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HOJOXXEHUE
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1.001ue moJI0KEHNU

1.1. Hacrosmee IlomoxkeHne 00 HMCHOMB30BAaHUM IMPOCTON AJICKTPOHHOW IOAKMCH Ha CaiTe
['ocBeO (manee — MC) siBasieTcst IOKQIbHBIM HOPMAaTUBHBIM akToM MBOY «HukHENbIX THHCKAS
OOIl» u onpenenser NOPAIOK U YCIOBUS PaOOTHI COTPYAHUKOB C 3JIEKTPOHHBIMH JOKYMEHTaMHU
B UC, HEemoCpeICTBEHHO CBSI3aHHBIMU C UX TPYIOBOU EATEIHHOCTHIO, C TPUMEHEHHUEM MTPOCTOM
aneKTpoHHoM noanucu (nanee-I11911).

1.2. Y4acTHHKaMH 3JIEKTPOHHOTO B3aMMOJCHCTBHS Ha YCJIOBHSX, ONPEACICHHBIX HACTOSIINUM
[Tonoxenuem, sBIAOTCS COTpyAHUKH OpraHu3anuy, T[OANUCABIINE YBeJOMJEHHE 00
osHakomsieHun c [lonoxenueM. Ilognucanue corpyaHukoM OpraHuzanuu Y BeJOMIICHUS
PaBHO3HAYHO TMPUCOEAMHEHUIO K COIVIAIIEHUI0 00 y4acTUH BO BHYTPEHHEM 3JIEKTPOHHOM
JTOKyMeHTOoOOOpoTe ¢ wucnonb3oBanuem [IDI1 Ha ycnoBusix Hactosmiero Ilomokenuss B
cooTBeTcTBUM c0 cT.428 I'paxkaanckoro kojekca PO («loroBop mpucoenHeHUs»).

1.3. Peanuzanus omnpeneneHHbIX HacToAwuUM IlonokeHuem yciloBUH NpUMEHEHUs NPOCTON
AIIEKTPOHHOM  MOANMHMCH  OOecrneuyuBaeT MpUAAHUE FOPUJIUYECKOW CHJIBI  BHYTPEHHUM
ANIEKTPOHHBIM JokyMeHTaM Opranuzanuu B MC, TpeOyromuM JINYHON MOAMUCH COTPYIHHUKA, U
orepanusM ¢ HUM.

1.4. Hannuue I1311 oOecnieurBaeT BHYTPEHHUM AJIEKTPOHHBIM JokyMeHTaM B VIC:
- IOJJIMHHOCTB-TIOITBEPKIEHUE aBTOPCTBA JOKYMEHTA;

- EJIOCTHOCTb-A0KYMEHT HE MOKET OBbITh M3MEHEH I0CIIe NOIHCaAHUS;

- HE OTpULIAaHHE aBTOPCTBA (HEOTPEKAEMOCTb)

— aBTOp HE MOXKET OTKA3aThCs OT CBOEH MOJIHUCH.

1.5. Jlns monmucaHusi a5eKTpOoHHBIX AokyMeHTOB B MC wucnonb3yercs mpocras 31eKTpOHHas
HOJNKCH - HHpOpPMaIKS B SJIEKTPOHHOU GopmMe, KOTopasi MPUCOEeTUHEHA K IpYroil HHpOopMauu
B JJIEKTPOHHOU (opme (moanuchiBaeMol HH(OpMALUU, TOKYMEHTY B 3JIEKTPOHHOM BUJE) WU
UHBIM 00pa3oM CBs3aHHAsA ¢ TakoW MH(popMalMen, 1 KOTopask UCIONb3yeTcs Ui ONpe/eeHus
JIUTIA, TIOAMTUCHIBAIONIETO HH(GOPMAITHIO.

1.6. B xauectBe myOmuuHoi wactu kimroua [IDI1 ucnonmp3yercss yHHKaTbHOE HMMS YYETHOM
3ammucH, MpUMEHsieMoe Il aBTopu3aiuu nosb3oBatens B MIC. B kadecTBe kKoH(puaeHIIMAIBHON
yactu kimoua [ID311 ucnons3yercs naposib K y4ETHON 3aIlUCH.

1.7. WzroroBnenue (reHepaiuio), Bblauy u peructpanuio B MC ykazanHbIx B 1.1.6 nMeH
M0JIb30BaTENeH U maposiel OCYIIECTBIIsIET OTBETCTBEHHBIH 3a TexHUUecKyIo nmoanepxky 1C).

