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1.00mue noaoxenns

I.1. Hacrosmee [lonoxkenne 06 HCnoap3oBaHum MPOCTOH JIEKTPOHHOH MOANMCH B HMH(DOPMALHOHHOI
cucreme (nanee - MC) MKJOV No3 «Pyweék» (nasee - [lonoxenue) spgercs TOKAILHBIM HOPMATHBHbBIM
aktoM MKJIOV Ne3 «Pyyeék» moc. Alrypekuit (nanee - Opranmsauus) u OIPEACACT NOPAIOK H YCIOBHS
PaboTEI COTPYAHHKOB € 3ICKTPOHHBIMH AoKyMeHTaMH B MIC, HEmoCcpeICTBEHHO CBSI3aHHBIMHU C HX TPYA0BO
ACATENRHOCTRIO, ¢ MPUMEHEHHEM HPOCTOH 3JIEKTPOHHOI moamnucH (1atee - [1911).

1.2, VyacTHMKaMH 37MeKTPOHHOTO B3aMMOCHCTBHA Ha YCI0BHAX, ONpEACICHHbIX HacTOAWMM [TonokeHuem.
ABJAIOTCA COTPYAHMKA OpraHusauuy, TOJIHCAaBIIHE YBETOMICHHE 00 O3HAKOMICHHH ¢ [10J03KeHIeM.
OOpasen VBemomsicnus npHBeseH B [punoxenun Ne 2 k wacrosumemy Ilonoxkenuio. TToamucanue
cotpyanukom OpraHusaluu YBeAOMICHHS PABHO3HAYHO [PUCOCTMHEHHIO K COMVIAalICHHIO 00 yuacTHH BO
BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTO000poTe ¢ mcnosbizoBanmeMm [19I1 Ha YCIIOBHAX HACTOSALIETO
Ionozkenus B cootBercTruM co cr. 428 [Mpaskranckoro kogekca PD ("oroeop npucoeaunenus").

1.3. Peanusauma onpenenennsix nactoamum IlonoeHuem YCIOBUH HPHMEHEHHS IIPOCTOH SJIEKTPOHHOI!
NoAMmHCH  o0ecrednBaeT MpHIAHHE IOPUINYECKOH CHIIBI  BHYTPEHHHUM  37IeKTPOHHBIM JOKYMEHTaM
Opranusauun B UC, TpeOyrommM THYHOMN Moamuch COTPYIHHKA, H OIEpaLlUiM ¢ HHMH.

1.4. Hammume T131T obecnieqnsaet BHyTpeHHnM 3JIEKTPOHHBIM JIOKyMeHTaM B MC:

* IOUTHHHOCTbD - MOJTBEPIK/IEHUE ABTOPCTBA JOKYMEHTA;

* LE€JOCTHOCTD - JOKYMEHT HE MOKET ObITh H3MEHEH I10C/Ie MO [IIHCAHUS:

* HE OTPHLIAHHE ABTOPCTBA (HEOTPEKAEMOCTh) - ABTOP HE MOKET OTKA3aThCs OT CBOCH MOIMHCH.

1.5. Jlns mojmucanus »MeKTpoHHEIX okyMenTor B MC Heronssyeres npocTas

DJICKTPOHHAS NOAMHCE - HHPOPMALMA B IMEKTPOHHOH (GopMe, KOTOpas IpHCOeMHEHA K Apyroi HH(popMauuu
B JJIEKTPOHHOH opMe (MOAMHCHIBaeMON HH(OpMALIHH, JOKYMEHTY B ICKTPOHHOM BHJE) HJIH HHBIM
00pa3oM CBsi3aHHas ¢ TaKoii HHQOPMALIMEH, M KOTOpas HCMoMb3yeTcs JUIS  ONpeaeIcHHs i,
OJMHCHIBAKOLIETO HH(OPMALIUIO.

1.6. B kauectse nyGnuumoii wacth kmoua TIDIT memonssyercs YHHKaQJIbHOE HMS YYETHOH 3alHCH,
HPUMCHACMOC 1151 aBTOpU3aluu nojb3oBatend B UC. B kadecTre koH(pHIeHIHAILHON YacTH kmoua [11]
HCIIOJIB3YETCs 11ap0JIb K YISTHOM 3alucH.

