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IMosi0:keHne 00 NCMOJBL30BAHUM MPOCTO FJIEKTPOHHOM MOANNCH

1.00111e noJI0KEHUS

1.1. Hacrosmee Ionoxenne 00 HCTIOIb30BaHUN MPOCTOM AIEKTPOHHOM MOAUCH Ha CaliTe
['ocBe6 (mamee — WC) sBasercs JOKaJIbHBIM HOpPMaTUBHBIM akToM MBOY
«CropHoryprckass COIl» u ompenensieT MOpAIOK U YCIOBUS pabOThl COTPYIHUKOB C
AIEKTPOHHBIMU JokyMeHTaMu B MC, HEMmoCpeACTBEHHO CBS3aHHBIMH C HX TPYIOBOMU
JEeATEIBHOCTBIO, C TPUMEHEHHUEM IPOCTOM 3JIEKTPpOHHOU noanucu (manee-I11911).

1.2. VYyacTHHKaMu 5JIEKTPOHHOI'O B3aUMOJCHCTBHS Ha YCJIOBHUSX, OIPENEICHHBIX
HacrossmuM  [lonoxkenueMm, ABISIIOTCA  COTpyAHUKM OpraHuzanuy, NOANKMCABIINE
VYBenomnenue 00 o3HakomieHun ¢ [lomoxenuem. Ilonmucanue COTpPYAHMKOM
Opranuzanuu YBeIOMJICHUS PAaBHO3HAYHO MPHUCOSAMHEHHUIO K COTIANIEHUIO0 00 y4acTuu
BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTO000pOoTe ¢ ucrnonbzoBanrem [1311 Ha ycrnoBusx
Hactosmero llonoxkenus B coorBeTcTBUM co cT.428 ['paxkmanckoro kojaekca P®
(«JloroBOp NPUCOETUHEHHUS).

1.3. Peanuzamus onpeneneHHbIX HacTos M llonoxkeHueM yciioBHI TPUMEHEHUS
IPOCTOM BJIEKTPOHHOW MOANHUCH OOecneurBaeT TMpUAAHHE FOPUAUYECKON CHIIBI
BHYTPEHHUM DJJICKTPOHHBIM JokyMeHTamM Opranm3anuu B MC, TpeOyrommm ITHYHON
MOJAMKUCHU COTPYAHUKA, U ONEPAIUSM C HUM.

1.4. Hanuuue TI3I1 oOecrieynBaeT BHYTPEHHUM 3JIEKTPOHHBIM JokymeHTaM B C:
- IOJUIMHHOCTB-TIOATBEPKICHUE aBTOPCTBA TOKYMEHTA;

- LIEJIOCTHOCTh-IOKYMEHT HE MOXET ObITh U3MEHEH OCe MOMUCAHUS;

- HE OTpHUIIaHUE aBTOPCTBA (HEOTPEKAEMOCTbh)

— aBTOP HC MOKCT OTKAa3aTbCAd OT cBoOcH IIOAIINCH.



1.5. Jlns noamnucaHust >3I€KTPOHHBIX JokymMeHToB B WMC wucnoneszyercss mnpocras
AJIEKTPOHHAs MOANHUCH - HH(POPMALMSI B JJIEKTPOHHOM (hopMe, KOTopasi MPUCOEIMHEHA K
Jpyroi nHpopMaIuu B 3JIEKTPOHHOH GopMe (1o mUChIBaeMOi HH(POPMAIIH, JOKYMEHTY
B 3JIEKTPOHHOM BH/JIE€) WJIK MHBIM 00pa30M CBs3aHHas ¢ TakoWl MH(pOpMaLUel, 1 KoTopas
UCIOJb3YETCS NS ONPENEICHHUS JIULA, TOANUCHIBAIONIET0 HH(OPMALUIO.

1.6. B xauectBe myb6auyHOM yactu kiatoua [I3I1 ucnons3yercst yHuKaabHOE UMS y4ETHOMN
3allicH, TPUMEHAEMOe i aBTopu3auuu nosb3oBarens B MC. B kauectBe
KOH(uaeHManbHO! yacTh Kitoya [1911 ucnonb3yeTcs mapoiib K y4ETHON 3aMUCH.

