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1. O0mee moJioxkeHne
1.1. Hacrosimee IlonoxkeHue 00 UCMONB30BAHUM MPOCTOM 3JIEKTPOHHOW MOJNUCU (Janee —
[TonoxkeHne) SBISETCS JIOKATHHBIM HOPMATHUBHBIM aKTOM MYHHIIMITALHOTO OOIKETHOTO
JIOIIKOJIBHOTO  00pa30BaTENbHOTO YUYPEKJEHUs JETCKOM caJl KOMOMHHUPOBAaHHOTO BH[A
c.Kurbaeso (manee - MBJIOVY nerckuii cag c.KurbaeBo) u omnpenensier mopsaoK U yCIOBUS
3aBepenus corpynaukamu MBJIOY nerckwmii cam c.KurGaeBo 37€KTPOHHBIX JTOKYMEHTOB B
uH(popMaMOHHBIX cucteMax (nanee — MC) ¢ mpuMeHeHHeM MPOCTON AIIEKTPOHHOU MOATHCH
(manmee —I1211).
1.2. TIDIl wucnomb3yercs, Korma He TpeOyeTcss WCHOIb30BaHUE KBATU(DHUIIMPOBAHHOMN
3JIEKTPOHHOU MOIIUCH.
1.3. Peanuzanmst onpenesneHHbIX HAacToAmWMM [lonokeHuemM ycCaoBUN NPUMEHEHUS IPOCTOU
AJIEKTPOHHOM MOAMHCH OOecredyuBaeT MpUIaHUE FOPUAWYECKUH CHUJIBI  BHYTPEHHUM
nokymentroM MBJIOY  nerckuit cax c.Kurbaeso B MC, TpeOyromuMm JTUYHOW IOIIHCH
COTPYJIHUKA U ONEpPaLUsiIM C HUMHU.
1.4, Hamuuue IIDII oOecneynBaeT BHYTPEHHUM  3JEKTPOHHBIM  JOKYMEHTaM B
MH(OPMAIIMOHHBIX CUCTEMAX:
- IOJIJTUHHOCTH;
- LIETTIOCTHOCTh — JJOKYMEHT HE MOKET OBITh U3MEHEH MOCJE MOAIUCAHUS.
1.5. Jokyment, noanuceiBaemslii [I311 u UC gonoskeH ObITh B HE peakTupyeMoM (hopmare.
1.6. Ins noanucaHus 3JIEKTPOHHBIX JOKyMeHTOB B MC ucnonbp3yercst mpocTasi 3l1eKTpOHHas
noanuch — wuHGOpPMAIMS B IJIEKTPOHHOM ¢opMe, KOTOopas TMPUCOEIWHEHA K JPYyroi
uH(popMalMM B DJIEKTPOHHOW (opme (moanuceiBaeMoi HHQOpPMAIMHM, JTOKYMEHTHl B
AJIIEKTPOHHOM BHJI€) WM WHBIM 00pa3oM CBsi3aHHasg ¢ Takod WHQoOpMamme u KoTtopas
MCIIOJIb3YETCS I ONpeieTICHUs JIUIIA, TIOIMMChIBAIOLIET0 HH(POPMAIIHIO.
1.7. B xauectBe myOnuuHOi yactu kiroua [IDI1 ncnonwb3yeTcss yHUKadbHOE UMsS YyYETHOU
3amMcH, MpUMEpPHOE Uil aBTopu3anuu nojis3zoBatens B C. B kadecTBe KOHPUAECHIMATBHON
yacTu kiroua [I9I1 ucnons3yercsa naponb K y4eTHOU 3aIUCH.
1.8. MsroroBienue (reHepanuio), Bbigauy u peructpauuto B UC ykazanuwix B 1m.1.7. umeH
MOJIb30BaTENEH U MapoJiei OCYIIECTBISET OTBETCTBEHHBIN COTPYIHUK (aamuHuctpatop) UC.
1.9. TTaponb nonb3oBatenst MC MoxkeT ObITh U3MEHEH €ro BiIaebleM B 000 MOMEHT TOCie
apropuzaunu B UC. PexoMeH1yeTcss '3BMEHATh apoJjib HE pexe OJTHOIO pa3a B Tpu Mecsua. s
CHIDKEHMSI pUCKa 10J100pa NapoJis U HECAHKIMOHUPOBAHHOTO MCIIOJIb30BaHUS APYTUM JHUIIOM
KJIFOYa 3JIEKTPOHHOMW MOANMCH PEKOMEHAYETCS HE 3a1aBaTh IapOJIH, UCIIOIb30BAaHHBIE paHee.