1.7. M3rotosnienue (reHepaunio), Bbiady U perncrpamuio & UC VKa3aHHbIX B 11.1.6 UMeH moaw3oBaTeeil u
NMapoJIeH oCylecTBAeT (Aanee - OTBETCTBEHHBIH 3a TeXHHUECKYH noaaepkky HC).

1.8. ITapois nome3oBarens MC moker OBITH H3MEHEH ero BaeTbleM B MoO0H MOMEHT T0CTe aBTOPH3AIHH
B FIC. PexoMeHIyeTCA H3MEHATD MApOTh He peske 0IHOTO pasa B Tpu Mecsiua. JIis CHIKeHHs! pHucka noadopa
1apoid M HECAHKUHOHHPOBAHHOIO MCHOB30BaHMA JAPYTHM JIMIOM KIH0Ya ICKTPOHHOH  [10AMHCH
PEKOMEHOYETCsS HC 3a/laBaTh mapoJia, UCII0JIB30BAHHBIC paHee.

2. Tepmunnl 1 onpeaesienus

B nannom IMookeHnn HCTIOJIB3YROTCH CIICAYIOTIHE TEPMHHbBI H UX OIIpe/Ie/IeHHS:



2.1. BAazenen NpocTol MEKTPOHHOMH MOAMKUCH - COTPYAHHK OpraHu3aliuy, MOANHCABIIHH YBeaoMIeHne 00
O3HAKOMJIEHHH ¢ HacTosAwmuM [1o10KeHHeM U UCHOIB3YIOMMH HMA [0/1b30BaTeNs H Napoib 4714 aBTOPU3aLHH
B UC;

2.2. BHYTPEHHUH 3NEKTPOHHBIH NOKYMEHT (aanee - JIOKYMEHT) - JOKYMEHT OJIHOIO U3 THIIOB JOKYMCHTOB.
npuBeaeHHBIX B Ilpuaokennn 1 k Hactosmemy Ilonoxkennio, cosanteiii B C B 2eKTpoHHOM (popme 1
MOANUCAHHBIH  JNMEKTPOHHOH  MNOINMHCBIO  COTPYAHHKA  (MIEKTPOHHBIMH — MOAMHCAMH  COTPYIHHKOB)
OpraHu3aiuu;

2.3. KmOY JIeKTPOHHOH MOJMHCH - YHHKAIbHAsl IOCJIEI0BATENBHOCTh CHMBOJIOB, IpeIHA3HAYCHHAs U1
MOATBepsKAeHus ¢ uenonb3oBanueM cpencts MC noamunnoctn 11DI1 B JlokymenTe;

2.4. peecTp BBIOAHHBIX KJIFOUEH 3JIEKTPOHHOH mnoamucu - xpansumiics B HMC cnucok yHHKaIbHBIX
0C/IeJ0BaTeILHOCTEH CHMBOJIOB, COACPIKAIIUXCS B BLIIAHHBIX [M0JIb30BATENAM UMEHAX YUETHBLIX 3aluced U
MapoJIsx:;

2.5. peecTp OTO3BAHHBIX KIKOYeH dIekTponnoil noanucy - xpansmmiics B UC cnmcok nonbzoparerneii UC. y
KOTOPBIX KJIFOYH 3/IeKTPOHHOM TOMACH K MOMEHTY OOpauieHnsl K JaHHOMY peecTpy OBLTH OTMEHYEHBI Kak
HEJNEHCTBUTEIILHbBIE,

2.6. npoctas 3nekTpoHHas noAnucs ([13I1) - urdopmarms B iekTpoHHO#H Gopme B UC. BosHHKaiOmas B
MOMEHT BBIMOJTHEHHUS! BIAJENIbLEM YIEKTPOHHOMN MOANHCH KOMaH bl noanucaHus Jlokymenta B HHTepdeiice
UC. noarBepxknaromas HOLIMHHOCT, JlokymenTa W/niMm (axt o3Hakomnenus Baageasua [IDI1 ¢
JIoKyMEHTOM, KOTOpasi B3aHMHO OJTHO3HAUHO CBSI3bIBaeTed ¢ JlokyMeHTOM 1 BJIaIe/IbleM MOANNHCH!