1.7. 3roToBienue (reHepanuio), Beiaaqy u peructpamuio B MC ykazaHHBIX B 11.1.6 nMeH

N0JIb30BATENEN M MapoJeil OCYIIECTBIAET OTBETCTBEHHBIN 32 TEXHUYECKYIO MOIIEPKKY
HC).

1.8. ITapons nonb3oBarens MMC MoxeT ObITh U3MEHEH €T0 BIAJENbLEM B 000N MOMEHT
nociie apropusanuu B IC. PexkoMeHyeTCss M3MEHATH MApOJIb HE PEXKE OJTHOTO pasza B TPU
Mecsina. Jlig  cHWKEHMs pucka 1oadopa Mmapojii M HECAaHKUMOHUPOBAHHOIO
UCMOJb30BaHUS JPYTUM JIMLIOM KJIIOYa 3JIEKTPOHHON MOANHUCH DPEKOMEHAYETCS He
3aJ1aBaTh MapOJH, UCIIOJIb30BaHHbBIE paHEe.

2. TepMuHBI ¥ OIPEIEICHHUS
B nannoMm IlonoxeHnu UCHoab3y0TCs CIEAYIOINE TEPMUHBI M UX ONPEECIICHHUS:

2.1. Bmagemenr mpocTOW OSIEKTPOHHOW TOAMHCH — COTpyAHHMK OpraHu3amnud,
HNOJANMCABIINK YBenomiieHHe 00 o3HaKomJieHuH ¢ HacrosmuM I[lomoxkenuem u
MCIIOJIB3YIOIIMI UMS II0JIB30BATEN U IIaposib 11 aBTopu3anuu B C;

2.2. BHyTpeHHMI ANEKTPOHHBIA NOKYMEHT (manee-/[oKyMeHT) — MOKYMEHT OJHOTO W3
TUIIOB JIOKYMEHTOB, NpuBeAeHHbIX B Ilpunoxenun 1 k Hactosmemy IlomoxeHuto,
co3ganabli B UC B ayekTpoHHOU ¢opMe M TOIMUCAHHBIA SJIEKTPOHHON MOAMHUCHIO
COTpYIHUKA (PJIEKTPOHHBIMHU MOAMUCSIMHU COTPYIHUKOB) Opranusaiuu;

2.3. Kurou 31eKTpOHHOM MNOANMCH — YHHUKaJIbHAs I10CJIEI0BAaTEIbHOCTE CHUMBOJIOB,
IpelHa3HauYeHHas JUIsl MOATBEP)KJIEHUs ¢ ucroisib3oBaHueM cpeiactB MC momimHHOCTH
[1911 B loxkymeHTe;

2.4. PeecTp BBIJAHHBIX KIIIOUEW 3JEKTPOHHOM moamnucu — xpasmmiics B UC crucok
YHUKAJIBHBIX I10CJIEI0BATEIBHOCTEN CUMBOJIOB, COACP/KAIIMXCS B TAHHBIX ITOJb30BATEIIAM
MMEHaX YYETHBIX 3alMCEN U MapoIsix;

2.5. PeecTp 0TO3BaHHBIX KJIIOUEH 3JIEKTPOHHOW moamnucu — xpansiuiics B UC cnmcok
nonb3oBareneil UC, y KOTOPBIX KITFOYH 3JIEKTPOHHOU MOANKUCH K MOMEHTY OOpaleHus K
JTAHHOMY peecTpy ObUIM OTMEUEHBI KaK HeJleHCTBUTEIbHBIC;

2.6. IIpocras snexrponnas noanuck (I1311) — undopmarus B anexrponHoii popme B UC,
BO3HMKAIOIIAsi B MOMEHT BBINIOJIHEHUS BJIAJIEIbLEM DJIEKTPOHHOM IOANMCU KOMAaH]IbI
noanucanus Jlokymenrta B unrepdeiice C, monreepskaaromas noyIMHHOCTh JJoKkyMeHTa
u/unu  (axt o3HakomseHus Buanenbia I[I9I1 ¢ JokymeHTOM, KOTOpas B3auMHO
OJIHO3HAYHO CBS3bIBAETCS C JIOKYMEHTOM M BIIAJIENbLIEM MOINCH;



