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1. O6mme nosoxeHus

1.1. Hacrosiee nonoxenue paspaGoTaHo ¥ YTBEP:KAEHO ISt IIPUMEHECHHS B
TOCyJapCTBEHHOM aBTOHOMHOM  IIpO()eCCHOHAIILHOM 06pa3oBaTeIbHOM
yapexnennu  CapatoBckoif  obmact  «DHreipcckuii IIPOMBINIIJIEHHO-
SKOHOMHYECKHH KOJLIek» (nanee ITonoxenre U YapexneHHne) B COOTBETCTBHH C
npukasoM aupekropa 'AIIOY CO «3IT3K» Ne 280 ot «29» nexabps 2022 ropa.

1.2. Hacrosmee ITonoxenue paspaboTaHo B HemIX:

® ONTHMH3AIMA Ipollecca mepexofa K (OPMHPOBAHMIO KAJpPOBBIX
AOKYMEHTOB YUpPEXK/EHUS B SICKTPOHHOM BHJIe (BEIECHHS SMEKTPOHHBIX KaJpOBbIX
JIOKyMEHTOB);

® OCBOCHHA CTIEIHANK3NPOBAHHBIX TEXHUIECKUX PECYPCOB M IPOTrPaMMHBIX
IPOJYKTOB A CO3MaHMs €AMHOW JIIEKTPOHHON 6a3bl KaApOBBIX JOKYMEHTOB
YupexaeHus B OTHOLIEHHH TPYAOBOM JeATETLHOCTH PpaGOTHHKOB;

¢ CBOEBPEMEHHOI'0 M KAaYeCTBEHHOI'0  TEXHHYECKOr0  OCHAIIEHHS
Yupexaenus A 3PpGeKTHBHOTO BlamMonelcTBrs ¢ paGoraukamu [ATIOY CO
«3II5K» B acTy GOPMHUPOBAHUS H NPEAOCTABIECHHS TOKYMEHTOB B 3JIeKTPOHHOM
BH]JIE;

* obecneuenus cobmoaeHus TpeGoBaHui AEHCTBYIOIIETO 3aKOHOAATEIECTBA
B cdepe TPymOBBIX M HHBEIX IPAaBOOTHOLIEHHN MEXAy paGOTHHKAMH WM
YupexieHueM, a TakKe MeXIy roCy1apCTBEHHEIME KOHTPOJIUPYIOIMME OpTaHaMH
4 YupexaeHueM;

® onpeJiesIieHUs NpaB, 00sA3aHHOCTEH, Mep OTBETCTBEHHOCTH pabOTHMKOB M
Yupexzenus B 4acTd GOPMHPOBaHHS KaPOBHIX JOKYMEHTOB B 3IEKTPOHHOM BHIE.

1.3. Hacrosmee ITonoxeHne BCTymaeT B CHILy C JaThl €r0 yTBEPXKAECHHUA U
nercTByeT 6eccpoyHo. M3MeHeHws M HONoONHeHHs B HacTosmee IlomoxeHwe
BHOCATCS HOBBIM JIOKAJIBHEIM IIPABOBBEIM aKTOM aHAJIOTHYHOI'O Ha3HAYEHUSI.

1.4. Bce paboTHuKH YUpexAeHHSs JOIDKHEL OBITh O3HAKOMIIEHBI IO/ THYHYIO
IOAITUCEH ¢ HacTosmuM llonoxeHneM B JHCTe 03HAKOMIIEHHS, SBISIOLIAMCS €ro

HEOTBEeMJIEMOH YacThIO (IIprioxeHue Ne 1 — cmucok paGOTHHKOB).



2. Cpok nepexoa Ha 3JIeKTPOHHBIA JOKYMEHTO0G0POT H TEXHAYECKOE

OCHaleHHe YYpexaeHus

2.1. Ha ocHoBanuu npukasa aupekropa FATIOY CO «3ITOK>» Ne 341 ot «29»
nexabps 2022 roga cpok Iepexofia Ha SJIeKTPOHHELN JOKyMEHTOO60pOT yCTaHOBIIEH
¢ 01.01.2023 roga mo 01.09.2023 rona.

