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B OT'AIIOY «lllefexnHCKHii TEXHHKYM NPOMBIIIJIEHHOCTH H TPAHCIIOPTA»

1. O0mmue mo10KeHHus

1.1. Hacrosmmit mOPSIIOK OCYLIECTBIEHHS 3JIEKTPOHHOTO KaIpoOBOrO JOKYMEHT0000poTa
(manee — ITopsamox DKJIO) B OT'AIIOY «llleGexkuHCKUE TEXHUKYM IPOMBIIUIEHHOCTH H
TpaHCIOpTa» pa3paboTaH B COOTBETCTBHH:

- I'paxxnanckoro xoznekca Poccuiickoit @enepanum;

- @enepansHOro 3akona or 27 urong 2006 roma Ne 149-®3 «O6 undopmanuw,
HHGOPMAIIMOHHBIX TEXHOJIOTHSX U 3alIUTe HHOOPMALIHNY,

- @epnepanpHoro 3akoHa ot 27 mrons 2006 roma Ne 152-@3 «O mepcoHaIBHBIX
JTAaHHBIX ),

- OenepansHoro 3akoHa ot 22 HosOps 2021 roma Ne 377-®3 «O BHeceHMH
u3MeHenui B Tpynosoii kongexc Poccuiickoit @enepanumy;

- @enepanbHOro 3akoHa ot 22 okTsaopsa 2004 roga Ne 125-@3 «O6 apXuBHOM Jielie B
Poccuiickoit ®enepanumny;

- Vkaza I[Ipe3unenta Poccuiickoit ®enepanun ot 6 mapra 1997 roma Ne 188-®3 «O6
YTBEPXKICHHUH IIEPEYHs CBEICHUN KOHPHUICHIIHATHHOIO XapaKkTepay;

- IIpukasa Pocapxusa ot 20 mexabps 2019 roma Ne 236 «O6 yrBepxknenuu Ilepeuns
TUIOBBIX  YIPaBICHYECKUX AapPXHUBHBIX JOKYMEHTOB, OOpasylommMxcs B IIpoIecce
JEATENPHOCTH TOCYAApCTBEHHBIX OpraHOB, OPraHOB MECTHOTO CaMOYIpPaBJICHHUS H
OpraHM3alyii, ¢ yka3aHUEM CPOKOB MX XPaHEHHUSY,

- Ilpuxaza PocapxmBa ot 20 mexabpss 2019 roma Ne 237 «O6 yTBepxmeHnn
WucTpykiuu mo npumeHeHHIo [lepedns THIIOBBIX YIIPaBIEHYECKHX apXUBHBIX JOKYMEHTOB,
o0pa3syromuxcs B IpoLecce AeSTENLHOCTH I'OCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIpaBJICHHs ¥ OpraHU3allli, ¢ yKa3aHUEM CPOKOB HX XPaHECHHS;

- IIpuxaza OI'ATIOY «IlleGexHHCKHM TEXHHKYM IIPOMBIILUICHHOCTH U TPAHCIOPTa»
ot 06.09.2023 roga Ne 357 /05-02/.



1.2. B cootBerctBum ¢ yacteto 1 crateu 22.1 TK P®, 31eKTpOHHBIH KaapOBBIi
nokymeHToo0opoT (manmee — OKJIO, snexkTpoHHBIM aokymeHTooOopor) B OIAIIOY
«llJeGeKMHCKMI TEXHUKYM HPOMBIIIICHHOCTH M TpaHCIOpPTa» MpeacTaBisieT coOon
CO3JlaHHMe, HCIIOJIb30BAaHWE, XpaHeHHe paboromareneM, paOOTHUKOM WM  JIAILOM,
MOCTYMAIOUIMM Ha paboTy, TOKYMEHTOB, O(GOpPMIIEHHBIX B 3JEKTPOHHOM BHae 0e3
nyOnupoBaHus HA OyMa)KHOM HOCHUTEIIE.

1.3. DnexTpoHHBII KaApOBBIi JOKYMEHTOOOOPOT MPUMEHSETCS K KaJIpOBBIM TIOKYMEHTaM,
B OTHOIIEHUH KOTOPHIX TPYIOBBIM 33aKOHOJATEIbCTBOM UM HWHBIMH HOPMATHUBHBIMU
IIPABOBBIMU  aKTaMHM, COJEp)KallMMU HOPMBI TPYJOBOIO IpaBa, IpPeIyCMOTPEHO HX
oopmieHre Ha OyMa)KHOM HOCHUTENE MM O3HAKOMIJIEHHME C HMMU paOOTHUKA WIM JIUIIA,
MOCTYIAOUIEro Ha paboTy, B MMCbMEHHOH (popMe, B TOM YHCIIe 110 HOIHCh.

1.4. B coorBerctBuu ¢ 4yactbto 3 crateu 22.1 TK P®, s1exkTpoHHBIH KaapoBBIN
JTOKYMEHTOOOOPOT HE pacIpOCTPaHSETC:

- Ha TPYJOBbIE KHMKKH M (DOPMHUPYEMBIEC B JJIIEKTPOHHOM BHJI€ CBEACHHUS O TPYAOBOU
NeSITEIbHOCTH PaOOTHUKOB;

- aKT O HECUACTHOM CJIy4ae Ha IIPOU3BOJCTBE M0 YCTAaHOBJIEHHOM (opme;

- IpuKa3 (pacnopsbkeHne) 00 YBOJIbHEHUH;

- JIOKYMEHTBI, IOATBEPXKAAIOIINE MPOXOKICHHE PAOOTHUKOM MHCTPYKTaXKeil mo
OXpaHe TpyAa;

1.5. Hacrosimmii [Topsitok OCyIIeCTBICHHS JIEKTPOHHOTO KaJApOBOTO JOKYMEHTO0O0O0pOTa
B OI'AIIOY «lllebexuHCKN TEXHUKYM IPOMBIIUIEHHOCTH U TPAHCIIOPTa» B COOTBETCTBUHU C
nosioxkeHusaMu cr. 22.1 — 22.3 TK P® moxer pacnpocTpaHsAThCS Ha B3aUMOJIEHCTBHE CO
BceMu pabotHukamu OI'AIIOY  «llleOekMHCKMIT TEXHMKYM HIPOMBIIUIEHHOCTH U
TPAHCIIOPTa», B TOM YUCJIE C IUCTAHIIMOHHBIMU paboTHUKamu (4. 5 cT. 312.1 TK PD).

1.6. DnexTpoHHBId AOKYMeHTO0OO0pOT ocymecTBiasercs B OT'AIIOY «llleGexunckuii
TEXHUKYM TPOMBIIIJIEHHOCTH M  TPaHCIOPTa» TpPH  HUCIOJb30BaHUM  CIEAYIOIIUX
MH(POPMAIIMOHHBIX CHCTEM, MO3BOJSIOMIMX YYaCTHHKAM KaJpOBOrO JOKYMEHTOOOOpOTa,
O0OMEHMBATHCS IOPUIMUECKH 3HAUMMON MH(OpMaIie B 3JIEKTPOHHOH (popme:

1.6.1. HudopManmoHHass CHUCTeMa KaJpOBOTO JJICKTPOHHOTO JOKYMEHTOOOOpOTa
«HRlink», pacnonoxenHas B HMHQOPMAIIMOHHO-TEJIEKOMMYHUKALIMOHHOW  CETH
Wntepuer mno anpecy: https://hr-link.ru, npaBooOnanaTenemMm KoTOpoil sBisieTcs
OO0111ecTBO C OrpaHUYEHHONW OTBETCTBEHHOCTHIO «VIHHOBAalMM B yIpaBIEHUU KaJpaMu»
(MHH: 7801683312; OI'PH: 1207800064339) (najiee — UHpopmManuoHHasi CUCTEMA);

1.6.2.  Enunoii mudposoit miathopmsl B chepe 3aHATOCTU U TPYIAOBBIX OTHOLICHUN
«Pabora B Poccum» (manee — miargopma «Pagora B Poccum») B mopsike,
ONpEACIAEMOM B COOTBETCTBHM C 3aKOHOJATEIICTBOM O 3aHATOCTH HACEJICHUS B
Poccutickoit deneparnuu. Jloctyn k miardopme «Pabora B Poccum» obecrieunBaercs B
TOM YHCJIE TIOCPEJICTBOM €AMHOI0 MOopTajia TOCYAapCTBEHHBIX U MyHUIIUINAIbHBIX YCIYT
C HCIIOJIb30BaHMEM (efepalbHON TOCYAapCTBEHHOM WH(GOPMAIMOHHON CHCTEMBI
“Enumnast  cucrema WACHTHGUKANMK W ayTeHTU(QUKAIMU B  WHPPACTPYKTYpE,
oOecrieunBaroIei UH(POPMAIIMOHHO-TEXHOJIOTUYECKOe B3alMO/JIEIICTBHE
UH(POPMALIMOHHBIX CHUCTEM, HCIOJB3YEMBIX IS MPEJOCTaBICHHUS T'OCYAAPCTBEHHBIX U
MYHUIUIAIBHBIX YCIYT B AJIEKTPOHHOU (opme”.



NHpopmannoHHas cuCTEeMa NO3BOJSET OOECNEeYUTh IOJMMCAHUE 3IIEKTPOHHOIO
JOKYMEHTA U XpaHEHHE JIEKTPOHHOI'O JIOKYMEHTa, a TaKkKe PUKcalMIo (paKkTa ero noaydeHus
CTOPOHAMH TPYJIOBBIX OTHOIIEHUH.

1.7. Cpok yBenomieHus paOOTHHKOB O MEpeXojie Ha B3aUMOCHCTBUE C paboTomaTesieM
MOCPENICTBOM DJIEKTPOHHOTO JTOKYMEHTOOOOpOTa COCTABISET 5 nHEl. JIuio, ycTaHOBICHHOE
[Tpukaszom OT'AIIOY «llleGeKMHCKHI TEXHUKYM IPOMBIIUIEHHOCTH M TPAHCIOPTa» O
BBEJICHUU 3JEKTPOHHOTO KaJPOBOTO JOKYMEHTOOOOPOTa, O0s3aHO YBEJAOMHTH KaKJOTO
paOOTHHKAa B NHMCbMEHHOM (opMe O Imepexone Ha B3aMMOJEHCTBHE ¢ paboToiareneM
IIOCPEJICTBOM 3JIEKTPOHHOIO JOKYMEHTO00OpOTa M ImpaBe paOOTHUKA [aTh COIJIacMe Ha
yKa3zaHHOE B3auMo/JeicTBHE.

1.8. OKIO BBomutcs OI'AIIOY «llleOeKMHCKHIT TEXHUKYM MPOMBIIIJICHHOCTH |
tpancroptay ¢ 01.03.2024 roma. (HO He paHee OHS HCTEYCHHS CpPOKA YKa3aHHOTO
YBEIOMIICHHUS).

