[Ipunosxxenue k npukasy

Yr1Bepxaaro:

[lonoxenne 06 uCHONBE30BAHHHM TPOCTOM SNEKTPOHHON MOAMMCH  JUIS BH
JAoKkyMeHToobopora B MBJIOY nerckuii cax Ned "Jlactouxa"

1.06mue nonoxeHus

1.1. Hacrosmee Ilonoxkenue o6 HCronb3oBaHuu NPOCTOH 3JIEKTPOHHOH MOMMHCH B HMH(OPMAIMOHHOI
cucteme (nanee - UC) MBJIOV nmetckmit cam Ned*' Jlactouxa" (nanee - ITonoxkeHnue) sBASETCS TOKATBHBIM
HOpMaTHBHBIM akToM MBJIOY nercknii cax Ned "Jlactouka" (nanee - Opranusanus) u onpe/ensier mopsaIoK
H YCJIOBHs pabOTBI COTPYIHUKOB € 3JI€KTPOHHBIMH JI0KyMeHTamu B UC, HETIOCPE/ICTBEHHO CBS3aHHBIMH C MX
TPYZIOBOH JIEATEBHOCTBIO, ¢ IPUMEHEHHEM IIPOCTOH NEKTPOHHON MO THCH (nanee - [1211).

1.2. YyacTHuKamMu 2JIEKTPOHHOTO B3aMMOMIEHCTBHS Ha YCIOBHSX, onpeaeneHHbIX HacTtosmuM [onoxenuem,
SABJIIOTCS COTPpYAHUKH Opranusailvy, NOANKCABIIME YBEIOMIEHHE 006 O3HAKOMJICHHH ¢ I10JIOJKEHHEM.
Ob6pasen; Veenomnenus npusenen B Ilpumoxennn Ne 2 k HacroseMy Ilonoxenuio. Iloanucanue
cotpymHukom OpraHusaimu YBeIOMIICHHsS PABHO3HAYHO MPHCOSAMHEHHIO K COTVIAIICHHIO 06 YYacTHH BO
BHYTPEHHEM  3JICKTPOHHOM  JIOKyMEHT0000poTe ¢ mHcmonb3oBaHneM [IDI1 Ha yCIOBHAX HACTOSIIErO
Ilonoxenus B cooTBercTBHM CO CT. 428 I'pacaanckoro kojekca Pd ("MoroBop npucoenunenus").

1.3. Peanusauns onpenenenneix Hactosmmm Ilonoskennem ycnosuii IPUMEHEHHSA NPOCTOH 3NIEKTPOHHOM
NOANMCH  oDecrieyHBacT NpHAAHME IOPHAMYECKOH CHJIBI  BHYTPEHHHM SJIEKTPOHHBIM  JIOKYMEHTaM
Opranusanun B UC, Tpe6yromum THYHO# moamucH COTPYAHHKA, H ONEPALIUAM C HHUMH.

1.4. Hamuuue 1911 o6ecrieunBaeT BHY TpeHHIM JJIEKTPOHHBIM JIokymMeHTaM B UC:

* IOJUTMHHHOCTB - MOATBEPKIEHUE aBTOPCTBA JIOKYMEHTA;

* LICJIOCTHOCTS - IOKYMEHT HE MOKET OBITh U3MEHEH M0CIIe TTOMHCAHHS;

* HE OTPULIAHHE ABTOPCTBA (HEOTPEKAEMOCTB) - ABTOP HE MOKET OTKA3aTHCS OT CBOEH IOJIMHCH.

1.5. Jlna noanucanus 3NeKTPOHHBIX H0KyMeHTOB B UC HCIOJIB3YETCS NMpOoCTas

JNIEKTPOHHAS IOANHCE - HHYOPMALKMA B 3/IEKTPOHHOI (PopMe, KOTOpast HPHCOEeMHEHA K apyroi uHgopmaruu
B 2JIeKTPOHHOM (opme (moamuceBaeMoii MH(pOpMaIH, JIOKYMEHTY B 3JIEKTPOHHOM BHIE) WJIH HHBIM
oOpasoM cBs3aHHas ¢ Takoil HHpOpMauMed, M KoTOpas HCIOJIb3YeTCA JUIsl OIpeNeeHHs JIMIA,
IOIHCHIBAIOLIETO HHPOPMALIHIO.