2.2. Orzmen kafpoB W OyxraiTepus IO COIVIACOBAHHIO C IPOQCOIO3HBIM
OpraHoM YUpe)XIeHHUs OCYIIEeCTBIAET:

¢ [TOAITOTOBKY M BHECCHHE W3MEHEHWH B COIVIAIIEHHWE H KOJLIEKTHBHEIE
JIOTOBOPEL B IIOpsZKe, ycTaHOBIeHHOM TK P®;

® [IOATOTOBKY IIPOEKTOB OPraHMW3allMOHHO-PACIIOPAAUTENHEIX JIOKAIBHEIX
aKTOB, CBSI38HHEBIX ¢ peajM3alliell MEpPOIPHUATHN MO MEePexXoay YUpEkKJCHHS Ha
3NEKTPOHHBIE KAJPOBEIE U OyXrairrepckue JOKYMEHTEL.

23. Cpoku TmNOATOTOBKM M pealH3alliM YKa3aHHBIX MEpPOIpPHUATHIH
yTBepxaeHs! npukazoM gupekropa IAIIOY CO «3II9K» Ne 341 ot 29 nexabps
2022 rona.

2.4. ®opMupoBaHHE KaJpOBBEIX JIOKyMEHTOB, CBf3aHHBIX C TpPYZIOBOH
NeATeIbHOCTEI0  pabOTHHKOB, peanusyeTcd B ¢opMare  3IeKTPOHHOro
B3aHUMOJIEHCTBHS MeX Ty paboTHUKOM U paboTomaTesieM.

2.5. DOmnextponHHslii mokymeHtoobopor B ['AIIOY CO «3II3K» OGyzer
OCYHIECTBIIATRCA TOocpeacTBoM mporpammsel 1C: Byxranrepusi rocyapcTBEHHOTO
yupexgenus 8.3 (pemakmms 2.0) m 1C: 3apmiata u Kapsl TocyAapCTBEHHOIO
yapexacaus 8.3 (pemakuusa 3.1) ¢ momompro koHGurypamuit 1C: 310 u 1C:
KabuneT coTpyaHHKA.

2.6. 3ammra KOH(QHISHIMAIHHOCTH HHGOpPMamWyd H IPeJOTBpallieHHe
HECaHKIIMOHUPOBAaHHOTO paclpOCTpaHeHHs MepCOHU(UIHUPOBAHHBIX JAaHHbIX
peanu3yroTcs MOCPEACTBOM IPHUMEHEHHUS:

¢ KBAIMQUITMPOBAHHBIX 3JIEKTPOHHBIX-IIUGPOBBIX KIIOYEH JOJDKHOCTHBIX

JIMII A1 OTpaHHUYEHHOT0 NpaBa JOCTYIa K eIMHOM 3JIeKTpOHHOM 6a3e NaHHBIX;



3.3. Paboronarens o6s3aH NpoMHGOPMHPOBATE 06 OCYIIECTBICHHH
3IEKTPOHHOTO IOKyMEHTO000pOTA JIULIO, IPHHUMAaeMOoe Ha paboTy.

3.4. Cormacue Ha B3auMoOAelicTBue ¢ paboTomareneM IIOCPECTBOM
MEKTPOHHOTO JTOKYMEHTOO60poTa He TpeOyeTcs OT IHIl, KOTOpEIE HPHHSTHL
(npuHMMaroTcs) Ha paboTy mocite 31 asrycra 2023 Tonau 'y KOTOPBIX 110 COCTOSHHIO
Ha 31 aBrycra 2023 rozia 0TCyTICTBYET TPYIOBOM CTaX.

3.5. OtcyTcTBre cornacus paboTHHKA HA B3aUMOJIEHCTBHE ¢ paGoToqaTeneM
HOCPEICTBOM 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa IMPHU3HAETCS OTKa30M pabGoTHHKA
OT Takoro B3aumoze#cTeus. [Ipu 3ToM 3a paGOTHHKOM COXpaHsSeTCs IpaBoO JaTh
yKa3aHHOE COITIacHe B MOCTIeLYIOIIEM.

