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00 HCI0JIb30BAHMHU MPOCTOM JIEKTPOHHOM MOJANMMCH /115l BHYyTPEHHEI0 JIEKTPOHHOT 0
noxkymentoodopora B MBJIOY «Jlerckuii cag NeS55»

1. O0mme mo10KeHUs
1.1. Hacrosimee IlonoxeHnne o0 HCMONB30BAHMM TMPOCTOM BJIEKTPOHHOW MOINMCH B
unopmarmonnoit cucreme (manee - MC) MBJIOY Ne55 (manee - Ilonoxxenue) siBasieTcs
JOKaJIbHbIM HOpMaTuBHBIM akToM MBJIOY Neb5 (manee — Vupexienuwe) u ompeaeisieT
NOPSAOK U YCIOBHSI pabOThl COTPYJHUKOB C OJJIEKTPOHHBIMU JokymeHTamu B UC,
HEIIOCPEJICTBEHHO CBS3aHHBIMH C MX TPYAOBOW JEATEIBHOCTBIO, C IPUMEHEHHEM IIPOCTOMN
aNEeKTpoHHOM noanucu (nanee - [1911).
1.2. YyacTHUKaMU 3J€KTPOHHOTO B3aMMOJECHCTBUSI Ha YCIIOBUSX, ONPEAEIEHHBIX HACTOSIIUM
[TomoxeHuneM, ABISIOTCA COTPYAHUKH Y UPEKIACHUS.
1.3. Peanu3zanus ompeseneHHbIX HacToAmMM [lofokeHneM ycmoBHi MpUMEHEHUS MPOCTON
JIEKTPOHHOM MOANHMCH O00eCleYrBaeT MpHIaHUE HOPUIUYECKOW CHJIBI  BHYTPEHHHUM
AJIEKTPOHHBIM oKyMeHTaM Opranuzauuu B VIC, TpeOyroumm JUYHON MOANNCH COTPYIHUKA,
Y ONlepalysM C HUMH.
1.4. Hamuuwue [1211 oGecnieuriBacT BHYTPEHHUM 3JIEKTPOHHBIM JokyMeHTam B IC:
* MMO/UTMHHOCTH - TOATBEPKACHUE aBTOPCTBA IOKYMEHTA;
* LIEJIOCTHOCTD - TOKYMEHT HE MOXET OBITh U3MEHEH T0CJIe MOIICaHHUS;
1.5. /Ins noanucanus 3JeKTPOHHBIX JoKyMeHTOB B UC ncnonb3yeTcs npocTas
AJNIEKTPOHHAST TOJMUCH - MHPOpPMALMS B 3JEKTPOHHOU (opme, KOTopas MPUCOEIMHEHA K
Ipyroil nHopManuu B 3JEKTPOHHOU (opme (rmoanuchiBaeMoil MHOpPMAIUHU, TOKYMEHTY B
AIIEKTPOHHOM BHJE) WJIM HHBIM 00pa3oM CBsI3aHHas C TakoW HHQpoOpMalMe, U KoTopas
UCIIONIBb3YETCs U1l ONPEIeTICHUS JIUIIA, MOAIMUCHIBAIOLIETO HH(DOPMAIHIO.
1.6. B kauectBe myOsnuHO#l yacTu kitoua [IDI1 wcnonb3yercs yHHUKanbHOE MMSI YUETHOU
3amMcH, HOpUMEHsieMoe Ui aBropu3aumd noae3oBarens B HMC. B kauectse
KoH(uAeHIManbHOM yacTh kitoua [1311 ucnonb3yercs mapoib K y4eTHON 3aIuCH.
1.7. U3roTtoBnenue (reHepauuio), Beiiady u peructpauuto B MC ykasaHHbIX B 1.1.6 MMeH
MOJIb30BATENIEN U napoiie ocymiectsisier Mankosa H.B, 3amecturens 3aBeayromero no BMP
(manee - OTBETCTBEHHBIN 3a TeEXHUYECKYIO noanepxkky NC).