1.9. [lpu ocymecTBIeHHH DSJIEKTPOHHOTO JOKYMEHTOOOOpOTa JOmycKaeTcsi OOMeH
NEKTPOHHBIMU  COOOIEHUSIMM M JIOKyMEHTaMH, COJAEpXallUMU  OOLIETOCTYIHYIO
uHbopMalnulo U HHGOpPMAIMIO, JOCTYH K KOTOPOW OrpaHUYMBACTCS B COOTBETCTBUM C
3akoHoJaTenbcTBOM Poccuiickoit denepanyu. OOMeH MeX1y y4aCTHHUKAMM 3JIEKTPOHHOIO
JTOKYMEHTO000poTa MH(popMalMen, 10CTyll K KOTOPOW OrpaHUYMBACTCS B COOTBETCTBUH C
3aKoHoJaTenbcTBOM Poccuiickoit depepannu, OCYIIECTBISIETCS NPU BBIIOJHEHUH HMHU
TpeOOBaHMI TO 3alIUTe Takoi WHGOpPMAMK, YCTAHOBJIEHHBIX B  OTHOIICHHUH
MH()OPMAIMOHHBIX CHCTEM 3JIEKTPOHHOTO JIOKYMEHTO000POTA.

1.10. OcHOBHBIMHU MTPUHIIMITAMH JJICKTPOHHOTO KaJPOBOTO TOKyMeHTooOopoTa B O AIIOY
«11eGeKMHCKIIA TEXHUKYM MTPOMBIIITIEHHOCTH U TPAHCIIOPTA SBIISTFOTCS:

- oOecrieyeHHE TEXHOJOTUYECKOH BO3MOXKHOCTH HCIOJB30BAHUS  KaJApOBOTO
3JIEKTPOHHOTO JIOKYMEHTO000pOTa 1J1s1 paOOTHUKOB U paboToaTes;

- TPaBOMEPHOE HCMOJb30BAHUE YYACTHMKAMHU 3JIEKTPOHHOIO JIOKYMEHTO00OpOTa
IIPOrpaMMHOT0 0OecreueHus U CepTUPHUIIMPOBAHHBIX MPOTPAMMHO-TEXHUUECKUX CPE/CTB;

- oOecrieueHue LEeJIOCTHOCTH MepeiaBaeMoi HH(pOpMaluy;

- obecrieueHne KOH(PUIEHIIMAIBHOCTH MepeIavu U MOTy4eHUs HHpOopMaLny;

-  MHUHMMM3aIUs U3JEPKEK, B TOM 4YHCIE€ (PUHAHCOBBIX, BPEMEHHBIX IIpU
OCYILIECTBIEHUH 3JIEKTPOHHOTO IOKYMEHTOO00pOTa;

1.11. llensiMmu  BBeIEHHSI KaJIpOBOTO DIIEKTPOHHOTO HoKymeHTooOopota B OIAIIOY
«l1leGeKMHCKMI TEXHUKYM MPOMBIIITIEHHOCTH U TPAHCIIOPTa SBISETCA:

- co3laHue eAuHoi 0a3bl HeKTpoHHbIX A0KyMeHTOB OI'AIIOY «lllebekuHckuii
TEXHUKYM MPOMBIIIJICHHOCTH M TPAHCIOPTa» MO3BOJISAIOIIEH OCYIIECTBIATh OBICTPBIN MOMCK
JOKYMEHTOB M HCKJIIOUYAIOLIEN UX yTEPIO;

- ONTUMHU3ALHMS TPYAOBBIX IMPOIECCOB MO O()OPMIIEHUIO TOKYMEHTOB, 00pa3yonnxcs
B genonpousBoactBe OI'AIIOY  «llleGexkuHCKUN TEXHUKYM MHPOMBINUIEHHOCTH U
TPaAHCIIOPTA;

- ONEpaTUBHOCTb U YIpolleHue Oo(OpMIIEHUS IOKYMEHTOB, OOpa3ymoIIHUXCs B
nporecce TPYI0BOH 1eATeNbHOCTH pAOOTHUKOB, B TOM YHCIIE U AUCTAaHIIMOHHBIX;

- moBblIeHHEe 3((HEeKTUBHOCTH pabOThl CTPYKTYpHBIX mozapasaeneHuit OI'ATIOY
«l1leOeKMHCKMI TEeXHUKYM IMPOMBIIIJIEHHOCTH M TPAaHCIOPTa», BBUIY CBOEBPEMEHHOTO
o0MeHa JOKyMEHTaMH;



- aBTOMaTHYecKoe (OPMUPOBAHNE APXUBA JIEKTPOHHBIX JOKYMEHTOB;
- CBOEBPEMEHHOE BBISBIICHUE U AaHAJIU3 PUCKOB, C LEJIbI0 MPEAYyNPEKIACHUS
HapylIeHUU TPYAOBOTO 3aKoHoaTenbcTBa Poccuiickoit deneparum.

1.12. Bce pacxonpl Ha THOJy4YeHHE PAOOTHHKOM SJIEKTPOHHON moxmucu (B ciydae ee
OTCYTCTBUSI) M €€ wucnoJib3oBaHue Bo3yoxkeHbl Ha OLAIIOY «llleGekMHCKUM TEXHUKYM
MPOMBIIIJICHHOCTH W TpaHcmopTa». [Ipu 3TOM pabOTHUK WM JIUIO, MOCTYMarolee Ha
paboTy, BOpaBe MHCIONB30BaTh paHee MOJYYCHHYIO CaMOCTOSTEIIBHO  YCHIIEHHYIO
KBIU(DUIIUPOBAHHYIO AJIEKTPOHHYIO MOJIHUCH.

1.13. Texauueckyro noaaepkky YdactHukoB DKJIO ocymiecTBiaseT ciayk0a TEXHUISCKON
noaepxkku rnpasoodmagatens [10.

1.14. B nemsx ymoocTBa ocymiecTBiaeHus: kaapooro yuera, B OIAIIOY «lllebexnHckuit
TEXHUKYM TIPOMBIIUICHHOCTH U TPAHCIIOPTa» B MPUOPUTETE MPEIOCTABICHUE IOKYMEHTOB B
9JIEKTPOHHOM BHje udepe3 MH}opManmoHHYI0 CHUCTEeMy B COOTBETCTBHH C COOJIIOJICHHEM
TpeOOBaHUAMU 3aKOHOAaTeNbCTBA Poccuiickoii denepannu.

2. O01me TepMHUHBI M OTIPeeIeHUust

2.1. B HactosuieMm [Topsake DKJ1O ucnonb3yroTcs ciaenyromue onpeaeacHus:

2.1.1. Aamuuucrparop IKJAO — numno, HazHadenHoe mnpukazom OI'AIIOY
«l1leOeKMHCKMI TEXHUKYM MPOMBIIUIEHHOCTH H  TPAaHCIOPTa», OTBETCTBEHHOE 32
OCYILIECTBJIEHUE KOHTpoist Joctyna K HMHpopmanumoHHON cucreme, Iepexona Ha
AJIEKTPOHHBIA  KAJAPOBBI JTIOKyMEHTOOOOpOT, 3a BhIMONHeHHE mopydenuid O AIIOY
«1leOeKMHCKMI ~ TEXHHKYM  NPOMBIIUICHHOCTH W TPAHCIOPTa» IO  CO3JIaHHIO,
WCIOJB30BAHUIO, O0pabOTKE ¥ XPaHEHHWIO JJICKTPOHHBIX JIOKYMEHTOB HOPMAaTHUBHOTO,
pacropsUTeIbHOIO W HHOTO  XapakTepa, oOpa3yloLMXcs B IpoLEcce MPaBOBBIX
B3aMMOOTHOULIEHUH Mexay paboToaareneM U pabOTHUKOM.

2.1.2.  DaeKTpOHHBIH KaApoOBBIi J0KyMeHTOOOOpPOT (nanee — JKJIO) —
JIEKTPOHHBIA JJOKYMEHTOOOOPOT B cepe TPyHOBBIX OTHOIIECHWH, NMpeIHa3HAuYe€HHBIN Ui
MOJIMMCAHUS, HWCIOJB30BAaHUS W XpaHEHHUS padoronmaTeneM, paOOTHUKOM WIIM JIHIIOM,
MOCTYMAIIMM Ha paboTy, JJAOKYMEHTOB, CBSI3aHHBIX C paboOTON, OQOpPMIIEHHBIX B
AJIEKTPOHHOM BHJI€ 0€3 TyOnupoBaHus Ha OyMa>KHOM HOCHUTEE.

2.1.3. Jlnunblii kaOuHeT— WHGOPMAIMOHHBI pecypc, pa3MeIleHHBIH B
WudpopmannoHHOl cucteMe, MpeAHa3HAYeHHbIM A peaau3alud Y4YacTHUKaMHU KaJIpOBOTO
JOKYMEHTO000POTa 3IEKTPOHHOTO B3aUMOJICHCTBHUS.

2.14. YcuwieHHasi HeKBAJIM(UUUPOBAHHASI YJIEKTPOHHAsI MOANMCH (Aajee —
YHOJII)— b»nexTpoHHasl MOANHCH B BHJE KPUNTOTrpaUUecKoro mudpa, 3anucaHHOTO B
3amuIIeHHoOM oOnadnoM xpanuiuiie. YHOII wunentudummpyer mUYHOCTH BIaJeNibIIa,
MOJATBEPXKAaeT (GakT (OPMHUPOBAHUS TOANMCH OIPEICIICHHBIM JIAIIOM W HEW3MEHHOCTh
JOKYMEHTa C  MOMEHTAa  TOANHCAHWS.  YYaCTHUKH  DJIEKTPOHHOTO  KaJpOBOTO
JOKYMEHTOO0OpOTa TPU3HAIOT, YTO DJEKTPOHHBIE JIOKYyMEHTHI, NOJIHCAaHHBIE B
Wudpopmannonnom  cepBuce mnocpernctBoM  YHOII, mnpusHatoTcs  paBHO3HAUYHBIMU
JOKYMEHTaM Ha OyMa)>KHOM HOCHUTEIIE, TOANUCAHHBIM COOCTBEHHOPYYHO.

2.1.5. IIpocras 31ekTpoHHas noanuck(aanee — IIII) — >nexkTpoHHAs MOANUCH,
KOTOpast MOCPEACTBOM HCIOJIB30BaHMS KOJOB, MApOJIe MHBIX CPEJCTB MOATBEPXKAAET (aKT



(dbopMUpOBaHUS SJIEKTPOHHOM MOAMKMCH OMpeleleHHbIM JHUIOM. [lo cMblciy HacTosero
[Topsaka mox ITIDII moHumaercs JIOTMH ©W  mapoidb paOOTHUKA TMPU  BXOAE B
NudopmannonHyo cucteMy, a TakKe OIHOPA30BBIA IMapoiib, NepeaaBacMblii pabOTHUKY
nocpeacTBoM SMS Ha ero HoMep MOOHIILHOTO TeIe(oHa.

