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Ne 130/1 01-02

IHonoxenue 00 HCNOIB30BAHUH MPOCTOM IJICKTPOHHOMN MOANUCH JIsI

BHYTPEHHEr0 3JIEKTPOHHOI'0 IOKYMEHT0000pOTA
1. O0mme moI0KeHu s

1.1. Hacrosimee Ilonoxxenne o0 HMCHOJB30BAHUHM MPOCTON DIEKTPOHHOU
noanucu B uHopmanumonHoit cucteme (nanee - MC) (nanee - [lonoxenue) spisi-
€TCsl JIOKaJbHBIM HOPMATHUBHBIM aKTOM MYHHUIIMIAIBHOTO Ka3€HHOTO YUYPEXKICHUS
Crapo-lllyasunckass ocHOBHasi o01eoOpazoBaTesbHas mkosa (ganee - Opranusa-
IIUs1) U ONpPEAENsIeT MOPSAIOK U YCJIOBHS pabOThl COTPYAHUKOB C JICKTPOHHBIMH
nokymentamu B MC, HeNmocpeJCTBEHHO CBSI3aHHBIMH C UX TPYIOBOUM JESATEIBHO-
CTBIO, C IPUMEHEHUEM MPOCTOM ANEKTPOHHOU noanucH (nanee - [1911).

1.2. YyacTHUKaM# 3JIEKTPOHHOT'O B3aMMOJICHCTBUSI Ha YCJIOBHSX, OIpe/e-
neHHbIX HacTosmuM [lonokenuem, sBIAIOTCA cOTpyIHUKH OpraHu3aluy, MOIN-
caBie YBeaomiienue o0 o3zHakomiieHuu ¢ Ilomoxkenunem. [lonmucanue cotpya-
HUKOM OpraHu3zanuy YBEIOMJICHHS PAaBHO3HAYHO IMPUCOEIUHEHMIO K COTJIalle-
HUIO 00 Y4acTHUM BO BHYTPEHHEM AJIEKTPOHHOM JIOKYMEHTOOOOPOTE C MCIOJIb30-
BanueM IIDII Ha ycnoBusax Hactosimiero [lonokeHUst B COOTBETCTBUU CO CT. 428
I'paxxganckoro koaekca PO ("Jorosop npucoeauneHus").

1.3. Peanuzamus omnpenenaeHHbIX HacTosAuM [looxkeHneM ycioBUi puMe-
HEHHUS TMPOCTOM 3JIEKTPOHHOU IMOJNUCH OO0EeCIeurnBacT MPUJIAHUE FOPUIUICCKON
CWJIbl BHYTPEHHUM 3JIEKTPOHHBIM NoKkyMeHTaM Opranuzanuu B UC, Tpedyromum
JUYHOU MOJIUCH COTPYAHUKA, U ONEPALUSIM C HUMH.

1.4, Hammaue [1311 obecnieunBaeT BHYTPEHHUM JJICKTPOHHBIM JIOKYMEHTaM B
NC:

* MOJIJTMHHOCTb - MOJITBEPKJICHHE aBTOPCTBA JOKYMEHTA;

* IIEIOCTHOCTD - IOKYMEHT HE MOKET OBITh U3MEHEH TOCIIe TIOIMUCAHNUS,

* HE OTpHULIAHHE aBTOPCTBA (HEOTPEKAEMOCTb) - aBTOP HE MOKET OTKa3aTbCs OT
CBOEH MOJINUCH.

1.5. Jlng moamucaHusi 3JAEKTPOHHBIX JOKYMEHTOB B MC mcmonb3yeTcs: mpo-
CTasi AJIEKTPOHHAS MOAMKCH - HHPOPMAIHS B AJIEKTPOHHOU dopme, KoTopasi pH-
COEIMHEHA K Apyroil mH(opmaiuu B JIEKTPOHHOU (opme (TOAMHUCHIBAeMON HH-
dbopmanmu, TOKyMEHTY B JIEKTPOHHOM BH/JIE) WJIM MHBIM 00pa30M CBsI3aHHAs C Ta-
KoW mH(pOpManuen, ¥ KOTOpas MUCMOJB3YETCs JUIsl ONMpPENeNCHUs JINIA, O ITUCHI-
BaroOIEeT0 HHQPOPMAIIHIO.