2. TepMmunbl 1 onipeaeieHust

B nannowm IlonoxeHnM UCIIONB3YIOTCS CIAEAYIOINE TEPMUHBI U UX ONPECICHUS:
2.1. Bnadeney npocmoiui 3znekmponnou noonucu - corpyaHuk MBJIOY nerckmii cap
c.Kur6aeBo, HajeleHHBII MOJIHOMOYHUSMU TOJMUCH JOKYMEHTOB, HCIOJB3YIOIUNA HUMS
MI0JIB30BATENS U Napoiib 15 apropusanuu B UC;
2.2. Snekmponnwiit 0okymenm (nanee - JJokyMeHT) - TOKYMEHT OAHOTO U3 HE PETaKTUPYEMbIX
TUTNIOB JOKYMEHTOB, CO3JaHHBIH B DJEKTPOHHOHW (OpMEe W TOANHCAHHBIA 3JIEKTPOHHOM
MOAMHUCKHIO COTPYTHUKA;
2.3. Knawu 231eKmpoHHOU noOnucu - YHUKaJIbHAsg TOCJIEAOBATEIbHOCTh CHMBOJIOB,
npeAHa3HauYeHHAs 1JIs MOATBEPKACHUS ¢ ucnonbzoBanrem cpeacts UC nognuuanoctu 11911
2.4. IIpocmasa nekmponunaa noonucev (II311) - uadopmarus B snekrpornnort popme B UC,
BO3HHUKAIOIIAs B MOMEHT BBITIOJIHEHUS BJIAACIbIIEM DSJICKTPOHHOW TOAMUCH KOMAaHJbI
noanucanusa Jlokymenta B umHTepdeiice MC, moaTBepkmaromias MoJIMHHOCTh JlokymeHTa
u/umn akT oznakomieHus Bianenbia [19I1 ¢ JlokymeHTOM, KOTOpasi B3aMMHO OJHO3HAYHO
cBs3bIBaeTCs ¢ JJokyMEHTOM U BIaJeIbIeM MOITUCH;
2.5. HImamn II3II - Bu3yanbHas oTMETKA 00 3JIEKTPOHHOM MOJITUCH, BKIIIOYAOIAsl PEKBU3UTHI
[1211, xotopasi aBTOoMaTH4ecku co3maercs cpeactBamMu MC mpu OTKpHITHH (BU3YyalTH3aIvn)
nokymenrta, noanucannoro IIDII, B wunHTepdeiice HC; Bpems dopmupoBanus [1911
oTOOpaXkaeTcs B ITAMIIE [0 YaCOBOMY Mosicy nosb3oBarens UC.

2. ObecnevyeHne WPUANYECKON CUJIBI BHYyTPEHHHUX 3JI€KTPOHHBIX JIOKYMEHTOB
3.1. XKuznennsiii nukn okymenta B UC Bkito4aeT: co3gaHue U Mpoure AEHUCTBUS MO €ro
o0OpaboTke, oTpaxkeHue B ydete, a Takke xpaHeHue B C. C obecrieunBaeT perucrpamuio
neicTBuil moab3oBareneil ¢ JJokymeHToM (JIOrMpoBaHUE) B TEUEHUE KU3HEHHOTO IUKIIA.
3.2. Bce Buamemsusl [I3I1 mpusnator paBHO3HauHOCTH cBoeil IIDI1 cobcTtBeHHOpYUYHOM
MOJINKCH HAa OYMaKHOM HOCHUTEIIE.
3.3. Coznanue 11911 B UC nHuImupyeTcs COOTBETCTBYIOIINM JieiicTBUEM Biajenbia 1911, T.e.
HE BBITIOTHAETCSI aBTOMATHYECKH WJIM HE3aMeTHO Jijist Biajenbiia [1911.
3.4. Tlonnomouus Bnazaensiia 1311, noanucaBmero JIokyMeHT, HOATBEPKIAIOTCS B MOMEHT
noanucanusa Jlokymenta B IC aBTOMaTHYECKH MO MOJOKHUTEIBHOMY PE3YJIbTAaTy CIEAYIOIINX
MIPOBEPOK:
COOTBETCTBYIOILIUI M10JIb30BaTelNb aBTopru3oBaH B UC,
COOTBETCTBYIOIIMM KIIFOY JJIEKTPOHHOW IIOJANKMCH BKJIIOYEH B PEECTP BBIIAHHBIX KIIOUYEH
AJIEKTPOHHOU MOJIMUCH,
COOTBETCTBYIOIIUN KJTIOU 3JIEKTPOHHOHN MOJIMUCH OTCYTCTBYET B pEEeCTPE OTO3BAHHBIX KITHOUEH
AJIEKTPOHHOW MOJIUCH.