2.7. Wtamn II3I1 — Bu3yanpHas OTMETKAa 00 AJIEKTPOHHOW MOJIMKCH, BKIIIOYAIOIIAS
pekBusuthl [IDI1, koTopas aBTOMartnuecku coznpaercsa cpeacrtsamu MC mpu OTKpbITUN
(Busyanuzanus) JokymeHTa, moanucanHoro IIDII, B wuHTepdeiice HC; Bpems
¢dopmupoBanus [1311 otobpakaercs B mTamie 1o 4acoBomy mnosicy nois3zoarens UC;

2.8. O6paboTKa 3JEKTPOHHOIO JOKyMEHTa — AeiicTBus noib3oBatelis VC ¢ 31eKTpoHHBIM
nokymeHToM cpenctBamu MC, Bkioyas, HO HE OTrpaHUYMBAsICh: CO3JAaHUE, IPOBEpPKa,
noanucanue [1911, wmHpopmupoBanue papyroro mnosnb3oBatens MC o a0KyMeHTe,
NOJTBEPKICHNUE MONYYEHUS, O3HAKOMJIEHHE, CO3/IaHUE KOIMU Ha OyMa>KHOM HOCHTEIE,
OTKJIOHEHUE, yAaJleHHeE.

3.06ecneuyeHne IOPUINIECKON CHUIIbl BHYTPEHHHX 3JIEKTPOHHBIX IOKYMEHTOB

3.1. Kuznennsiii nuxn Jlokymenra B C Bkitoyaer: co3ganue v mpoyue JecTBUS MO €ro
o0paboTke, oTpaxkeHHe B yueTe, a Takoke xpanenue B MIC. VIC obecnieunBaeT perucTpauio
neicTBul noap3oBareneil ¢ JJokyMeHToOM (JIOrMpOBaHUE) B TEUEHUU KU3HEHHOTO IHKIIA.

3.2. Bee Bnagensist [1911 npusnaoT paBHO3HauHOCTH cBoel [1DI1 coOCTBEHHO pyUyHOI
MOJIKCH HAa OYMaXHOM HOCHUTEIIE.

3.3 Cozpanue [1911 B UC nHuImupyeTcs COOTBETCTBYIOMIMM JAeiicTBUEM Biaaenbua [1311,
T.€. HE BBIIOIHSIETCSI aBTOMAaTHYECKH WJIM HE3aMETHO IS BiaIelIbIIa.

3.4 ITomnomounsa Bnanensna [IOI1, nmoamucaBmero J[OKyMeHT, TOATBEPKIAOTCA B
MoMeHT noanucanus [JJokymenta B MC aBTOMaTu4ecKu MO MOJIOKUTEIBHOMY PE3YIbTaTy
CJIEAYIOIIMX MTPOBEPOK:

- COOTBETCTBYIOIINI MOJIb30BaTENb aBTOpU30BaH B 1C,

- COOTBETCTBYIOILUN KJIFOY 3JIEKTPOHHOM MOIMCH BKIIFOYEH B PEECTP BBIJIAHHBIX KIIFOUEH
AJIEKTPOHHOM MOAIHUCH,

- COOTBETCTBYIOIIMI KJIIOU JIEKTPOHHOW MOAMUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOUEH 3JIEKTPOHHOU MOIIUCH.

3.5. Bpemst gpopmupoBanus 3yeKTpoHHOW monnucu (uxcupyercs cpeacrsamu MUC mo
rpunBruckomy Bpemenu (UTCH).

3.6. BHyTpeHHUE 2JIEKTPOHHBIE JOKYMEHTHI, IEpeUnCcIeHHbIE B [lepeune, npuBe1eHHOM B
[Ipunoxennn Nel x Hactosuemy llonoxenuro, noanucanueie 1911, mpusnaroTcs B
Opranuzanuy paBHbIMH MO IOPUANYECKON CUJIe TOKYMEHTaM Ha OyMa)KHbIX HOCUTEISX,
3aBEPEHHBIMH COOCTBEHHOPYYHOU MOIIHUCHIO.

3.7. IMonb3oBatenu MC npusHaroT, yto Buzyanuzauus mramna 1911 npu nemoHcTparum
Hoxymenta B untepderice UC, BoinmonHenHas cpeactsamu VC, sBisieTcss HEOCTIOPUMBIM
MOJTBEPKICHUEeM (DaKTa MOAMUCAHKS IOKYMEHTa COOTBETCTBYIOIMM Biajenbiem 111
(MOUTMHHOCTB Y HEOTPEKAEMOCTb ).

