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[lonoxenne 06 wWCHONTB30BaHMM MPOCTOH 3MEKTPOHHOM
AokymenToobopora B MBY IIHT "Ilpyx6a" SMP

1.001mue nonoxeHus

1.1. Hacrosimee ITonoxeHne 06 HCIIOIb30BAHAM IPOCTOH 3IEKTPOHHOM NOAMHMCH B HH(MOPMALHOHHOM
cucreMe (mamee - WC) MBY IIHT "Jlpyx6a" DMP (namee - IlonoxeHwe) sBIfeTCS JIOKATHHBIM
HOpMaThBHBIM akToM MBY ITHT "Jlpyx6a" OMP (manee - Opranusanus) u onpemesnser MOPSIIOK B YCIIOBHS
paboTBI COTPYHHKOB C 3JIEKTPOHHEIMHE TOKyMeHTamu B VIC, HEMIOCPEACTBCHHO CBA3aHHBIMH C HX TPYAOBOMA
ACATEIBHOCTBIO, C IPUMEHEHUEM IIPOCTOH 3IEKTPOHHOM moAmucH (nanee - I1D1]).

1.2. VyacTHHKaMH 37IEKTPOHHOTO B3aMMOIEHCTBHS Ha YCIIOBUSAX, ONPEICICHHBIX HacTosmuM [looxkenuem,
SBISIIOTCA COTPYyAHUKH OpraHu3anyy, IOIMKMCABIIAE YBEIOMICHHE 00 O3HAKOMICHHM C IIOJOKEHHEM.
Obpasen Veenmomnenuss mpuseneH B Ilpmmoxenun Ne 2 x HacrosimieMy Ilomoxenwuio. Ilommmcanue
COTpyaHHKOM OpraHu3anuy YBeZOMIIEHHS PAaBHO3HAYHO MPUCOCAMHEHHIO K COTNIALICHHIO 06 y4acTHH BO
BHYTPEHHEM 3NICKTPOHHOM JIOKYMEHTOOOOpOTe ¢ mcHojb3oBaHHeM I[IDI1 Ha yCIOBHSIX HACTOSIIETO
Ilonoxenus B COOTBETCTBHH cO CT. 428 ['paskIaHCKOro Komnekca PO ("MoroBop npucoenuuenns").

1.3. Peanusanus ompeneneHHBIX HacTosumM [10I0kKEHHEM YCJIOBHII MPUMEHEHHS IPOCTON BIEKTPOHHON
NONNHUCH OOECleYMBaeT MpPHAAHHE IOPHANYECKOH CHIBI BHYTPCHHHM BJICKTPOHHBIM  JTOKyMEHTaM
Opranuzamun B VIC, TpeGytommm TH9HOM HOMMICH COTPYIHAKA, H OIlEpallusM C HAMH.

1.4. Hamaue 1911 o6ecriednBaeT BHYTPEHHUM 3IEKTPOHHBIM JoxyMeHTaM B UIC:

* TIOATIMHHOCTD - HOATBEPXKIECHUE aBTOPCTBA JOKYMEHTA, %

* OCJIOCTHOCTS - TOKYMEHT HE MOXET OBITH H3MEHEH IOCIIE MOIHUCAHUS, 2

* HC OTPUIIaHKE aBTOPCTBA (HEOTPEKAEMOCTb) - aBTOP HE MOKET OTKA3aThCS OT CBOEH MOIIHCH.

1.5. Jlns moanucanys 31eKTpOHHEIX JOKYMeHTOB B VIC HCITOJIB3YETCS IPOCTast

JNIEKTPOHHAS NIOANKCE - HHpOPMaLKs B 3IEKTPOHHOM (opMe, KOTOpast MPHCOETUHEHA K APYTOM uHpopManuu
B ONIEKTPOHHOH (opme (MOAMHCEIBaeMOM HMHQOpPMAIUH, IOKYMEHTY B 3JIEKTPOHHOM BHUZI€) WM HHBIM
o0pasoM CBsi3aHHAas C TakoW wuHMOpMarmeif, m KoTOpas UCTIOJIB3YETCSL Sl ONpelc/eHHs JIHIA,
NOJMUCHIBAIOMIEr0 HHOPMALIHIO.

1.6. B xauectBe myGnmuHOl wacTu kmoua IIDI1 UCIOJIb3YETCsl YHUKAJIbHOE HMS YYETHOM 3aIlucH,
IPAMEHACMOC IUIs aBTOpHM3anuy mojb3oBarens B MIC. B kadecTBe xoHOHIeHIHATRHOM YacTh Kiroga [1D11
HCIIOJIb3YETCS MApOJb K YUYCTHOM 3aIIHCH.