1.6. B xauecrBe myGnmunod wactm xmoua [19I1 HCIIONB3YCTC YHHKAIbHOE MMS YYeTHOM 3aIlHCH,
[IPUMEHACMOE A7 aBTOpH3anuK nosb3oBatens B MC. B kauectBe kon(puaeHnuansuoii yactu xmoua 11311
HCIIOJIB3YETCs 1apoib K YUETHON 3aluCH.

1.7. Msrotosnenue (renepanuio), Bbiiady M peructpanuio B YC yKa3aHHBIX B I1.1.6 UMeH monbk3oBaresnei u
maponel ocymectsiser KynnkoBa Haranes AmnaronseHa (maee - OTBETCTBEHHBIH 3a TEXHHYECKYIO
nojnepxky UC). ‘

1.8. Tlaposb momb3osaresnss UC MoxeT GBITE H3MEHEH ero BIafeNbIeM B OG0 MOMEHT Hocie aBTOPU3AIIHH
B MIC. PexoMen/1yeTcs H3MEHATH apoilb He peske OJHOro pasa B Tpu Mecsiua. Jlis CHHKeHHs pucKa rmoadopa
apojii M HECAHKIIHOHHPOBAHHOTO MCIONB30BAHMS JIPYTHM JIMIOM KJHOYA 3MEKTPOHHOM IOAMHCH
PEKOMEHJIYeTCsl He 3a[1aBaTh NapoJIH, HCIOJIb30BAaHHEIE paHee.

2. Tepmunb! 1 onpeneneHus

B nanuoM I1o0xeHHI HCNIONB3YIOTCS Clle/IyIONIIE TePMHUHBL i HX OINpeEeNeHUS:

2.1. Biajenen mpocToif SNEKTPOHHON MOIHCH - coTpyaHuk OpraHu3aiuy, noANKcaBImHil Y BeoMieHre 06
O3HAKOMJICHHH ¢ HacTOAIMM ITooxkeHueM 1 HCTIONB3YIONIHIA MM 0JIB30BATENS H IAPOJIb IS aBTOPH3ALIMH
B UC;

2.2. BHYTpEHHHUI DJIEKTPOHHBIN JOKYMEHT (nasee - JIOKyMEHT) - TOKYMEHT O{HOTO M3 THIOB JOKYMEHTOB,
npusesieHHBIX B [Ipunoxennn 1 x Hacrosmemy Ilonoxenuio, cosnaunsii B UC B JJIEKTPOHHOH (opme u
NOJNHMCAHHBIH  SJEKTPOHHOH TOMIKMCHIO  COTPY/HHKA (INEKTPOHHBIMH  MOJMHCAME COTPYIHHUKOB)
Opranusanuu;
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/3. K04 3EKTPOHHOM MOMINMCH - YHUKAIbHAS [0CIE/I0BATENLHOCTE CHMBOJIOB, NpeHA3HAYCHHAS IUIs
[oaTBepkaeHHS ¢ ucnoibzoBanueM cpencts MC nopmunoctu 11011 B JlokymenTe;
2.4. peecTp BBIIAHHBIX KJIIOYEH SIEKTPOHHOM moamucH - xpassumiics B MC cIoHCOK YHHKATBHBIX
NOCNIEN0BATENBHOCTEH CUMBOJIOB, COJEPKAIIMXCSA B BBIJAHHBIX IOJIB30BATE/IsIM HMEHAX YYETHBIX 3aluced
apoJsx;
2.5. peecTp OTO3BaHHBIX KIIOYEH 2J1eKTPOHHOM moanucH - xpausiumics B UC crmcok mons3zosareneii UC, y
KOTOPBIX KJIIOYH DNEKTPOHHOH MOJIHCH K MOMEHTY OOpallleHHs K JaHHOMY peecTpy ObUIM OTMEYEHBl Kak
HEJIEHCTBUTEIbHLIE,
2.6. npocras snexkrponsas noxanucek (I19I1) - uadopmanus B snexkTponnoii dopme B MC, Bo3HHKaomas B
MOMEHT BBINIOJTHEHHUS BlaeIbLeM 3JIEKTPOHHOH IOANHCH KOMaH/bI noanucanus Jlokymenra B uarepdeiice
UC, noxareepxnaromas mnoanuHHOCTh JloKymMeHTa wW/min (akT o3HakomiIeHHs Biamenasma 1191 ¢
JlokymeHTOM, KOTOpasi B3aUMHO OJIHO3HAYHO CBS3bIBAETCA ¢ JIOKYMEHTOM H BJIA/IC/IBIEM MO/ITHCH,
2.7. wramn [1311 - Bu3yanbHas oTMETKa 06 2JEKTPOHHOMN MOIKMCH, BKIIOYatomas peksusuTs [1311, koTopas
aBTOMaTH4eCKH cosjaercs cpeactsamMu MC npu oTkpbiTHy (BH3yanu3amuu) J0KyMeHTa, noanucanyoro 1911,
B unTepdeiice MC; Bpemst opmupoanus [1911*oTo6paxaercs B TamIe Mo 4acoBOMY I0SCY MOJIB30BATENs
Hc; ,
2.8. 0OpaboTKa >JIEKTPOHHOTO JIOKYMEHTa - JeHcTBHS nois3oBarens MC ¢ 3JIEKTPOHHEIM JIOKYMEHTOM
cpeacteamu - MC, Bkmowas, HO He OrpaHHYMBAsCh: CO3JlaHMe, TIpoBepKa, mojmucanue 1191,
uHpopmupoBanue apyroro mons3opatens UC o nokymeHTe, MOATBEpkKIEHHE IOTyUYEHHUs, 03HAKOMIICHHE,
CO3JIaHHe KONMHU Ha OyMa)XHOM HOCHTEJIE, OTKJIOHEHHE, YIaleHHe.