3.8. Xpanenue [JokyMEeHTOB OCYIIECTBIISIETCS ITyTeM 3alKiCH cBelleHui o JIokyMeHTax B
apXUB AJIEKTPOHHBIX JTOKYMEHTOB, KOTOPBIH siBisieTcs yacTbio MC.



3.9. Opranu3anus obecreunBaeT TEXHHYECKUMU U OPraHU3allMOHHBIMY MEpaMH 3allluTy
OT HECAHKIHMOHHMPOBAHHOTO JOCTyHNa M TNPEAHAMEPEHHOTO YHUYTOXKEHHS H/HIIH
UCKaKEHHS CBelleHHH o0 JIOKyMeHTax B apXHBe AJIEKTPOHHBIX JokyMeHTOB MC, a Takxke
rapaHTHPYET MOATBEP)KICHUE aBTOPCTBA JOKyMeHTa, nmoanucannoro [1311 aBropa, B Tom
YHpcIe TYTEeM YTBEP)KIEHUS TOWMEHHOTO OTPaHHMYEHHOTO CIMCKa JIMI, WMEIOUINX
pacupenre (aAMUHUCTPATUBHBIC) MPaBa JIOCTYyIa K apXUBY AIEKTPOHHBIX TOKYMEHTOB
HUC.

3.10. JoxymenTs! xpansatcs B UC B Tom (hopmare, B KOTOpoM OHU OblTN co3sianbl. Cpok
xpaHeHus J{okyMeHTOB U cBeleHHH 0 JlokyMeHTax He MOXKeT ObITh MeHee 3 (Tpex) JIeT U
olpenessieTcs B COOTBETCTBUH C JIOKAJIbHBIMU HOPMAaTUBHBIMH akTaMu OpraHuszanuy win
€€ CTPYKTYPHBIX NOAPA3ICICHHI.

3.11. Komus 3IeKTpOHHOTO JOKYMEHTa MOKET OBITh M3TOTOBJIEHA (pacredaTaHa) Ha
OymaxxHom Hocutene cpenctBamu MC u 3aBepeHa COOCTBEHHOPYYHOH TMOJIKUCHIO
Brnagensia [IDI1 nubo uneHamMu KOMHCCHM, BKIIOYAIONICH B ce0s Kak MUHUMYM
pykoBoguTens OpraHv3alnuu M JUIO, UMEIOIee paclIMpEeHHbIE (aJIMUHUCTPATUBHBIEC)
mpaBa JOCTYNMAa K apxuBy OdJEKTpOHHBIX J0KyMeHTOB HWMC. Komusa »31eKTpOHHOTO
JMOKyMEHTa Ha OyMa)XHOM HOCHUTEJNE JOJDKHA COJAEpkaTh BH3yalM3alMI0 IITamIa
(wramnos) II9I1, moarBepxparoiryro, 4uto opuruHain JlokymenTta nopnucan I[IOI1
AYTEHTHYHOCTh 3JEKTPOHHOTO JOKYMEHTa M €ro KONWHW Ha OyMa)XHOM HOCHTEJE
oOecneunBaetcs cpeactsamu UC.

4. IIpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTH BJIJICIIbIIA DJICKTPOHHOU MOAHICH
4.1. Bnagenen I[I211 umeer npaso:

- oOpamartbes kK OTBETCTBEHHOMY 3a TeXHUYECKYI0 noaepxkky UC mist aHHyIupoBaHUs
(oT3BIBa), MPHUOCTAHOBKK (BO30OHOBIICHHUSI) ACHCTBUS NPHUHANICKAIIECTO €My KIoda
ANEKTPOHHOW MOJIUCH;

- B cilyyae HEOOXOIMMOCTH 3aMEHBI, BOCCTAHOBJICHHS KJIOYa JIEKTPOHHOH MOJIMUCH
oOpamarbess kK OTBETCTBEHHOMY 3a TeXHUYecKyto noanepxky MC c cooTBercTByroUIeit
pOChOOi 1 MOJIYYUTh HOBBIH KJIH0Y 3JI€KTPOHHOM MOITUCH;

- obOpamarbcst K pykoBojcTBY OpraHuzanuu s pa3zdopa KOH(PIMKTHBIX CHUTYaIUui
(ciopoB), Bo3HuKaromux npu npumeHenuu 11311 B UC.