1.8. Tlaponp momb3oBatens MC MoxeT ObITh M3MEHEH €ro BIaAeNblleM B JH000W MOMEHT
nocne apropuzauuu B MC. PexomeHnyeTcs: U3MEHATh MMapoJib HE peXe OAHOIO pa3a B TpU



MeEcALna. I[J'I?I CHMIKCHUA PHUCKA noz[6opa mapojii 1 HCCAHKIMMOHUPOBAHHOI'O HMCITIOJIb30BAHUWA
APpyruM JIMOOM KJIIHO4a BJICKTpOHHOﬁ noANnMnuCru PCEKOMCHAYCTCA HC 3aJaBaTb IIapOJid,
HCIIOJIb30BAHHBIC PAHCC.

2. TepMHHBI 1 ONIpeeIeHUsI
B nannom [lonoxkeHnn nCoab3y0TCs CAeAYIOIINE TEPMUHBI U UX OIPENETICHMS:

2.1. gnaodeney npocmoii 21eKMpPOHHOU NOONUCU - COTPYIHUK YUPEXKIEHUS, MOAMMCABIINI
VYBenomienne 00 O3HAKOMJIEHUM C HacTosimuM [lookeHMeM M HMCHOJB3YIOMMK UMs
NOJIB30BATEIIS Y TapoIib 1715 aBTopu3anuu B C;

2.2. BHympeHHUll I1eKmpoHHblll 00KyMenm (nanee - JIOKyMeHT) - TOKYMEHT OJTHOTO M3 THIIOB
JIOKYMEHTOB, TIpuBeeHHBIX B [Ipunoxenuu 1 k Hacrosmemy Ilonoxenuto, coznanubiii B UC
B OJICKTPOHHOM (¢opMe U TOANUCAHHBIA DSIEKTPOHHOM  MOANUCHIO  COTPYIHHUKA
(2JIEKTPOHHBIMU MOJAMKUCSIMU COTPYAHUKOB) OpraHuzanuu;

2.3. Ku0Y 2NeKmpOHHOU noonucu - YHHUKaJIbHAs TOCJIEI0BAaTebHOCTh CHMBOJIOB,
MpeHa3HAYEHHAs JJIs1 MOATBEPkKIACHUS ¢ ucnolib3oBanueM cpeacts MC nognmuunoctu [1O11 B
JIOKyMeHTe;

2.4. peecmp 6vl0aHHbIX KIOYel d21eKkmpoHHOU noonucu - Xpausuuicas B HMC coucok
YHUKQJIBHBIX MMOCIEA0BATEIbHOCTE CUMBOJIOB, COACPKAIINUXCA B BBIJAHHBIX IOJI30BATEIISIM
MMEHaX YUYETHBIX 3alKiCeil U MapoJisx;

2.5. peecmp omo3anHbIX KaOUel 3MeKMPOHHOU noonucu - Xpausamuica B NC crnmcok
nosb3oBateniet MC, y KOTOpBIX KIFOUM DJIEKTPOHHOM TMOJIMUCH K MOMEHTY OOpamieHus K
JTAHHOMY peecTpy ObUIM OTMEUYEHBI KaK HEJICHCTBUTEILHBIC,

2.6. npocmas snexmponnas noonuce (I1211) - nadopmanus B snekTpoHHor Gopme B UC,
BO3HUKAIOIIass B MOMEHT BBINOJHEHHS BIIAJIENbLEM 3JIEKTPOHHON TMOJMUCH KOMAaHJbl
noanucanus Jlokymenta B unrtepdeiice C, moaTBep:kmaromas moJIMHHOCTh J[okymeHTa
n/unu dakT o3HakomieHus Biaaenbia [1911 ¢ JlokymeHTOM, KOTOpasi B3aMMHO OJHO3HAYHO
CBsI3bIBaeTCs C JIOKyMEHTOM U BaJeIblIeM MOIIUCH;

2.7. wmamn [TIDI1 - Bu3yallbHasi OTMETKa OO0 SJEKTPOHHOW IIOAIMCH, BKJIIOYAIOIIAs
pexkBu3uThl [IDII, koTopast aBToMartnuecku coznaercsi cpeactBamu MC npu OTKpbITUH
(Buzyanuzauun) aokyMenta, noanucannoro [1911, B unrepdetrice UC; Bpemst popmupoBanus
[1311 oroOpaxaeTcst B mITamIe no yacoBomy nosicy nosnb3oBatens MC;

2.8. obpabomxa 31eKkmpoHHO20 OOKyMenma - NercTBus nonb3zoBareiss MUC ¢ aiekTpoHHBIM
NOKyMeHTOM cpeactBamu HMC, BkiIOyas, HO HE OrPAHUYMBAACH: CO3JaHUE, MPOBEPKA,
noanucanve [IOI1, wunHpopmupoBanue npyroro mnoas3oBarenss WC o gokymeHTe,
MOATBEPXKIACHNUE TOJYUYEHHUs, O3HAKOMJIEHHWE, CO3JlaHHE KOMHM Ha OyMaKHOM HOCHTEJE,
OTKJIOHEHHUE, yJlaJIeHuE.