1.6. B xauectBe myOnmuHo# yactu kiroda [1911 ncrmonp3yeTcss yHUKaIbHOE
VM YYETHOM 3aIliCH, IPUMEHseMOoe 11 aBTopu3annu noJs3zosarens B MC. B ka-
yecTBe KOHpUIeHIHAIbHON yacTu kimoua 1911 ucnons3yercs napois K y4eTHOU
3aMucHu.



1.7. 3roroBnenue (reHepanuio), Bbraady u perucrpauuto B UC ykazaHHBIX B
11.1.6 numeH nosp3oBatene u napoiier ocymectisier MKOY Crapo-IllynpnHackas
OOIII (nanee - OTBeTCTBEHHBIN 3a TeXHUYECKYIO nojepxkky NC).

1.8. ITaponb nonb3oBatenss MUC moxkeT ObITh M3MEHEH €ro BIAAENbLIEM B

mo60it MomeHT nocie aBropuszanuu B C. PekoMeHyeTcst M3MEHSATh Mapoiib He
pexke OIHOro pasza B Tpu Mecsua. s CHWKEHHUs pucka moadopa mapois M He-
CAaHKI[MOHUPOBAHHOTO MCIIOJB30BAHUSA APYTUM JIMLOM KJIIO4Ya 3JIEKTPOHHOM MOJ-
IIUCU PEKOMEHAYETCS HE 3a/1aBaTh I1APOJIH, UCIIOJIb30BAHHBIEC paHee.

2. TepMuHbI U onipeeIeHUs

B nannom IlonoxeHnn UCoNb3yOTCS CIEAYIONIME TEPMUHBI U UX ONPEACICHUS:

2.1. Bnaodeney npocmoit 31eKmpoHHoil noonucu - corpynuuk OpraHuza-
IIUH, TIOANMUCABIINKM YBeAOMIICHHE 00 03HAKOMJIEHUHU ¢ HacTosmuM [lomoxeHnuem
Y MCTOJIB3YIOIIMI UM MOJB30BaTelIsl U aposiab s apTopuzannu B MC;

2.2. Buympennuit snekmponuslii 0okymenm (nanee - JIokyMeHT) - JOKy-
MEHT OJIHOTO M3 THUIOB JOKYMEHTOB, MpHUBEACHHBIX B [lpunoxenun 1 k HacTos-
memy llonoxxenuto, coznanubii B UC B 31eKTpoHHON (QopmMe M MOANMMCAHHBIN
ANEKTPOHHOU MOJIUCHI0 COTPYAHUKA (IEKTPOHHBIMU MOJMUCIMU COTPYAHUKOB)
Opranuzanuu;

2.3. Kntwou znekmponHoil nodnucu - yHUKaJbHas MOCIEI0BATEIHHOCTD
CUMBOJIOB, NPEIHa3HAYEHHAas JIs MOATBEPKIAEHUS C UCIIoIb30BaHueM cpencts MC
nognuHHoctH 11311 B JlokymeHTe;

2.4. Peecmp 6bl0aHHBIX KI0Yell I1eKMPOHHOU ROORUCU - XPAHSIIUKCS B
NC cnucok yHUKaJIbHBIX MOCIEI0BATEIBHOCTEM CUMBOJIOB, COJIEPKALIUXCS B BbI-
JAHHBIX [MOJB30BATENSIM UMEHAX YUETHBIX 3alHCEN U NapoJIsX;

2.5. Peecmp omo36anHbIX Kato4ueil 31eKMPOHHOU NOORUCU - XPAHSIIUACS
B MC cnucok nonwp3oBateneil MC, y KOTOPBIX KJIIOYM 3JEKTPOHHOW MOJIMHUCH K
MOMEHTY OOpallleHHs] K JaHHOMY peecTpy ObUIM OTMEYEHbl KaK HEAEHCTBUTEIb-
HBIC;

2.6. IlIpocmas nekmponnas noonucev (I13I1) - napopmarust B 3JICKTPOH-
Hoil opme B MC, BO3HUKAIOIIAsh B MOMEHT BBITIOJTHEHUS BIIAJIEIBIIEM SJIEKTPOH-
HOM moamucu KoMaHapl moanucanus JlokymenTta B mHTepdeiice MC, moarsep-
JKJaromas oNIMHHOCTh JlokymeHTa n/mim ¢GakT o3HakomiieHHUs Biajaenbia [1911
¢ JlokymeHTOM, KOTOpas B3aMMHO OJHO3HAa4yHO CBS3bIBacTCcs ¢ JJOKyMEHTOM U
BJIAJICJIBIIEM TTOJIIIHCH;