2.1.6. YcuieHHass KBaJM(UIUPOBAHHAS JIEKTPOHHAs MOANHCH (Jajnee —
YK3II) — 3T0 moanuce, KOTOpast COOTBETCTBYET BCEM NMPH3HAKaM HEKBATU(PHUIIMPOBAHHON
EKTPOHHON MOJNMCH U CIEAYIOUIMM JONOJHMUTEIbHBIM IPU3HAKAM: KIIOY IPOBEPKHU
ANEKTPOHHOW MOANUCH YKa3aH B KBaIU(PUIMPOBAHHOM cepTH(UKATE; i1 CO3JaHUS U
MIPOBEPKU HJIEKTPOHHOM MOANKMCH HCHOJB3YIOTCS CPEICTBA 3JEKTPOHHOM IOIIUCH,
HMMEOIINE MIOATBEPKICHUE COOTBETCTBUS TpeOOBaHUSM, YCTaHOBJICHHBIM
3aKOHOAATENbCTBOM (CepTU(UKAT KI0Ya MPOBEPKU NOANUCH (KBAIM(DUIMPOBAHHBIN
cepTHU(HKAT) CO3AaH W BbIAH YJOCTOBEPSIOUIMM ILIEHTPOM, AaKKPEIUTOBAHHBIM IPU
MunucTEpCTBE IU(PPOBOTO pPa3BUTHA, CBA3M M MAaCCOBBIX KOMMYyHHUKanuii Poccuiickoit
denepanun).

2.1.7. Y4YacTHHKH  JJeKTPOHHOr0  KaJpOBOro  [0KYMeHTOo0opoTa —
paboronatens — OI'ATIOY «lllebekMHCKUIT TEXHUKYM MPOMBILIUIEHHOCTH U TPAHCHIOPTay H
ero pabOTHUKHU, KOTOpPHIMH ObUIO JaHO corjacue Ha B3aumoneilctBue c¢ OIAIIOY
«llleOekMHCKUIT TEXHUKYM TMPOMBIIUIEHHOCTH M TPAHCHOPTa» MyTeM 3JIEKTPOHHOTO
JOKYMEHTO000poTA.

2.1.8.  DaexkTpoHHas moAnuch — HWHpOpMaNMs B 3JIEKTPOHHOU (opme, KoTopas
NPUCOETUHEHAa K Jpyrodl uWHQOpPManuud B INEKTpOHHOW (opme (moamuchBaeMoi
nH(OPMAIINN) WM UHBIM 00pa30M CBsI3aHA C TaKOW MH(OpManueld U KOTopas UCIOJIb3YeTCs
JUISL OTIPEJICIICHUS JIUIA, TIOJIICHIBAIOIIETO HH(OpMAIIIO

2.1.9.  DJaeKTPOHHBIH JOKYMEHT — JOKYMEHT, CO3JIaHHBII B aBTOMATU3UPOBAHHON
MH(OPMALIMOHHON CHUCTEME, C TIOMOIIBIO CPEICTB KOMIBIOTEPHON TEXHUKH, KOTOPBIA MOXKET
ObITh TOANUCAH MCKIIOYUTEIBHO COOTBETCTBYIOIIEH AJIGKTPOHHOW MOJMHUCHIO, 0e3
DyOonupoBaHUs Ha OyMa)KHOM HOCHUTEIIE.

3. Ilopsinok nepexona Ha KAAPOBbIN 3JIEKTPOHHBIH JOKYMEHT0000pOT

3.1. Ilepexon  na  B3ammogeiicteue  OLAIIOY  «llleOekWMHCKHMIA  TEXHUKYM
MIPOMBIIIJIEHHOCTH M TPAHCIOPTa» U €ro pabOTHUKOB IMYTEM 3JIEKTPOHHOTO KaJpOBOIO
JOKYMEHTO000pOTa OCYIIECTBISIETCS TOJIBKO IPU HAJTMUUU cOTacus pabOTHUKA.

3.2. YBenomieHue paOOTHHKOB O Tepexoje Ha B3auMOJIEHCTBHE yepe3 3JIEeKTPOHHBIN
JOKYMEHTO000pOoT ocymecTBiusercs oTBeTcTBeHHBIM juiioM OIATIOY  «llebGexunckuit
TEXHUKYM TPOMBIIIJIEHHOCTH M TpaHCIOpTa» JHOO TEepCOHANbHO, TMOJA  MOAIMMUCH,
MOCPEACTBOM BPYUEHHUSI COOTBETCTBYIOIIETO YBEJOMIIEHUS, JTMOO MOCPEICTBOM HalpaBiIeHUS
yBeAOMJIEHHS B pOpME IEKTPOHHOTO J0KyMeHTa, noanucanHoro Y KJII paboroxarens.

3.3. Pabotauk OI'AIIOY «llleOGeknHCKUI TEXHUKYM MPOMBIIUIEHHOCTH W TPAHCIIOPTa
HanpasisieT cornacue Ha ocyuiecTBiaeHne DK/IO B teuenune 10 kalieHAapHBIX ITHEH C IaThl
MIOJIyYEHUS UM YBEIOMIICHHUS.

B ciyuae He mpenocraBnenust pabotHukoM OI'AIIOVY «llleOekHHCKUI TEXHUKYM
NPOMBIIIJICHHOCTH M TPAHCIIOpTa» COrjlacus Ha B3auMojeiicTBue ¢ paboTomareneM
MOCPEJICTBOM DJIEKTPOHHOTO JIOKYMEHTO000pOTa, pabOTHUK CUMTAETCS OTKA3aBIIMMCS OT



Takoro B3ammojericTBus. [Ipu 3ToM paGOTHUK BHpaBe aTh COTJIaCHE HA B3aUMOJCHCTBHE C
OI'AIIOY  «llleOekMHCKMI TEXHHMKYM IPOMBIIUICHHOCTH H  TPAHCIOPTa» MyTEM
JIEKTPOHHOTO JOKYMEHTO000POTa B OCIEIYIOLIEM.

3.4. Cornmacue Ha B3aMMOJACUCTBHE C paboTomareneM MOCPEICTBOM 3JIEKTPOHHOTO
JOKYMEHTO000poTa He TpeOyeTcss OT JHIl, KOTOpbIe MPUHATHI (MPUHUMAIOTCS) Ha padboTy
nocie 31 nexabpst 2021 roga u y KOTOpBIX 1o coctosHUio Ha 31 gekabps 2021 roxa
OTCYTCTBYET TPYAOBOU CTaXK.

3.5. OTAIIOY  «llleOeKUHCKHIT ~ TEXHUKYM IPOMBIIIJICHHOCTH H  TPAHCIOPTa»
OCYLIECTBIsIET HMH(OPMUPOBAHME JIMLA, NPUHUMAEMOro Ha paboTy, 00 OCYLIECTBICHUU
OKIO. Ipu 3ToM nu1io, uMmeroniee mo coctossuuio Ha 31 mekadbps 2021 roga Tpy10BoOit CTax,
opu IpueMe Ha paboTy K paboTomaTento, KOTOPbIH OCYHIECTBISET 3JIEKTPOHHBIN
JOKYMEHTOOOOPOT MO0 MPHUHSAI PElICHHE O BBEACHUHU 3JEKTPOHHOTO JOKYMEHTO000pPOTa,
BIIpaBe JaTh COTJIAaCHE HA B3aUMOJEHCTBHE C paboToAaTeseM MOCPEIACTBOM 3JEKTPOHHOTO
JOKYMEHT0000pOoTa

3.6. Pabotomarens 0e3BO3ME3THO TPEAOCTABISET pPAOOTHUKAM, KOTOpBIE HE Jald
corjacuss Ha  B3auMojeiictBue ¢ paboTojareieM  IOCPEICTBOM  AJIEKTPOHHOTO
JOKYMEHTO000pOTa, TOKYMEHTHI, CBSI3aHHBIE C UX PA0OTON y HEro, Ha OyMaKHOM HOCHUTEJIE,
3aBEpPEHHbIEC Ha/IIeKAIUM 00pazoM.

3.7. Anmunuctparop OKJIO mnocne ucTeueHus cpoka Ha MpPENOCTaBJIEHUE COTJacuid
pabotHukoB ¢dopmupyer u yrBepxknmaer y pykoogutenss OIAIIOY «llleGexuHCKwMiA
TEXHUKYM [POMBIIUIEHHOCTM U  TpaHcmopra» cmucok pabotHukoB  OI'ATIOY
«1IeOeKMHCKMI TEXHUKYM MPOMBIIUIEHHOCTH M TPAHCIOPTa» , KOTOPBIE Jalld COTJIacHe Ha
B3anmozieiicteue ¢ OI'AIIOY «llleOeknHCKUI TEXHUKYM MPOMBIIUICHHOCTH U TPAHCIIOPTa
nyrem OKJIO, mnpu HEOOXOOUMOCTH  OCYHISCTBISICT MOMANUCAHUE YYaCTHHKAMHU
JIEKTPOHHOTO JJOKYMEHTO000pOTa JONOJHUTEIBHOTO COTJIAIEHUs K TPY0BOMY JIOTOBODY.

3.8. Ilopsinok cozpanust JlmuHoro kabuHeTra pabOTHHKA, (POPMUPOBAHUS M MOAMUCAHUS
JIEKTPOHHBIX TOKYMEHTOB ycTaHaBiMuBatoTcs B [lpunoxennn Ne2 k Hacrosmemy [lopsaxy.

4. IMopsiiok BeieHHs IJIEKTPOHHOTO JOKYMEHT0060poTa

4.1. OKJIO B OT'ATIOY «llleOeknHCKMIT TEXHUKYM MPOMBIIIJIEHHOCTH U TPAaHCIIOPTa
OCYILIECTBIISIETCSI B OTHOIIEHWU JJOKYMEHTOB M KaTeropuil paOOTHHUKOB, MEPEUYHU KOTOPBIX
ycraHoBieHbl B Ilpunoxxenunm Nel k Hacrosmemy Ilopsnky m Ilpuxazom Ne 357 or
06.09.2023 roma o BBEAGHHH DIEKTPOHHOTO JOKymMeHTooOopora B OIAIIOY
«l1leGeKMHCKHMI TEXHUKYM MPOMBIIIJICHHOCTH U TPaHCIIOPTay.