1.7. UsrotoBnenue (reHepanuio), BEIIAYy W perucrpanuio B VC yKa3aHHBIX B I1.1.6 UMeH monk30BaTesIel u
napoieit ocymectiser YTounuts ®UO (naee - OTBETCTBEHHBIN 3a TEXHHYECKYIO noanepxky MC).

1.8. TTapons momb3osaresst UC MoskeT GBITh H3MEHEH €ro BIIAJEIBIEM B HO60H MOMEHT IOC/E aBTOpH3aLUU
B MIC. PexoMeHyeTCs H3MEHSTD [1apoJib He Peske OJHOTO Pa3a B TPH MECSIIA. Jns cHUXKeHus pucka moadopa
[Iapojsi ¥ HECAaHKIHOHHPOBAHHOIO MCIIOIB30BaHHS JAPYTHM JIMLIOM KJIFOYa SHGKTngHOﬁ HOJIINCH
PEKOMCHIYETCs HE 3a11aBaTh IapOJIM, HCIIOIb30BaHHBIE PAHEE,

2. TepMuHBI U onpeneneHus

B narnoM [10/105KeHIH HCTIONB3YIOTCS CIIEAYIOMIHE TEPMHHBI H UX ONpPEACIICHHUS: :

2.1. Branenen npocToi 31eKTPOHHOM MOIHCH - coTpyanuk OpraHu3aiy, MOANKUCABIINE YBeIoMIIeHHE 06
O3HAKOMJICHHH € HacTOAMHM [TonoxkeHremM 1 HCMIONB3YIOMMH HMS I0JIb30BATENS M HAPOIIh IS aBTOpHU3ALUU
B UC;

2.2. BHYTpEHHHH 3JIEKTPOHHBIN TOKyMEHT (Iajee - JIOKyMEHT) - TOKYMEHT OJJHOTO W3 THIOB JOKyMEHTOB,
npuBeicHHBIX B [Ipunoxennn 1 x Hacrosmemy Ilonoxenuro, cozmaunsii B VIC B 3JIEKTPOHHOK (opme u
NOJMUCAHHEIM  SICKTPOHHOH IIOMNMHCHIO  COTPYAHHMKA (JMEKTPOHHBIMH  TOMMHCIMH COTPYIHHUKOR)
Opranu3anmuu;

2.3. KIIOY SIEKTPOHHOM NOJNMMCH - YHHKAIbHAs IMOCIEN0BATETBHOCTD CHMBOJIOB, IpeIHA3HAYeHHAs I
TOATBEPKACHHUS C Hcnonb3oBanueM cpencts MC nogmarocty [I311 B JlokyMeHTe;



2.4, peecTp BBIIAHHBIX KIIIOYEHM 3JIEKTPOHHON moamucH - Xxpassumidca B MC CHHCOK yHHKQJIBHBIX
10C/Ie10BaTebHOCTEH CHMBOJIOB, COJIEPKALIMXCS B BBIIAHHBIX MOJTB30BATENIIM HMEHAX YYETHBIX 3alUCEH U
Napoisix;

2.5. peecTp OTO3BaHHBIX KIIIOYEH 3JEKTPOHHOM momucH - Xpassiuiics B UC crmcok mons3osareneit UC, y
KOTODBIX KJIIOYM 3JIEKTPOHHOM IOANMHCH K MOMEHTY oOpallleHHs K JaHHOMY peecTpy OBUIM OTMEYEHBI Kak
HEICHCTBUTEIIHHBIC;

2.6. mpoctas snekrponnas noxmuck ([19I1) - unpopmanus B dnexkTpoHHOM (opme B UC,,Bo3HHUKarOMmAs B
MOMEHT BBIIIOJHEHHS BIAEIbIEM IeKTPOHHOM MOANKCH KOMaHIbI oanucanus JlokyMeHTa B HHTepdeiice
WUC, mnoxareepxpamoIas NOMIMHHOCTE JlokymenTa W/Wimu (GakT o3HaKomyeHHs Biajensma IIOII ¢
JIOKyMEHTOM, KOTOpast B3aMMHO OJJHO3HAYHO CBS3BIBAETCS C JIOKyMEHTOM H BJIaJ€/bLEM IOAIKCH;

