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Tlonoxenne 06 HEMONBL30BAHMA IIPOCTOH K TPOHHOMN MOANHCH-11A BHY TPEHHEr0 31eKTPOHHOTO
MOKYMEHT0000poTa B yUpeKAeHAAX MOJABEI0OMCTBEeHHLIX YIPABICHHI0 00PA30BAHKA AAMUHHCTPALH
ropoga MuHycHHCKA

1.00mue monoxenus

1.1. Hacrosamee IlonoxeHue 06 HCHONB30BaHEM IIPOCTOH JIEKTPOHHOM MOANIHCH B MHOOPMAIMOHHOM
cucreme (aajnee - MC) B yapexneHIsIX TOABENOMCTBEHHBIX yIIpaBleHnIo oOpazoBanus (nanee - [lonoxerne)
ABICTCS JIOKAIGHBIM HOPMATHUBHEIM AKTOM YHPESXKICHHA W ONpedeldeT MOpANOK H YCIOBHA paboOTHI
COTPYIHUKOB C JJIEKTPOHHBIMH JokyMeHTamMH B MC, HemocpeaCTBEHHO CBS3aHHBIMH C WX TpPYAOBROH
NesATeNbHOCTRIO, C IPUMEHEHHEM IIDOCTOH 3MeKTpoHHOHN noanuck {(Aanee - ITIIT).

1.2. Y4acTHVKaMH 3IEKTPOHHOTO B3aMMONCHCTBIS Ha YCIOBUAX, OIpeNeIeHHBIX HacTosuuaM [TonokenuneM,
ABJMIOTCS COTPYNHUKH y9YpeKIeHHUs, NOANMCABINMe YBeAoMicHue o6 o3HakommeHun ¢ IlonmoxeHueM.
Obpazenr VeemomneHds npusenaes B Ilpmnoxenums Ne 2 K mHacrosmemy Ilonoxkemmo. Iloamucanme
COTPYZHHKOM YUPEXNCHAA YBEIOMIEHHS PaBHO3HAYHO NPHCOSIWHCHAIO K COINIAIICHMI0 00 yd4acTHH BO
BHYTPEHHEM 3IEKTPOHHOM HOOKyMeHTooOopore ¢ wmcmoib3oBammeM IIOIl Ha ycnoBMSX HacToALero
Ionosxenns B cooTeTcTBHH co cT. 428 Ipaxnanckoro koxexkca P@® ("doropop npucoenuueHus”).

1.3. Peanusanus OnpeNeneHHBIX HACTOAIMUM IIOJOXKEHMEM YCIOBHH MPUMEHEHMsS TIPOCTOM 3NEKTPOHHOM
MOOOHCH O0eCHedMBacT INpHAAHWE OPUIAYSCKOW CHIBI BHYTPSHHHM S3IEKTPOHHBIM —TOKYMEHTaM
yupesxzenus B VIC, TpeGyromumM IUYHOM NOIIUCH COTPYIHHAKA, ¥ ONEPailHsM ¢ HUMH.

1.4. Hamwrume II3I1 oGecnequBaeT BHYTPEHHEM SJIEKTPOHHEIM JOKyMeHTaM B IC:

* HOONUHHOCMb - NOOMBEPICOEHUE ABMOPCIMEA OOKYMERMA, '

* YEIOCMHOCMb - OOKYMEHN He MOJCem Bbimb USMEHEH NOCTe ROONUCAHUS,

* He OMPpUYAnUe aemopcmea (HeompexaeMocmy) - ABMOP He MOJICEM OMKA3AMbCS O C60el NOONUCU.

1.5. Ina moamrcaHms SNeKTPOHHBIX AOKYMeHTOB B VIC HCIoNB3yeTes IpocTas

SNIEKTPOHHAS IONIMCE - HHGOpMAamus B 3NCKTPOHHOH ¢QopMe, Koropas DOpHCOeNUHEHA K JpYyroi
MH(QOPMAIAN B 3NEKTPOHKEOH dhopMme (OMIACHBaeMON HHPOPMAIHY, JOKYMEHTY B JIEKTPOHHOM BHIE) KU
HHBEIM 00pa3zoM CBs3aHHas ¢ Takol WHOoOpMamMel, ¥ KOTOpas WMCIONB3YeTCs MU ONpefieNeHMs NHIa,
IIOJIMHACEIBAIOITErO WHGOPMAIHIO.

1.6. B xadectBe mybmuumo#i wacTu Knowa IIOI] HCmoNb3yeTcs YHWKANEHOE MM YYETHOH 3allMCcH,
NMPUMEHAEMOE NI aBTOpH3ANUH monb3osatens B UC. B xavecTBe xoH(puIeHNManpHOM dactu xmoua 1311
HCIIONB3YETCS Napoilb K YIETHON 3allHCH.

1.7. YsroTorienre (remepanyio), Beiady u perucrpaumio B UC ykasandrix B 11.1.6 uMeH nons3oBateincit u
naponeii ocymecTriseT (mainee - OTBETCTBEHHEIN 3a TEXHHIECKYIO ToaaepxkKky VC).

