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ITos10:xeHHne 00 MCIOJIB30BAHMH NPOCTOMH 3JIEKTPOHHOM MOANMHUCH

JUISl BHYTPEHHET0 3JIEKTPOHHOI 0 10KYMEHT0060poTa

1.001mme 1onoxXeHu

1.1. Hacrosimee Ilonoxenue o0 MCNONBb30BaHUM IMPOCTOM 3JIEKTPOHHOM MOANMCH Ha caiite
I'ocee6 (manee — UIC) (nanee Ilonoxkenue) siBnsieTcs JIOKaIbHBIM HOpMaTUBHBIM akToM MKOY
«Bepxneuerkepckas HOII» u ompexnenser MmoOpsiiok M yCJIOBUS pabOThl COTPYIHUKOB C
JNEKTPOHHBIMU JoKyMeHTamMu B MC, HENoCpeACTBEHHO CBA3aHHBIMU C HUX TPYAOBOH
NeATEeILHOCTBIO, C TPUMEHEHUEM TTPOCTOM IeKTpoHHOM noanucu (nanee-I11911).

1.2. Y4yacTHHMKaMH 3JEKTPOHHOTO B3aUMOJCHCTBUS HA YCJIOBHSX, ONPEACICHHBIX HACTOSIINM
[onoxenueM, SBIAIOTCA CcOTpyAHUKH OpraHu3anuy, THOANHCABIIME YBeIOMIICHHE 00
o3HakomsieHun ¢ Ilomoxxennem. Ilonmucanune corpygHukoM OpraHuzanuu YBeIOMIIEHUS
PAaBHO3HAYHO TPHUCOCAMHEHUIO K COTJIAIICHUI0O 00 YYacTHH BO BHYTPEHHEM JJIECKTPOHHOM
JTOKyMeHTooOopoTe ¢ wucnons3oBanueM [IDI1 Ha ycmoBusx Hactosmero IlomoxkeHust B
COOTBETCTBUH cO cT.428 ['paxknanckoro koaekca PO («/loroBop npucoenHeHUs ).

1.3. Peanuzamus omnpeaeneHHbIx HacTosmuM [lonokeHueM YCIOBUI NPUMEHEHHS MPOCTOM
9JMIEKTPOHHOW  TMOANMCH  oOecreynBaeT TNPUAAHHWE IOPHIMYECKON CHIBI  BHYTPEHHUM
ANEeKTPOHHBIM AokyMeHTaM Opranuzanuu B UC, TpeOyrommM JUYHOM MOANKUCH COTPYIHUKA, U
orepanusiM ¢ HUM.

1.4. Hannuue [1311 oOecrieunBaeT BHYTPEHHUM AJIEKTPOHHBIM J0KyMeHTaM B C:
- IOINIMHHOCTH-TIOJITBEPKICHUE aBTOPCTBA JIOKYMEHTA;

- EJIOCTHOCTh-IOKYMEHT HE MOXKET OBITh M3MEHEH NOCJIE MOIHCAHNS;

- HE OTpHIIAaHUE aBTOPCTBA (HEOTPEKAEMOCTBH)

— aBTOp HE MOXKET OTKA3aThCsl OT CBOEH MOAMMCH.

1.5. lna nmoanucaHus 31€KTPOHHBIX AokyMeHTOB B MC wucnonb3yercs mpocTasi 3JIEKTPOHHAs
MOJITUCH - WHPOPMAIIHS B SJICKTPOHHOU (opMe, KOTopasi MPUCOSAMHEHA K APYrol nHpOopMaIiu
B DJIEKTPOHHOH (hopMe (IOAMUCHIBAEMON MH(POPMALINH, TOKYMEHTY B 3JIEKTPOHHOM BHUJE) WA
WHBIM 00pa30M CBsI3aHHAs ¢ TaKoW MH(pOpMaIMel, ¥ KOTopask MCIOJIb3YETCs Il OTPECIICHHUS
JIU1IA, TIOJIMTUCHIBAIOIIETO HH(OPMAITHIO.



1.6. B xauectBe myOnmuHoil yactu kiroda [IDI1 mcnonp3yercss yHUKadbHOE UMS YYETHOM
3anMcH, IpUMeHseMoe JIJIs aBTopu3anuu noib3osatens B UC. B kauecTBe koHPUIEHINATBHON
yactu kimoua [1911 ucnons3yercs naposib K y4ETHOM 3aIIUCH.