2.7. mrramn 1911 - BusyanbHas oTMETKA 00 3JIEKTPOHHOM MONHICH, BKIrovaromas pekBusuThl [ID11, xoTopas
aBTOMAaTHYeCKH co3aercs cpeactBamu MC mpyu OTKphITHH (BU3yaIn3alliy) JOKyMeHTa, noanucannoro I1911,
B uaTeppeiice UC; Bpems popmuposanus [1311 otobpakaeTcss B mTaMIle 110 YaCOBOMY IIOACY MOJIB30BATENA
UG,

2.8. 00paboTKa 3JIEKTPOHHOIO IOKYMEHTa - JeiicTBHA moib3oBaTens MC ¢ 3J€KTPOHHBIM JOKYMEHTOM
cpeacteamu MC, BKmOYas, HO He OrPaHWYMBAsCh: CO3JaHHe, NpoBepka, moxmucanue IIOII,
ua(OpMHEpOBaHKE ApPYyroro mojb3oBatens MC o HOKyMeHTe, IOATBEPXKICHHE IOIYyYEHHUs, O3HAKOMIICHHE,
CO3/1aHHe KOMHUU Ha OyMaKHOM HOCHUTENE, OTKJIIOHEHHE, yIaICHHUE.

3. ObecniedyeHue IOPUANYECKOM CHIIBI BHYTPEHHHUX JJIEKTPOHHBIX TOKYMECHTOB

3.1. Xusnennsii mukn Jlokymenta B VIC BKiIoyaer: co3jaHue M Ipoude JeicTBHA Mo ero o6paboTke,
oTpaxkeHHe B ydere, a Takxe xpaHenue B MIC. FIC obecneunBaeT perucTpanuio AeHCTBUH Jlonb30BaTeNel ¢
JlokyMeHTOM (JIOTUPOBaHKE) B TE€YEHHE KU3HEHHOT'O IIMKJIA.

3.2. Bee Buagensusl IIOI1 mpusnaror paBHO3HAuHOCTH cBoed IIOII cobcTBeHHOpYYHOH IOANKCH Ha
OyMa)KHOM HOCHTEJE.

3.3. Cosgamme IIDI1 B MC wumHMmumpyercs COOTBETCTBYIOIMM JeiicTBueM Biaiensua IIOII, T.e. He
BBINIOJIHSETCS aBTOMATUYECKH WM HE3aMETHO IS BJIazIefIblia.

3.4. Tlomaomouns Binagensua II0I1, moamucapmero J[OKyMeHT, MOATBEPXKAAIOTCS B MOMEHT ITOAMMCAHUS
JlokymenTa B IC aBTOMaTHYECKH IO MOJIOKUTEIIBHOMY PE3YIbTATy CICTYIOIIHUX MPOBEPOK:

* COOTBETCTBYIOIIKH MOJB30BaTeNNb aBTOpru3oBaH B 1C,

* COOTBETCTBYIONIMH KIIFOY JJIEKTPOHHOM MOANMHCH BKJIIOUEH B PEECTP BBIJAHHBIX KIIOYEH OSIIEKTPOHHOM
HOJIINCH,

* COOTBETCTBYIOIIHI KJIIOY 3JIEKTPOHHOM MOIIHCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOYEH IEKTPOHHOM
MIOJITIHCH.

3.5. Bpemst (opmupoBaHHS 3IeKTpoHHOW moxmucH Qukcupyercs cpeacrsamu MC 1mo rpuHBHYCKOMY
Bpemenu (UTC+0).

3.6. BHyTpeHHHE 3JIKTPOHHBIE TOKYMEHTEI, lepeunciennbie B [lepeune, mpusenennom B [punoxernn Ne 1
K HacTosmeMy Ilonoxenuro, nomnucanubie [1911, npusHatorcs B OpraHu3aluy paBHEIME {10 IOPHIMIECKOM
CHJIe TOKyMEHTaM Ha OyMa)KHBIX HOCHTEIISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOH MOAMUCEIO.

3.7. Tons3osatend UC mpusnarot, yro Busyammsanus mramna [IOI1 npu nemoncrpanuu JloKymMeHTa B
untepdeiice UC, BemonnenHas cpenctBamu MC, sBIseTcss HEOCHOPHMBIM IOATBEp)KACHHEM (akTa
MOJMKMCAHUs JOKYMEHTA COOTBETCTBYIOMMM BiiaaenbieM [1911 (ToUIMHHOCTD 1 HEOTPEKAEMOCTB). s
3.8. Xpanenwne JJOKyMEHTOB OCYILECTBIIAETCS IyTEM 3allUCH CBEJCHUN 0 JIOKyMeHTaxX B apXMB 3JIEKTPOHHBIX
JOKYMEHTOB, KOTOPBIi siBnsieTcst yacTero VIC.