3.5. Bpewms popmupoBanus 37eKTpOoHHON noanucu ¢pukcupyetcs cpeactsamu HUC.
3.6. BHyTpeHHHE 3JIEKTpOHHBIE NOKyMeHTbI, noanucanHeie 11311, npusnarorcs B MB/IOY
netckuit cag c.KurGaeBo paBHBIMH 1O IOPUIUYECKON CHIIE JOKYMEHTaM Ha OyMaKHBIX
HOCHTENISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOH TMOAMKCHIO, 32 HCKIIOUYEHUEM CIIy4aeB
HEO0OXOUMOCTH MCIOJIb30BaHUSI KBATU(DUITUPOBAHHOM 3JIEKTPOHHON MOAMKUCH B COOTBETCTBUU
C 3aKOHOJATENbCTBOM PD.
3.7. Tlonb3oBarenu MC mnpusnaror, yto Buzyanuzauus mramna [I19I1 npu nemoncTpanuu
Hoxymenta B uHTepdeiice UC, BeimonmnenHas cpenctBamu MC, sBisieTcss HEOCHOPUMBIM
MOATBEpXKACHHEM (hakTa TOAMHCAHUS JOKYMEHTa COOTBETCTBYHOIIMM BhagenbieM [IOI1
(MOUTMHHOCTH ¥ HEOTPEKAEMOCTb ).
3.8.  XpaneHue J[OKyMEHTOB OCYIIECTBJISETCA NMyTEM 3allUCU CBeIEeHHM O J[okyMeHTax B
apXHB JIEKTPOHHBIX JTOKYMEHTOB, KOTOPBIN sBIIseTcs yacTbio MC.
3.9. MBJOY nerckuii can c.Kurbaero odecrieunBaeT TEXHUYECKUMHU U OPraHU3aALMOHHBIMU
MEpaMHU 3alIUTy OT HECAHKIIMOHUPOBAHHOTO IOCTYTIA U MTPEeTHAMEPEHHOTO YHHUUTOXKESHUSI U/ UITH
HCKaXeHUs1 cBefeHuM o JlOKyMeHTax B apxuBe 3JEKTpOHHBIX AokymeHTOB MC, a Takxke



rapaHTUpyeT MOATBEPKIEHUE aBTOPCTBA JOKyMeHTa, noanucanHoro [1311 aBropa, B ToM uncie
IIyTEM YTBEPXKICHHUS IOMMEHHOIO OTPAHMYEHHOIO CIHCKA JIMI, MMEIOLIMX PpPacUIMPEHHbIE
(aZIMUHHCTpaTUBHBIE) ITpaBa JIOCTYIIA K apXHUBY 3JIEKTPOHHBIX JoKyMeHTOB VC.
3.10. Hoxymentsl xpaustcs B IC B Tom ¢opmaTe, B KOTOPOM OHU OBUTH CO3AHBI.
3.11. Komusi »JIEKTPOHHOTO JOKYMEHTa MOXKeT OBITh H3rOTOBJICHA (pacredaraHa) Ha
OoymaxxHoMm Hocutene cpernctBamu MC u 3aBepeHa COOCTBEHHOPYYHOW MOJMHUCHIO BlaJeiblla
[1DI1. Komust »MEeKTPOHHOTO MAOKyMEHTa Ha OyMaXHOM HOCHUTENEe [OJDKHA COAEpKaTb
BU3yanu3auuto mramna (mwramnoB) [19I1, moareepknaromiyto, yto opuruHan JloxkymeHTa
noxnucau [1OI1.
AYTEHTUYHOCTh JIEKTPOHHOTO JOKYMEHTa M €ro KONUU Ha OyMaXHOM HOCHTEJe
obecnieunBaetcs cpeactBamu VC.