4.2. Ocy1iecTBiieHUe SKJO IIPOUCXOIUT IIOCPECTBOM HCIIOJIb30BaHHUS
NndopmannonHoii cuctemsl 1 miuatdopmsl «Pabora B Poccuny.

4.3. octyn pabotHrka B H(GOPMAIMOHHON CHCTEME TIPOUCXOMT ITyTEM aBTOPHU3AINHN B
JInunom kabOunere MH}OpManMOHHONW CHUCTEMBI NMyT€M BBOJA, YKa3aHHBIX MPU CO3JIaHUU
Jlmgynoro xabumHeTa paboTHWKA e-mail u mapomro, JMOO TOCPEACTBOM BBOJA KOJa,
MOJTy4eHHOTo paboTHHKOM yepe3 SMS/WhatsApp nmo Homepy ero tenedoHa, yKazaHHOTO
npu peructpanuu B HpopManmoHnHoi cucreme.

4.4. loctryn k HWudopmanumonnoit cucreme ot umenn OI'AIIOY «llleGexuHCcKuit
TEXHUKYM [POMBIIUIEHHOCTH M TPAaHCIOPTa» MMEIT: PYKOBOJUTEID OI'AIIOY



«IlleGeKUHCKUH TEXHUKYM IPOMBIIUICHHOCTH W TpaHcmopra», Ammuuauctpatop OKJIO, a
TaKkKe WHBIC JHIA, YCTAHOBJIEHHBIC OTACHbHBIM mpukazoM OI'AIIOY «llleGexnHCKUN
TEXHUKYM NPOMBIIUIEHHOCTH M TPAHCIOPTa». YKa3aHHbIE B HACTOSIIEM IIyHKTE JMLA
obnamaroT mpaBoM Joctyna K cBeneHusM o paborHukax OIAIIOY  «lllebekuHCKuit
TEXHUKYM MPOMBIIIICHHOCTH U TpaHcmopTa» u K JokymMeHtam OIAIIOY «llleGexnHCKMi
TEXHUKYM MPOMBIIUICHHOCTU U TPAHCIIOPTaY.

JInst yka3aHHBIX B HacrosimieM myHkte jui AamuHuctpatopom DKJIO usroraBinuBaroTcs U
BBIIAIOTCS CePTU(UKATHI KIIIOUEH 3JEKTPOHHBIX MOJAIMUCEH, B 3aBUCUMOCTU OT KaTerOpUU UX
nocryna k 9K/IO, a Takke B 3aBUCUMOCTH OT KaTETOPUH MOIINACHIBAEMbBIX UMH JIOKYMEHTOB.

4.5. TlonnmuceiBaTh  KaApOBBIE  JJIGKTPOHHBIE JOKyMEeHTH 0T wuMmeHn O AIIOY
«llleOekMHCKUI TEeXHUKYM MPOMBIIUIEHHOCTH M TPAHCIIOPTa» BIpPaBe JIMIA, YCTAHOBJICHHbBIE
B nipukaze OI'AIIOY «llleGekuHCKUI TEXHUKYM IPOMBILUIEHHOCTH U TPAHCIIOPTay.

4.6. [lonmucanue crneayomux gokymeHToB OT wuMeHu OIATIOY «lllebekuHCKuit
TEXHUKYM TPOMBIIUICHHOCTH W TpaHcmopTay ocymectsisierca npu OKJIO Tonbko npu
ucnonb3oanun YKOII:

- TPYZIOBBIX JIOTOBOPOB;

- IOTOBOPOB O MaTepHalbHON OTBETCTBEHHOCTH;

- YYEHUYECKHUX JOTOBOPOB;

- IOTOBOPOB HA MOJIyueHrne 00pa3oBaHus 0€3 OTPhIBA WU C OTPHIBOM OT pabOTHI;

- IpYKa3a (pacrmopsiKeHus) O MPUMEHEHUH JTUCHUTITHHAPHOTO B3BICKAHMS;

- YBEIOMIIEHHH OO0 H3MEHEHHHU OIpENEICHHBIX CTOPOHAMM YCJIOBHHM TpPYIOBOTO
J0roBopa nocpeacTsoM MHubopMamoHHON CHCTEMBI;

- P BHECCHUH U3MEHEHUM B BBIIICYKA3aHHBIC TOKYMEHTHI.

[lpu mnoamucanmu wHBIX JOKyMeHTOB OI'AIIOY  «llleOeKMHCKHI TEXHUKYM
MIPOMBILIIEHHOCTH U TPAaHCIIOpTay BOpase ucnonb3zoBath Y KOII; YHOIII, nopsaok npoBepku
KOTOPOW ONpeAesieTcs COIVIAIIEHHEM CTOPOH TpyaoBoro jnorosopa; YHOII, Beimannyo ¢
HCIOJIb30BaHNEM UHPPACTPYKTYPHI JIEKTPOHHOTO TIPABUTEIHCTBA.

[Tpu moamucaHuu SNEKTPOHHBIX JTOKYMEHTOB MOCpeAcTBOM miaTdopmel «Pabora B
Poccum» pabortomatenem wmoryt ucnonb3zoBatbes: YKOII; VHOIII, BemanHas ¢
HCI0JIb30BaHNEM UH(PPACTPYKTYPBI JJIEKTPOHHOT'O IIPABUTEIHCTBA.

4.7. Tlonnucanue mnepedncieHHbix B M. 4.6 [lonoxkeHus MTOKYMEHTOB OCYIIECTBISIETCS
pabotHukoM 1npu ucnoip3oBaHun YKOII; VYHOII, mnopsaok mnpoBepkud KOTOPOH
OMpENENseTCs COIVAllleHUeM CTOPOH TpyaoBoro jaoroBopa; YHOII, BwimanHOl C
UCIOJIb30BaHWEM HHPPACTPYKTYPHI DIEKTPOHHOTO MPAaBUTETHCTBA.

[Ipu moamucaHuy WHBIX JOKYMEHTOB paOOTHUK BIIpaBe Takke ucmoib3oBaTh [IDI1 B
cly4yae, €clIM COTJIJalleHUEM CTOPOH TPYAOBOrO JOrOBOpAa YCTAaHOBJIEHBI IpaBUIIA
onpejeNieHus] JIMLa, TMOAMKMCHIBAIOLIETO D3JEKTPOHHBIM JOKYMEHT, IO €ro MpocToi
AJIEKTPOHHOU TOJIMUACHA M TPEOOBaHUS K COONIOACHUIO KOH(MUISHIIMATFHOCTH KIIF04Ya TaKOH
noanucu. Ilpm moaMUCAaHWM DIEKTPOHHBIX JIOKYMEHTOB pPAOOTHUKOM WM  JIHIIOM,
MOCTYIMAIIMM Ha paboTy, mocpeactBoMm tatdopmsl «Pabota B Poccum» wMoryr
ucnonb3oBarecs:  YKOII; VYHOII, BblgaHHas ¢ MCMOJB30BaHUEM MHQPACTPYKTYpHI
3JEKTpOHHOro mpaButenbcTBa; [IDI1, KiI04 KOTOpOM TMONMy4eH Mpu JIMYHOM SIBKE B
COOTBETCTBUHM C ycTaHOBJIeHHbIMH [IpaBurensctBoMm Poccuiickoin ®enepanuu mnpaBuiiaMu



UCIOJb30BAHUS MPOCTOM AJIEKTPOHHOM NOANMCH MpH OOpalleHuu 3a IOJydYCHHEM
rOCYJapCTBEHHbBIX U MYHHUIIMIIAIBHBIX YCIIYT B 3JIEKTPOHHOM (opMme.

4.8. PaOOTHHK WM JIMLIO, TOCTYTIAOLIEE HAa Pa0OTy, OCYLLECTBIIAIOLINE B3aUMOIEHCTBHE C
paboTomarenieM MOCPEACTBOM HIIEKTPOHHOTO JOKYMEHTOOOOPOTa, BIIpaBe HANpAaBIATH B
anpec paboromarens 3asBICHUS, YBEAOMIJICHHS M COOOLICHHS, KOTOPbIE MPEIyCMOTPEHBI
TPYAOBBIM 3aKOHOJATEIILCTBOM M B OTHOIIEHUHM KOTOPBIX OCYILIECTBIIAETCS 3JIEKTPOHHBIN
TOoKyMeHT0000poT NH(DOPMAIIMOHHOW CUCTEMBI.

3asBieHMs], YBEAOMIIEHUSI U COOOLICHMs, HAIpaBJI€HHble PAOOTHUKOM WM JIUIIOM,
MOCTYIAKOUIMM Ha paboTy, cl1oco6aMu, B COOTBETCTBUHU C MOJI0KEHUSMH HACTOSAIIEr0 yHKTa
CUMTAIOTCS IOJY4YEHHBIMH paloTojaTesieM Ha CleqyoLUi pabouuii JeHb Iocie HX
HanpaBJICHUs.

4.9. 3asBieHHE O BbBAaYe JOKYMEHTOB, CBSI3aHHBIX C pabOTOM, WM HMX 3aBEPEHHBIX
HajuIexkamuM oopasom komuil (ct. 62 TK P®) paboTHHK MOXET MOJaTh B MUCHMEHHOMN
dbopme, mub0o HampaBuTh uepe3 WHbopmammonHyro cuctemy. [Ipu momaue pabOTHHUKOM
ykazanHoro 3asBieHusi O AIIOY  «llleOeKMHCKHIA TEXHUKYM TMPOMBIIIICHHOCTH |
TpaHcHnopra» 0e3BO3ME3JHO MPEIOCTaBIsIeT PAa0OTHHUKY HE MO3/HEe YeM B TedeHHe 3 (Tpex)
pabouux JIHEH co JHS ero mojayd Takue JOKYMEHTbl WIM MX 3aBEPEHHbIC HaJyIeXKalluM
o0pa3oM Konmuu Ha OyMa)kHOM HocuTene MO0, €cad B OTHOLIEHWH 3THX JTOKYMEHTOB
OCYILECTBISICTCS  3JEKTPOHHBIH  JJOKYMEHTOOOOPOT, Takue HJIEKTPOHHBIE JIOKYMEHTbI
CIOCOOOM, YKa3aHHBIM B 3asIBJICHUU paOOTHHKA:

49.1. B ¢dopMe KONUH DIEKTPOHHOTO JIOKYMEHTa Ha OyMaXHOM HOCHUTEIE,
3aBEpEHHON HaJyIekKaluM 00pa3om;

4.9.2. B (opme dIEKTPOHHOTO TOKYMEHTA, B TOM YHCIIE IIyTEM €r0 pa3MeIleHus Ha
€IMHOM IOpTajie rOCYAapCTBEHHbIX U MYHHUIMIAIBHBIX YCIYT B Cllydae B3aUMOJIECHUCTBUS B
LEJIAX OCYLIECTBIEHUS 3JIEKTPOHHOIO JOKyMeHTooOopoTa MH(OpMalMOHHON CHUCTEMBI C
€IMHBIM TOPTAJIOM TOCYJAPCTBEHHBIX W MYHMLHUNAIBHBIX YCIYyT JIMOO B JIMYHOM KaOUHeETe
paGoTHHKa Ha 1udpoBoi miardpopme «Padora B Poccun» npu yciaoBuu ee HCIOJIb30BaHUS
OI'AIIOY  «llleOeKMHCKMI TEXHMKYM MPOMBIIUIEHHOCTH ¥ TPaHCHOPTa» B IEJAX
OCYILIECTBIICHUS 3JIEKTPOHHOTO IOKYMEHTO000pOTAa.