3.9. Opraamzamus obOecreyrBaeT TEXHUYECKMMH M OPraHM3allMOHHBIMH  MEpaMH  3alluTy OT
HECAHKIIMOHAPOBAHHOIO JOCTYNa M IPEJHAMEPEHHOTO YHHYTOXKEHMS H/HIM HCKa)XEHHS CBEIEHUH O
JlokyMeHTaxX B apxuBe 3JIeKTpOHHBIX NokymeHTOoB MC, a Takxke rapanTUpyeT IOATBEPKACHHE aBTOPCTBA
JIOKyMeHTa, moamucanHoro IIDIT aBTopa, B TOM YHCIE IMYTEM YTBEPXKAEHHS IMOMMEHHOIO OrpPaHHYCHHOTO
CIIHCKA JIAI, MMEIOUIMX paclIMpeHHble (aIMUHHCTPAaTUBHBIE) IIpaBa JOCTYNa K apXuBy 3JIEKTPOHHBIX
noxymenToB UIC.

3.10. JToxymentsl xpanstcs B MIC B Tom ¢dopmare, B KOTOpoM OHM ObUTH co3faHbl. CpOK XpaHCHUS
JIOKyMEeHTOB ¥ CBelleHui 0 JIoKyMeHTax He MOXeT ObITh MeHee 3 (TpeX) JIET U ONMPEAENIETCA B COOTBSTCTBHA
¢ JIOKaJbHBIMHM HOPMATHBHEIMHU akTaMd OpraHu3alluyl WM €€ CTPYKTYPHBIX MOApa3IeICHU



3.11. Konus 3eKTPOHHOTO JOKYMEHTa MOXKET GBITH H3rOTOBJICHA (pacrieuaTana) Ha GyMakHOM HOCHTENe
cpeacteamu MIC u 3aBepeHa coGcTBeHHOpYYHOM Mommuchio Biamensua I19I1 HGo wieHAMH KOMHCCHH,
BEOYAOMEH B ce0s Kak MMHEMYM pykoBoautens OpraHm3aldd ¥ JIMIO, HMEIOIIee pacIIupeHHbIE
(&MMHHCTPAaTHBHBIC) TIpaBa JOCTYNAa K apXHBY OJIEKTPOHHBIX noKyMeHToB MC. Komms 3JIEKTPOHHOTO
JOKyMEHTAa Ha OyMaXHOM HOCHTENe [OJDKHA COJAEPkAaTh BH3yalTH3alMIO IITAMIIA (wrrammos) TI911,
HOATBEPAAAIOLIYIO, 9TO OpuruHan Jlokymenta noanucan [I1011. AyTeHTHIHOCTS 31EKTPOHHOTO JOKYMEHTA U
€70 KOIHH Ha OyMaXHOM HocHTese obecneunBaercs cpenctBamu VC. .

4. IlpaBa, 0053aHHOCTH H OTBETCTBEHHOCTD BIIA/IENbIIA SNEKTPOHHOM MOMUCH

4.1. Bragenen 1311 umeet npaso:

* obpamarbcs k OTBETCTBEHHOMY 3a TEXHHYECKYIO noanepxky WMC pna aHHymupoBanus (OT3EIBA),
TNIPHOCTAHOBKH (BO300HOB/ICHHS) el CTBHS IPHHAIIEXKAIIETO eMY KIII0ua 3JICKTPOHHOM MOIIHUCH;

* B Ciydac HCOOXOIMMOCTH 3aMeHbl, BOCCTAHOBIICHHS KIIOYA JIEKTPOHHOH MOIMHCH oOpaTuThCS K
OrtBercTBenHOMY 32 TexHHYeCKyIO moanepxKy VIC ¢ COOTBETCTBYIOIIEH IPOCKOOH U MOTYYUTH HOBBIM KIIIOY
3NICKTPOHHOH NOIIHCH;

* oOpamarscs ¥ pyxoBoacTBy OpraHu3anuu jis pa3topa KOH(JIMKTHBIX CHTYallUii (CIOPOB), BOSHUKAOLINX
npu npamenernn [1311 s HIC.

