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[Tonoxenue 06 HCTIONE30BaHHH MPOCTON 3nelcrpomﬁhm“
UL BHYTPEHHETO 3JIEKTPOHHOr0 oKyMeHToo60opoTta B MBY JIO "TFOCIII Ne2y»

1.061mue nonoxeHus

1.1. Hacrosmee ITonoxenue 06 HCIOIB30BaHUH IIPOCTON IEKTPOHHOM MOAMCH B HHGOPMALHOHHON
cucreme (nanee - UC) (nanee - ITonoxenue) sBIsSeTCS JJOKATbHBIM HOPMaTHBHBIM aKTOM (J1aJiee -
Opranuzanus) ¥ OnpesieNnseT NOPsA0K U YCIOBHs paboThI COTPYIHUKOB C 3MIEKTPOHHBIME JOKYMEHTaMH
B MIC, HemocpencTBEeHHO CBA3aHHBIMHU C MX TPYAOBOH J€ATEIbHOCTBIO, C IPHMEHEHHEM IIPOCTOM
3NEeKTPOHHOM noanucH (maiee - [1911).

1.2. Y4acTHHKaMH 3JI€KTPOHHOTO B3aUMOICUCTBHS HA YCIIOBHSIX, ONPEIEIEHHBIX HACTOSAIIHUM
[TonoxxenueM, ABIAIOTCA COTPYAHUKH OpraHu3aln, MOANUCABLINE YBEIOMICHHE 00 03HAKOMIICHHH C
[Monoxennem. O6pazen Yenomnenus npuseneH B [Ipunoxennn Ne 2 k Hactosimemy [Tonoxenwuro.
INoanucanune corpynarkoM OpraHu3anuy YBeIOMICHUS] PABHO3HAYHO MIPHCOEIHHEHHIO K COTTIAIIEHHIO
006 yJacTHH BO BHYTPEHHEM JIEKTPOHHOM JOKYMEHT0060poTe ¢ ucnons3oBanueM [1911 Ha ycioBusax
Hacrosmero ITonoxenus B cooTBeTcTBHH €O CT. 428 ['paxkmanckoro xopekca PO ("' lorosop
MIPUCOETUHEHHUS").

1.3. Peanu3anus onpezieIeHHBIX HACTOAMUM [1oo)xeHHeM yCIIOBHi IPAMEHEHHS IPOCTOM
37IEKTPOHHOM MOMIHCH 00€CeYnBaeT NPHIaHHe FOPHANIECKON CHIIBI BHYTPEHHUM 3JIEKTPOHHBIM
noxymenTam Opranusanuy B MC, TpeGyromuM JITHYHO#M IOAIIMCH COTPYAHHKA, U ONEPALUsAM C HUMH.
1.4. Hamuue I1311 obecneunBaeT BHyTPEHHHM 3/IEKTPOHHBIM J0KyMeHTam B IC:

* IOJUIMHHOCTD - OATBEPKICHUE aBTOPCTBA JOKYMEHTA;

* HETOCTHOCT - IOKYMEHT HE MOXXET ObITh H3MEHEH MOCIIe MOAIUCAHHUS

* HE OTPHILIAHHE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXKET OTKA3aThCs OT CBOEH IIOMUCH.

1.5. Jlns noanmucanus 3MeKTPOHHBIX N0KyMeHTOB B IC Hcnomnb3yercs nmpocTas

3JIEKTPOHHAs MOJMCH - HH(POPMAIIUS B YIEKTPOHHOM (hopme, KoTopasi IPUCOEAUHEHA K APYTOH
MH(OpMAIKH B 5IEKTPOHHON (opMe (ITOAMHCEIBaeMOl HHPOPMALUH, JOKYMEHTY B 3IEKTPOHHOM BHJIE)
WJIM MHBIM 00pa3oM CBsi3aHHas C TakoH HH(OpPMaIHEii, B KOTOpasi HCIIONB3YETCsl ISl ONPEIEICH s
JIMLA, TOAIHCHIBAIONIEr0 HH(OPMAIIHIO.

1.6. B xauecTBe my6nmuyHOM YacTH kimoda [13I1 HCIonb3yeTcs YHUKAIbHOE MM yIETHOH 3aITiCH,
IPUMEHsIEMOe JUIsl aBTOpH3aimy nonb3osaress B VIC. B kadecTBe KOHGHIEHIIMAIBHOM YaCTH KITIOYa
1911 ucnonb3yercs mapoib K yYETHOM 3alUCH.