1.8. ITapons monws3oBarens C MoxeT ObITh M3MEHEH €ro BIAEeNbIIeM B 000 MOMEHT TOCIIe
aBropuzanuu B IC. PekoMeHyeTcss U3MEHITh apoJib HE pexe OJTHOTO pa3a B TpH Mecsma. Js



CHUIXCHUSA PpHUCKaA Ho;[6opa napoJjit 1 HCCAHKIMOHHUPOBAHHOI'O HMCIIOJIB30BAHUA JPYTUM JIMIIOM
KJIro4a BHGKTPOHHOﬁ IIOATINCH PEKOMEHAYETCA HE 3a/laBaTh IIapOJiv, UCIIOJIb30BAHHBIC paHEC.

2. TepmuHbl U onpeAeIeHus
B nannowm [lonokeHnu uCHOIB3YIOTCS CIEAYIONIME TEPMUHBI U UX OMPEICICHHUS:

2.1. Bmagenen mpocToi AJIEKTPOHHOW MOANMUCH — COTPYAHUK OpraHu3amnuu, MOAMUCABIIUN
YBemomieHne 00 O3HAKOMJIGHWHM C HacTosamuM [lonokeHHeM W HUCIONB3YIOUUH  UMs
MoJIb30BaTENs M Maposib s apropusauuu B UC;

2.2. BuyrpeHHUI 3JI€KTPOHHBIN JOKYMEHT (Janee-JlOKyMeHT) — JOKYMEHT OJIHOIO M3 THUIIOB
JIOKYMEHTOB, TIpuBeieHHbIX B [Ipunoxenun 1 k Hactosimemy Ilonoxennto, coznannsiii B UC B
AIIEKTPOHHON (hopMe W TOANMCAHHBIN AJIEKTPOHHON MOJIHMCHIO COTPYAHUKA (IJIEKTPOHHBIMHU
MOJMUCSAMU COTPYIHUKOB) Opranusaiuy;

2.3. Kurou 53JeKTpOHHOW TMOJNWCH — YHUKaJIbHAs TOCJIEIO0BATEIbHOCTh CHUMBOJIOB,
npeHa3HaYeHHas Ui TOJATBEpKACHUS ¢ ucnoyib3oBanueM cpenacts MC nmoamuunoctu I13I1 B
Jloxymenre;

2.4. PeecTp BBIIAHHBIX KIIOYEW DSJCKTPOHHOW moamucu — xpausmuiics B HMC crnmcox
YHUKQJIBHBIX II0CJIEOBATEIBHOCTEH CHUMBOJIOB, COJEpPJKAIMXCA B JaHHBIX I10J1b30BaTENIAM
MMEHAX YYETHBIX 3alIMCEN U NapoIsiX;

2.5. Peectp OTO3BaHHBIX KJIHOYEW AJIEKTpPOHHOM mnoanucu — Xxpansumiics B WC cnucok
nonb3oBarened MC, y KOTOpBIX KIIOUM 3JEKTPOHHOW MOANMHUCH K MOMEHTY OOpalleHus K
JTAHHOMY peecTpy ObUIM OTMEUYEHBI KaK HEJIEHCTBUTEIIbHBIE;

2.6. Ilpocras snekrponnas moxamnuck (II2I1) — mupopmanms B snexkrpoHHOU ¢opme B UC,
BO3HHMKAIOIIAass B MOMEHT BBIIIOJHEHHS BIAJEIbLUEM JJIEKTPOHHOM NOJANHUCH KOMAaHJbl
nonnucanus JlokymenTa B uatepdeiice UC, moaTBepkaaromias moIMHHOCTh JJOKyMeHTa W/ it
¢dakT o3HakomieHus Buagensua IIOI1 ¢ JlokymeHToMm, KoTOpas B3aMMHO OJHO3HAYHO
CBA3bIBACTCS ¢ JIOKYMEHTOM M BJIaJIEIbLEM ITOANNCH;