2.7. wrramn [1211 - Bu3yanpHas oTMeTKa 06 31eKTPOHHOI mojmucH, Bkmodatomas pekeusutsl [IDIL kotopas
aBTOMaTH9ecKH co3uaercst cpeactBamMi MC mpH oTKpHITHH (BU3YATH3AIAH) JOKYMeHTa. noanucannoro 311,
g untepdeiice UC; spems dopmuporanus [1911 orobpaiaercs B mramie no 49acoBOMY HOACY MOML30BATE
UC;

2.8. 06paboTKa 31EKTPOHHOr0 IOKYMEHTa - Jedcrust nojp3opatens UC ¢ 31eKTPOHHBIM JIOKYMEHTOM
cpeacteamu  MC, Bkmouas, HO He OIrpaHMYHBAACL: CO3/aHue, npopepka. noanucanue [191L
uadopmMupoBanme Apyroro moib3oparens MC o JokymenTe, TMOJATBEPKICHHE IMONYYCHHUSA. O3HAKOMICHHE.
CO3JaHHe KONHH Ha OyMa)KHOM HOCHTEJIE, OTKIIOHEHHE, YAaTeHHe.

3. ObecneveHHe WPHIHYECKOH CHIbLI BHYTPEHHHX YIEKTPOHHBIX 10KYMEHTOB

3.1. Wusnennsii wakn Jokymenta B UC BKTIOUAeT: co3jaHHe W MPOUYHe JeHcTBHA 1O ero odpaboTke.
oTpaskeHHe B yuere, a Takue xpanenue B MC. UC obecneunBaeT perucrpaniio NeHCTBUH MOJb30BaTENCH C
JIOKYMEHTOM (JIOTHpOBAHHUE) B TEUEHHUE KU3HCHHOTO LKA,
3.2. Bee muagensmst 1911 npusHaioT paBHo3HauHocTs cBoell [IDI1 coOCTBEHHOPYYHOH MOANWCH Ha
OyMaXKHOM HOCHTEJIE.
3.3. Cosmamme TIOT1 B WMC wmHMUmmEpyeTcs cOOTBETCTBYROWMM jeitctBheM Biaafenpua [ Te. me
BBIIIOJIHSETCS ABTOMATHYECKH HJIM HE3aMETHO JIJIS BIIA/IC/IbLIA.
3.4. TTonnomouusi Bnagensua 1911, noamucasuero JloKyMeHT, MOATBEPKIANOTCA B MOMCHT [OAINHCAHHA
JlokymenTa 8 UC aBTOMATHYIECKH MO MOJOKATEILHOMY pe3yJbTary CIeAYIOMHX MPOBEPOK:
* COOTBETCTBYIOIUIMIL [1071b30BaTEMb aBTOpU30Bad B MIC,
* COOTBETCTRYIOLIMH KIMOY IEKTPOHHOH MOMHMCH BKIOYEH B PEECTpP BBIIAHHBIX KITIOHUEH JIEKTPOHHON
TIOJITHCH,
* COOTBETCTBYIOIHH KIH0Y YIEKTPOHHON MOJAIHCH OTCYTCTBYET B peecTpe OTO3BAHHBIX KJIFOUEH MIEKTPOHHOH
TOATHCH.
3.5. Bpems (opMHpOBaHHA ICKTPOHHOH MOAMHCH (QHUKCHPYCTCs CPeACTBAMH UC no rpHHBHUCKOMY
Bpemenn (UTC+0).

3.6. BHYTpeHHHE 3/1eKTPOHHbIE JOKYMEHTBI, IepeyrciieH bl B [lepeye, NPUBEACHHOM B [Tpusoxennn Ne 1
K nHactosuemy ITonoxkennto, noamucannsie [1911, npusnaiotes B Opranu3alui paBHEIME 10 OPHIMYECKOH
CHJIe JOKYMEHTaM Ha OyMayKHBIX HOCHTESIX, 3aBEPEHHBIM COOCTBEHHOPYYHOH HMOMIMHCEIO.



3.7. Tlons3opatenu UC npu3HaOT, 4TO BH3YalM3allMs IITAMILA TIDI1 mpu AemoHcTpaidy JlokymMeHTa B
unrepdeiice MC, BbnmonHeHHas CpeACTBaMH WUC. sBiseTcs HEOCHOPHMBIM [MOATBEpKIeHHEM (haKTa
[OJIMHCAHHS JOKYMEHTa COOTBETCTBYIOMWMM Biaebiem LD (oATHHHOCTL 1 HEOTPEKaeMOCTh).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIIACTCS MYTeM 3aIHCH ceennit 0 JIOKYMEHTax B apXHB YICKTPOHHBIX
JIOKYMEHTOB, KOTODbIH SBJISETCS YAaCThIO C.

