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1. O01He 1moJI0KeHU
1.1. Hacrosimee Ilonoxkenue o0 UCMONB30BAaHUM NPOCTONW BJIEKTPOHHOM NOJANUCH B
nHpopmarmonHoi cucreme (mamee - MC) MBJIOY Ne 291 (mamee - IlonokeHue) sBasieTCs
JOKaIbHBIM HOpMAaTHBHBIM akToM MBJIOY Ne 291 (mamee — YupexacHue) u ompenesser
MOPSIIOK W yCIIOBUSA pPabOThl COTPYOHUKOB C DJJIEKTPOHHBIMU JoKyMeHTamu B UC,
HEIIOCPEJICTBEHHO CBSA3aHHBIMM C UX TPYIOBOM IEATEIBHOCTBIO, C NMPUMEHEHHUEM IIPOCTOMN
ANeKTpOHHOM noanucu (fanee - [1211).
1.2. YyacTHMKaMU 3JIEKTPOHHOTO B3aMMOJICHCTBUS HA YCJIOBUSX, OMPEICICHHBIX HACTOSAIIUM
[TonoxeHnueM, BISAIOTCS COTPYIHUKH Y UPEXKICHHUS.
1.3. Peanu3zanus onpeneneHHbIXx HacTosimuM [lonoxkeHneM ycinoBHUi MPUMEHEHHs TMPOCTON
AJIIEKTPOHHOM MOJNHMCH O00OecreynBaeT MpUAAHUE IOPUIAWYECKOM CHJIBI  BHYTPEHHHUM
ANEKTPOHHBIM JokyMeHTaMm Opranuzanuu B UC, TpeOyromumM JTUYHON MOANMKUCH COTPYIHUKA,
Y ONepalusiM C HUMH.
1.4. Hamuuaue 1311 o6ecieunBaeT BHYTPEHHUM JIEKTPOHHBIM ToKymMeHTaM B UIC:
* MMOJUIMHHOCTD - MOJATBEPKIECHUE aBTOPCTBA IOKYMEHTA;
* IEIOCTHOCTb - JOKYMEHT HE MOXKET OBbITh U3MEHEH TOCIIE MOIUCAHMS;
1.5. [Ins noanucanus 31eKTPOHHBIX JoOKyMeHTOB B C ucnosb3yeTcs mpocrast
AJIEKTPOHHASI TOJNHUCH - MH(pOpMAIUs B 3JCKTPOHHOU (Qopme, KOTOpas MpUCOEIHWHEHA K
npyroil nHpopmaIuu B 3JIEKTPOHHOU (Popme (moamuceiBaeMoil HHGOpMAIK, JOKYMEHTY B
AJIEKTPOHHOM BHUJE) WM HMHBIM OOpa3oM CBsi3aHHas C Takod uH(popmalmeill, u KoTopas
UCIIONIb3YETCs IJIsl ONpPEeETICHUS LA, MOAMUCHIBAIOUIETO HH(OPMAITHIO.
1.6. B kauectBe myOnuuHoM yactu kiroda [19I1 ucnonb3yercss yHUKaTIbHOE UMsI YUYETHOM
3amucH, TMpUMEHseMoe Mg aBTopu3auumu  noae3oBatens B HWMC. B kauectBe
KoH(puneHmmanpHoi yactu kiroda [1311 ucnonp3yercst maposb K y4eTHOM 3aIliCH.
1.7. N3roroBnenne (reHepanuio), Beigauyy u peructpauuio B MC yka3zannbix B 1.1.6 nmen
nojb30BaTeneil u maponed ocymectBisier KHsizeBa A.A., crapmmii BocnuTaTenb (Janee -
OTBeTCTBEeHHBIN 3a TexHUYECKYI0 noaepxky NC).

1.8. ITaponws monb3oBarenss MC moxeT ObITh M3MEHEH €ro BiajeiblieM B J000H MOMEHT
nocie aBropuzainuu B UC. PexomenayeTcs M3MeHsITh MapoJib HE PeXe OAHOTO pa3a B TPHU



MecAana. I[JI}I CHMIXCHUSA PHUCKaA Hon60pa napoJjii 1 HCCAaHKIIMOHHUPOBAHHOI'O HCIIOJb30BaHUA
APpyruMm JIMOOM KJIF0O4a BHCKTPOHHOﬁ noanrucCu pEeKOMCHAYCTCA HC 3aJaBaTb I1apOJiu,
HCIIOJIBb30BAHHBIC paHCC.