1.7. UsrotoBnenue (reHepanuio), Bbinady u peructpauuto B MC yka3aHHbIX B 1.1.6 nMeH
TOJTK30BATEJIEH M TIApOJIeii OCYIIECTBIISIET OTBETCTBEHHBIN 3a TeXHHUECKYIO moaaepkky MC).

1.8. IMapons mons3zoBarenss UC mMoxeT ObITh H3MEHEH €ro BIaJebIeM B JIFOOOW MOMEHT IOCTIE
aBropusanuu B C. PekoMeHyeTcs U3MEHSITh Mapolib He PeXe OHOTO paza B TpU Mecsia. J{is
CHW)KCHHS PHCKa MOAOOpa Mapojs M HECAaHKIMOHHPOBAHHOTO WCIOJIL30BAHUS JIPYTUM JIUIIOM
KJTF0Ya JIEKTPOHHOM MOAIICH PEKOMEHIYEeTCS HE 3a]1aBaTh MapOJIv, UCIIOIh30BaHHBIC paHEe.

2. TepMHHBI ¥ OIIPEIETICHUS
B nannoM [loso)keHnN UCTIOIB3YIOTCS CIENYIOINE TEPMUHBI U UX ONIPEIEICHUS:

2.1. Brmanmenen mpoCTOW SIEKTPOHHOW MOAMUCU — COTPyAHUK OpraHu3anuu, MOIAMHCABIIAN
VYBenomienue o0 O3HAKOMJIEHHHM C HacTosmuM [lojoKeHHeM W HWCIONB3YIONUH  UMSs
TOJIK30BATENS U Apoib i apropusanuu B VC;

2.2. BHyTpeHHUH 3JIEKTPOHHBIN TOKYMEHT (fanee-J{oKkyMeHT) — TOKyMeHT, co3aanHblii B IC B
JIEKTPOHHON (opMe M MOIMMCAHHBINA JIEKTPOHHOM IMOAMUCHI0 COTPYAHMKA (IEKTPOHHBIMU
MOANUCAMHU COTPYIHUKOB) OpraHu3anuu;

2.3. Kirou DBIeKTpOHHOW TMOJANHWCHM — YHHUKaJdbHAs MOCJIEAOBAaTEIbHOCTh CHUMBOJIOB,
npeaHa3HaueHHas i1 MOATBEpKAeHUsl ¢ ucnonb3zoBanueMm cpencts UC nommuunoctu 11011 B

JloxyMeHTe;

2.4. PeecTp BBITAHHBIX KIIOUYEH OSIEKTPOHHOW momanucu — xpavsmamiics B MC crnmcok
YHUKAJIBHBIX I0CIEJOBATEIBHOCTEH CHMBOJIOB, COJACPKALIUXCS B JaHHBIX IIOJIb30BATEISAM
MMEHaX YYETHBIX 3allUCeH U MapoiIix;

2.5. Peectp OTO3BaHHBIX KY€ 3JEKTpPOHHOW mnoanucu — Xxpandwmuics B MC cnucok
nosib3oBareneil MC, y KOTOpBIX KIIOYM 3JEKTPOHHOM MOJANKUCH K MOMEHTY OOpamieHus K
JAHHOMY peecTpy ObUIM OTMEUEHBI KaK HeJeHCTBUTENbHBIE;

2.6. Ilpoctas snexkrponHas noamnuck (II2I1) — mnpopmauus B snmexktpoHHoit ¢gopme B UC,
BO3HHUKAIOMIass B MOMEHT BBIMIOJIHEHUS BJIAJEIBIIEM JJICKTPOHHOW TOANMCH KOMAaHIIbI
nonnucanus Jlokymenra B unrepdeiice UC, monreepxaaronas NoAIMHHOCTD JJokyMeHTa n/nunu
¢dakt o3HakomiueHus Buagensua IIDI1 ¢ JlokymeHToM, KoTOpas B3aMMHO OJHO3HAYHO
CBSI3bIBaeTCS C JIOKYMEHTOM U BIIAJIEINIBIIEM TTOJIITUCH;