4.2. Bnanenen 1311 o6s13aH: -BecT 00pabOTKY BHYTPEHHUX JIEKTPOHHBIX TOKYMEHTOB B
HC B cOOTBETCTBUH CO CBOMMHU JIOJDKHOCTHBIMH 00SI3aHHOCTSIMU;

- INPHUHUMATb BCC BO3MOXKHBIC MCEPBI I IPCAOTBpAIlCHHA HCECAHKIMOHHPOBAHHOI'O
HCIIOJB30BaHUs CBOCTO KIIHO4Ya 3H€KTpOHHOI>i IIOAIINCH,

- HU IIPH KaKUX YCJIOBUAX HEC IICPEaAaBaTh KIHOY BHGKTpOHHOﬁ MOATINCH APYTHUM JINIaM;

- [IPY KOMIIEHCALIMK CBOETO KJIF0Ya MIEKTPOHHOM MOANKNCH HE3aMENIUTENBHO 00PaTUTHCS
K OTBETCTBEHHOMY 3a TeXHUYecKyro mnoaaepxkky MC nmns npHOCTaHOBKU JAEHCTBUS
IIPUHAJIEKAIETO €My KIIF04a dJIEKTPOHHOM IMOIUCH.



4.3. Bnagenen II9I1 HecerT NUYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTH CBOEro KIIIOUa
AIIEKTPOHHOM MOJIUCH U €ro 3alUTy OT HECAHKITMOHUPOBAHHOTO MCIIOJIH30BaHMUS.

5.Texnonorus npumenenus cpeacts 11311 8 UC

5.1. dns nmpumenenus 11211 8 UC Bnagensity [1911 Heo6xoaumo aBTopuzoBaTthes B IC ¢
UCIIOJIb30BaHHEM TyONMYHOM u KoH(pUIeHIHaIbHOW wacted wmova IO (ums
nosib3oBarensi U maponb). [lognucanue JlokymeHTa BBIMOJHSAETCS IyTEM Ha)XaTus Ha
kHonky «[lognmucare» B unrepdeiice UC.

5.2. Madopmarus 000 BceX BBIIAHHBIX MOJIB30BATEIIO KITFOUAX AJICKTPOHHOW IOIITHUCH,
JlaTax MOJyYeHUS U TIPEeKpalieHus: ux AercTBus (u3bsatusi) xpansrcs B UC nocTosHHO.

5.3. IIpu npekpaienun y corpyanuka OpraHuzanuu JOMKHOCTHBIX O0S3aHHOCTEH MO
00paboTKke BHYTPEHHHMX JOKYMEHTOB ¢ wucrnosib3oBanuem [IOI1 wnm yBosbHEHUI
COTPYAHHUKA €T0 KIIF0Y BHOCUTCSA B PEECTP OTO3BAHHBIX KIHOYEH JJIEKTPOHHOM MOANMCH
OTBeTCTBEHHBIM 3a TeXHHUYECKYIO noaaepkky MC. C MoMeHTa BHECEHUS KIII0Ya B peecTp
OTO3BaHHBIX KJIIOUYEM DJIEKTPOHHOM TMOANUCHA Bce Tmociuenywomue JOKyMeHTHI,
noanucanueie 3Toi 1211, He cuMTaroTCs MOANMCAHHBIMHU Ha/JIEKAIIUM 00pa3oM, T.e.
MOAMKUCHIO0, PABHO3ZHAYHOM COOCTBEHHOPYUHOM.

6.3aKITIOYUTENBHBIE TOI0KEHUS
6.1. Hacrosmee 1losoxkenne BCTynaer B CHIIy C AaThl YTBEPKACHUS.

6.2. Tekcr Ilonoxenus pasmentaercas B MC. Crnocob moctyma K akTyajdbHOW BEepCUU
[Tono>xeHust ONMUCHIBAETCS B TOJIB30BaTEIbCKOM JoKkyMeHTaruu k MC.

6.3. JloxymenTtsl, co3nanabie B IC u moanucanasie 1911 B COOTBETCTBHM ¢ HACTOSIIIAM
MOJIOKEHUEM, MPU3HAIOTCS IOPUIMYECKUA 3HAYUMBIMU C JIaThl yTBEep K aeHUs [TomoxeHus.
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