1.7. UsroroBieHue (reHepanuio), Beiiady u perucrpanuio B UC ykasaHHbIX B 11.1.6 umeH
nosbk3oBarene u naposei ocymecrsister MKY «I1b Illexunckoro paiionay (najiee - OTBETCTBEHHBIH
3a TeXHUYeCcKyIo nopuepxkky MC).

1.8. ITapons nose3oBarens UC MoxeT OBITH H3MEHEH €ro BIaje/bleM B II060# MOMEHT HoCIe
apropusanuu B VIC. PekoMeHTyeTcs H3MEHATB IapoJib He PeXe OJHOIO pasa B TpU Mecsna. Jlius
CHIDKEHMS PHCKa 060pa Mapois H HeCAaHKIIHOHUPOBAHHOTO HCIIOJIB30BAHMS IPYTUM JIMIIOM KITF0Ya
9JIEKTPOHHOM MOJIKUCH PEKOMEH/TyeTCs HE 3a/1aBaTh N1apOJIH, HCIIOIb30BAHHBIE paHee.

2. TepMHUHBI U OTIpeIENEeHUSL

B nannom ITonokeHHH HCMOMB3YIOTCS CIEIYIOIME TEPMUHbI M HX ONpPEIETICHHS:

2.1. Bnajenen NpoCcToi 3/1eKTPOHHOM MOJMHCH - COTPYAHMK OpraHu3aliu, MOAMMCABIINI YBeIOMIeHHe
06 o3HaKOMIEHHH ¢ HacToAmKM [To0XKeHHEeM U HCIIOMB3YIOIME UM TI0JTB30BaTeNs | TApOJTh IS
aBropu3zanuu B UIC;

2.2. BHYTpEHHHH 3]IEKTPOHHBIN TOKYMEHT (fanee - JIOKyMEHT) - JOKyMEHT OTHOTO U3 THIIOB
JIOKYMEHTOB, puBeIeHHbIX B [Ipunoxenuu 1 k Hacrosmemy Ilonoxenuro, coznanusii B UC B
3JIEKTPOHHOM (pOpME M MOIHCAHHBIH IEKTPOHHOM MOAKCHIO COTPYIHUKA (3IEKTPOHHBIME
MOAMUCAMH COTPYAHHKOB) OpraHu3anuu;



2.3. K109 3JIEKTPOHHOM MOJNKCH - YHUKaIbHAs OCIIEN0BATENbHOCTE CHMBOJIOB, NIPEIHA3HAYEHHAs IS
NOATBEpKACHHUS ¢ Henonb3oBanueM cpenctB MC nommuanocTy [1911 B JlokymenTe;

2.4. peecTp BBIIAHHBIX KJIFOYEH IEKTPOHHOM NMOAHUCH - XpaHsimuiics B VIC ciuCcOK yHUKaTBHBIX
[IOCJIE/IOBATEILHOCTEH CHMBOJIOB, CONEPIKAIIUXCS B BBIIAHHBIX IIOJIb30BATE/ISIM HMEHAX YUETHBIX
3aMucey ¥ maposx;

2.5. peecTp OTO3BaHHBIX KJIIOUEH 3/I€KTPOHHOM MOAIHKCH - XpaHsmuiics B IC ciucok monp3oBarenei
HC, y KOTOPBIX KIIFOUH 3JIEKTPOHHON MOIIIHMCH K MOMEHTY 0OpalieHus K JAHHOMY peecTpy ObuIH
OTMEYEHBI KaK HEJICHCTBUTEILHBIE;

2.6. mpocras 3nexrpoHHas noamuck (I1311) - uapopmanus B 3nekTporHOM Gopme B IC, BozHuKarOmas
B MOMEHT BBINOJIHEHHS BJIAJIEIBIEM 2IEKTPOHHOH MOIIMHUCH KOMaHIbl moAnucanus JJokyMeHTa B
uHTepdetice C, moarsepxaaroinas MoUTHHHOCTE JIoKkyMeHTa W/uiu (akT 03HaKOMIICHHUS BlIajelbla
1211 ¢ JTokyMeHTOM, KOTOpasi B3aHMHO OJHO3HAYHO CBA3BIBAETCA ¢ JIOKYMEHTOM H BIIAJIENIBIIEM
TIO/ITHCH;