2.7. Wramn II3I1 — BusyaneHast 0OTMETKa 00 3JIEKTPOHHOM MOAMUCH, BKIIOYAIOIIAs PEKBU3HTHI
[I01I1, xotopass aBToMaTtMuecku cozfaercs cpeactBamu MC mpu OTKpHITUM (BH3yanu3anus)
nokyMmeHTta, mnoxnucanHoro I[IOII, B wuHrepdeiice WC; Bpems ¢dopmupoBanus 1911
oTtoOpakaeTcs B IITaMIIe 10 YaCOBOMY M0siCy mosb3oBatess UC;

2.8. O0paboTKa AJIEKTPOHHOTO JOKyMEHTa — JeicTBusi mosib3oBareist MC ¢ 3IeKTpOHHBIM
nokymeHtom cpeacteamu MC, Bkioudas, HO HE OrpaHUYMBAsACh: CO3JaHUE, IIPOBEpKa,
noarucanue [1311, mapopmupoBanue apyroro mosib3oparens C o 1okymMeHTe, TOATBEPKICHUE
MOJTyYeHUs, O3HAKOMIICHHUE, CO3/IaHUE KOUU Ha OyMa)KHOM HOCHUTENE, OTKIOHEHUE, YAaleHUE.

3.00ecmeuenue IOpHHHqGCKOﬁ CHJIbl BHYTPECHHUX 3JICKTPOHHBIX JOKYMCHTOB



3.1. XKuznennsiii nukn JJoxkymenta B MC Bkirodaer: cozlaHue W MpOYHE ACUCTBUS IO €ro
o0paboTke, oTpaxkeHne B ydere, a Takxke xpanenne B MC. MC obecneumBaeT perucTparuio
NeicTBU monb3oBarenei ¢ JJokyMeHTOM (JJOTUpOBaHUE) B TEUCHUH KU3HEHHOTO IIMKIIA.

3.2. Bce Bmagensusl IIDI1 mpusnaioT paBHO3HauHOCTH cBoedl [IDI1 coOcTBeHHO pydHOM
MOANUCH Ha OyMa)kKHOM HOCHUTEJIE.

3.3 Coznmanme [1311 B UC mHUIIMUpYETCS COOTBETCTBYIOIIMM AeicTBUeM Bianenbia [1911, T.e.
HEC BBIITOJIHACTCA aBTOMAaTUYCCKU UJIX HE3aMCTHO JIsI BjaJdciblia.

3.4.Ilonnomounst Binanensua [IDI1, moamucaBmero J[OKyMEHT, MOATBEPXKAAIOTCI B MOMEHT
noanucanus Jlokymenta B MIC aBTOMaTH4eCKH MO MOJOKUTEIHLHOMY PE3yJbTaTy CIEIYIOIINUX
IIPOBEPOK:

- COOTBETCTBYIOIINI 110JIb30BaTeNb aBTOpu30BaH B 1C,

- COOTBETCTBYIOLIUN KJIIOY DJIEKTPOHHOM IOJIMCH BKIIOYEH B PEECTP BBIAAHHBIX KIIOYEH
JJIEKTPOHHOM IOJITUCH,

- COOTBETCTBYIOUIUH KJIHOY 3JEKTPOHHOU MOAMMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
3JIEKTPOHHOW MOJIIHUCH.

3.5. Bpems QopmupoBaHus 31eKTpoHHOW monmucu Qurcupyercst cpeacrBamu HMC 1o
rpunBuyuckomy Bpemenu (UTCH).

3.6. BHyTpeHHHUE 3JIEKTPOHHBIC TOKYMEHTHI, moanucanubie [1311, npusHatoTes B OpraHu3anuu
PaBHBIMHA 110 IOpHI[H‘IeCKOﬁ CHJIC MJOKYMCHTaM Ha 6YMa)KHI)IX HOCUTCIIIX, 3aBCPCHHBIMU
COOCTBEHHOPYYHOU MOJATMHUCHIO.

3.7. Ilonb3oBarenu HWC npusHaror, 4yro Busyanusanus mramna [IOI1 mpu nemonctpanumn
Hoxymenta B wuHTepdeiice MC, BemosnenHas cpeactBamu HC, sBIseTcs HEOCTIOPUMBIM
MOJTBEPXKAeHUEM (aKTa TOAMUCAHUS JIOKYMEHTa COOTBETCTBYIOUIMM Bhaaenbiem [I1911
(MOATMHHOCTD U HEOTPEKAEMOCTB).