3.9. Opraam3anus 00eclevyHBACT TEXHMYCCKHMH M OpraHH3allOHHBIMH MepaMH  3aluTy 01
HeCaHKIIHOHMUPOBAHHOTO HOCTYNa H IPeHaMEPCHHOTO YHHHUTOXKEHHS /WA WCKAKEHHs CBEJIEHHH O
JIOKYMEHTaX B apXxHMBE 3JEKTPOHHBIX JOKYMCHTOB MC. a Taxke rapaHTHpYeT MOATBEPKICHUE aBTOPCIBA
nokymeHTa, noxmucarsoro IT3I1 aropa, B TOM 4YHCIE YTEM YTBEPIKACHHA [OUMEHHOI0 OrpaHHYCHHOIO
CIMCKa JIMI, WMEIOIIMX paciiMpeHHble (aIMHHHCTPATHBHBIC) Mpasa HOCTYNA K apXHBY IEKTPOHHBIX
noxymentos MC.

3.10. Jloxymentsi xpanstes B MIC B TOM (opmare, B KOTOPOM OHH 6ol cosganbpl. CpoK XpaHeHHs
JIOKYMEHTOB H CBEJIEHHH O JlokyMeHTax HE MOKET OBITH MeHee 3 (Tpex) JieT 1 OlpeIeIscIcs B COOTBETCTBHH
C JIOKa/IbHBIMH HOPMATHBHbIMH akTaMH OpraHusaliny MM ee CTPYKTYPHBIX MoApa3AeIeHHH.

3.11. Konus MeKTPOHHOTO JOKYMEHTA MOXKET OBITh M3rOTOBJICHA (pacreyaraHa) Ha OYM@KHOM HOCHTE/C
cpenctBamu MC u 3aBepeHa coberBenHopyusoii noanucsio Bragenbua I911 nubo 4YjIeHAMH KOMHCCHH,
pKmoyaroneif B cebs Kak MHHHMYM PYKOBOJHUTE/IA Oprasq3allid ¥ JIHIO, AMEIomee paciliipeHHBIC
(aIMMHHUCTPATHBHBIE) NpaBa IOCTYNA K APXMBY OICKTPOHHBIX JOKYMECHTOB WC. Konus 21€KTPOHHOTO
NOKYMEHTA Ha OyM@KHOM HOCHTENE JOKHA COACPIKATh BU3yalM3alHIo mramna  (mwramnos) TIDIL
NO/ITBePIKIAIONIYI0, 4TO OpHTHHAT JIOKyMeHTa MOMIycan [1311. AYTEeHTHYHOCTD JIEKTPOHHOTO JIOKYMCHTA H
€ro KoMK Ha OyMaskHOM HOcHTelle 00eCHeUHBACTCs CPECTBAMH HC.

4. Tpasa, 0693aHHOCTH H OTBETCTBEHHOCTD BJIA1€TbIA 3JIeKTPOHHOH MOANMHCH

4.1. Baazgenen 11211 umeer mpaso:

» oGpamarecs kK OTBETCTBEHHOMY 33 TEXHHYECKYIO MOIICPAKY MC s aHHYJIMPOBAHHA (OT3BIBA),
NPHOCTAHOBKH (BO30GHOB/ICHU ) ACHCTBHSA IPHHANICKAUICTO EMY KTI04a VIEKTPOHHOH NOAIHCH:

+ B ciyyae HEOOXOAMMOCTH 3aMeHBI, BOCCTAHOBJICHH:A KIOHA 3JIeKTPOHHOI TIOITHCH 00paTuThCd K
OTBEeTCTBEHHOMY 3a TeXHHUYECKYIO MOIICPIKKY WC ¢ cooTBeTCTBYIOUICH NPOCHOOH H NOTYIHTE HOBBIH KIHOY
IEeKTPOHHOM [TOINHCH;

« obpamatbes K pykoBoacTBy OpraHusalui 1L pa36opa KOHGIMKTHBIX CHTYaLHi (cOpoR), BO3HUKAIOLIUX
nipu npumerennn 11011 8 UC.