4.10.  Tlo 3asBieHuto paboTHHKA paboTOMATENIb 0OeCIeYnBaeT JOCTYN PabOTHHUKA K
JOKYMEHTaM, [OJANHUCAHHBIM  IPOCTOM  AJIEKTPOHHOM  MOANKMCHIO  pabOTHHKAa B
nH(}OPMALIMOHHON cucTeMe paboToaTelNs, MyTeM HaIlpaBJICHUs JIEKTPOHHOIO JIOKYMEHTa B
JUYHBIA KaOuWHeT paboTHUKA (IpU HAJUYMU) HA €AMHOM MOpTaje TOCYIapCTBEHHBIX U
MYHHMLIMIIAJIBHBIX YCIYT B MOpsaKe, npexycMoTrpeHHoM IIpaBurenscrBoM Poccuiickoin
denepanuu.

5. Cpoxku noanucanusi padoTHUKAMHM
3J1eKTPOHHBIX JOKYMEHTOB M 03HAKOMJIEHHS ¢ HUMU

5.1. JlokymeHT, B oTHOIIEHUU KoToporo ocymecTBisiercs DKIO u KOTOpbIN MOAJIEKUT
MOJIMMCAHUIO CO CTOPOHBI PAOOTHUKA, TMOJMMCHIBAETCS TMOCIETHUM He Tmo3aHee 12
(1BeHanuaTH) pabodyMx YacOB C MOMEHTA IIOJyYEHHMsI YBEJIOMJICHHS O HaIlpaBIeHUU
OI'AIIOY «llleGeKMHCKHI TEXHUKYM IPOMBIIUIEHHOCTH M TpaHCIOpTa» JOKyMeHTa. B
cllyyae Hecoryacus ¢ MOoANUCaHNEeM JJOKYMEHTa WU JKe ero cojepkanuem, PaboTHUK BIpase



chopmupoBath B HanpaBuTh 4yepe3 Mubopmanmonnyio cucremy OIAIIOY «lllebexnHckuit
TEXHUKYM MPOMBIIIJICHHOCTH M TPAaHCIOPTa» YBEJOMIIEHHE 00 OTKa3e OT MOJIMUCAHUS C
yKa3aHHeM MPUYMHBI 0TKa3a OT MOANUCAHUS JOKYMEHTA.

5.2. Pabotnuk, xoropeiii momyuna oT OlAIIOY  «llleGekMHCKHH  TEXHHUKYM
MIPOMBIIIJICHHOCTH U TPAHCIOPTa» JJIi O3HAKOMJICHHS JOKYMEHT, B OTHOIIEHUH KOTOPOTO
ocymectBisiercss DK/1O, HampaBisier MOATBEpKACHHUE 00 O3HAKOMIICHUH C JOKYMEHTOM B
TeueHne 12 (aBeHamnatd) paboyuMX YACOB C MOMEHTA TIONYyYCHUS YBEIAOMIICHHUS O
HanpaBiieHun OI'ATIOY «llleGekMHCKUN TEXHUKYM MPOMBIIIICHHOCTH M TPaHCIOPTa»
JIOKYMEHTA.

6. HNudopmanuonnasi 6e30nMacHOCTb

6.1. MadopmarmonHas 0€301acHOCTh npu OCYIIECTBICHUU AJIIEKTPOHHOTO
nokymenroobopora B OIAIIOY  «llleOekMHCKHH TEXHHKYM TPOMBIIUICHHOCTH |
TPaHCIOPTa»  OOECHEeUMBAETCS  KOMIUIEKCOM  TEXHUYECKUX U OpraHM3alMOHHBIX
MEPONPUITHUH.

6.2. K TexHMYeCKUM MepONpUATUSAM OTHOCSTCS:

6.2.1. OpraHu3anus U MCIIOJB30BaHHE CPEACTB 3aLIUThl MH(OPMAIMHU B IOJIHOM
00bEMe MX (QYHKIMOHATIBHBIX BO3MOXKHOCTEHH;

6.2.2.  ObecrnedeHue NEIOCTHOCTH 00pabaTHIBAEMbIX JaHHBIX;

6.2.3. OOecrnieueHue aHTUBUPYCHOM 3aIIUTHI HH()OPMAIIHH.

6.3. K opranu3aiinoHHBIM MEPOIIPUATHSIM OTHOCSTCS:

6.3.1. KouTponmb  BbINONHEHUS  TPeOOBAaHWH  HOPMATHBHBIX  JIOKyMEHTOB,
periIaMeHTHPYIOMMX 00eCTIeYeHNE 3aUThl HHPOPMALINH;

6.3.2. OmnpeneneHve  JOJDKHOCTHBIX  JIMI] —  YYaCTHUKOB  3JIEKTPOHHOI'O
JOKYMEHTO000pOTa U OpraHu3aTopa 3JIEKTPOHHOI'O JOKYMEHTOOOOPOTa, OTBETCTBEHHBIX 32
obecnieueHre HHGOPMAITMOHHON 06€30MaCHOCTH;

6.3.3.  YcraHoBIeHUS NMOPsAIKAa OOHOBJIECHUS aHTUBUPYCHBIX 0a3;

6.3.4. YcraHOBIIEHHE TIOpsIKA TPOBEICHHUS PEMOHTHO-BOCCTAHOBHUTEIBHBIX Pa0dOT
MIPOrpaMMHO-TEXHUYECKHUX CPEJICTB;

6.4. ®enepanbHblil 3akoH Ne 152-@3 ot 27 uronst 2006 roga «O MepCOHATBHBIX JTAHHBIX)
YCTaHABIIMBAET TPeOOBaHUS K ONEPATOPY MEPCOHAIBHBIX JAHHBIX U €ro MH(OPMalMOHHBIM
cucremMaM. TpeOoBaHUS K WHGOPMALMOHHBIM CHUCTEMaM, COJEpXKallUM IEepCOHAIbHBIE
JaHHBIE, YKa3aHbl B JOKYMEHTHI, yTBepk1E€HHOM [locTanoBnenuem IIpaButensctea PO ot |
HOs10pst 2012 roma Ne 1119 «O6 yrBep:kieHHH TpeOOBaHUH K 3aIUTE MEPCOHATBHBIX JaHHbBIX
npu ux 00paboTke B MHPOPMAITMOHHBIX CUCTEMAaX MEPCOHABHBIX JTaHHBIX).

6.5. lomkraoctapie numa O ATIOY  «llleGeKHHCKUI TEXHUKYM MPOMBIIIICHHOCTH W
TpPaHCIOPTa», OTBETCTBEHHbIE 3a oOecreyeHre Oe30MacHOCTH MEPCOHANbHBIX JAHHBIX,
JOJKHBL  00J1alaTh  COOTBETCTBYIOIIEH KBaM(UKAIMEH, IOATOMY TMpU ONpeAesieHuN
TpeOOBaHUN K JaHHBIM pa0OTHHKaM HYXHO OpHeHTHpoBaTbcs Ha IlocTtaHoBieHue
[TpaBurtensctBa PO Ne 1119, Ipukaz ®CTIK Poccun ot 18 despans 2013 roma Ne 21 «O6
yrBepxkacHun CoctaBa M COJAEp)KAaHHS OpPraHM3ALMOHHBIX M TEXHUUYECKUX Mep M0
oOecriedeHn0  OE€30MacCHOCTH  MEPCOHAIBHBIX  JaHHBIX MNpH  HMX  00paboTke B
MH(POPMAIMOHHBIX CHCTEMaX MEePCOHAIBHBIX TaHHBIX).



7. HNHucTpyKkTak paGoTHUKOB
o B3aumoaeicTBuio ¢ OI'AIIOY «lllebeknHCKM TEXHUKYM NPOMBIIIJIEHHOCTH U
TpancnopTa» B pamkax IK/10

7.1. Anmunuctparop KO no momenrta BBeaenus IKJIO ocymiecTBisieT pa3bsiCHEHUE
pabotHukaMm crnenyromei napopmanuu o B3aumonelcteuio ¢ OTATIOY «llleGexknHcKmit
TEXHUKYM MPOMBIIIUIECHHOCTH U TpaHcnopTa» B pamkax OK/O:

7.1.1. NpUHIUIEI B3aumoerictBus pu DK/O;

7.1.2.  ocobGennoctu padboTsl MHPOPMAIIMOHHON CUCTEMBI,
7.1.3. CPOKH TIOJIIMTUCAHUSI IOKYMEHTOB;

7.1.4.  uHble Bonpockl B3aumojeiicTaus B pamkax IOKJO.

7.2. llepuoguuHocTh W rpaduK  TPOBEACHUS  HUHCTPYKTAXKEH,  Kacarolmuxcs
B3aumozeiicteus npu KO, onpenensercs npukazom OIAIIOY «llleOekMHCKUN TEXHUKYM
MIPOMBIIIIJICHHOCTH ¥ TPAHCTIOPTAY.

8. XpaHeHHe 3J1eKTPOHHBIX IOKYMEHTOB.

8.1. Bce onektponnbie kaapoBble H0KyMeHTH OI'AIIOY «llleGekuHCKHIT TEeXHUKYM
MIPOMBIIIJICHHOCTH YU TPAHCIOPTa» JOJIKHBI XPaHUTHCSA B TOM ke (hopmaTe, B KOTOPOM OHHU
ObUTH CPOPMHUPOBAHBI, OTIPABIICHBI U TOTYYCHBI.