3. ObecnevyeHue WPUANYECKOH CHIIbI BHYTPEHHHUX 3JIEKTPOHHBIX JOKYMEHTOB
3.1. XKusnennsiii mukn Jlokymenta B MC BKiIIOYaeT: co3gaHue U MPOYUE NEHCTBUS MO €ro
o0paboTke, oTpakeHue B yueTe, a Takke xpaHenue B MC. IC obecnieunBaeT perucrpanuio
neiicTBuil nmonb3oBateneit ¢ JlokyMeHTOM (JIOTHPOBaHUE) B TEUEHHE KU3HEHHOTO LIUKJIA.
3.2. Bce Buagensusl [IDI1 mpusHator paBHO3HauHOCTH cBoed [IDII cobGcTBeHHOpYUHOM
MOANKUCH Ha OyMa>XHOM HOCHUTEE.



3.3. Cozmanue [1211 B UC mHuLIMMpyeTCS COOTBETCTBYIOIIMM AeiicTBUeM Biaaenbia 1311,
T.€. HE BBIINOJIHIETCSI aBTOMAaTUYECKH WM HE3AMETHO JIs BIIaJle/Iblia.

3.4. Tlomnomouwns Bnazaensia [1311, moamucasmiero JJokyMeHT, MOATBEPKAAIOTCS B MOMEHT
noanucanus JlokymeHra B IC aBTOMaTUYECKH I10 MOJIOKUTENBHOMY PE3YNbTATY CIEAYHOIINX
IIPOBEPOK:

* COOTBETCTBYIOIIMM II0JIb30BaTENb aBTOpU30BaH B MC,

* COOTBETCTBYIOIIMM KJIIOY JJIEKTPOHHOW NOANMCH BKIIIOYEH B PEECTP BBIJAHHBIX KIHOYEH
AIIEKTPOHHOM NOJIHNCH,

* COOTBETCTBYIOIIMM KIIOY JJIEKTPOHHOM IOAIMCH OTCYTCTBYET B PEECTPE OTO3BAaHHBIX
KJIFOUEH 3JIEKTPOHHOU TMOJIITUCH.

3.5. Bpemst ¢opMupoBaHus 3J€KTpOHHOM mnoanucu ¢ukcupyercs cpeacrsamu HMC mo
rpunBuuckomy Bpemenu (UTCH0).

3.6. BHyTpeHHHe >neKTpOHHBIE JOKYMEHTHI, TMepedncieHHbie B [lepedyne, mpuBeneHHOM B
[Ipunoxenun Ne 1 x Hacrosmemy llonoxenuto, nmoamucanusie I[IOIl, mpusHaroTcs B
VYypexxaeHun paBHBIMU 10 IOPHIWYECKOW CHJIE JOKYMEHTaM Ha OyMa)XHbIX HOCHUTEINSX,
3aBEpEHHBIM COOCTBEHHOPYYHOM MOIHUCHIO.

3.7. Tlonb3oBatenu WC mpusHatoT, yto Bu3yanuzauus mramna [I19I1 mpu nemonctpaimu
Hokymenta B untepdeiice VC, BeimonHeHHas cpeactBamu WC, sBisercs HEOCHOPUMBIM
NOJATBEPXKJIEHUEM (aKTa MOANUCAHUSA JOKYMEHTa COOTBETCTBYIOIIMM Biaaenbiem [1911
(MOJIMHHOCTH U HEOTPEKAEMOCTH ).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBJISETCSA ITyTEM 3amMCH CBeleHMd o JlokymeHTax B
apXUB 3JIEKTPOHHBIX JIOKYMEHTOB, KOTOpPHIi siBisieTcs yacTbro MC.

