOTKH MOCTyHarouleil KOppeCnOHACHIIMH
BCE JIOKYMEHTBHI MPOBEPSIOTCS Ha HAJU4KMe€ BUPYCOB, MPOBEPAETCS UX YUTAEMOCTb U
MOJIHOTA.

4.2.3.  DJEKTpPOHHOE COOOIIEHHE CYUTAETCS TOCTYIMUBIIMM TIOCIIE TPOBEPKH
NOJJIMHHOCTH ¥ BO3MOKHOCTH €r0 BOCITPOU3BEACHUSI.

4.2.4. Tlpuem KOppeCHOHECHIINHU (UTEHHE TIOYTHI) OCYIIECTBISETCS YYaCTHUKAMU HE
peXe MATH pa3 B ICHb.

4.2.5. O0OpaboTka KOPPECIOHACHIINN POU3BOIUTCS B JICHb €€ MOCTYIJICHUSI WIH B
HepBbIN pabounii 1€Hb MPH MOCTYIJICHUH B Hepabouue THHU.

4.3. Peructpanus TIOKyMEHTOB U IIepe/iada uX B AEJIONPOU3BOACTBO:

4.3.1. Bce nocTyNnMBIIHE JOKYMEHThI PETUCTPUPYIOTCA U 00pabaThIBAtOTCA.

4.3.2. Peructpauus JOKYMEHTOB IMPOU3BOJUTCS B JI€Hb MX IOCTYIUICHUS WA B



NEepBBIM pabounii JeHb IPU MOCTYIUICHUH B HEpabouue JTHU.

43.3. TIlocme  peructpauuu  TOJYyYEHHbIE  JIOKYMEHTHI  TEpelaroTcs B
JIEIOTIPOU3BOICTBO.

4.4. IToaTBepKAECHUE O MOJTYUYEHUH 3JIEKTPOHHOTO TOKYMEHTA!
4.4.1. Ilpu nonxy4eHUH 3JIEKTPOHHOTO JOKYMEHTA MOIy4YaTelib [0 3aIpocy
HaIPaBJIAET OTIPABUTEIIO TAKOTO JOKYMEHTA MOATBEPKACHUE O MOTYUEHUU SJIEKTPOHHOTO
nokymeHTa. [loaTBepkaeHre HampaBIsaeTcs B opMe IIEKTPOHHOTO COOOIIEHUSI.

V. Oprasusanusi OTHPaBKH JOKYMEHTOB

5.1. IloaroroBka JOKYMEHTOB K OTIIPABKE.

5.1.1. K npokymeHTaM, OTIpaBisieMbIM IO 3JEKTPOHHOM MOYTE, MPEIbABISAIOTCS
cienyroiue TpeOoBaHus: JOKYMEHTHI TOTOBSATCS C MOMOIIBIO TEKCTOBOTO peaKTOpa Uiu
Ta0JIMYHOTO peAaKkTopa ¢ ucrnoiab3oBanueM mpudros Arial, Times New Roman u moryt
conepxath rpaduueckue nzodpaxenus B popmare JPEG.

5.1.2. Ilpm oTmpaBke OOKYMEHTOB IPENBAPUTEIBHO IPOU3BOJMUTCS MNPOBEPKA HX
JOCTOBEPHOCTH.

5.2. OtnpaBka JOKYMEHTOB MO 3JEKTPOHHOM MOYTE.

5.2.1. JIokyMeHTbI, oJJIeKalie OTIPaBKE MO IEKTPOHHOU MouTe, 00pabaThIBatOTCs
Y OTHPABJISIFOTCSA B IEHb UX MOCTYIUIEHUS TM00, KAK UCKITFOUEHUE, HE TTO3JHEE CIAEAYIOIIEro
pabouero AHsl.