2.7. HImamn II3II - Bu3yanbHas OTMETKa OO0 JJIEKTPOHHOW MOIIHCH,
BKJIroUaromas pekBu3uThl [1311, koTopas aBTOMaTU4ecKd CO3a€TCA CPEACTBAMU
NC npu oTkpeiTHM (BU3yalld3allMu) JTOKyMeHTa, noanucaHHoro [IDII, B unTep-



detice VIC; Bpems dopmupoBanus 1311 orobpaxkaercss B mTamiie 1mno 4acoBOMy
nosicy noJsbzoBarens 1C;

2.8. Oopabomka 31eKMpPoOHHO20 0OKyMenma - AeicTBus nons3zoparens MC
C 2JIEKTPOHHBIM JOKYMEHTOM cpenctBamu MC, Bkitodas, HO HE OrpaHUYMBAACH:
co3aaHue, npoBepka, noanucanue 1311, nnpopmupoBanue Apyroro noab30BaTENA
NC o nokymeHTe, MOATBEPKICHUE MOJYYEHHs, 03HAKOMJICHUE, CO3[aHUE KOIHUHU
Ha OyMa)KHOM HOCHTEJIE, OTKIIOHEHUE, y/laJeHUE.

3. O0ecneyeHHe IOPUAMYECKON CHJIBI BHYTPEHHHMX JIEKTPOHHBIX JOKY -
MEHTOB

3.1. Kuznennnii nmukn Jlokymenta B UC BkiItouaeTr: co3iaHue W MpoOYHe
JercTBUs 1O ero oOpaboTke, oTpakeHue B ydere, a Takxke xpanenue B MC. UC
obOecrieunBaeT perucTpalnio IeUCTBUN Toyib3oBartesne ¢ JJokymeHToM (JiorupoBa-
HHE) B TEYEHHUE )KU3HEHHOTO I[UKJIA.

3.2. Bee Bmagenbunl 1311 mpusnator paBHO3HauyHOCTH cBoel [IDI1 cob-
CTBEHHOPYYHOM MOJMKUCH HA OYMa>KHOM HOCHTEJIE.

3.3. Coznanue IIDI1 B UC mHMIMUpyeTcs COOTBETCTBYIOIIUM JIEHCTBHEM
Bragensua 11011, T.e. He BBINONHAETCS aBTOMATHYECKHA WM HE3aMETHO IS BIa-
nenbla.

3.4. Tlonnomouus Bmaaenbia I19I1, moamucaBmero JloKymMeHT, MOATBEp-
xKaarTcs B MOMeHT noanucanus Jlokymenta B MC aBToMaTthyecku Mo IMOJIOKH-
TEJIBHOMY PE3YyJIbTAaTy CIEAYIOIINX TPOBEPOK:

* COOTBETCTBYIOLIMI MOJIB30BaTENb aBTOpU30BaH B UC,

* COOTBETCTBYIOIIMI KIIFOY 3JIEKTPOHHOMW IMOJIUCH BKIIFOYEH B PEECTP BBIJAHHBIX
KJIFOUEH 3JIEKTPOHHOM MOIHCH,

* COOTBETCTBYIOIIMI KIIIOY 3JIEKTPOHHON MOAINUCH OTCYTCTBYET B PEECTPE OTO-
3BaHHBIX KJIFOUEH 3JIEKTPOHHOU MOJAIHUCH.

3.5. Bpems dbopmupoBaHus 3IEKTPOHHON MOANUCH (PUKCUPYETCS CpelcTBa-
mu MC nio rpunBuyckoMy Bpemenu (UTCHO).

3.6. BHyTpeHnHue s1IeKTpOHHBIE JOKYMEHTHI, NepeuncicHHbie B [lepeune,
npuBeeHHOM B IIpunoxenun Ne 1 x Hacrosmemy IlonokeHuro, MOANMMCAaHHbBIE
[13I1, npusznatorcst B OpraHu3anuy paBHbBIMU MO IOPUIMYECKON CUJle TOKYMEHTaM
Ha OYMa)KHBIX HOCUTEJSIX, 3aBEPEHHBIM COOCTBEHHOPYYHOH TOIMHCHIO.

3.7. Tlonmws3oBarenn UC mpusHator, uyTto Buiyanusamus mramma [1911 mpu
nemoHctpanuu Jlokymenta B uatepdeiice C, Beimonnennas cpeactsamu MC, sB-
JISIETCS HEOCTIOPUMBIM TOATBEPKACHUEM (PaKTa MOAMUCAHUS TOKYMEHTa COOTBET-
cTBytomuM BiazgensieM 1311 (moaIMHHOCTh M HEOTPEKAEMOCTb ).