2.7. mramn I13]I1 - Bu3yanbHast 0TMeTKa 00 37IeKTPOHHOM ITOAIKCH, BKIOYaromas peksu3uts 1911,
KOTOpasi aBTOMaTH4YeCcKH co3aaercs cpeacTBaMi MC npu OTKpBITHH (BU3yaln3alii) JOKYMEHTa,
noanucansoro [1911, B untepdeiice UC; Bpems dopmuposanus [1311 otobpaxkaercs B mramie 1o
9acoBOMY nosicy noib3osaresnst UC;

2.8. 06paboTka 3MEKTPOHHOTO TOKYMEHTa - JeHCTBHUs monb3oBarels FC ¢ 3eKTpOHHBIM JOKYMEHTOM
cpencteamu MIC, BKIIOYast, HO HE OIPaHHYHBAsCH: CO3/IaHUe, MPoBepKa, noanucanue I1311,
uHpopMHpOBaHHe Apyroro noik3osarenst UC o 10KyMeHTe, IOATBEPKICHHE MOYYEHHUS,
O3HaKOMJICHHE, CO3/JaHHEe KONTHU Ha GyMaXKHOM HOCHTENE, OTKIIOHCHHUE, YaJICHHE.

3. ObecneueHne IOPHINIECKOH CHIIBI BHYTPEHHUX JIEKTPOHHBIX JOKYMEHTOB

3.1. XKusnennsni muki Jloxkymenta B MIC Brro4aeT: co3gaHue U IPOYME ASHCTBHS 110 €ro 00paboTke,
OTpakeHHE B yuere, a Takke xpanenue B VIC. UC obecrnieunBaeT perucTpanuio AeHCTBHN
nosb3oBaresel ¢ JJIOkyMeHTOM (JIOrHpoBaHKeE) B TeYEHHE KU3HEHHOTO IHKJIA.

3.2. Bee Bnanensis! I1911 npusnatot paBHO3Ha9HOCTE cBoeit [1911 coGCcTBEHHOPYYHOM MOANKCH Ha
OyMa)KHOM HOCHTEIIE.

3.3. Coznanwue I1911 B UC unMIMHpYeTCS COOTBETCTBYIOLIMM AeiicTBHeM Biajenbua [1211, T.e. e
BBITIOJTHSETCS aBTOMAaTHYECKH MITH HE3aMETHO JUIS BIIaJIeNblia.

3.4. Ilonmaomouns Biazaensia [1911, noamucapimero JIOKyMeHT, TOATBEP)KAAIOTCS B MOMEHT TIO/INHMCAHUS
HoxymenTta B IC aBTOMaTHYECKH 110 TOJIOXKHTEILHOMY PE3YIIBTaTy CIIEAyIOMIHUX IPOBEPOK:

* COOTBETCTBYIOIIUH MOJIb30BaTeNb aBTopH30BaH B MIC,

* COOTBETCTBYIOIIMH KIIIOY 3JIEKTPOHHOM IO/NKCH BKJIIOYEH B PEECTP BBIIAHHBIX KIIFOYEH 3JIEKTPOHHOM
TIO/IITHCH,

* COOTBETCTBYIOIIMH KIIFOU 3JIEKTPOHHOH MOANKCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOYEH
3JIEKTPOHHOH MOIHUCH.

3.5. Bpems hopMHpOBaHHS 3MEKTPOHHOM noanucy dukcupyercs cpeactBamu YUC 10 rpuHBHYCKOMY
Bpemend (UTC+0).

3.6. BHyTpeHHHE 3/1eKTPOHHEIE JOKYMEHTEL, IlepeurclieHHbIe B [lepeune, npusenenHoM B [Ipunoxennn
Ne 1 k nacrosmemy [Tonoxennto, moxmucannsie [1911, npusHatorces B Opranu3aniy paBHEIMH 110
IOPUIMYECKOH CHIIE IOKyMEHTaM Ha OyMa)kKHBIX HOCHTEIISX, 3aBEPEHHBIM COOCTBEHHOPYYHOM
TIOJITHCEIO.

3.7. Ionssosaremu MC npusnarot, 9to Bu3yamu3anus mrammna [19I1 npu aemorcTpauuu JokymMeHTa B
untepdeiice UC, ppmonnennas cpeactsamu MC, sBIseTcss HEOCIIOPHMBIM OATBEPIKIACHHEM (akTa
NIONKCAHKUS JIOKYMEHTA COOTBETCTBYIOMMUM BiaienbieM [1311 (MoUTHHHOCTE B HEOTPEKAEMOCTD).