2. TepMuHBI ¥ OoNIpeIeIeHUS
B nannom [lonoeHnn nenonb3yoTes CIeAYOMINE TEPMUHBI U KX OTIPEACICHUS:

2.1. enaoeney npocmoti 31eKMpPOHHOU NOONUCU - COTPYAHUK YUpEKIEHUs, MOJNUCABIIAN
VYBenomienne 00 O3HAKOMJIEHMM C HAcTosIMM [lonoxkeHueM | UCHOJIB3YIOIIMN KM
MOJIB30BATENS U MApoJIb sl aBTopu3zanuu B UC;

2.2. 6HympeHHull 21eKkmponHbvll 0okymenm (nanee - JIOKkyMeHT) - JOKYMEHT OJHOTO M3 TUIIOB
NOKYMEHTOB, NpuBeAeHHBIX B [Ipunoxenun 1 k Hacrosamemy [lonoxxenuto, coznannbiii B UC
B DJICKTpOHHOM (opMe U  TOJIMUCAHHBIA  DJIEKTPOHHOM  TMOJIHUCHIO  COTPYJHHUKA
(37IEKTPOHHBIMU MOJMUCAMU COTPYAHUKOB) Opranusaiuu;

2.3. KoY 2JIeKMPOHHOU NOOnucu - yHUKaJbHas IOCJIEJI0BATEILHOCTh CHMBOJIOB,
MpeaHa3HaueHHAas JJi1 MOATBEPkKAEHUs ¢ ucnoiab3oBanueM cpeactB MC nommmuanoctu [1311 B
JIOKyMeHTE;

2.4. peecmp 6vi0aHHBIX KMIOYel 21eKkmponHolU noonucu - xpaasmmiics B WMC cmmcok
YHUKQJIBHBIX MOCJIEI0BATEIIBHOCTEN CUMBOJIOB, COJEPKAIIUXCS B BBIAAHHBIX MOJIb30BATEIISIM
MMEHaX YYETHBIX 3alMCEN U Maposx;

2.5. peecmp omo3zsannvix Katouel snekmpouHou noonucu - xpassmmiics B MC crmcok
nonb3oBatenel MC, y KOTOpBIX KIIIOYM AJIEKTPOHHOM MOJNUCHA K MOMEHTY OOpalleHus K
JTAHHOMY peecTpy ObLIIM OTMEUEHBI KaK HEJIEHCTBUTEIbHBIE;

2.6. npocmas snekmponuas noonuce (I1211) - napopManus B dmekTpoHHOH dopme B UC,
BO3HUKAIOIIass B MOMEHT BBINOJHEHUS! BIAJICNIBLEM SJIEKTPOHHOW TMOAMUCH KOMAaH/bI
noanucanus Jlokymenra B uHTep(deiice MC, moarepkaaromias MoMIMHHOCTE JlOKyMeHTa
n/unu dakt o3HakomieHus Bianenbua [19I1 ¢ JlokymeHTOM, KOTOpasi B3aMMHO OJHO3HAYHO
CBA3BIBaeTCs ¢ JJOKyMEHTOM M BiaJI€TbLEM MOANKCH;

2.7. wmamn [IDI] - Bu3yanpbHas OTMETKa 00 DIEKTPOHHOM TMOAMKMCH, BKIIOYAIOIIAs
pexkBu3uThl [IDII, koTopass aBTOMartnuecku cozmaercsi cpeactBamu WMC mpu OTKpPBITHU
(Busyanu3zanuu) aokymenta, noamnucandoro [19I1, B uatepdeiice C; Bpems popmupoBanus
[131I1 oTo6paxkaeTcst B mITaMIe Mo 4acoBomy nosicy nosas3oBatens UC;

2.8. obpabomra 31eKkmMpoHHO020 OOKyMeHma - NeUcTBUs moiib3doBatesst MC ¢ 35eKTpOHHBIM
nokyMeHToM cpeactBamu HWC, BkiIoyas, HO HE OrpPaHUYMBASICH: CO3JaHUE, IPOBEPKA,
noanucanue [IOI, wuHbOpMUpoBaHue npyroro mnonb3oBatens WC o mokyMeHrte,
MOATBEPKJCHUE TMOJYyYEHHUs, O3HAKOMJICHHE, CO3[laHWE KONMUU Ha OYMa)KHOM HOCHUTEIE,
OTKJIOHEHHUE, y/IaJieHuE.