5.2.2. JlochuiKa WM 3aMEHA PAHEE PA30CIAHHOIO JTOKYMEHTA OCYIIECTBIISIETCS IO
YKa3aHHUIO JINIA, TOANKMCABIIETO TOKYMEHT.

5.23. B oaHOM 3JEKTPOHHOM COOOIIEHHMH, KaK MPABUIIO, MEPEChUIAETCS OJUH
IOKyMeHT. B ciiydae, eciin He0OX0JIMMO MepeciaTh HECKOJIbKO TOKYMEHTOB, OHU MOTYT
OBITh yrakoBaHbl B apxuB RAR wu ZIP.

5.2.4.  Tlepen oTmpaBKO# TOKYMEHTA I10 3JIEKTPOHHON MOYTE HEOOXOIUMO IMPOBEPUTH
€ro Ha HaJIM4ne BUPYCOB.

5.3. C noMoIpl0 3JEKTPOHHOW IMOYTHI OCYIIECTBISAETCS ONEpAaTHBHAs Iepenada
uH(hOpMaIuU B BUJIE:

- IIPUKA30B U PACIOPSKEHNN;

- YKa3aHWW U IUCEM;

- DJIEKTPOHHBIX COOOIICHU;

- JIOKJIAJIHBIX U CITY>KE€OHBIX 3aMHCOK.

VI. XpaHeHue 3JIEKTPOHHBIX JOKYMEHTOB

6.1. Bce nnexTpoHHbIE TOKYMEHTBHI JOJDKHBI XPaHUTHCS B TOM ke ¢opmare, B
KOTOPOM OHH ObUTH C(POPMUPOBAHBI, OTIIPABIICHBI U MOTYYECHBI.
6.2. Cpok XpaHEHHsI DIJIEKTPOHHBIX JOKYMEHTOB OIpEIETseTCsl B TEX IXKe

BPEMEHHBIX paMKax, KaKk M aHAJIOTMYHBIA BUJI IOKYMEHTa B OyMa>XHOM BHJI€ UCXOJS U3
HOMEHKJIATYpPHhI JIe]l MIKOJbl. B cilydae OTCYyTCTBUA BHIAa JOKYMEHTA B HOMEHKJIAType Je
CPOK XpaHEHUS - 10 MUHOBAHUS HaJJOOHOCTH.

6.3. XpaHEHHUE 3JIEKTPOHHBIX JTOKYMEHTOB JOJKHO COMPOBOXKAATHCS XPAHECHUEM
COOTBETCTBYIOIIETO MPOrPAMMHOIO OOECHEUYEHUs, MO3BOJISIONIETO0 MMETh BO3MOKHOCTh
paboThI € AIEKTPOHHBIMHU KypHaAIaMU U JOKYMEHTAMHU.



6.4. OO6s3aHHOCTH XPpaHCHUA  JOJICKTPOHHLIX JOKYMCHTOB BO3JIaratlOTCA Ha

VYuactaukoB I/10.

6.5. JIns BBIOJIHEHUS TEKYIMX padoOT IO BEICHHIO JJICKTPOHHBIX apXHBOB
Vyactauku 910 Ha3HA4yarOT OTBETCTBEHHOE JIUIIO.

6.6. DJIGKTPOHHBIC apXWBBI TMOJJICKAT 3alIUTe OT HECAHKIIMOHUPOBAHHOTO
JOCTyMa, HENPEeAHAMEPEHHOTO0 YHUUTOXKEHUS U (UJIN) UCKAKEHUS.

VII. Obecneuenne HH(POPMALMOHHOM 0e3omacHoOCTH 3JIEKTPOHHBIX
AOKYMEHTOB

7.1. CoOmronennie  TpeOboBaHuM  MHPOPMAIIMOHHOM  OE€30MAaCHOCTU  MpHU

OpraHU3alliy JIEKTPOHHOTO TOKYMEHTO000pOTa 00ECIeUnBaET:

- KOH(UIECHUUATBHOCTh HH(pOpMALMK (MOJYYUTh AOCTYH K HHGOpPMAIMU MOXKET
TOJIBKO OMPENENIEHHBIN KPYT JIMII);

- IIEJIOCTHOCTH TepeaaBaeMoil uHpopmanuu (rapaHTUPOBaHUE, YTO JIaHHbIE
nepenarTcs 6e3 UCKAKEHUN U MCKITI0YAeTCsl BO3MOXKHOCTD MOJAMEHBI HH(pOpMaIun);

- ayreHTU(]UKALHKIO (KOTJa MepeaBaeMyto HHPOPMAIIUIO MOKET MOTYYUTh TOJIBKO TO
JU10, KOMY OHO MpeIHa3HauY€Ha, a OTIPABUTEIIEM SIBJISIETCS HUMEHHOIO TOT, OT Yb€I0 UMEHH
OHa OTHPABJICHA).