3.6. Ilocie Toro kak paGOTHHK NONYYMT yBeJOMIEHHE O IEPEXOAE Ha
37EKTPOHHBIA JJOKyMEHTOOOOPOT, OH JOJDKEH PEIINTh, KaKUM CIIOcOG0M OH 6yIeT
0OMEHMBATECA JIOKYMEHTaMH ¢ paGoTozareneM. [ 3TOro OH AODKEH HANKCATh
3adBlIeHHe 00 OTKase MINM COINACHM Ha IIEpeXol HAa  3IEKTPOHHBIH
AOKYMEHTOOOOPOT B NHMCHMEHHOH WM 3JIEKTPOHHOM (hopme (IpUIokKeHHE 3 —
¢dopma 3asBiIeHHS).

3.7. Pemenve paGOTHHKH JOIDKHEI IPHHATH B CPOK He mo3aHee 31 aBrycra
2023 rona.

3.8. Ecmu paGOTHHK XOYeT COXpaHUTh NpEXHUN ¢GopMaT GyMaxHOro
JOKyMEHTOO00pOTa, OH JIOIKEH HAIMCaTh NMCHMEHHOE 3asBleHHE 00 OTKaze OT
NEPexXo/ia Ha 3IEKTPOHHBIH JOKYMEHT0OG0POT B IpOHM3BONbHON (opme. B stoM
ciyyae paboTomaTens IIPOJODKHT (GOPMHMPOBaTh M B3aMMOJEHCTBOBATh C
PabOTHAKOM C IIOMOIIBIO JJOKYMEHTOB B GyMaxkHOM (opme.

3.9. Ecnu paboTHEK X0ueT GOpMHpOBaTh H OGMEHHBATECS ¢ paboTogaTenem
SNEKTPOHHBIMH KaJpOBBIMH JOKYMEHTaMH, OH JOJ/DKEH HAanuMcaTh MHCHMEHHOE
3asBIICHHE O COITIACHM Ha IIepexoj] Ha OJIIEKTPOHHEBIM ITOKYMEHTOOGOpOT B
IpOM3BONEHOH ¢opMe. B sToM ciyuae paGoromarens 6Gymer ¢opMupoBaTh H
B3aUMO/EHCTBOBATE C PaOOTHHKOM C IIOMOIIBIO JOKYMEHTOB B 3IEKTPOHHOM (opme
4epes koHGurypamuio 1C: Kabuner cotpyanuxa mporpammsl 1C: 3anara v Kaaps

roCyIapCTBEHHOIO yupexaeHus 8.3 (pemakuus 3.1).



® MHBIX CPCJCTB KPHUNTO3AIIMTHl H INH(GPOBAHHA IpPH nepefade Wwid
IIPEOCTABIIEHHS JOKYMEHTOB B STIEKTPOHHOM BHJIE.

2.7. Jloctyn pa6GoOTHHKOB K HH(OPMAIMOHHOM CHCTEME OCYILIECTBIISETCS
4Yepe3 MMYHBIN KaOHHET KaKIoro paborhuka [ATIOY CO «3IT9Ky. IMocie TOr'O
KaK Oy/ieT coBepILIEHHa pacChuIKa I nepexoja Ha cepsep YupexzeHus B «1C:
Kabuner cotpymmuxa» kammomy paboOTHHKY, OHH CaMOCTOATENBHO IIPOXOIAT
TIPOLIECC pErucTparyy, B Xoe KOTOPOro caMi (OPMHPYIOT Haponb s BXOJla B
YYETHYIO 3aIIHCB.

2.8. Jlna moAmucanus 51eKTPOHHELX RoxymeHTOB B 1C: Kabuner cotpynauxa
pabotonarems ucmons3yer YCHIICHHYIO  KBalH(QWUMPOBAHHYIO 3NEKTPOHHYIO
IIOATHCE.