3. Obecnevyenne WPUANYECKOM CHJIBI BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB
3.1. Kuznuennpiii uukn Jlokymenta B MC BkitouaeT: co3laHue W MpovHe JACHCTBHS MO €ro
o0OpaboTke, oTpaxkeHHe B yuere, a Takke xpaHeHue B MC. MIC obecrieunBaeT perucTpaiuio
AeicTBUi nosib3oBareneil ¢ JJokyMeHTOM (JIOrMpOBaHUE) B TEUEHHUE KUZHEHHOTO LIUKJIA.
3.2. Bce Bnagensusl [IOI1 mpusnator paBHO3HauHOCTH cBoed [IDI1 coOcTBeHHOpYUHOI
HOJNUCH Ha OyMa)KHOM HOCHTEJIE.



3.3. Coznanue [1911 B UC unMIMHpyeTCs COOTBETCTBYIOIIMM JeicTBUEM Bianenbua 11011,
T.€. HE BBIINOJHAETCS] aBTOMAaTUUYECKH UM HE3aMETHO JJIs Baiesblia.

3.4. [Tonnomouns Bianensia 1311, moanucasiero JJokyMeHT, MOATBEPKIAIOTCS B MOMEHT
noanucanus Jlokymenta B UC aBTOMaTHYECKH M0 MOJ0KUTEIBHOMY PE3YIbTATy CIEAYIOLIUX
IPOBEPOK:

* COOTBETCTBYIOLIMI MOJIb30BATENb aBTOpH30BaH B VC,

* COOTBETCTBYIOIIUM KJIIOY JIEKTPOHHOW IMOJNUCH BKJIIOYEH B PEECTP BBIIAHHBIX KIIKOUYEH
BJIEKTPOHHOM TMOJIIHCH,

* COOTBETCTBYIOIIMI KIIOY 3JIEKTPOHHOM MOAIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH JIEKTPOHHOU ITOJIUCH.

3.5. Bpemst ¢opMupoBaHus >3IeKTpOHHOM moanucu ¢ukcupyercs cpeacrsamu MC 1o
rpuaBuuckomy BpeMenu (UTCHO).

3.6. BHyTpeHHHE 3JEKTPOHHBIE JTOKYMEHTHI, NepeducieHHble B [lepeune, mpuBeeHHOM B
[Tpunoxenun Ne 1 k Hactosmemy Ilonoxkenuto, moanucanueie [IOII, npusHaroTCs B
VYypexxaeHun paBHBIMU TI0 IOPUAMYECKOW CUJie JOKyMEHTaM Ha OYMa)KHBIX HOCUTENSX,
3aBEPEHHBIM COOCTBEHHOPYYHOU MOIMUCHIO.

3.7. Tlonp3oBatenu MC mpusHator, urto Bu3yanusauusa mtamma [I9I1 mpu gemoncTpanuu
HokymenTta B unHtepgelice MC, BbmmonHeHHast cpenctBamu MC, sBiaseTcss HEOCHOPUMBIM
NOJATBEPXKJIEHUEM (aKTa TMOANMCAHUSA JOKYMEHTa COOTBETCTBYIOUIMM BiazenbueM [1011
(MOTTMHHOCTH U HEOTPEKAEMOCTH ).

3.8. Xpanenue JlOKyMEHTOB OCYIIECTBISICTCS IyTEM 3alMCH CBeleHWA O JIOKyMeHTax B
apXUB 3JIEKTPOHHBIX JIOKYMEHTOB, KOTOPBIH sBisieTcs yacTbro MC.