2.7. Wrtamn 1311 — BusyanbHast OTMETKa 00 3JIEKTPOHHOM MOJMUCH, BKIIOYAIOLIAs PEKBU3UTHI
[1211, xotopas aBTOMaTmyecku co3naerca cpeictBamu MC mpu OTKpeITHH (BU3yaiau3alus)
nokymeHrta, mnoanucanHoro IIOII, B wunHTepdeiice HWC; Bpems dopmupoBanus 1911
0TOOpaXkaeTcsl B IITaMIIE 10 YaCOBOMY Tosicy nosb3oBarens UC;

2.8. O0OpaboTKa JJIEKTPOHHOTO JIOKyMEHTa — jelcTBus Toib3oBatesss MC ¢ 2JIeKTpOHHBIM
nokymeHToM cpenctBamu MC, BKkIouas, HO HE OrpaHHYMBAACH: CO3JaHHE, IMPOBEPKA,
noanucanue [1911, uadopmupoBanue npyroro nosb3oBarens UC o nokymeHTe, MOATBEPKICHNE
MOJTyYeHUsl, O3HAKOMIICHHUE, CO3/JaHKe KoMK Ha OyMa>KHOM HOCHUTEIe, OTKIIOHEHHE, yIalIeHHe.

3.00ecneucHue IOpPI)IPI‘-ICCKOﬁ CHJIbl BHYTPCHHUX 3JICKTPOHHBIX TOKYMCHTOB

3.1. Kusnennsrii mukn Jlokymenta B MC BKIIfOYaeT: co3gaHUE W MPOYUE JCHCTBUSA 1O €ro
o0paboTke, oTpakeHHe B ydere, a Takke xpaHeHue B MC. MC oOecrieuuBaeT perucTparuio
neicTBuil mosib3oBatenel ¢ JJokyMeHTOM (JJOrupoBaHue) B TEYEHUH KU3HEHHOTO IHKJIA.

3.2. Bce Bmagenbust [IDI1 mpusnator paBHO3HayHOCTH cBoed [IDIl cobcTBeHHO pyuHOI
NOJNKCH Ha OyMa)XHOM HOCHTEJIE.

3.3 Coznmanune TIDI1 B UC nHUIIMHpYETCS] COOTBETCTBYIOIIMM JeicTBUEM Biazaenbia [1011, T.e.
HE BBIIIOJIHSIETCS aBTOMAaTHYECKU UM HE3aMETHO IS BIaAelIblia.

3.4.ITomrnomoums Bnanensua 1911, moamucasmero JIoKyMeHT, MOATBEPXKAAIOTCS B MOMEHT
nonanucanus Jlokymenta B IC aBTOMaTH4eCKH MO MOJIOKUTEIBHOMY PE3YJbTaTy CIEIYIOIINX
IPOBEPOK:



- COOTBETCTBYIOIIMI M0JIb30BaTeNb aBTOpU30BaH B VC,

- COOTBETCTBYIOLIMHN KJIKOY DJEKTPOHHOM IIOAIMCH BKIIOUEH B PEECTP BBIAAHHBIX KIIOUYEH
JJIEKTPOHHOMU MOJIINCH,

- COOTBETCTBYIOIIUI KJIFOY 3JEKTPOHHOW MOANKMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KITHOYEH
ANEKTPOHHOMU MOIHCH.

3.5. Bpems d¢opMmupoBanus deKTpoHHOW mnonnmucu (urcupyercs cpeacrBamu HMC 1o
rpuBuuckomy Bpemenu (UTCH).

3.6. BHyTpeHHHE 3JIEKTPOHHBIE JOKYMEHTBHI, mepeurcieHHbie B [lepeuHe, mpuBeAeHHOM B
[Ipunoxenun Nel k Hacrosmemy Ilonoxenuto, mnoanucanueie [IDII, npusHaroTcs B
Opranuzanuyd paBHBIMH 10 HOPUIUYECKONW CHJIE JOKYMEHTaM Ha OYMaXHBIX HOCHUTEISX,
3aBepEHHBIMU COOCTBEHHOPYUYHOU MOAMKCHIO.

3.7. Tlonp3oBarenu WC mnpusHator, uyrto Busyanuzauusg mmrammna [I9I1 nmpu nemoncTparuu
Hokymenta B wmHTepdeiice WC, BemomHeHHas cpeactBamu HWC, SBISETCS HEOCTIOPUMBIM
NOATBEpXKJIeHUEM (aKkTa TMOJNMUCAHHS JOKYMEHTa COOTBETCTBYIOmUM BragensieM [I1911
(MOTTMHHOCTH ¥ HEOTPEKAEMOCTB ).