3. Obecneyenue IOPUIHYECKOH CHITBI BHYTPEHHHUX 3JIEKTPOHHBIX IOKYMEHTOB

3.1. JKusHennbtii uukn Jlokymenra B IC BkioYaeT: co3JaHuWe W Npodue AeHCTBHA 10 ero o6pabotke,
OTpakeHHE B y4dere, a Takke xpanenue B MC. UC obecnieunBaer peructpanuio aeicTBUi Moab30BaTeNeH ¢
JIoOKyMEHTOM (JIOTHpPOBaHKE) B TEYEHHE KU3HEHHOTO LIHKJIA.

3.2. Bee mnanemsus II9I1 npusnaror pasHosHauHocTh cBoeif IIDIT coGCTBEHHOPYYHON NOMNMCH Ha
OyMa)KHOM HOCHTEJIE. _

3.3. Cospmanue IIOI1 B HMC wuHHMuMHpYeTCA COOTBETCTBYIONIMM jeiictBHeM Brmagensua 1191, T.e. He
BBINOJIHAETCA aBTOMaTHYECKH MJIM HEe3aMeTHO JUTs BiIajielIblia.

3.4. IlonHomouns Bnamensua [1911, noanucasmero JIOKyMeHT, [OJITBEPKAAIOTCS B MOMEHT ITOAMMCAHMS
Hoxymenta B UC aBTOMaTHYECKH 110 OIOXKHTENLHOMY PE3yJbTATY CIELYIONUX TPOBEPOK:

* COOTBETCTBYIOLIHIA OJIB30BaTENDb aBTOpH30BaH B MC,

* COOTBETCTBYIOILUMH KJIFOY 3JIEKTPOHHOH MOINHCH BKJIIOYEH B PEECTP BBLAAHHBIX KIIOYEH SJIEKTPOHHOM
IIOJIHCH,

* COOTBETCTBYIOIIHH KIIIOY 3JIEKTPOHHOM MOMHCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KJIIOUEH 3JIEKTPOHHOI
IOJIITUCH.

3.5. Bpems ¢opmupoBanus 371eKTpoHHON mommucH (ukcupyercs cpeactBamu MC 1o TpHHBHYCKOMY
BpeMenH (UTCH0).

3.6. BayTpennue 31€KTpOHHBIE TOKYMEHTEL, IlepeuncienHble B [lepeune, npusenennom B Ipumoxennn Ne 1
_ k HactosimeMy Ilonoxenuio, noamucannsie 11511, npusHatores B Opranu3anuy paBHBIMH 10 FOPHIHYECKORH
CHJIE IOKYMEHTaM Ha OyMa)KHBIX HOCHTEJISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOI MOMUCHIO.

3.7. Ions3zosaresn UC mpusnaror, yro Busyamusauus wramna [1I1 npu nemoncrpamuu JlokyMmeHTa B
untepdeiice UC, sbmonnenHas cpencrBamu MC, sBISETCS HEOCHOPUMBIM MOATBEPIKICHHEM (akTa
NOANHCAHUA IOKYMEHTa COOTBETCTBYIOIMM BiiajiensieM 1211 (moumHHOCTE W HEOTPEKAaEMOCTB).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIISETCS MyTEM 3allHCH CBeleHHit 0 JIOKyMEHTaX B apXHB SJIEKTPOHHBIX
JOKYMEHTOB, KOTOpBIH siBnsieTcst yacthio MC.