2.9. PaboTHHKaM, KOTOpEIE COITIACHIIHCH NIEPEHTH HA DIEKTPOHHBIIH
HOKyMEHTOO60pOT, paboTomaTens Ge3BO3MeE3THO obopMIIET  BIEKTPOHHEIE
noanucH. Yrtobsl MOANHCHEIBATH SJIEKTpOHHBEIE NoKymeHTHI B 1C: DJIO u 1C:
Kabuner corpymuuka, paGorauku HCTONB3YIOT — MPOCTYIO,  YCHJIEHHYIO

KBanmbHuupOBaHHyfo/HeKBanmbnunpOBaHHyfo 9JIEKTPOHHYIO MOJIIHCH.
3. Ilopsinok nepexona Ha JIEKTPOHHBIH JOKYMeHT0060pOT

3.1. VupexpaeHue yBeJOMIIET KAXKI0T0 paboTHuEKa B mICEMeHHOM (opMe 06
MSMCHEHHAX B TPYAOBOM 3aKOHOZATENbCTBE, CBSA32HHBIX C IIEPEXOAOM Ha
NIEKTPOHHBIA JOKyMEHTOOGOPOT, a Taxke O mpaBe paGOTHHKA IyTeM IOoJayu
COOTBETCTBYIOIIETO ~ NMCbMEHHOTO  3asBNCHUS  CHENarh  BHIGOp - MEXIY
TIPOTIO/DKEHUEM BElIEHUA paOOTOfaTeNneM KaJpOBBIX JTOKYMEHTOB Ha GYMacHOM
HOCHTENI® HIIA B SNIEKTPOHHOM (hopmate (IpuioxeHnue 2 — GopMa YBeIOMIEHHS O
[IEPEXO/e Ha SJIEKTPOHHBIM HOKyMeHTOooGopoT). Cpok yBemomienus — mo 01
aBrycra 2023 roga.

3.2. Tlepexon Ha 3IeKTPOHHBIH AOKYMEHTOOOOpOT i pabGOoTHHKOB
YupexIeHus, NOpHHATEIX HA pabory mo 0l ceHTsA0pa 2023 ropma, sBIAETCA
JOOpPOBOJNBHEIM M OCYHIECTBIAETCS TONBKO IO MX ITHCEMEHHOMY 3asABIICHHIO,

IIOAaHHOMY B OTAEN KaZapoB.



3.10. I'lpu momydeHun OoT paGOTHHKA 3asBIEHHS O COTNIACHH HA IIepexoy Ha
3IEKTPOHHBIA JOKYMEHTOOGOPOT IIHIIO, OTBETCTBEHHOE 33 BEJCHME KaJApOBOTO
ydera:

® BBIZIA€T MOIIArOBYIO HHCTPYKIHUIO 110 PETUCTPALlUY B JIHYHOM KaOHHeTe,

® BHOCUT M3MCHEHHA B TPYAOBOW NOroBOp paGOTHHKA IyTeM ITOIIIMCAHMS
AOIOIHATEIBHOIO COITAlleHHs O MOpAAKE B3aMMOAEHCTBHS paGOTHHKA H
paboTozatens KapOBEIMH JOKYMEHTaMH B 3]IeKTPOHHOM BHIE.

3.11. Ecnu pabOTHHK BEIpa3sHil CBOE COIJIacHE O IIepexoe Ha SICKTPOHHBIH
AIOKyMEHTOOGOPOT, paboTO/aTeNs BEAET HA HETO BCE IOKYMEHTEY, KOTOPBIE CBA3aHEI
¢ paboTOH COTpyNHMKA B SIEKTPOHHOH (OpMe. IIpaBuna snexTpOHHOrO
HOKyMEHTOOGOpOTa He TPHUMEHSIOTCA K TPYAOBBIM KHIKKAM, CBEICHHAM O
TPYZOBOH JEATENLHOCTH, aKTaM O HECYACTHOM CITydae Ha IIPOU3BO/CTBE, IIpUKa3aM
06 YBOJILHEHHY H JIOKYMEHTaM, KOTOPHIE IOATBEPKAAIOT, ITO COTPYAHHK MPOILE
HHCTPYKTaX II0 OXpaHe TpYAa.