3.8. Xpanenue JIoKkyMEHTOB OCYIIECTBISETCS MyTEM 3allMCU CBeACHUN O JIoKkyMeHTax B apXuB
AJIEKTPOHHBIX JIOKYMEHTOB, KOTOPBIH siBisieTcs yacThio MC.

3.9. Opranuzanusi oOecreynBaeT TEXHUYECKUMH M OPraHU3allMOHHBIMH MEpaMu 3alIUTy OT
HECAHKLIIMOHMPOBAHHOTO JIOCTyNa W IPEJHAMEPEHHOI0 YHHUYTOXKEHUS W/WIM HCKaXKEHUsS
cBefeHui o JlokymMeHTax B apXuBe 3JIEKTPOHHBIX JoKyMeHTOB WC, a Takxke rapaHTUpyeT
MIOATBEP)KJICHUE aBTOPCTBA JOKyMeHTa, noamucanHoro I[IDII aBropa, B TOM umcie myrem
YTBEPKJICHHSI  IIOMMEHHOTO  OTPAaHMYEHHOIO  CHOUCKA JIML, HMEKIIHUX  paclIupeHue
(aAMMHHCTpAaTUBHBIE) [TPaBa AOCTYIA K apXUBY JIEKTPOHHBIX TokyMeHTOB 1C.

3.10. Jokymentsl xpausitcs B UC B ToM ¢opmare, B KOTOpOM OHHU ObTH co3fgaHbl. Cpok
xpaHeHus: JlokyMeHTOB u cBefeHUM o JloKymMeHTax He MOKeT ObITb MeHee 3 (Tpex) JIeT u
OIpEEIAETCS B COOTBETCTBUU C JIOKAJBHBIMM HOPMATHUBHBIMHM akTamu OpraHuzanuu Wi €e
CTPYKTYPHBIX ITOAPA3ACICHUAMN.

3.11. Konus 351eKTpOHHOTO JOKYMEHTa MOXKET OBbITh M3TOTOBJIEHA (pacneyaTaHa) Ha OyMaXHOM
Hocutene cpeactBamu MC u 3aBepeHa coOCTBEHHOpY4YHOUM moanuchio Bianenbiia [1911 mmubo
YJIeHAMHU KOMHCCHUH, BKITIOYAIOLIEH B ce0s Kak MUHUMYM pyKoBoauTesast OpraHu3aiiy U JuIo,
UMEIOIIee paCIIUpeHHbIe (aIMHHHUCTPATHUBHBIE) IpaBa JOCTyNa K apXHBY JJIEKTPOHHBIX
nokymenToB MC. Konus 31eKTpoHHOr0 JOKYMEHTa Ha OyMa)kHOM HOCHUTENE JOJDKHA COJepkKaTh
Bu3yanuzanuio mramna (mramnoB) [IOI1, nmoareepxknaroiryto, 4ro opuruHan JlokymeHta
noanucad [I9I1. AyTeHTHMYHOCTh 3JIEKTPOHHOTO JOKYMEHTAa M €ro KOINMM Ha OyMa)XHOM
HocuTene obecneunBaetcs cpencrsamu HC.

4. IlpaBa, 00513aHHOCTH U OTBETCTBEHHOCTH BIIAJIENbIIA JIEKTPOHHOM MOTUCH
4.1. Bnanenen 1311 umeer npaso:

- oOpamatbcs k OTBETCTBEHHOMY 3a TeXHUYecKyro mojaepxxky MC ans aHHynupoBaHUS
(oT3bIBA), NPHUOCTAHOBKU (BO3OOHOBIEHUS) JEHCTBUS MNpUHAAIEKAIIETO €My KIoya
JIEKTPOHHOM NOJIINUCH;

- B cloy4ae HEOOXOJMMOCTH 3aMEHBbl, BOCCTAaHOBJIECHHUS KIIOYa JJIEKTPOHHOW TMOIMHUCH
oOpamatecss Kk OTBETCTBEHHOMY 3a TeXHHUYecKyro mnoanepxkky MC c¢ coorBercTByromieit
pocb00ii M MOTYYUTh HOBBIN KIIHOY JIEKTPOHHOMN MOAIHUCH;



- oOpamarbess K pykoBoAcTBY OpraHuzanuu Uit pazdopa KOH(QIMKTHBIX CUTYyaluil (CIOpOB),
BO3HUKaromux npu npumenenuu 11211 B UC.