3.9. Opranusanus obecneuyuBaeT TEXHHYECKMMH ¥  OPraHM3alMOHHBIMH  MEPAMH  3alUTy  OT
HECAaHKUMOHHPOBAHHOTO JOCTyNa M IPEJHAMEPEHHOI0 YHUUYTOXXEHHS H/MJIM HCKQKEHHS CBEJCHHH O
JlokyMeHTax B apxuBe 3/EKTPOHHBIX HOKyMeHTOB' MC, a Taxe rapaHTHpyeT NOATBEPHKAEHHE aBTOPCTBA
AoKyMeHTa, noamucadHoro IIDI1 aBTopa, B TOM uHcie IMyTeM YTBEpXKACHHS IIOMMEHHOIO OIPaHHYEHHOIO
CIIMCKa JIML, MMEIOIHX pacliMpeHHble (aIMHHHCTPAaTHBHBIE) MpaBa JOCTYNa K apXHBY 3JIEKTPOHHBIX
nokymentoB UC.

3.10. Jloxyments! xpaustcs B MIC B ToM dopmare, B KOTOpoM OHHM Obutd co3maHbl. CpoK XpaHeHHs
JloKyMeHTOB ¥ cBenieHuit 0 JJoKyMeHTax He MOXKET ObITh MeHee 3 (Tpex) JIeT H Onpe/IeNseTcs B COOTBETCTBHH
C JIOKQJTbHBIMH HOPMATHBHBIMH aKTaMH OpraHu3alliy M €€ CTPYKTYPHBIX MOApas/ie/ieHHi.
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/11. Konus 31eKTpoHHOrO JOKyMEHTa MOMKeT GhITh M3rOTOBJICHA (pacredaTaHa) Ha GYMaKHOM HOCHTeENe
cpeacteami MIC u 3aBepena COGCTBEHHOPYYHOMN MOJITHCHIO Brazeneua [19I1 nubo unenamm xommccuw,
BKIIOYAIOMEH B ce0sl Kak MHHAMYM pykoBoauTenss OpraHusallud ¥ JIMIO, HMEIOIee pacuMpeHHble
(AIMHHHCTPATHBHBIE) IIpaBa JOCTYHA K apXHUBY OSJICKTPOHHBIX JoKyMeHToB MC. Komust smekrporHOro
JOKyMEHTa Ha OyMa)XHOM HOCHTENe JIO/DKHA CONCPHKATh BH3yalNM3alUio IuTamna (wrammos) 1911,
TIOATBEpIKAAIOIYIO, 4TO opuruHan Jlokymenta noxmucan I1311. AyTenTHunocTs 3JIEKTPOHHOT'O JIOKYMEHTA U
€T0 KOIHH Ha OyMaXHOM HOcUTene obecreunBaeTcs cpeactBamu UC.

4. IlpaBa, 0653aHHOCTH H OTBETCTBEHHOCTH BJIA/E/IbLA JIEKTPOHHOM MOANKUCH

4.1. Bnanenen I1211 umeer npago:

* obpamarbcs k OTBeTcTBEeHHOMY 3a Texnuaeckyro moanepxky MC s annynuposanus (or3siBa),
IPHOCTAHOBKH (BO30OHOBIICHH) IEHCTBHS TIPHHAUIEKAIIIETO EMY KJIIO4a 3JIEKTPOHHOM MOIIHCH;

* B Cily4ae HeOOXONMMOCTH 3aMeHBl, BOCCTAHOBJICHHS KJOua 1IEKTPOHHOH nomnucu obpaTuThes K
OTBETCTBEHHOMY 32 TEXHHYECKYIO noanepxkky MC ¢ coorercryromeit npocsGoii u TIOJIYYHTh HOBBIH KJIHOY
AIIEKTPOHHOM MOJIITHCH; .

* obpamarsest K pykoBoacTBy OpraHu3aiuu s pasbopa KOH(IMKTHBIX CHTYyalHii (CIIOPOB), BOIHUKAIOLINX
npu npumenenuu [1311 8 UC.