3.8. Xpanenue J[OKYMEHTOB OCYIIECTBIISICTCS TYTEM 3alMCH CBEICHUN O
JIoKyMeHTax B apXvB JIEKTPOHHBIX JIOKYMEHTOB, KOTOPBIN siBisieTcs yacTeio UC.



3.9. Opranuzanus o6ecneyrBaeT TEXHUYECKUMH U OpPraHU3allMOHHBIMU Me-
pamMu 3alUTy OT HECAaHKIIMOHMPOBAHHOTO JOCTYIa M MPEAHAMEPEHHOI'O YHHUYTO-
KEHUSI W/WIN UCKaXKeHUs cBeJeHU o JlIokyMeHTax B apXHUBE 3JIEKTPOHHBIX JOKY-
MeHTOB MC, a Takke rapaHTUpYeT MOATBEPKJICHUE aBTOPCTBA IOKYMEHTA, MOAMH-
canHoro 1211 aBTopa, B TOM 4Mciie MyTeM YTBEP>KACHHUS TOMMEHHOIO OTpaHUYEH-
HOT'O CMKCKA JIMI, UMEIOIIUX pacIllMpeHHble (aIMUHUCTPATUBHBIC) MIpaBa JI0CTYMA
K apXHUBY 3JEKTPOHHBIX JoKymMeHToB UC.

3.10. JoxymenTsl xpausitca B IC B ToM opMmare, B KOTOPOM OHHM OBLIU CO-
3nanbl. Cpok xpaHeHus: [JokyMeHTOB M CBelleHHM 0 JIOKyMEeHTaxX HE MOXET OBbITh
MeHee 3 (TpeX) JIeT U ONpeNIesieTCs B COOTBETCTBUU C JIOKAJTbHBIMU HOPMATHBHbI -
MU akTaMu OpraHu3aluy Wik ee CTPYKTYPHBIX MOApPa3AeICHUN.

3.11. Konus 37€KTPOHHOIO JIOKYMEHTa MOKET ObITh U3rOTOBIJICHA (pacreya-
TaHa) Ha OymaxkHoM HocuTtene cpeiactBamu MC u 3aBepeHa cOOCTBEHHOPYUYHOM
noanuchio Bruagensia [1311 nubo wieHaMu KOMUCCHH, BKJIIOYAIOUIEH B ceOsl Kak
MUHUMYM pyKoBoauTedss OpraHuszanuu U JUI0, UMEIOIIee pacliupeHHble (aaMHu-
HUCTPATHUBHBIE) MpaBa JOCTyNa K apXuBY 3JeKTpoHHBIX JokymeHTOB UC. Komnus
ANEKTPOHHOTO JOKYMEHTa Ha OyMa)XHOM HOCHTEJE OJDKHA COAEp>KaTh BU3YalH-
3ammio mramna (mramnos) TIOI1, moaTBepkaaroyto, uTo opuruHan JlokymeHnra
nognucad [13I1. AyTeHTMYHOCTH 3JIEKTPOHHOTO JOKYMEHTa U €ro KOmuu Ha Oy-
Ma)KHOM HocuTelne obecnieunBaercs cpenctsamu MC.

4. IlpaBa, 00I3aHHOCTH M OTBETCTBEHHOCTH BJIaJe/bla
3JIEKTPOHHOM MOAMUCH

4.1. Baagenen 1211 umeet npaso:
* oOpamarbest kK OTBETCTBEHHOMY 3a TexHUYeCKylo nojaepkky MC mis annynu-
poBaHus (OT3bIBa), MPUOCTAHOBKU (BO30OHOBJICHHUS) NEUCTBUS MPHUHAIJICHKAIIETO
€My KIII04a 3JIEKTPOHHON MOJIINCH;
* B ClIy4ae HEOOXOIMMOCTH 3aMEHBI, BOCCTAHOBIICHHUS KIFOUa JIEKTPOHHOW MOJ-
nucu oopatutbest K OTBETCTBEHHOMY 3a TeXHUYeCKyto mojaepkky MC ¢ cootBer-
CTBYIOIIEH MPOCKOOI 1 MOIYYUTh HOBBIN KITFOU AJIEKTPOHHOM MOITUCH;
* oOpamatbcs Kk gupektopy Opranmzanuu s pa3dopa KOHMOIUKTHBIX CHUTYyaIHi
(criopoB), Bo3HuKatomux npu npumenenuu 1911 B VIC.