4.2. Bnagenen 1211 o0s3aH: -BecTH 00pabOTKYy BHYTPEHHUX AJIEKTPOHHBIX JOKyMeHTOB B MIC B
COOTBETCTBUU CO CBOMMH JOJI’KHOCTHBIMH OOSI3aHHOCTSIMU;

- [pUHHUMATb BCC BO3MOXHBIC MCpPbI A MPCAOTBpAlICHHUA HCCAHKIIMOHHWPOBAHHOIO
HCITIOJB30BaHHUA CBOCTO KJIOYa BHCKTPOHHOﬁ IIOAIINCH,

- HY IIpY KAKUX YCJIOBUSAX HE IEPEJaBaTh KIK0Y 2JIEKTPOHHOM IMOAIUCH APYTUM JIMLAM;

- IpU KOMIICHCAIMU CBOETO KIII0Ya 3JIEKTPOHHOW TOANMHUCH HE3aMEIIUTEIbHO OOpaTUTHCS K
OTBeTcTBEeHHOMY 3a TexHHuYecKylo moanepkky WC jans  [OpUOCTaHOBKU — JEHCTBUS
IIPUHAJJIEKAIIETO EMY KJIH04a IEKTPOHHON MOAIKUCH.

4.3. Bnangenen IIOII Hecer JHMYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTb CBOErO KJOYa
9JIEKTPOHHOU TOAIUCH U €r0 3alUTy OT HECAHKIIMOHWPOBAHHOTO MCIIOIb30BAHMSL.

5.Texnonorust npumenenust cpeacts [1911 B UC

5.1. Ina npumenenust [I9I1 B MC Bnanmensiy 1911 HeoOxomumo aBropuzoBaThes B MC c
UCIIOJIb30BaHUEM NyOJIMYHON U KOH(puUAeHInanbHo yacTei kiaroda [IDI1 (uMs nonb3oBarens u
naposb). [lonnucanue JlokymeHTa BBINOJHSETCS MyTeM HakaTtus Ha KHONKY «lloxmucaTte» B
untepdeiice UC.

5.2. ndopmarus 000 BceX BBIAAHHBIX IOJIB30BATENI0 KIHOYAX IEKTPOHHON IMOJAMUCH, JaTax
MOJIyYEHUS U MPEKpalleHus ux aencTBus (u3bsartus) xpansarcs B UC nocrosHHO.

5.3. Ilpu mnpekpamenun y coTpyaHuka OpraHuzanuu JODKHOCTHBIX O0sI3aHHOCTEH IO
00paboTKe BHYTPEHHUX JOKYMEHTOB C Hcmoiab30oBaHueM [ID11 wim yBoIbHEHUI COTPYAHHUKA €TO
KJIFOY BHOCUTCS B PEECTp OTO3BAHHBIX KJIIOYEH 3JIEKTpOHHOW moAnucd OTBETCTBEHHBIM 3a
texuudeckyto noaaepxkky MC. C mMomeHTa BHECEHHUs KJIIOYa B PEECTP OTO3BAHHBIX KITFOUEH
ANIEKTPOHHOM moAnucu Bce mnocnenyromue JlokymeHntsl, noanucanHele 3tol [IOII, He
CUMTAIOTCA TOJAMHUCAHHBIMUA  HAQJICKANIUM  00pa3oM, T.€. TOAMKHCHIO, PpPaBHO3ZHAYHOU
COOCTBEHHOPYYHOM.

6.3aKIIIOYNTENbHBIE MTOJIOKEHUS
6.1. Hactosiiee [lonoxxenue BCTynaer B CUITy € JaThl YTBEPKACHHUS.

6.2. Tekcr [lonoxenus pazmemaercs B UC. Cnioco0 noctyna k aktyanbHo# Bepcuu [lonoxenust
OTHCBIBAETCS B MOJIb30BATEIbCKON JoKyMeHTauu k C.

6.3. Hokymentsl, co3nanusie B IC u moamucanueie [IDI1 B cOOTBETCTBHMM € HACTOSIINM
MOJIOKEHUEM, TTPU3HAIOTCS FOPUANYECKH 3HAYUMBIMU C JAaThl yTBepkaeHus [lomoxenus.
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