8.2. Cpok xpaHEeHHS 3JIEKTPOHHBIX KaapoBbiX NOKyMeHTOB OI'AIIOY «llleGexuHCKwHiA
TEXHUKYM IPOMBIIIJIEHHOCTH M TPAHCIOPTa» B 3JIEKTPOHHOM BHUJE COOTBETCTBYET CPOKY
XpaHeHHus WX OyMaXHBIX aHAJIOTOB. ODTH CpPOKH ycTaHoBieHBI [Ipukasom ¢enepanbHOTO
apxuBHoro arentctBa oT 20 nexabpsa 2019 roma Ne 236 «OO6 yrBepxknaenuu Ilepeuns
TUMOBBIX  yNpaBIEHYECKHX AapXUBHBIX JOKYMEHTOB, OOpa3ymomMXcsi B  IpoIEecce
NESATEIbHOCTH TOCYJAapCTBEHHBIX OPraHOB, OpPraHOB MECTHOTO CAMOYIpPaBJICHUS U
OpraHu3alyii, C yKa3aHHeM CPOKOB HUX XpaHEHHUs», BHYTpeHHUMH AokymeHTamu OI'AIIOY
«llleOekMHCKUI TEXHUKYM IMPOMBILIUIEHHOCTH M TPAHCIIOPTa» [HAUMEHOBAHHUE YUPEKICHNUA .
[Tpu 5TOM CpOKM XpaHEHHUS JIEKTPOHHBIX JOKYMEHTOB, KaK U OYMa)KHBIX, OTCUUTHIBAIOTCS C
1 sHBaps TOJa, CIEAYIOMIETO 3a TO0JIOM, B KOTOPOM JOKYMEHTHI OBLIM 3aKOHUYEHBI
nenornpou3BocTBoM (1.2 ¢1.21.1 @eaepanbHoro 3akoHa Ne 125-03 «O0 apXxuBHOM Jene B
Poccuiickoit @eaepanumn»).

8.3. XpaHeHue DIEKTPOHHBIX KaApOBBIX JOKYMEHTOB JOJKHO  COINPOBOXKIATHCS
XpaHEHHEM COOTBETCTBYIOLIETO MPOTPAMMHOIO OOECHedeHus, TMO3BOJISIONIET0 HUMETh
BO3MOYXHOCTB Pa0OTHI C ANEKTPOHHBIMU JOKYMEHTAMH.

8.4. OTAIIOY  «llleOekWHCKHMH  TEXHWKYM TIPOMBIIIICHHOCTH W  TPAHCIIOPTa»
OCYILIECTBIISIET XpaHEHHE DJEKTPOHHBIX JOKYMEHTOB, CO3/aHHbIX B HMHbopmanmonHoi
CHUCTeME, IO 3aBEpILEHUIO0 JEJIONPOM3BOACTBA IO HUM, Ha TEXHHUYECKHX YCTPOMCTBAX
Nndopmannonnoii cucrembl OT'AIIOY  «lllebeknHCKHUI TEXHUKYM TMPOMBIIUIEHHOCTH U
TPaHCIOPTa», MPEJHA3HAUYECHHBIX CHEIUANIbHO JUIsl XPAHEHHUS SJIEKTPOHHBIX JOKYMEHTOB
(cepBepbl), B T€YEHHE CPOKOB, YCTAHOBIEHHBIX 3aKOHOAATENIbCTBOM Poccuiickoit denepannu
00 apXUBHOM JieJIe.
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8.5. XpaHeHue »5JIEKTPOHHBIX JOKYMEHTOB, CO3JaHHBIX C MCIOJIb30BAaHUEM EIUHOU
uupposoi mwiargopmsl «Pabota B Poccun», ocyiiecTBiasieTcst orneparopoM Takoi CUCTEMBI, B
TEYEHHE CpPOKOB, YCTAaHOBJIEHHBIX 3aKOHOJAATelNbCcTBOM Poccuiickoir @enepauuu 00
apXUBHOM JIETI€C.

9. Cayuau opopmienns kaapoBbix 10kyMeHTOB B OI'AIIOY «lllebexnnckmii
TE€XHUKYM NPOMBIILIEHHOCTH U TPAHCIIOPTA» HA OyMasKHOM HOCHTeJIe

9.1.B cnywae  karacTpobl ~ HPUPOAHOrO  WJIM  TEXHOTEHHOTO  XapakTepa,
MIPOU3BOJICTBEHHON aBapuy, HECYACTHOTO Cllyyas Ha MPOM3BOACTBE, MOKapa, HABOJHEHUS,
3eMJICTPACEHHUS, SMUJIEMUU WU SIU300TMM U B JIHOOBIX MCKIIOUUTENIBHBIX CIIy4dasXx,
CTaBSIIMX IOJ{ YIpO3Yy JKU3Hb WJIM HOPMAJIbHBIE )KU3HEHHBIE YCIIOBUS BCEIO HACEJIEHUS WU
€ro 4actu, paboronaTenb U paOOTHHUK, HE OCYIIECTBISIONINE B3aUMOACHCTBUE MTOCPEICTBOM
NEKTPOHHOIO JOKYMEHTOOOOpOTa, BIPAaBE B COOTBETCTBUU C JIOKAJIBbHBIM HOPMAaTHBHBIM
aKTOM, MPUHUMACMBIM C YYE€TOM MHEHHS BBIOOPHOTO OpraHa MEPBHUYHON MPOQCOO3HOM
OpraHu3aliy B MOpsAaKe, ycTaHoBIeHHOM cTaTheil 372 TK P® mis mpuHATHS JOKaIbHBIX
HOPMATUBHBIX aKTOB, BPEMEHHO OOMEHHMBATHCS JOKYMEHTaMH, B TOM YHCIE€ JOKYMEHTaMH,
CBSI3aHHBIMHU C paboOTOi, B (popMe SJIEKTPOHHOTO IOKYMEHTa WM 3JIEKTPOHHOTO 0oOpasa
JOKYMeHTa (JIOKyMeHTa Ha OyMa>kHOM HOCHUTEJNEe, MPeoOpa30BaHHOTO B AJIEKTPOHHYIO HopMy
IyTeM CKaHUpOBaHUs WU (oTorpadupoBaHUsl C COXPAaHEHHMEM €ro pPEKBU3UTOB) C
MIOCJIEAYIOLIUM PEJCTABICHUEM COOTBETCTBYIOLIUX IOKYMEHTOB HAa OyMa)KHOM HOCHUTEIIE.

9.2. B cnmyyae mpHOCTaHOBIICHUS AeATENIbHOCTH MHPOPMAIIMOHHONW CHCTEMBI MOTHOCTHIO
WIA 9aCTHYHO, HAJTH4Us c00sl B ee paboTe, BOSHUKHOBEHUSI 00CTOSITEIHCTB HEMIPEOAOTUMOM
cuibl (hopc-Makop) YIMOITHOMOYEHHBbIE PAa0OTHUKH HAa OCHOBAHHMH TPHKA3a PYKOBOIUTEIS
OTr'AIIOY «lllebexknHCKU TEXHUKYM MPOMBILIUIEHHOCTH U TPAHCIIOPTa» BIpaBe 0hOpMIISTh
KaJJpOBBIE IOKYMEHTHI Ha OyMaKHOM HOCHTEJIE.

10. HNudpopmupoBanue KOMHCCHHU 110 TPYAOBBIM CIIOPaM, B3aUMOAEHCTBHE €
Npo¢co3HBIMU OPraHU3ALUAMH

10.1. PaGotHukm [oTHmena KkaapoB, KanupoBoi ciyxkObi]  OLAIIOY «lllebekuHCKUi
TEXHUKYM MPOMBIIIJIEHHOCTH U TPaHCIIOPTa» 00ECIeunBaloT NOCTOSHHOE UH(OPMUPOBAaHNE
KOMMCCHU IO TPYAOBBIM criopam, a Takke npogceoroza OIAIIOY «lllebekMHCKUN TEXHUKYM
MIPOMBIIIICHHOCTH U TpaHcmopTa» o KaapoBbix u3MeHeHUsAX B OLAIIOY «llleGexnHckmit
TEXHUKYM IIPOMBIIIIEHHOCTH U TPAHCIIOPTa» IIYyTEM MMCbMEHHOTO YBEJOMJICHHUSI.

Ienbto ykazaHHOrO WH(GOPMHUPOBAHMS SBISETCA IMOBBILIIEHWE KadyecTBa pabOTHl U
akTuBHOCTH  TipodcorozHor  opranuzammu  OTAIIOY  «llleGeknHCKUN  TEXHHKYM
MIPOMBIIIIJICHHOCTH U TPAHCIIOPTa» 10 BOMPOCAM 3alTUTHI ITpaB paOOTHUKOB Ha O€30TaCHBIN
Tpyd, GOPMUPOBAHUS TOJUTHKU HETEPIUMOCTH PaOOTHUKOB K (pakTam HapylleHUs HOPM
TPYZIOBOTO IIpaBa.
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11. I[Ipunoxenne k nHacrosimemy Ilosoxennro

11.1. ITpunoxenue Nel: IlepeueHb HJOKYMEHTOB M KaTeropuii paOOTHHKOB, B OTHOIIICHHUH
koTopeix B OI'AIIOY «llleGekMHCKUH TEXHUKYM IPOMBIIUIEHHOCTH W TPaHCIOPTa»
YCTAHOBJICH KaJIPOBBIN AJIEKTPOHHBIN TOKyMEHTOO0OPOT;

11.2. llpunoxenne Ne2: Tlopsmox co3manus  Jluunoro kabuneta  pabOTHHKA,
(dbopMHUpOBaHHUS U OANMCAHUS AIIEKTPOHHBIX JJOKYMEHTOB.
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[Tpunoxenue Nel k [TomoskeHUIO 0 IIEKTPOHHOM KaJIpPOBOM TOKYMEHTOO00POTE

ITEPEYEHb
AOKYMEHTOB H KaTeropuii paG0THHKOB, B OTHOLIEHUH KOTOPBIX
B OT'AIIOY «llle0exknHCKHMIT TEXHUKYM NPOMBIIICHHOCTH H TPAHCIIOPTA» YCTAHOBJICH
3JIEKTPOHHBIH KaJPOBBIi JOKYMEHT0000pOT

B OT'AIIOY «llleGeknHCKUI TEXHUKYM IPOMBIIINICHHOCTH M TpaHCHopTa» (najiee —
paGoToaaresb) YTBEPKACHBI CIEIYIOIINE TEPEUHU JOKYMEHTOB U KaTeropuii paboTHUKOB, B
otHomeHnn KOoTopbix B OI'AIIOY «llleGeknHCKUNM TEXHUKYM IPOMBIILICHHOCTH H
TPAHCIIOPTa» YCTAHOBJIEH SJEKTPOHHBIM KaJApPOBBIA JOKYMEHTOOOOPOT HAa OCHOBAaHHUHU
npukaza Ne 357 ot 06.09.2023 roga B OIAIIOY «llleOeKMHCKUE TEXHUKYM
MIPOMBIIIIJICHHOCTH U TPAHCIIOPTaY.