3.8. Xpanenue JIoKyMEHTOB OCYIIECTBISIETCS IIyTEM 3aIllMCU CBeACHUN O JIokyMeHTax B apXuB
3JIEKTPOHHBIX JIOKYMEHTOB, KOTOPBIH siBNisgeTcs yacTbio MC.

3.9. Opranmsanus oOecrieyMBaeT TEXHUYECKMMU M OPraHU3allMOHHBIMH MEpaMH 3allUuTy OT
HECaHKIIMOHUPOBAHHOTO JIOCTyNla M MPEeJIHAMEPEHHOI0 YHUYTOXKEHUS W/WIN HCKaXEeHUs
cBefeHN o JlokymMeHTax B apxuBe 3JIEKTPOHHBIX NokyMeHToB MC, a Takxke rapantupyer
MOATBEPXK/IEHUE aBTOPCTBA JOKyMeHTa, noamnucanHoro IIDII aBropa, B ToM uucie myrem
YTBEPKACHHUS  NOMMEHHOTO  OTPaHUMYEHHOIO0  CIIACKA  JIMI, HWMEKIUX  PACIIUPEHHE
(aZIMMHHCTpATHUBHBIE) [TpaBa JA0CTYIA K apXUBY IEKTPOHHBIX 1oKymMeHTOB HC.

3.10. Jdoxymentsl xpansitcsi B IC B Tom (opmaTte, B KOTOpOM OHH ObUIH co3naHbl. Cpok
xpaHeHUs J[oKyMeHTOB M cBeieHUH O JloKkyMeHTax He MOXeT ObITb MeHee 3 (Tpex) JIeT U
OTIpeNIeNAeTCS B COOTBETCTBHH C JIOKQJTBHBIMA HOPMATUBHBIMU akTamu OpraHu3aliyd WIH ee
CTPYKTYPHBIX IIOJIPA3/ICIICHUN.

3.11. Konust 3J1IeKTpOHHOIO TOKYMEHTa MOXET ObITh M3rOTOBJIEHA (paclieyaTtaHa) Ha OyMa)KHOM
Hocutene cpencrBamu MC u 3aBepeHa cOOCTBEHHOpPYUYHOH moamuchio Bianenbia 1911 audo
YJieHaMH KOMHCCHH, BKIIIOYArOIIEel B ce0sd Kak MUHHUMYM pyKoBoauTenss OpraHu3aiuy U JIMIO,
UMEIOIlee pacIIMpeHHble (aJIMUHHCTPATUBHBIE) IIpaBa JOCTyNa K apXWBY 3JEKTPOHHBIX
nokymenToB MC. Komnust 371€KTpOHHOT0 JOKYyMEHTa Ha OyMa)KHOM HOCHUTEJNE JI0JKHA COIEPKATh
BU3yanuzanuio mramna (mramnos) [IOII, nmoareepxknaromtyro, 4ro opuruHan JlokymeHTa



noanucad [IDIl. AyTeHTHYHOCTH SJIEKTPOHHOTO JOKYMEHTa W €ro KONMUU Ha OYyMa)KHOM
Hocutene obecnieunBaeTcs cpeacreamu VC.

4. IIpaBa, 00513aHHOCTH U OTBETCTBEHHOCTb BJIAJI€JIblIa AIEKTPOHHON MOAIMUCH
4.1. Bnagenen 1911 umeer nmpaso:

- oOpamathcsi kK OTBETCTBEHHOMY 3a TeXHWYECKyr mojaepxkky MC s aHHYIHpOBaHHS
(oT3bIBa), TPHOCTAHOBKU (BO3OOHOBIEHUS) JEHCTBUS MPUHAMJIEKAIIETO €My KIIoda
3JIEKTPOHHOU MOJIITHUCH;

- B Ciy4yae HEOOXOJMMOCTH 3aMEHbl, BOCCTAHOBJEHHUS KJIIOYa JJIEKTPOHHOM IOIIUCH
obOpamatecss kK OTBETCTBEHHOMY 3a TeXHHYecKyl monnaepkky HMC ¢ cooTBeTcTBYrOMICH
MPOCHOOH 1 TOIYYHTHh HOBBIN KITFOY JICKTPOHHOM MOAIUCH;

- oOpamarbest K pyKoBoACTBY OpraHuzauuu s pazdopa KOHQIMKTHBIX CUTyalMi (CIOPOB),
BO3HUKaromux npu npuMenenuu 11911 B UC.