4.2. Bnagenen 1211 obs3an:

« BecTH 00pabOTKY BHYTPEHHHMX IEKTPOHHBIX TOKYMCHTOB B UC B cOOTBETCTBHH CO CBOUMH JOJIZKHOCTHBIMH
00s13aHHOCTAMH;

* pPUHMMATh BCE BO3MOKHBIC MEPBI IS MPEI0TBPAIICHIA HecaHKLHOHUPOBAHHOIO UCIOMb30BaHHA CBOCTO
KJIH0Ua 3J1eKTPOHHOH O/NHCH;

* HM [IPH KaKiX yCIOBHsAX HE MEpeaBaTh Ko NEKTPOHHOM TTOANUCH APYTHM JIHLAM:

+ TpH KOMIIPOMETALMH CBOEro KIo4a SNEKTPOHHOH TIOAIMACH ~ HE3aMEUTHTEIILHO obpatHThed K
OTBETCTBEHHOMY 3a TEXHHYCCKYIO MOIMICPKKY JIC [ist IPUOCTAHOBKH JICHCTBHSA NPHHAMICKALICTO CMy
KTI0Ya DJIEKTPOHHOM MOIUCH.

4.3. Bnagenen I1DI] HeceT NM4HYIO OTBETCTBEHHOCTDH 32 COXPAHHOCTL CBOEIO K/IH04a SJCKTPOHHOH MOIHCH
¥ €ro 3alHTy OT HECAHKIIHOHHPOBAHHOTO HCTIO/TE30BAHMIS.

5. Texnosiornst npavenenus cpexcrs 1911 B UC

5.1. Jlns npumenenns T1D11 B WUC prnagensuy 1211 HeoOX0HMO aBTOPH30BATLCH B UC ¢ uenoap30BaHueM
[IVEIMYHOH W KOH(HICHUHMAIbHOH HacTeH KIota [0 (ums monbsoBateis w maponb). Iloamucanue

JIOKYMEHTA BbINOMHACTCA MyTEM HAKATHA HA KHOIKY "Toamucats" B nuTepdeiice HC.

5.2. Undopmanus 060 BceX BhIAAHHBIX [ONB30BATENIO KITIOUAX JIeKTPOHHOH MOANMKCH, JaTax MOJy4YeHHsA H
[IPCKPALLCHHA HX ACHCTBMS (uzpsaTus) xpanurcs B MC nOCTOAHHO.



5.3. Tlpu npekpaileHHH Yy corTpyaHuka OpraHusaluu  J0KHOCTHBIX 00s3aHHOCTEH 1O obpaboTke
BHYTPEHHHX 3JIEKTPOHHBIX JIOKYMEHTOB ¢ Hciojbp30BaHHeM [ID11 win npu yBOJAbHCHHE COTpPY/HHKA €ro
K/II0Y BHOCHTCA B PEecTp OTO3BAHHBLIX KIH04el 37MeKTpoHHOH noarmucd OTBETCTBEHHBIM 32 TEXHMUYECKYIO
nopaepxky UC. C MOMeHTa BHECEHHs KJIOYA B PeecTp OTO3BAHHBIX KJIHOYEH ICKTPOHHOH MOANHCH Bee
nocnenywomue Jlokymedtsl, noanucanusie 3Tod [IDIL He cumTarOTCs NOANHCAHHBIMM  HAUICHKALIHM
00pa3oM, T.e.IOAMACHI0, PABHO3HAYHOM COOCTBEHHOPYUYHOM.

6. JakouNTe IbHDbIe MOT0KeHHSsI

6.1. Hactosmiee [lonoxkenue BCTyliaeT B CHITY C AaThl YTBEP/KIACHHUA.

6.2. Tekct Ilonokenuss pasmemaercs B MC. Crnoco6 noctyma K akTyaisHol Bepenn [losowenns
OMHCHIBAETCS B MONB30BATEIbCKON JoKyMeHTaunu K MC.

6.3. Texct [TonoxkeHNs XpaHUTCA y ¥ NPEAOCTABIACTCS COTPY/AHAKaM OpraHi3aliiy Mo 3anpocy.

6.4. Jlokymentsl., cosnanasie B MC u moanucannbie I1DI1 B cOOTBETCTBHH C HACTOAIINM [Tonoxkenuem.
IPH3HAIOTCS IOPUIMYECKH 3HAYUMBIMH € JaThl YTBepKIeHHs [lomomkeHusL.