3.9. yupexeHue obOecrneyrMBaeT TEXHUYECKUMHU U OPraHM3allMOHHBIMH MEpaMH 3alluTy OT
HECAaHKIMOHUPOBAHHOTO JOCTYNa W MNPEJHAMEPEHHOTO0 YHHYTOXXEHUS W/WIM HCKaKEHUS
cBeeHnil 0 J[OKyMeHTax B apxuBe AJIEKTPOHHBIX JOoKyMeHTOB MC, a Takke rapaHTUpPyeT
MOATBEP)KICHUE aBTOPCTBA JOKyMeHTa, noanucasHoro IIDI1 aBropa, B TOM yucie myTem
YTBEPXKJICHHUSI TOUMEHHOIO0 OrPAHMYEHHOTO CIIKMCKAa JIMI, WMEIOUIMX PaCHIMPEHHbIE
(aIMMHHMCTpPATUBHBIE) MpaBa IOCTYIA K apXUBY JIEKTPOHHBIX JokymMeHToB VC.

3.10. Joxymentsl xpausitca B UC B Tom (opmate, B KOTOpOoM OHU ObUTM co3faHbl. Cpok
xpaHenust JJokyMeHTOB U cBefeHUil o JlokymMeHTax He MOXKeT ObITh MeHee 3 (Tpex) JIeT u
ONPENENSAETCS B COOTBETCTBUM C JIOKAJbHBIMU HOPMAaTUBHBIMU akTamMu OpraHu3anuu Win ee
CTPYKTYPHBIX NIOJIpa3IEICHUM.

3.11. Komusi 3JEKTPOHHOTO JOKYMEHTa MOXKET OBITh H3TOTOBJEHA (pacreyaraHa) Ha
OymaxkHoM Hocutene cpeactBamu MC u 3aBepeHa cOOCTBEHHOPYYHOM MOJIHUCKHIO BIaAeblLa
[I2I1 nubo unmeHaMM KOMHUCCHM, BKJIOYaroUmleil B ce0si Kak MHHMMYM pPYKOBOJIUTEIS
Opranuzaiuu W JMI0, UMEIOINIEE paclIMpEHHbIe (aAMUHHCTPATHBHBIE) MpaBa JOCTYyMa K
apxuBy 3JIEKTpOHHbIX AoKymMeHTOB MC. Komus 31€KTpOHHOro JOKyMEHTa Ha OyMakKHOM
HOCHUTEJE JIOJDKHA COAEprKaTh Buzyanu3auuio mrammna (mwramnos) 1911, moareepxaaromyto,
yT0 opuruHan JJoxkymenra noanucat [I911. AyTeHTHYHOCTB 3JIEKTPOHHOIO AOKYMEHTA U €ro
KOIUU Ha OyMa)KHOM HOocuTele odecnieunBaercs cpencrsamu HC.

4. HpaBa, 00513aHHOCTH M OTBETCTBEHHOCTD BJajaeJibla 3ﬂeKTpOHHOﬁ nmoanmMucu



4.1. Bnanenen I12I1 umeet npago:

* oOpamatbcs kK OTBETCTBEHHOMY 3a TeXHHUUYECKYo mojaepkky WC mis aHHyaIupoBaHUS
(0oT3BIBA), MPUOCTAHOBKK (BO30OHOBJICHUS) JEWUCTBUS MNPUHAIJICKAIIETO €My KIIoua
AJIEKTPOHHOM MOIINCH;

* B cCllydya€ HEOOXOJUMOCTH 3aMEHbl, BOCCTAHOBJICHMS KJIKOYa 3JIEKTPOHHOW MOJAMNUCH
oOpatuthcss K OTBETCTBEHHOMY 3a TexHUYecKyro mnoaaepkky MC ¢ cooTBeTcTBYIOLIEH
POCHOOI U MOTYYUTh HOBBIM KJIHOY 3JIEKTPOHHOM MOITUCH;

* oOpamaThcsi K pykoBOACTBY Opranuzauuu i pazdoopa KOHOIUKTHBIX CUTyallui (CIOpOB),
BO3HUKaromux npu npumeHennn 11311 B C.