4.2. Bnaneneu [1211 00s13aH:

-BecTH 00pabOTKYy BHYTPEHHHX JJIEKTPOHHBIX TOKyMEHTOB B MIC B COOTBETCTBHUU CO CBOMMU
JOJIKHOCTHBIMU 00S13aHHOCTSIMU;

- IPpUHHUMAaTb BCE€ BO3MOXHBIC MCPbI A MNOPCAOTBPALICHHUA HCECAHKIHUOHUPOBAHHOI'O
HUCIIOJIB30BaHHA CBOCTO KII04Ya BHGKTpOHHOﬁ IIOJIINCH,

- HY IIpY KAKUX YCJIOBUSAX HE IEPEIaBaTh KIKY 3JICKTPOHHOMN MOAINUCH IPYTUM JIMLIAM;

- IpU KOMIICHCALIMU CBOETO KJIH0Ya 3JIEKTPOHHOM MOJANHCH HE3aMEUIUTENIbHO OOpaTUThCS K
OtBeTcTBEHHOMY 3a TexHHuYeckyro mnoaaepxkky WMC s NOpuUOCTAHOBKM — JI€UCTBUSA
MIPUHAUIEKAIIETO EMY KJIF04a AIEKTPOHHOU MOAIHUCH.

4.3. Bmangenen IIDII Hecer nMuYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTb CBOEr0 KJIIOYa
AJIEKTPOHHOM TTOAIUCH U €r0 3alIUTy OT HECAHKIIHOHUPOBAHHOTO MCIIOIB30BAHMS.

5. Texnonorus npumenenus cpeacts 11211 B IC

5.1. Ona npumenenus [IDI1 B MC Bmanmensiy II3I1 meoOxomumo aBropuszoBatbes B UC ¢
WCTIOJIB30BaHUEM MTyOIMYHON U KOH(UACHINANBHONW yacTeil kimroua [1D11 (mMs monms3oBatens u
napoib). [loanucanue JlokymeHTa BBIMIOJHSAETCS MyTeM Haxatus Ha KHoOmnky «lloammcate» B
unrepdeiice MC.

5.2. Undopmanms 060 BceX BBIJAHHBIX IOJB30BATENIO KIIOYAX AJICKTPOHHON MOAIMMCH, JaTax
IIOJIyYEHUS U NPEKPAIICHNs UX AelcTBUsA (M3bATH) XpaHarcs B MC nocTosiHHO.

5.3. Ilpu npekpamennu y coTpyanuka OpraHuzanud AODKHOCTHBIX OO0S3aHHOCTEH IO
00paboTKe BHYTPEHHHUX IOKYMEHTOB C Hcronb3oBanueM 1211 nnu yBoabHEHMIA COTPYIHUKA €TO
KJIFOY BHOCHUTCSI B PEECTP OTO3BAHHBIX KIIIOUEH 3JIEKTpOHHOU moanucu OTBETCTBEHHBIM 3a
texHuueckytro nopaepxkky MC. C MomeHTa BHECEHHUs KIl0Ua B PEECTpP OTO3BAHHBIX KIIIOUYEH
9JICKTPOHHOW TONMUCH Bce mocheayrommue JlokymeHTsl, momanucanueie stoit [IDI1, He
CUMTAIOTCS  TOJNUCAHHBIMH  HaJIeKamuM  o0pa3oMm, T.e. TOMANKUCHI0, PaBHO3HAYHOUN
COOCTBEHHOPYYHOM.

6.3aKIII0YUTEIIBHBIE TTOJIOKEHUS

6.1. Hactostiee IlonoxeHne BCTynmaeT B CHITy C 1aThl YTBEPKACHUS.



6.2. Tekct ITonoxxenus pasmentaercs B UC. Croco6 noctyna k akTyainbHOH Bepcuu Ilonoxenus
OIMCHIBAETCS B MOJIb30BaTENIbCKON JoKyMeHTaruu K 1C.

6.3. Joxymentsl, cozmanabie B MC u moamucanusle [I3I1 B coOTBETCTBHM C HACTOSIIUM
I0JIOKEHHUEM, TIPU3HAIOTCS FOPUANYECKH 3HAYUMBIMHU € JaThl yTBepkaeHus [lonoxxeHns.
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