3.12. OnexTpoHHBI TOKYMEHTOOGOPOT NpHMEHAETCA K pPaGOTHHKAM,

KOTOPBIC BBIPA3UIIM COITIaCHe Ha IIEPEXO]] Ha 3IEKTPOHHBIN JOKYMEHTOOGOPOT.
4. 3akiI04YnTeIbHBIE HOJ0KEHUS

4.1. Hacrosmee IMonoxenue Betynaer B cuny ¢ 01.01.2023 ropa u JIEeUCTByeT

6GCCpO‘:IHO A0 IMIPHHATHA HOBOTO ITOJOXEHHA.
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rocyaapcTeeHnoe aBTOHOMHOe npodeccHOHATbHOE o0pa3zoBaTeIbLHOE
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OI'PH 1026401986236 yia. Hecteposa, a. 3

Ten.: 8(8453)56-83-66
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(ROIDKHOCTE)

(©.H.0))

YBenomiienue Ne
O nepexoge Ha 3JIEKTPOHHBIH JOKyMeHTO0GOpOT

YBaxkaeMrrii(as) !

Bo ucnonsenne tpeGopanmit cr. 22.2 Tpynororo xopekca P® ypemomisem
Bac, 4TO B COOTBETCTBHH DenepanbHbIM 3aK0HOM 0T 22.11.2021 roma Ne 337-®3 u
Ilonoxenuem roCyJapCTBEHHOE aBTOHOMHOE pogecCHOHAIBHOe
00pa3oBaTebHOE  yUpexxIeHHe CapatoBckoli  obmact  «DHrenscckui
TIPOMBIIITICHHO-O9KOHOMUIECKHE ~ KOJUIE[UK» O Tepexole Ha 3JIeKTPOHHEIH
AOKYMEHTOOO0POT c 01.09.2023 rOCyJapCTBEHHOE aBTOHOMHOE
NpoQeCCHOHANBHOE  06pa3oBaTENBHOE yupexnaeHde CapaToBckoi obmacTu
«OHIreJIbCCKHiA POMBIILTIEHHO-5KOHOMMYECKHU KoJuteZk» (aanee — PaGotonarens)
TICPEXOMUT Ha CHCTEMY SICKTPOHHOTO JOKYMEHTOOO60pOTa, B TOM uMcHe B chepe
TPYZAOBEIX OTHOIIEHMIA.

BEI BlpaBe OTKa3aThCA OT HEpeXofia Ha 3IeKTPOHHEIH JOKYMEHTOO60POT M
COXpaHUTh MPEXHHUH IMOPINOK B3aWMOOTHOMEHHMH ¢ PaboromareneM u
[IOZIMHUCBIBATE U ITOJ[yYaTh JOKYMEHTHI B GyMaKHOM BHIIE.

Taxxke Bbl MoxeTe cormacutecs Ha IIepexXo]l Ha BIEKTPOHHBIH
AOKyMeHTOOG0poT. B 3ToM ciryuae KkampoBbre JOKYMEHTBI, 3a HCKIIOYECHUEM

MOKYMEHTOB, MePEIHCIeHHbIX B I. 4,.+” ITonoxenus o mepexone Ha 3NEKTPOHHBIH

AOKYMEHTOO00POT B TOCYIapCTBEHHOE aBTOHOMHOE IPOhECCHOHAIBHOE
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Aupekropy
I'ATIOY CO «3II9K»

M.A. Kykymkuny
oT

{ROIDKHOCTE)

(®.H.0)

3AABJIEHUE

B oTBer Ha  yBeloMieHWE  TOCYJapCTBEHHOTO  aBTOHOMHOLO
NPO(ECCHOHANEHOTO  00Pa30BATENLHOTO  YYPEXKAECHHS CapaToBckoit  0biacTu

«DHIreNIbCCKUil MPOMBIILIEHHO-9KOHOMUYECKHMIA KOJIIEIK» OT « »

20 No «O nepexone Ha 3EKTPOHHBIH JOKyMEHTOOOOPOT» BHIPAXKAIO

cBoe(0ii) cormacue/oTkas (Hy)XHOE NONYEPKHYTH) Ha IIePeX0, Ha 3IIEKTPOHHBIN
AOKYMEHTOOOOPOT M MpOINy NPONOIDKMTh BECTH #W OOGMEHMBATHECS CO MHOM
KaJIpOBBIMH NOKYMEHTaMH B SIIEKTPOHHOW (opme/GymaxHoi (opme (Hyx)HOe

IOJYEPKHYT).

(HOIDKHOCTE) _ (mommmen) _ (®.H.0.)

« » 20
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