7.2. TpeboBanus 10 WHPOPMAMOHHOW O€30IACHOCTH IPH  OpPraHU3aIHH
AJIEKTPOHHOTO JOKYMEHTO000POTa peaan3yroTcs MOCPEICTBOM MPUMEHEHHSI TPOTPAMMHO-
TEXHUYECKUX CPEJICTB U OPraHU3aIMOHHBIX MED.

7.2.1. K nporpaMMHO-TEXHHUYECKUM CPEJCTBAM OTHOCSTCS:

- TpOrpaMMHBIE CpEACTBA, CHEUUAIbHO pa3pabOTaHHbIE [JIsI OCYLIECTBICHUS
ANIEKTPOHHOI'O JJOKyMEHTOO00pOTa;

- cucTema napoJjieil U uISeHTUPUKATOPOB JIJIsl OTPaHUYEHHMS 1OCTYTa MOJb30BaTeNel u
aAMUHUCTPATOPOB K TEXHUYECKUM M MPOTPaAaMMHBIM CPEACTBAM CHCTEMbI 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa;

- TpOrpaMMHO-aIIMapaTHbIC CPECTBA 3aIIUTHI OT HECAHKIIMOHUPOBAHHOTO JOCTYTIA;

- CpEACTBa 3alIUThI OT MPOTPAMMHBIX BUPYCOB.

7.2.2. K opraHu3alluOHHBIM M€paM OTHOCSITCSA:

- pa3MenIeHUe TEXHUYECKUX CPEACTB B NOMEIIECHHX ¢ KOHTPOJIUPYEMBIM JOCTYIIOM;

- aJIMUHHCTPATUBHBIC OTPAHUYEHUS JOCTYIA K ’TUM CPEJICTBAM;

- 3aJJaHue PeKMMa UCIOJIb30BAHUS MOJIb30BATEIMH U aIMUHUCTPATOPAMHU MTAPOJIEH U
UACHTU(PUKATOPOB;

JOIYCK K OCYIIECTBJICHHUIO JOKYMEHTOOOOPOTA TONBKO ONPEECICHHbIX JIULL;
noJjJiep>kaHue MPOrpaMMHBIX CPEJICTB B UCIIPABHOM COCTOSIHUH;

obyuenue pabotHukoB I'BY JIO «PCII «Camb60 u [I31010%;

3alllMTa TEXHUYECKUX CPEACTB OT MOBPEXKIAIOIIMX BHEUIHUX BO3ACHCTBUH (TOXkKap,
BO3/ICHCTBUE BOJIBI U T.II.)

MoanucaHo undposoii noagnucbio: FTOCYAAPCTBEHHOE
BIOAXKETHOE YUPEXXAEHWE AOMNO/THUTE/IBHOIO
OBPA30OBAHWA "PECITYBJ/IMKAHCKASA CIMTOPTVBHASA
LLIKOJIA "CAMBO 1 A3K040"

DN: E=uc_fk@roskazna.ru, S=77 Mocksa, VIHH 0/1=7710568760,
OrPH=1047797019830, STREET="B0/bLLIOI 3NaTOYCTUHCKMI1 Nepeynok, A. 6,
cTpoeHue 1", L=r. MockBa, C=RU, O=Ka3HaueiicTBo Poccuu,
CN=®epaepanbHoe KasHaueicTeo

MpuunHa: 51 yTBepANN aT0T JOKYMEHT

Jara: 27 Mapt 2025 r. 10:34:18
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