4.2. Bnapenen [1911 o6s13aH:
* BecTd 00pabOTKY BHYTPEHHUX JJIEKTPOHHBIX TOKyMeHTOB B IC B COOTBETCTBHUH
CO CBOMMHU JOJDKHOCTHBIMH O0S13aHHOCTSIMU;
* IPUHUMATH BCE BO3MOKHBIE MEPHI JUIsl MPEIOTBPAICHUS HECAHKIIMOHUPOBAHHO-
r'0 UCHOJIb30BAHUS CBOETO KIIH0Ya 3JIEKTPOHHOM MOAMKCH;
* HU MPU KAaKUX YCJIOBUAX HE MepelaBaTh KIIOU AJEKTPOHHOM MOJMHUCH JIPYTUM
TUIaM;



* IpU KOMIIPOMETAIIMM CBOETO KJIH0Ya 3JEKTPOHHOM MOJNMUCU HE3aMEIJIUTEIHLHO
oOpatuthcsi K OTBETCTBEHHOMY 3a TexHHYeckyro mnonanepxkky MC nns mpuocra-
HOBKH JICHCTBUSI MPUHAJICIKAILETO €My KITI0UYa JIEKTPOHHOM MOAMUCH.

4.3. Bnagenern 1911 HeceT MTUYHYI0 OTBETCTBEHHOCTh 32 COXPAHHOCTh CBOE-
ro KJII04a 3JIEKTPOHHOW MOJINUCU U €ro 3allUTy OT HECAaHKIIMOHUPOBAHHOTO HC-
MOJIb30BaHUSI.

5. TexnoJsorust npumenenus cpeacts 311 B UC

5.1. JIna npumenenus [1911 8 UC Bnanensbiry [1311 HeobxoquMo aBTOpHU30-
BaThbcs B UC ¢ nicnosib30BaHUEM MyOJIMYHOM U KOH(PUIESHIIMATIBHOW YacTel KiTtoua
[I3I1 (umst monb3oBatesnst U mapois). [lognucanue JlokymMeHTa BBITOJIHSETCS M-
TeM Haxkatus Ha kHonky "[loanucars" B untepdetice NC.

5.2. lndopmanust 060 BceX BBIIAHHBIX IMOJIB30BATEIO KIIIOUAX DJIEKTPOH-
HOM MOJIUCH, JaTax MOJYYCHHUS U MPEKPAICHUs UX NEUCTBUS (M3BATHS) XPAHUT-
cs B UC mocTostHHO.

5.3. Ilpu mpekpaiienun y coTpyanuka OpraHuzaiuu JTOHKHOCTHBIX 00S-
3aHHOCTEH MO 00pabOTKE BHYTPEHHHUX SJICKTPOHHBIX JIOKYMEHTOB C HCIIOIH30Ba-
Huem [I3I1 unu npu yBOJIBHEHUU COTPYAHUKA €0 KIIFOY BHOCUTCSA B PEECTP OTO-
3BAHHBIX KJIIOYEH JIEKTPOHHOW moanucu OTBETCTBEHHBIM 3a TEXHUYECKYIO IMO/I-
nepxky MC. C MOMeHTa BHECEHMSI KJII0Ya B PEECTpP OTO3BAHHBIX KIIIOYEH dJIEK-
TPOHHOM MOANHUCU Bce mocieayromue JokymenTtsl, noanucanusie 3tor 1911, He
CUMTAIOTCS TTOAMUCAHHBIMU HaJIJISKAITAM 00pa3oM, T.€. MOAINUCHI0, PABHO3HAYHOU
COOCTBEHHOPYYHOM.

6. 3aKJII0YHUTEIbHbIE MOJI0KEHUS

6.1. Hacrosiee [TonokeHre BCTynaeT B CUITY C AaThl YTBEPKIACHUS.

6.2. Tekct Ilomoxenus pazmemaercs B IC. Crioco6 mocTyma K akTyalbHOM
Bepcuu [lomoxkeHns1 OMMChIBAETCS B MOJIB30BaTENbCKOM JoKkyMeHTauu k VC.

6.3. Hoxymentsl, coznannbie B UC u moanucanusie [1911 B cooTBeTCTBUY €
HacTosAmuM [lonoxeHnneM, NPU3HAIOTCS IOPUAUYECKHA 3HAYMMBIMU C JaThl YTBEp-
kneHus [lomoxxeHus.
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