1. Ilepeuenb kareropuii pabOTHUKOB, B OTHOILIEHUHU KOTOpbIX B OI'AIIOY
«1leGeKMHCKMI TEXHUKYM IIPOMBIIIICHHOCTH U TPAHCIIOPTa» YCTaHOBJIEH
JIEKTPOHHBIN KaJApOBbII TOKYMEHTOOOOPOT

Ne HanmeHnoBanue kaTeropuu pabOTHUKOB,
KOTOPBIE OCYIIECTBISIOT B3auMoieiicTBre B pamkax DKJ1O
1 PYKOBOJHUTENH
2 aIMUHUCTPATUBHBIN anmnapar
3 MpenoiaBarenu
4 MeIaroru4ecKuii mepcoHan
5 y4e0OHO-BCIIOMOTaTeNbHBIN MepCOHaT
6 00CITYy>)KMBAIOIIUI TTEPCOHAN U TEXHUYECKUE UCTIOTHUTEITH

2. TlepeveHb MOKYMEHTOB, B oTHOMIEHUU KOTOPBIX B OT'ATIOY «lllebexnHcKkmii
TEXHUKYM MPOMBIIIIICHHOCTH U TPAHCIIOPTa» YCTAHOBJIEH AJIEKTPOHHBIN KaJIPOBBINA
JOKYMEHTO000pOT

Ne | HaumeHoBaHue JOKYMEHTOB, B OTHOIIEHHH KOTOPbIX B OI'AIIOY «IlleGexnnckuit
TEXHUKYM IIPOMBIIUIEHHOCTH U TPAHCIIOPTa» YCTAHOBJIEH 3JIEKTPOHHBIN
KaJIpOBBII TOKyMEHTO00OpOT
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TpynoBbie 10rOBOPHI

YueHnuyeckue J0roBopsl

I[OHOJ'IHI/ITGJ'IBHI)IC COIIaICHUA K TPYAOBBIM IOI0BOpaM

[Tpuka3sbl 0 IMYHOMY COCTaBY, 32 UCKJIIOUEHUEM IPUKA30B O paCTOPKEHUU
TPYAOBBIX IOTOBOPOB
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[Tpunoxenue Ne2 k [TomokeHUIO 0 KaIpPOBOM AJIEKTPOHHOM JJOKYMEHTOO0OPOTE

IHOPAAOK
co3nanus JInunoro kabuHera padloTHHKA,
(popMupoBaHMA ¥ MOANMCAHUSA IJIEKTPOHHBIX JOKYMEHTOB
AJIS1 KaIPOBOro 3JIeKTPOHHOI0 JOKYMEHT0000poTa

OI'AIIOY «llleOGeKnHCKMIT TEXHUKYM MPOMBIIIICHHOCTH M TPaHCIOpTay (najiee —
paGoToaartesb) yTBEpKAEH CIEAYIOMUNA TOPAA0K co3nanus JInunoro kabunera paboTHUKA,
(dhopMUpOBaHUST U TOMANUCAHUS DJIEKTPOHHBIX JOKYMEHTOB JIJIsl KaJpOBOTO 3JEKTPOHHOTO
JOKYMEHTOO00OopoTa:!

1. Co3nanue TU4HOr0 KaOuHeTa padoTHUKA B UH(opMannmoHHoIi cucTemMe

1.1. OTAIIOY  «llleGexknHCKMI  TEXHHKYM MPOMBILUIEHHOCTM U  TpaHCHOpTa»
peructpupyer paOOTHHKA, KOTOPbIM OBUIO JaHO COIJlacMe€ Ha B3aUMOJEHCTBHE C
paboTozmaresieM 4epe3 3JEKTPOHHBIM KaapoBbI AOKYMEHT0000poT, B MHpopmannoHHON
CUCTEME.

1.2. JInsg nauvana wucnonb3oBanus MudopmarmonHoit cucremoil pabotnukom OI'ATIOY
«llleOeKMHCKMIA ~ TEXHUKYM TPOMBIIUIGHHOCTH W TPAHCIOPTa»  HAMpaBIsET eMy
MpUTJallleHue OJHUM M3 J0CTYNHbIX B MH(popManmoHHol cucreme crnocodoM (IMCbMOM Ha
AJEKTPOHHYIO MOUTYy, SMS-coobimennem).

1.3. [Ipurnamenne CONEPKUT CCBUIKY JUISI ABTOPH3AIMA W TIOATBEPXKIEHHUS CBOEH
yueTHOU 3anucu (JInanoro kabunera) padorHuka B IHpOpMamoHHOI cHcTEME.

1.4. PaboTHuK, mpu mnepBUYHOM Bxonae B MHbopmannoHHyIO cucTeMy (perucTpais)
00s13aH MOATBEPAMTh CBOIO YYETHYIO 3amuch B JIMYHOM KaOMHETe MyTeM BBOJa YETBIPEX
nocienHuX nudp cBoero macnopta. Takke mpu nepBUYHOM BXone B MHdopmanmoHHyIO
cucreMy pabOTHMK OCYIIECTBISET O3HAKOMJIEHHE CO CIEAYIOIIMMH JOKYMEHTaMHU
NHupopmaninoHHON CUCTEMBI, O YEM IPOCTABISIET OTMETKY B CHELMATIbHOM HHTEPAKTHBHOM
moje: C  corjjackeM  Ha ~ 00pa0OTKy  MEPCOHAIbHBIX  JIAHHBIX,  MOJUTUKOU
KOH(UIEHINATbHOCTH, TIOJIb30BaTEIbCKUM COTJIAILIEHUEM.

1.5.B JluuHom kabuHeTe pabOTHUKY JOCTYNEH MpeayiaraeMblii  (QyHKIHMOHAT
WHpopMalMOHHON cHuCTeMBbI, B TOM YHCIIE€ BO3MOXXHOCTh Bbimycka YHOII, monmucanus
nokyMeHTOB ¢ OI'AIIOY «IlleGeknHCKUI TEXHUKYM MPOMBILIUIEHHOCTH W TPaHCIOPTay», a
TaK)K€ UCTOPHS MOJAIMUCAHHBIX YIEKTPOHHBIX JTOKYMEHTOB.

1.6. Ina kaxzaoro pabOTHHKA, MOATBEPAMBLIEMY CBOIO YYeTHYK 3amuchk, ans OKJO
OT'ATIOY «llleOeKMHCKUNM TEXHUKYM MPOMBIIIJIEHHOCTH M TPAHCIOPTAa» OCYIIECTBISET
BeiTyck YHOII ¢ momompo MHGOpMAaIMOHHONW CHUCTEMBI TIPU YYaCTHH YIOCTOBEPSIIOIIETO
LEHTpA.

1.7. PaGoTHuk moanuceiBaeT 3asBieHre Ha BhIMyck YHOII IlpocToit smekTpoHHOM
MOJIHUCHIO ITyTEM MOATBEPXKAECHUA Koja 1o SMS.

1.8. lIpu Bemycke YHOII nns pabotHuka OIAIIOY  «llleGeKMHCKHI TEXHUKYM
MPOMBIIIIEHHOCTH U TPAaHCIOPTa» OCYLIECTBISIET €ro HACHTHU(PHUKAIMIO (IOJITBEPXkKIACHUE
JIMYHOCTH) Ha OCHOBAaHMM JOBEPEHHOCTH OT YJOCTOBEPSIOUIETO0 IEHTpa W BBICTYHAeT
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JIOBEPEHHBIM JIUIIOM TI0 cMbicny DenepanbHoro 3akoHa "OO 3IEKTPOHHOW MOAMHCH" OT
06.04.2011 Ne63-D3.

1.9. ins npomoimkenus mnpoueAaypsl Bbimycka YHODII, paGoTHUK mOATBEpXKIAET IO
MOJTyYEHHOH CChUIKE (B MUChbME HA 3JEKTPOHHYIO MoYTy mwiu SMS cooOuieHneM Ha HOMEp
MoOUIBEHOTO Tenedona) Beimyck Y HOIL

1.10. {ns 3aBepuieHus mpouenyps! Beimycka YHOII, a Takke BO3MOXHOCTH HOZIHUCHIBATH
AJIEKTPOHHBIE JTOKyMeHTHl B MH(popmannonHoit cucreme, pabotHuk mnocpeactsom [1911
MOATBEPIKIaeT BBIMYIICHHBIN cepTrudukar Y HOII.

1.11. DnexTpoHHBIE  JOKYMEHTHl  (3asBieHHME paboTHMKa Ha  Beimyck  YHOII,
noaTrBepxkaeHue ceprudukara YHOIII u unble nokyMeHThI/neicTBus) s Bbimycka YHOII ¢
LEeNbl0 BEIEHHUS JJIEKTPOHHOIO JIOKyMeHTooOopoTa B WHdopmannoHHOW cucreme,
noanucanueie [lonmp3oBateniem IIDII, mnpusHarOTCs paBHO3HAYHBIMU JOKYMEHTaM Ha
OYMaXHBIX HOCUTENAX, TOAMHCAHHBIM COOCTBEHHOPYYHOW TOAMMUCHIO, a CBEICHHS,
coJiepKalirecs B TaKOM JOKYMEHTE, NMPHU3HAIOTCS IOJIMHHBIMM U JIOCTOBEPHBIMH, OHH
TAaK)K€ MMEIOT TaKyl € IOPUIUYECKYI0 CUILy, KaK M IOANHCAHHbIE COOCTBEHHOPYYHO
JOKYMEHThl Ha OyMaXHOM HOCHTENe, M BIIEKYT MPEAyCMOTPEHHBbIE [UIsl YKa3aHHBIX
JOKYMEHTOB TPABOBBIE IMOCIEACTBHS; HE MOTYT OBITh OCHOPEHBl WJIH OTPUIATHCS
y4aCTHUKaMHU KaJpOBOTO JIEKTPOHHOTO JOKYMEHTO00OPOTa M TPETHUMH JTUIIAMHU WU ObITh
MPU3HAHHBIMU HEACHCTBUTENHHBIMU TOJILKO Ha TOM OCHOBAHUHU, YTO OHU OBLITU MOJITUCAHBI C
ucnosb3oBaHueM HMHopmanoHHON cuctembl Win O(OpMIIEHBI B BHJE 3JIEKTPOHHOTO
JIOKYMEHTAa; MOTYT OBITb TIPEJCTABJIIEHbl B KauyeCTBE JI0KA3aTEIbCTB, PABHOCUIIBHBIX
MUCbMEHHBIM  JI0OKA3aTeNbCTBAM, B IOpPSIKE, MPEAYCMOTPEHHOM 3aKOHOJATENIbCTBOM
Poccuiickoit ®denepanuu, Opud 3TOM JIONMYCTUMOCTh TAaKHUX JOKA3aTEIbCTB HE MOXKET
OTPULATHCSI TOJBKO HAa TOM OCHOBAHWM, YTO OHM IIPEJICTABJIECHbI B BUJIE AIJIEKTPOHHBIX
JOKYMEHTOB WJIM HMX KONUH Ha OyMaXHOM HOcuTene; Haimuuue B Jokymente [IOI1
MOAPa3yMEBAET, UTO JOKYMEHT HaIlpaBJI€H U MOJANKUCAH UM B HaJJIEXKAIIEM MOPSIKE.