4.2. Bnagener [1911 06s13aH:

* BeCTU 00pabOTKy BHYTPEHHUX DJEKTPOHHBIX JOKyMEHTOB B IC B COOTBETCTBUU CO CBOMMU
JOJKHOCTHBIMU 00S3aHHOCTSIMU;

* IPUHUMATh BCE BO3MOXXHBIE MEpBHI JUISI NPEAOTBPALICHUS HECAHKIIMOHUPOBAHHOIO
MCITOJIB30BAHUS CBOETO KIIFOYA 3JIEKTPOHHOMN MOJIHNCH;

* HA IIPHU KaKUX YCJIOBUSIX HE MEPEAABATh KIHOY AIEKTPOHHOU MOIUCH IPYTUM JIULAM;

* IpY KOMIPOMETALMU CBOETO KJII0Ya 3JIEKTPOHHON MOANUCH HE3aMENTUTENBHO 00paTUThCS K
OTBETCTBEHHOMY 3a TEXHUYECKyr nomuepxkky HMC s NpHOCTAaHOBKH — JEHCTBHS
MIPUHAAJICKALIETO EMY KIIF0Ya 3JIEKTPOHHOM IMOIUCH.

4.3. Buagenen IIDIl Hecer nMUYHYIO OTBETCTBEHHOCTh 3a COXPAaHHOCTb CBOETO KIIOYa
AJIEKTPOHHOM MOJIUCH U €ro 3allUTy OT HECAHKIIMOHUPOBAHHOT'O UCIIOJIb30BAHUS.

5. Texnosorusi npumenenus cpeacrts I1I11 B UC
5.1. lna npumenenus 11011 B MUC Brnagensiyy IIDI1 Heobxoammo aBTopusoBatbes B UC c
MCIIOJIb30BaHUEM MyOIMYHON M KOHPUaeHInanbHou yacted kintova [T (ums nmonb3oBaTenst
u naposb). [loanucanue JlokymMeHTa BBITIOTHSETCS MyTeM HaxaTus Ha kHonky "Tloamucates" B
unrepdetice UC.
5.2. Uudopmarusg 000 Bcex BBIIAHHBIX MOJIH30BATEIIO KIIFOYAX SJIEKTPOHHON MOJITUCH, JaTax
MOJIyYeHUS ¥ MPeKpallleHus ux AercTBus (u3bsatus) xpanurcsa B UC nocTosHHO.

5.3. Ilpu mnpekpameHun y coTpyaHuka OpraHuzaludd JOJDKHOCTHBIX OOS3aHHOCTEH IO
00pa00OTKe BHYTPEHHUX DJIEKTPOHHBIX JOKYMEHTOB C wucroiab3oBanueM [IDI1 wunmu mpu
YBOJIbHEHUM COTPYJHHMKA €Tr0 KJIKOY BHOCUTCS B PEECTP OTO3BAHHBIX KIIIOUEH 3JIEKTPOHHOU
noanucy OTBETCTBEHHBIM 3a TeXHUYECKYyro nomuep:kky MC. C MmoMeHTa BHECEHHUd KJII04a B
pEECTp OTO3BAaHHBIX KIIIOYEHW OHJIEKTPOHHOM TMOAMNMCH BCE TNOchenyrmue J{OKyMEeHTHI,
noanucanuple dtoit IIDII, He cumTarOTCs MOANMCAHHBIMH HAIJICKAIIUM O0pa3oM, T.C.
MOJMKUCHIO, PABHOZHAYHOW COOCTBEHHOPYYHOM.

6. 3aKJII0YUTe/IbHbIE I10JI0KEeHU
6.1. Hactosimee [TonoskeHnre BCTymaeT B CUITY C IaThl YTBEPKICHHUSL.
6.2. Tekct Ilomoxenuss pasmemniaercs B MC. Crnocob mocTyma K akTyalbHOW BEPCHH
[TonoxxeHust onuckIBaeTCs B MOJIb30BATENbCKOM qoKyMeHTanuu Kk UC.
6.3. Texcr IlonoxeHuss XpaHuTcs y IEIONMPOU3BOIUTENS U MPEIOCTABISETCS COTPYIHUKAM
YupexaeHus 1o 3anpocy.



6.4. JlokymenTtsl, co3nannbie B UC u moanucanusie [19I1 B COOTBETCTBHMU C HACTOSIIUM
[TonoxxeHneM, MPU3HAIOTCS FOPUIUIECKH 3HAYMMBIMHU C J1aThl yTBepxkAcHUs [lomoxxeHusl.
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