3.9. yupexnenue obecreynBaeT TEXHUYECKUMH M OPTaHU3AI[MOHHBIMH MEpaMy 3alllUTy OT
HECAaHKIIMOHUPOBAHHOTO JOCTyNa M MPEJHAMEPEHHOTO YHUYTOXKEHUS W/ MM HUCKAKEHUS
cBeleHUM 0 JloKyMeHTax B apXMBE JJIEKTPOHHBIX NOKYMeHTOB MC, a Takke rapaHTupyeT
MOATBEPKJACHUE aBTOPCTBA AOKyMeHTa, noanucanHoro [IDII aBTopa, B TOM 4wMcie myTeM
YTBEPKJICHHUSI TIOMMEHHOIO OIPAHMYEHHOIO CIHCKAa JIMIL, WMEKIOIIMX pPaCIIMpPEHHbIE
(aaMUHHCTpPATUBHBIE) MTPaBa JOCTYIA K apXUBY JIEKTPOHHBIX JoKyMeHTOB VC.

3.10. Joxymentsl xpausitca B UC B Tom dopmare, B KOTOpOM OHHM ObLIM co3aaHbl. Cpok
xpanenusi JJokymeHTOB U cBefeHUi 0 JIoOKyMeHTax HE MOXKET OBbITh MEHee 3 (Tpex) JeT |
ONpPENENSIETCS B COOTBETCTBUM C JIOKAJIbHBIMU HOPMAaTUBHBIMU akTamMu OpraHu3aluy WU €€
CTPYKTYPHBIX NTOJIpa3/I€ICHUM.

3.11. Kommsi »1€KTpOHHOTO JOKYMEHTa MOXET OBITh HW3TOTOBJIICHA (pacredyaTaHa) Ha
OymaxkHoM Hocurene cpeactBamu MC u 3aBepeHa COOCTBEHHOPYYHOW MOJIMKUCHIO BIaAeblLa
[I2I1 nubo uneHaMM KOMHMCCHM, BKJIIOYAIOIIEW B ce0s KaKk MUHUMYM PYKOBOJUTEIS
Opranuzaiuu M JIMIO, UMEIOILIEE pacUIMpeHHbIE (aJIMUHUCTPATUBHBIC) MpaBa JI0CTyHa K
apxuBy dJeKTpOHHBIX TokyMeHTOB MC. Komwusi 31eKTpOHHOro JOKyMEHTa Ha OyMa)kKHOM
HOCHTEJIE JOJIKHA COoJiepKaTh Bu3yanu3auuio mrammna (mrammnos) [I311, noarBepkaaroiryto,
yTo opuruHain Jlokymenra noanucad 119I1. AyTeHTUYHOCTh 3JIEKTPOHHOTO TOKYMEHTA U €T0
KOIUU Ha OyMa)KHOM HocHTele obecnieunBaercs cpeactamu MC.

4, HpaBa, 00SI3aHHOCTH ¥ OTBETCTBEHHOCTD BJajaeJibla 3H€KTpOHHOﬁ nmoamnmucu



4.1. Bnaneneu [1211 umeer npaso:

* oOpamatbes kK OTBETCTBEHHOMY 3a TeXHUYEeCKylo nojaepkky WC nnsg aHHylIupoBaHUS
(0oT3BIBa), TIPUOCTAHOBKK (BO3OOHOBJICHMSI) JEWUCTBHUS NPHHAMICKAIICTO €My KIIo4a
AJIEKTPOHHOM MOIINCH;

* B Cily4ya€ HEOOXOJMMOCTH 3aMEHbl, BOCCTAHOBJICHUS KJIHOYa 3JIEKTPOHHON MOANUCU
oOpatuthcss K OTBETCTBEHHOMY 3a TexHUYecKkyr mnoiaepxkky MC c cooTrBercTByromein
IpOCHOOM U MOITYYUTh HOBBIH KJIFOY JIEKTPOHHOM HOJIIUCH;

* oOpatatecsi K pykoBoACTBY Opranuzauuu s pazoopa KOH(PIUMKTHBIX CUTyaluil (CIIOPOB),
BO3HMKaromux npu npumenenuu [1911 B UC.