1.12. Jins ucnons3zoBanusi MHGOpMAIMOHHON CHCTEMBI C LIEIbI0 MOAMMCAHUS YKAa3aHHBIX
nokymeHnToB [IDI1, paOoTHHK caMOCTOATEIHHO OOEeCmedMBaeT MOJKIIOYEHHE K KaHalaM
ANEKTPOHHOU, B T.4. MOOMJIBHOM CBSA3M W/MIU MOAJNEPKKY HEOOXOIWMBIX (PYHKIUH, B T.4.
¢bynkuit SMS, Ha cBoux ycrpoiicTBax (Tenedone, cMapTdoHe, MIaHIIeTe, KOMIbIOTEPE U
T.II.) Y CBOETO oIllepaTopa COTOBOM CBSI3H.

1.13. B ciayyae wW3MEHEHHs CBEICHHH 00 ajpece SJIEKTPOHHON IMOYTHI WU HOMEpa
MoOunpHOrO TenedoHa paOOTHMK MPUHUMAeT Ha cels 00s3aTenbcTBa HE3aMEMTUTENBHO
CcoOOIMTL OTBEeTCTBeHHBIM 3a B3ammojeiictBue 1o DKJIO B OI'AIIOY «lllebexnHckuit
TEXHUKYM TMPOMBIIUIEHHOCTH M TPaHCHOpPTa» JUILAM, KOTOpPblE BHOCAT HM3MEHEHHS B
cBeieHUsIX paboTHHKa B IHQOpMaIOHHOM crucTeme.

2. ®opMHUpOBaHHE U MOAMUCAHUSA FIEKTPOHHBIX JOKYMEHTOB
2.1. ToxymenTsl ais moanucanus npu momonty K10 MoryT co3maBarbes:
2.1.1. OTAIIOY «llleOeKknHCKUI TEXHUKYM MPOMBIIUIEHHOCTH M TPAaHCIIOPTa» B CUCTEME

1C: 3apnnara u ynpasineHue nepconaioM B ¢opmare Word wim PDF u nepenaercs B
WHpopMalMoHHYIO CUCTEMY;
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2.1.2. Pabotankom u OT'AIIOY  «llleGekMHCKUNA TEXHUKYM TPOMBIIIICHHOCTH H
TpaHCIOPTa» MyTeM 3arpy3ku B MHGOpManmoOHHYIO CHUCTEMY CaMOCTOSITENIBHO CO3/IaHHBIX
nokymeHToB B hopmare Word unu PDF;

2.1.3. Bribopa padoraukom mim OIAIIOY «lllebeknHCKHUN TEXHUKYM MTPOMBIIICHHOCTH U
TPaHCHOPTa» U3 MIa0JIOHOB, PEACTaBICHHBIX B IH()OpMaIIOHHOHN crcTEME.

2.2. @aisibl ¥ JaHHBIE, COJAEPIKAIIMEcs B JOKYMEHTaX, OJKHBI OBITh JOCTYIMHBIMHU IS
palboThl, HE MOJDKHBI OBITH 3alUINEHBl OT KOMUPOBAHHUS W I€YaTH, HE JOJDKHBI OBITH
3alMIICHbl [apoJjieM, He JOJDKHBI COJAepkKaTb WHTEPAKTHBHBIE M MYJIbTUMEIUNHHBIC
AJIEMEHThI, BHEIpPEHHbIE CIeHapuu Ha s3blke JavaScript WM JIOOBIX JPYIHX S3bIKAX
MIPOrpaMMHUPOBAHHUSL.

2.3. DNEKTPOHHBIA JOKYMEHT MOKET OBbITh MOAMUCAH TOJIBKO 3JIEKTPOHHOM MOJIHUCHIO
JM1a, KOTOPOE YKa3aHO B €r0 TEKCTE Kak JIULO, €r0 MOANKCABLICE.

2.4. Tlopsaok MOANMCAHUS SJEKTPOHHBIX JOKYMEHTOB:

2.4.1. Jluno wumeromee noctyn kK WupopmammonHoi cucreme ot umenn OIAIIOY
«1leGeKMHCKMI TEeXHUKYM MPOMBIIUIEHHOCTH M TPAHCIOPTa» MPU OTIPABKE JTOKyMEHTa Ha
MOANUCH JIUIy, KOTOPBI BIpaBe TMOAMHUCHIBATH AOKYMeHTH 0T wumeHun OIATIOY
«llIeOekMHCKUI TEXHUKYM MPOMBIIIJICHHOCTH U TPAHCIOPTa», W/WIH pabOTHUKY BHIOMpaET
MOPAIOK Noanucanus «PykoBoauTeNb nepBbii» uiu «PaboTHUK MEePBHIi»;

2.4.2. PabOTHUK JOKEH O3HAKOMUTHCA C JOKyMEHToM, mnoiydeHHbiM oT OI'AIIOY
«1IeOeKMHCKMI TEXHUKYM NPOMBIIUICHHOCTH H TPAHCIOPTa», W IOANUCATH €ro
AJIEKTPOHHOMN MOJNUCHIO HE Mo3aHee 12 (1BeHaanary) pabounux 4acoB ¢ MOMEHTA MOJyUEHUs
yBenomsieHus. [lpum  Hecormacuum ¢ comepKaHWEM JIOKyMeHTa, PaOOTHUK MOXKeT
chopmupoBaTh W OTHpaBuTh PaboTomarento yBemomieHHe 00 OTKa3ze OT IMOAMUCAHUS C
yKa3aHUEeM MPUYMHBI 0TKa3a OT IMOANMCAHHS;

2.4.3. Jluio, KOTOpoe BIpaBe MOAMHUCHIBATH JOKyMeHThI 0T wumeHn OIAIIOY
«1JeGeKMHCKMI TEXHUKYM HPOMBIIIJICHHOCTH M TPaHCIOPTa», JOKHO O3HAKOMHUTHCS C
MOJyYEHHbIM JOKYMEHTOM, W TOAMHUCATh €ro 3JEKTPOHHON MOANUCHI0 HE mo3nHee 12
(1BeHanaTH) paboOYMX YacoB C MOMEHTa MojdydeHus ysenomieHus. Ilpu Hecormacum c
coJiep’KaHueM JIOKyMEHTa, OH BIpaBe c(hopMHpOBaTH M OTIPAaBUTh YBEAOMJIEHHE 00 OTKa3e
OT TIOJNIMCAaHUS C yKa3aHUEM MPUIHHBI 0TKa3a OT MOIMTUCAHNUS;

2.4.4. Tlpu neoboxomumoctn OI'ATIOY «llleGeknHCKMIT TEXHUKYM TMPOMBIIUIEHHOCTH H
TpPaHCIOPTa» W/UIU pabOTHUK He mo3aHee 3 (Tpex) pabouux JHEH BHOCAT MCIPABJICHUS B
JOKYMEHT U HaIlpaBJIsieT €ro MOBTOPHO JJIsl OAMUCAHMSL.

2.5. TTopsanok co3aaHus U HapaBJIeHUs JOKYMEHTOB paOOTHUKOM:

2.5.1. PaGoTHuk 3axoauT B cBOW JIMUHBIN KaOMHET Ui CO3JaHMs TOKYMEHTAa U Ha)KUMAaeT
KHOIIKY CO3/IaHMs, BEIOMpPAET U3 CIIMCKA THUIT JOKYMEHTA U 3aI0JIHAET He00X0AUMBIE TaHHBIE;

2.5.2. PaOOTHUK MONKCHIBACT JOKYMEHT JIEKTPOHHOH MOAITUCHIO;

2.5.3. PaboTHUK, TIpH HEOOXOIUMOCTH, BBEIOMpAET COTpYIHUKA (PYKOBOAWTEIST), KOTOPBINA
JIOJKEH COTJIacoBaTh JOKYMEHT, €CIIU JIJIsl HEro TpeOyeTC sl COrflacCOBaHMS;

2.5.4. CoTpyaHUK, KOTOPOMY HampaBJeH JOKYMEHT [UIS  COTJIACOBaHHS, TMpH
HEOO0XO/MMOCTH, €r0 COIJIACOBBIBACT, MPOUIS MO CCHUIKE M3 aBTOMATHUYECKH CO3/1aHHOTO
YBEIOMJICHHS M Ha)XaB Ha KHOIIKY corjacoBanus. IIpu Hecormacum c colepkaHHeM
JOKyMeHTa — (JOpMHUPYET yBEJIOMJIEHHUE 00 OTKa3e OT COTJIaCOBaHMS C yKa3aHHEM IPUYHMHBI
0TKa3a OT COTJIACOBAHUS
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2.5.5. Aapmunuctparop DKJIO npu corimacoBaHWM 3asBICHUS WX MPU MOIMUACAHUN (€CIr
He TpeOyeTcs coriiacoBaHus) MEHsIET cTaTyc JoKymMeHTa B MH(opMalnoHHON cucTeMe Ha «B
paboTe/ 3aBepIICHO/OTKIIOHEHOY.

2.6. IIpu ucnons3zoBanuu OI'AIIOY «IlleGeKMHCKUIT TEXHUKYM IPOMBIIUIEHHOCTH H
TpaHcropTa» ceppuca https:/trudvsem.ru, paOOTHHK BIpaBe MOANUCHIBATH AJICKTPOHHBIC
nokyMeHTsl B MHbopMarmonHoi cucteme nocpeactsoM ['ocycmyr. IloanucanHas gaHHbIM
croco6oM JoKyMeHTalust xpanutcs Ha CepBuce u Ha mopraie https://trudvsem.ru.

2.7. llongnucannas YHOII noxkymenTarus Xxpanurcs B MHGOpMaIimoOHHON cucTeMe.

2.8. [Ipu BO3HMKHOBEHHH BOMpocoB 1o padore Mupopmanmonnoit cucrembr OI'AIIOY
«llleOeKUHCKUH TEXHUKYM IPOMBIIUICHHOCTH W TpaHcmopTa», AmnmuaucTpatop DKIO u
paboOTHUK MOTryT 00paTuUThCA K mpaBooOmanatento HMHbopMalMOHHONW CHCTEMBI IyTeM
HampaBJICHUsT MHUChbMa Ha 3JeKTpoHHyI mnoury: Help@hr-link.ru s nmomyuenus
pa3bsACHEHUM.

2.9. HeoOxonumple WHCTPYKLIMH MO HCIOJIB30BaHUIO MHPOPMAMOHHONW CHCTEMBI
npeacrasiceHbl B cucteme helpdesk mo agpecy https://hr-link.omnidesk.ru/.
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