3. [IpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTD BJIa/1eJIbIA JIEKTPOHHOM NMOANMCH
4.1. Baagenen [I31I1 umeer npaso:
oOpamiatbcsi K OTBETCTBEHHOMY 3a TeXHUYecKyto mnonaepxky WC mns aHHynIHpoBaHUS
(oT3bIBa), MPHUOCTAHOBKU (BO3OOHOBJICHMS) JEWUCTBHUS NPHUHAJICKAIIETO €My KIHYa
3JIEKTPOHHOM MOJIINCH;
B ClTydae HeOOXOJMMOCTH 3aMEHbI, BOCCTAHOBJICHUS KIJII0Ya DIEKTPOHHOMN MOANNUCH 0OpaTUTHCS
K OTBETCTBEHHOMY 3a TeXHHUECKYI0 moaaepxKy MC ¢ cooTBeTCTBYIOMIEH MPOCHOOii M MOTYYHUTh
HOBBIN KJIIOY 2JIEKTPOHHOM IOAINCH;
oOpamatbes k 3aBenyromemy MBJIOY nerckuii can c.KurGaeso mys pazdopa KOH(PIUKTHBIX
cuTyanuil (copoB), Bo3HUKawomux mnpu npumenennn 11311 B YIC.
4.2. Bnanenen I1911 o0s13an:
BECTU 00pabOTKYy BHYTPEHHUX 3JIEKTPOHHBIX JOKyMeHTOB B MIC B COOTBETCTBHM CO CBOMMH
JOJKHOCTHBIMH 00S3aHHOCTSIMH;
IIPUHUMAaTh BCE BO3MOXKHBIE MEpbl U1 TNPEJOTBPALCHUS HECAHKIMOHUPOBAHHOIO
WCIIOJIB30BAHMS CBOETO KIIF0YA DJIEKTPOHHOM MOIUCH;
HU IIPU KaKUX YCJIOBMSIX HE NIEpeaBaTh KIItOU AIEKTPOHHOW MOAMUCH IPYTHM JIMLAM;
IIPU KOMIIPOMETAIMK CBOETO KJII0Ya 3JIEKTPOHHOM MOJNMCH HE3aMEUINTENIbHO OOPAaTUTHCS K
OTBETCTBEHHOMY 3a TeXHMYeCKyr0 mnoanepxkky WMC i npHOCTaHOBKM — IEWCTBUSA
MIPUHAUIEKAILETO €My KIII04Ya AJIEKTPOHHOU IOIIHCH.
4.3. Bnapenen IIDIl HeceT NHMUYHYHO OTBETCTBEHHOCTH 3a COXPAaHHOCTb CBOEr0 KIKOYa
IEKTPOHHOW MOANKCH U €ro 3alUTy OT HECAHKIIMOHUPOBAHHOTO UCIIOJIb30BAHHUS.
4. TexnoJiorusi npumenenus cpeacrs 1311 B UC
5.1. lnsg npumenenus I1911 8 UC Bnagensmy IIDI1 HeoOxoammo aBTopm3oBatbes B MC ¢
MCTOJIb30BaHUEM TyOIMYHON M KOHpUACHINATbHOHN yacTe kiroua [1311 (ums nonp3oBaTens u
napois). [lognucanue JlokyMeHTa BBINONHSETCS MyTeM HaxkaTusi Ha kHomky "[loamucars" B
untepdeiice UC.
5.2. Uadopmanust 000 BceX BBIIAHHBIX MOJIB30BATENI0 KITFOYAaX JEKTPOHHOMW MOIICH, JaTax
MIOJIYYEHHUS U MIPEKpAIleHUs UX AercTBUs (M3bsTHs) XpaHuTca B IC nocTtosiHHO.
5.3. Ilpu mnpekpamenun y corpyaHuka MBJIOY nperckumii caxg c.KurGaeBo MOMTKHOCTHBIX
o0s13aHHOCTEH 110 00pa00TKe BHYTPEHHUX AJIEKTPOHHBIX JOKYMEHTOB ¢ ucnoib3oBanueM [1911
WIM TPU YBOJIBHEHMHM COTPYJHMKAa €ro KIHY BHOCHUTCA B PEECTP OTO3BAHHBIX KIHOYEH
NeKTpoHHOW noanucu. C MOMEHTa BHECEHHMS KJI04a B PEECTp OTO3BAHHBIX KIIIOUYEH
AJIEKTPOHHOW MOANUCU Bce mnociueayromme JlokyMeHTsl, moanucanueie stou [IOII, He
CUMTAIOTCSl IOANUCAHHBIMU HAJUIeXKallUM o00pa3oM, T.€. TMOJNHUCHIO, PaBHO3HAYHOU
COOCTBEHHOPYYHOM.
5. 3akiIr04MTeIbHOE M0JIOKEHH e
6.1. Hacrosmiee IlonokeHne BCTynaer B CUILy € JaThl yTBEPKIACHUS.
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