3.8. Xpanenue JIOKyMEHTOB OCYINECTBIISETCS IIyTeM 3allHCH CBEACHHH 0 JJOKyMEHTax B apXHB
9NIEKTPOHHBIX JOKYMEHTOB, KOTOPKIH siBisieTcs 4acThio VIC.

3.9. Opranusanus obecrneynBaeT TEXHHYECKMMHU U OpPraHH3alMOHHEIME MEPAMH 3allUTy OT
HECaHKIMOHMPOBAHHOIO JOCTYIIA U IPEAHAMEPEHHOIO YHUYTOXEHHS W/HIIH HCKKEHHUS CBEIECHHUH O
JloxymMeHTax B apXHBe 1EKTPOHHBIX JokyMeHToB MC, a Taioke rapaHTHpPYeT IIOATBEPIKIEHHE aBTOPCTBA
JoKymeHTa, noanucansoro 1911 aBropa, B TOM 4YHCIIe TyTeM YTBEPKACHHS [IOMMEHHOIO
OrpaHMYEHHOTO CIUCKA JIKII, HIMEIOIHX PaCIIMpeHHbIE (aIMHHHCTPAaTHBHEIE) IIpaBa A0CTYIIa K apXUBY
3NEKTPOHHBIX JoKyMeHTOB VC.

3.10. ToxymenThl xpanstcs B UC B ToM opmare, B KOTOpOM OHH ObUTH Co3aaHbl. CPOK XpaHEHHS
JlokyMeHTOB U cBeZieHHH 0 JIOKyMEHTaxX He MOXeT OBITh MeHee 3 (Tpex) JIET ¥ OIpeJeNseTcs B



COOTBETCTBHH C JIOKAJIbHBIMH HOPMaTUBHBIMH akTaMi OpraHu3aliiy WM €€ CTPYKTYPHBIX
nofipa3ieNeHuH.

3.11. Konus 51eKTpOHHOTO JOKYMEHTa MOXKeT OBITh H3rOTOBNIEHA (pacnedaraHa) Ha GyMaXKHOM
HocuTtene cpencrBamu VIC u 3aBepeHa cOOCTBEHHOPYYHOM MOAMKMCHIO Biaanesna I1911 mubo wienamu
KOMHCCHH, BKJIFOYaroIIeH B cebs1 Kak MUHUMYM pyKoBoauTesss OpraHu3alyy | JIMI0, HMeroliee
pacIIMpeHHbIE (aIMAHHCTPATUBHEIE) IIpaBa JA0CTYIIa K apXUBY IEKTPOHHBIX JoKymeHToB UC. Konus
9JIEKTPOHHOIO IOKyMEHTa Ha 6yMa)KHOM HOCHTENIE JI0/DKHA CO/IepIKaTh BU3yaIH3alHIO [ITaMIIa
(mrrammnios) 1311, moaTBep:xAatoIyto, 9yto opurusan Jlokymenra noamucas [1911. AyreHTHYHOCTD
9JIEKTPOHHOIO JOKYMEHTa M €ro KoUK Ha OyMakHOM HocHuTelle obecrnieunBaercs cpeacreamu VIC.

4. Hpana, 005I3aHHOCTH ¥ OTBETCTBEHHOCTh BJIaz€iibLa BHCI(TPOHHOﬁ IIOAITHCH

4.1. Bnapenen I131I1 umeer npaso:

* obpamarbcs kK OTBETCTBEHHOMY 3a TeXHH4YeCKy0 noauepxky VIC s anHy1MpoBaHus (0T36IBa),
IPHOCTAaHOBKH (BO30OHOBJICHHS) JASHCTBUS IIPHHA/IEKALIET0 eMy KIIF0Ya 3IEKTPOHHOM MOIUCH;

* B CIly4yae HEOOXOIMMOCTH 3aMEHbI, BOCCTAHOBJICHHS KITFOYa 3JIEKTPOHHOM IIOAIMCH OOPaTUTECS K
OTBeTCTBEHHOMY 3a TeXHHYeCKYyIo moepxkky UC ¢ cooTBeTCTBYIOMIEH MPOCKG0H U MOIyYHTh HOBBIH
KJIXOY 3JIEKTPOHHOM MOJIHCH;

* o6pamarbcs K pykoBoAcTBy OpraHu3aiuy st pa3dopa KOHQIHKTHEIX CHTyalHi (CIIOpoB),
BO3HHKaromux npu npumenenuu [1311 B UIC.