4.2. Bnanenen [1911 06s3an: .

* BECTH 00pabOoTKy BHYTPEHHHX 2JIeKTPOHHBIX AokyMeHTOB B IC B COOTBETCTBHH CO CBOMMHM J0JDKHOCTHBIMH
00sA3aHHOCTAMH;

* NIPHHHMATE BCE BO3MOXKHBIC MEDBI JUIS NIPEeIOTBPAICHHS HECAHKIIHOHMPOBAHHOTO MCIOJIL30BAHHS CBOEr0
KJIHO4a 31eKTPOHHOM MOAIKCH;

* HH TIDH KaKHX YCIIOBHSAX HE IIepe/laBaTh KIFOY 3JIeKTPOHHON HOIIHCH JIPYTUM JIHLAM;

° TpM  KOMNDOMETALMH CBOETO KIOYA JJIEKTPOHHOH TOMIHCH —He3aMeUIHTeNbHO obparutecs K
OTBETCTBEHHOMY 3a TEXHHYECKYIO noaaepxkky MC mns mpuocraHoBku melicTBHS IIPUHAUIEIKAILETO eMy
KJIIOYa 3IEKTPOHHOM MMOANKCH,

4.3. Bnaneneu [1211 necer JTHTHYIO OTBETCTBEHHOCTB 32 COXPAHHOCTh CBOETO K/IK0Ya 3IeKTPOHHOM TTOIHCH
H €T'0 3alHUTY OT HECAHKIIHOHHPOBAHHOI'O HCIIO/IB30BAHMUS.

5. Texnonorus npumenenus cpencts 1311 B UC

5.1. ins npumenenus [1311 8 UC Braznensiy II9I1 neobxomumo asropusoBatses B UC ¢ HCIONB30BAHMEM
nmyOonuyHOH ¥ KoH(HMIeHIMATbHON wacreli Kmoua 1311 (nMs nome3oBatens w mapons). I[loanucanme
HoKyMmenTa BEIONHsETCA TyTeM HaXaTHs Ha kHonky "[lonnucars" B unTepdeiice UC.

5.2. Undopmanns 060 Beex BbITAHHBIX MOJIE30BATEINIO KIOYaX 3NEKTPOHHON MOMIHCH, JaTax TONyYeHHs U
NpEKpaIleHus UX NeHCTBHSA (M3bATHA) XpanuTes B UC NOCTOSHHO.

5.3. Tlpu npexpamenun y cotpynanuka OpraHm3anmu JOKHOCTHBIX OOS3aHHOCTEH Mo obpaboTke
BHYTPEHHHUX 3JICKTPOHHBIX JIOKYMEHTOB ¢ MCHoib3oBanueM I19I1 wiu IIPH YBOJIbHEHHH COTPYJHHMKA €ro
IJIXOY BHOCHTCS B PEECTP OTO3BAHHBIX KIIOYEH JJIEKTPOHHON MOAmucH OTBETCTBEHHBIM 34 TEXHHYECKYIO
nopnepxky MC. C momenrta BHeceHus Kioya B PEECTP OTO3BAHHBIX KIIOYEH 3JIEKTPOHHOM MOANHCH Bee
Tocnenyromue Jlokymentsl, momnucanueie stoii I3[0, He cumrarores NOJANHCAHHBIMH  HAJIJIEXKAIHUM
00pa3oMm, T.e.MOMUCEIO, PaBHO3HAYHOH COOCTBEHHOPYYHOIA.

6. 3aKJ'IIO‘~IHTeJ'IBHBIe MOJIOXEHUA

6.1. Hacrosmee [Tonoxenue BCTYNAET B CUILY C JIaThl YTBEPHKIACHHUS.

6.2. Tekcr Ilonoxenns pasmemaercs B MC. Crocob AocTynma K axkTyanbHOH Bepcu [lonoxenus
OIIMCBIBACTCA B MOJIb30BATENILCKOM JoKyMeHTanuu K UC.

6.3. Tekcr Ilonoxenns Xpanures y Kymukopa Haranes Auatonbesna u IPEJIOCTABIIAETCS COTPY/IHHKAM
Opranusauuu o 3anpocy.

6.4. lokymentel, cosmannsie B UC u mommucannsie [19I1 B COOTBETCTBHU C HacTosAumM I[losoxenuem,
TIpU3HAIOTCS FOPHAMYECKH 3HAYMMBIMH C AaThl yTBepakaenus [1o10kenus.