4.2. Baagenen 1911 o6s3an:

* BECTH 00paboTKy BHYTPEHHHX 3/IEKTPOHHBIX JOKyMeHTOB B IC B COOTBETCTBHY CO CBOMMH IO/IKHOCTHBIMHA
00S3aHHOCTAMH; 4

* NPHEHMATD BCC BO3MOXHBIE MEDBI UL MPEAOTBPALIECHNS] HECAHKIIHOHUPOBAHHOTO HCIIOJIb30BAHUS CBOETO
K7TE09a 3MEKTPOHHOM MOIITHCH; i

* HH TIpH KaKHX YCJIOBHAX HE NIepPE/IaBaTh KIIHOY 3J€KTPOHHON MOAIUCH APYTHM JIHLIAM;

* TpH KOMIIPOMCTAallMd CBOETO KIIOYa ONCKTPOHHOW MOMNHCH HE3aME[UIUTENBHO OOPAaTHTBCS K
OtsercTBeHHOMY 3a TeXHHYecKywo nomtepkky VIC Ul IIPHOCTAHOBKH NeHCTBUS MIPHHAJIEXKAIIETO eMy
KJTHO4a 3JIEKTPOHHOM MOIHCH.

4.3. Branenen I19]1 HeceT NMMYHYIO OTBETCTBEHHOCTH 3a COXPaHHOCTh CBOETO KJII04Ya 3JIEKTPOHHOM IOAIMCH
H €T0 3alIHTY OT HECAaHKIIHOHUPOBAHHOT'O HCIIOJIb30BAHHUS.

5. Texnonorus npumenenus cpencts [1311 8 UC

5.1. Jins npumenenus 1911 8 VIC Bnazensmy [19I1 HeoGxommmo aBTOpHu30BaThCs B IC ¢ ucmob30BaHueEM
nyOnuuHOH M KOoHQHWIEHNMANBHONM wacTedi kmoua I19I1 (MMs mOB30BaTeNss W Taposs). Ilommucanude
JIOKyMEHTa BBINOJNHAETCS MyTeM HaXaTHs Ha kHonky "Ilomgnucats" B unTepdeiice VIC.

5.2. Mrdopmanus 060 BceX BBIIAHHBIX MOIB30BATEMO KIFOUAX 3JIEKTPOHHOM IIOJIMCH, JaTaX IOIyIEHHs H
NPEKPAICHHES HX AeiCTBUS (M3bsTHst) XpanuTcs B IC mOCTOSHHO. 4

5.3. Tlpu npekpamenun y corpyanuka OpraHm3arud IOMKHOCTHBIX OGS3aHHOCTEH IO obpaboTke
SHYIPSHEHX 3JICKTPOHHBIX JIOKYMEHTOB ¢ HcHoib3oBanueM IIOI1 MM Npu yBOMBHEHMH' COTDYJHHKA €TO
FHOS BHOCHTCA B peecTp OTO3BAHHBIX KINOYCH IJIEKTPOHHOH mommuck OTBETCTBEHHBIM 33 TEXHHYECKYIO
noazepxxy MC. C MoMeHTa BHeceHHs KJIIOYAa B PEeCTpP OTO3BAHHBIX KIIOUEH JJIEKTPOHHOU TIOAMUCH BCE
nocaeayomme JlOKyMeHTHI, ToamucaHuble stoift 1211, He CYHTAIOTCS MOMMHCAHHBIME HaJIeXKAIIAM
00pa3om, T.€.OANMKCEHI0, PABHO3HAYHOM COOCTBEHHOPYYHOIA.

6. 3aKOYHTEILHBIE T10JI0KCHUS

6.1. Hactosmee [TonoxkeHnne BeTymaer B CHIIY C 1aThl YTBEPKACHHS.

6.2. Texcr Ilomoxenus pasmemaercs B UC. Crocob JocTyna K akTyalbHOH Bepcud IlonoxeHus
OIHCHBACTCH B NOIB30BATENBCKOM oKyMeHTauH K VC.

6.3. Texct IlomoxeHHs XpaHHTCS y IJIABHOTO Oyxrantepa MBY ITHT «Jlpyx6a» OMP CagenseBoii
Hanewasi [NaBnoBHE B npenocTasnsercs cotpyanukam OpraHusaiyy 1o 3ampocy.

6.4. JloxymenTsl, cosgannsle B MC u nomnucanmsie I19I1 B COOTBETCTBHH ¢ HactosmuM I[lomoxeHuem,

NPH3HATCH OPHIHYECKH 3HAYMMEBIMH C JAaThl YTBEPXKICHHUS [Tonoxenus. 4
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