4.2. Bnagenen I121I1 o6s3an:

* BeCTH 00pabOTKy BHYTPEHHHX JIEKTPOHHBIX TOKyMEHTOB B VIC B COOTBETCTBHH CO CBOMMH
JIOJDKHOCTHBIMHU 00s13aHHOCTSAMH; ,

* IPHHAMATh BCE BO3MOKHbIE MEPHI [UIS IPEIOTBPAIIEHUS] HECAHKIIHOHUPOBAHHOTO HCIIOJIb30BAHHUS
CBOETO KJTI0Ya IEKTPOHHOH MOIITHCH;

* HU [IPH KaKUX YCJIOBHSX HE II€peaBaTh KIII0Y YIEKTPOHHOM IIOAIMCH JPYTHM JIALIAM;

* IIp¥ KOMIIPOMETALMH CBOETO KJIF04a 3JI€KTPOHHON MOAIUCH He3aMeUTHTENBEHO 0OPaTHTHCS K
OTBETCTBEHHOMY 3a TEXHHYECKYIO noanepxkky VMC st IpHOCTaHOBKH AeHCTBHS IPUHAIEKAIIETO EMY
KJTFOYa JIEKTPOHHOM MOJITHCH.

4.3. Bnagenen I1311 HeceT MHYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTH CBOETO KJIKOYa 3JIEKTPOHHOM
IOJITMCH H €70 3alIUTy OT HECAHKIIHOHUPOBAHHOTO MCIIOJIb30BAHHMSI.

5. Texnonorust npumenenus cpencts [1911 8 UC

5.1. JTns npumenenus [1311 8 UC Bnapensiy [1911 HeoGxomumo aBropusosarkes B UC ¢
HCIIOTB30BaHHEM MyOIHYHOM M KOHpUIEHIHANBHON YacTel kimoya [1DI1 (MMst 10/1630BaTeNs ¥ NApOIb).
IMoanmucanne JlokymMeHTa BBIIOTHSETCS IMyTeM HaxkaTus Ha KHOnKy "Iloxmucars" B unTepdeiice C.
5.2. Uadopmanust 060 Bcex BbIIaHHBIX I10JIb30BATENIO KIIFOYAX IEKTPOHHOM MMOAIKCH, JaTax
HOy4YEHHs U IPEKpaIleHus uX JeHcTBUs (M3bsaTHsA) XpanuTcs B UC mocTosHHO.

5.3. Ilpu npekpamenuy y coTpyaHuka OpraHu3anuy JODKHOCTHBIX 00s3aHHOCTEH 10 06paboTke
BHYTPEHHHX 3JIEKTPOHHBIX IOKYMEHTOB C Hcnosb3oBanueM [1311 Wi npy yBOJIBHEHHH COTPYAHHKA €10
KJIX0Y BHOCHTCS B PEECTP OTO3BaHHBIX KJIFOYEH 3/IeKTPOHHOH noanucH OTBETCTBEHHEIM 32
Texaudeckyo nopnepxky C. C MoMeHTa BHECEHHS KITIOYa B PEECTP OTO3BaHHBIX KIOYEH
9JIEKTPOHHOM NOANHUCH BCe nocnenytomue JlokyMeHTsl, moanucanusle 91oi [1911, He cunrarorcs
NOANMCAaHHBIMHA HaJUIEKaUM 00pa3oM, T.€. MOIIUCHIO, PABHO3HAYHOW COOCTBEHHOPYYHOM.

6. 3aKTIOYHTENTBHEIE TTOJIOXKEHHS

6.1. Hactosimee ITonoxxeHue BCTynaeT B CHITy C JaThl yTBEPKACHHUS.

6.2. Texcr IMTonoxenus pasmemaercs B IC. Crioco6 focTyna k akTyansHoU Bepcuu [Tonoxenus
ONMCHIBAETCS B M0JIb30BaTeNbCKOU JoKkyMeHTanuu k VC.

6.3. Texcr ITonoxeHHst XpaHUTCS Y AUPEKTOpA U IIPEAOCTABISETCS COTpYAHHKaM OpraHu3aiu 1o
3arnpocy.

6.4. JloxymenTsl, co3nannbie B UC u nonmucannsle I1911 B cooTBeTcTBHH ¢ HacTosmuM [lonoxenuem,
TIPHU3HAIOTCS IOPHAMYECKH 3HAYMMBIMH C JIaThl YTBEpKIeHHs [TonoxkeHus.