4.2. Bnanenen I1D11 00s13an:

* BeCTU 00pabOTKy BHYTPEHHUX 3JIEKTPOHHBIX T0KyMEHTOB B IC B COOTBETCTBUU CO CBOMMU
JOJKHOCTHBIMU O0SI3aHHOCTSIMU;

* IIPUHUMATh BCE BO3MOXXHBIE MEpBl Uil MNPEIOTBPALLCHHUS HECAHKIMOHUPOBAHHOIO
MCIIOJIb30BaHUS CBOETO KIIFOYA 3JIEKTPOHHOU MOATMKCH;

* HY IIPU KaKUX yCJIOBUSAX HE MIEPEIaBATh KIII0Y 3JIEKTPOHHON MOAIMCH IPYTUM JINLIAM;

* IPY KOMIPOMETAIIMH CBOETO KJIt0Ya JIEKTPOHHOM MOJMUCH HE3aMeIJINTENbHO 00paTUThCS K
OTBETCTBEHHOMY 3a TexHUYecKyro mnoxaepxkky HWC mid [OpUOCTAaHOBKH — ACHCTBUSA
MIPUHAAJIEKALIETO EMY KIIF0Ya 3JIEKTPOHHOM ITOJIUCH.

4.3. Bnagenen IIDIl Hecer nMYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTb CBOErO KItOYa
AJIIEKTPOHHOM MOJIKCH U €r0 3aIIUTY OT HECAHKIIMOHUPOBAHHOT'O MCIOJIb30BAHMS.

5. Texnousorusi npumenenus cpeacts 111 8 UC
5.1. Hns mpumenenus [IDI1 B UC Bnagenwity [19I1 Heobxomumo aBTopuzoBathesi B C ¢
MCIIOJIb30BaHUEM MYOIMYHON M KOH(puaeHunanpHol yacted kintova [1911 (umst monb3oBaTesns
u napodip). [lonnucanne JJokymeHTa BBITIOIHAETCS MMyTeM HaXkaTus Ha kKHomky "[loamucats" B
unrepdetice NC.
5.2. Uudopmarnus 000 Bcex BBIIAHHBIX MOJIH30BATENIO KIIFOYAX SJIEKTPOHHON MOJITUCH, JaTax
MOJTYYEHHUS ¥ IPEKpalieHus ux aeucTBust (M3bsaTusi) Xxpanutcs B UC mocTostHHO.

5.3. Ilpu mnpekpanieHuu y corpyaHuka OpraHuzanuu JODKHOCTHBIX O0OSI3aHHOCTEH 110
00paboTKe BHYTPEHHUX DOJIEKTPOHHBIX JOKYMEHTOB C wHcmnoib3oBanuem [IDI1 wmm mpu
YBOJIBHEHUH COTPYJAHHKA €r0 KIIF0Y BHOCHUTCS B PEECTP OTO3BAHHBIX KIIFOUEH AJIEKTPOHHOU
noanucu OTBETCTBEHHBIM 3a TeXHUYECKY noanepxkky MC. C MOMeHTa BHECEHUS KIIIOYa B
pEECTP OTO3BAaHHBIX KIIOUEH JJIEKTPOHHOW TIOANMMCHA BCE Mocaeayromme JloKymeHTsl,
noanucanuple 3Toi IIDIl, He cumTaroTCs NOANMMCAHHBIMU HaJJIeXKaAlUM 00pa3oM, T.e.
MOAMUCHI0, pABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3aKII0YHMTEIbHbIE MOJI0KEHUA
6.1. Hacrosimee [lonoxeHue BCTynaeT B CUITy C JaThl YTBEP KICHHUS.
6.2. Tekct Ilomoxenuss pasmemaercs B MC. Crocod nmocTtynma K axkTyaldbHOM BepcuU
[TonoxeHust onuchIBaeTCs B MOJIb30BATENIBCKON AJOoKymMeHTaunu Kk C.
6.3. Texcr Ilonmoxxenust XpaHUTCS y JEIOMPONZBOIUTENSI U MPEAOCTABISETCS COTPYAHUKAM
VYupexaeHus no 3anpocy.



6.4. Jloxymentsl, co3mnanHeie B MIC u moanucannsie 121 B COOTBETCTBHMM € HACTOSAIIUM
[TonoxxeHneM, MPU3HAKOTCS IOPUANIECKA 3HAYUMBIMU C JaThl YTBepkaeHus [lonoxeHus.
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