1.8. IMapons moms3oBarens UC MoxeT GHITH H3MEHEH €T0 BIAAeNbIeM B JFOG0H MOMEHT TI0CIE aBRTOPH3AIANL
B UC. Pexomenayercs H3MEHATD AP0k HE PEXKE OMHOTO pasa B TpH Mecsana. [l cHrkeHus pucka noadopa
apoyii 4 HECAHKIAOHMPOBAHHOTO MCIONL30BAHMA IPYrHM JHIOM KJI09a SNEKTPOHHOH IOAIVMCH
pPEKOMEHYeTCs HE 3a/1aBaTh MApOiH, UCMONB30BAHHBIC PaHEe.

2. TepMrHEI B ONpeNETEHNS

B natrom TToI0Me A HCTIONB3YIOTCA CICAYIONINE TEPMAHE] X HX OIPENECIICHIS .

2.1. Bragenen npocTol 3IeKTPOHHON NOIKHCH - COTPYAHHK Oprasu3aiuy, NOAIACABIIUA YBeaoMiIenre 06
O3HAKOMJICHHH C HAacToAMAM [loNnoXKeHreM H HCIIOIBL3YIONTHH MM [IOJIE30BATENA M IapOJh AV ABTOPH3ALIH
B UC; '

2.2. BHYTPEHHHIA 3IeKTPOHHEIH AOKYMEHT (Hanee - JIOKyMeHT) - JOKYMEHT OJHOrO M3 THUIOB HNOKYMCHTOB,
npuBesicHHEIX B [Tpunoxenun 1 kx Hactosmemy Ilonoxenuto, cozmamusii B IC B 31exTpoHHOR dopMme u
TO/IWCAHHEN JIEKTPOHHOH NOANMCHLIO COTPYIHMKA (JJEKTPOHHBIMH  HOINMCAME  COTPY/HUKOB)
Opranusaiys;

2.3. KINOY SNEKTPOHHOM IOJNWCH - YHHKAJIGHAA MOCIECAOBATEIRHOCTE CAMBOJNIOB, NPENHASHAYEHHAS ML
NOATBEPKACHNA ¢ HCIIONB30BanueM cpefcTe HIC nommHnoCTA II311 B JJokyMeHTe;




2.4. peecTp BHUJAHHBIX KMIOYEH 3MeKTpoHHOM moamucy - xpaHamudics B MC cmucox YHHUKABHBIX
TOCHENOBATCIBHOCTEH CHMBOJIOB, CONESPKAIAXCA B BEIIAHHBIX MOJB30OBATE/NM HMEHAX YIETHEIX 3aMUceH ¥
[apoIsx; :

2.5. peecTp OTO3BAHHEIX KIFOUEH 3MIeKTPOHHOE moanucH - Xxpausmuiica 8 UC crucok nosesosareneit MC, v
KOTOPEIX KIIOUM 3JCKTPOHHOH IOAIHCH K MOMEHTY OOpamieHHs K JaHHOMY peecTpy ObUTH OTMEUEHHI Kak
HeAeHCTRHTEBHEIE,

2.6. mpocras anekrponHad moanuck (I1OI1) - madopManaa B snekTpouHo# (popme B VIC, Bo3EHKAIOmAA B
MOMEHT BBINONHEHH BAaAEIbIEM DIEKTPOHHOH MOATIHCH KoMaHAs! noanucanus JloxkymenTa B uarepdeiice
UC, noprep:nmaomas NOMIMHHOCTE JIOKyMeHTa H/HMA (akT oO3HAKOMJEHMS Biuajemsuna 11911 ¢
HoxymerTOM, KOTOpad B3aHMHO OZHO3HAYHO CBA3HIBACTCA ¢ JIOKYMEHTOM H BHafieNbleM IOIIHCH,

2.7. wramm I1911 - BusyaneHas oTMeTKa 06 3MEKTPOHHOM NONKCH, BIIFO9aoman peksusutsl [I211, koTopas
aBTOMaTH4eckn cosgaerca cpencTsaMu MC mpH OTKpEITHH (BURyalnM3aldH) JOKYMEHTA, MOAIHCAHHOIO
[I3II, B wartepdetice YIC; mpems dopmupoanus IIOI1 orobpaxkaeTca B INTaMIe TO YACOBOMY IIOSACY
nons3oparens UC;

2.8. oOpaboTka 3NEKTPOHHOrO MOKYMEHTA - nedcreua nosb3oparens UC ¢ 31eKTPOHHBIM JOKYMEHTOM
cpencteamu  MC, Bkmowas, HO He OrpaHMUMBAsCH: CO3JAHHE, IIpoOBEepKa, noxmucanue [1OT],
uH(opmEpoBanue Apyroro monszosarens UC o AOKyMeHTe, NOLTBEPACHHE NOJIYYEHHS, 03HAKOMICHHE,
CO37aHMe KONKMM Ha OyMaXXHOM HOCKTelIE, OTKIOHEHHE, yIAICHHUE.

3. Obecneqenne IOPHAHUCCKOR CHIIGI BHYTPEHHIX 3JEKTPOHHEIX IOKYMEHTOR

3.1. XKusnenneni mukn Jlokymenra B IC BKIFOUaeT: CO3N@HME M NpPOYHE JEHCTBHA 1O e€ro o6paborke,
OTpaXkeHHe B ydere, a Takxe xpanenue B UC. UC obecnieuwBaeTr perucTpanuio AelcTBHE TONB30BATENEH ¢
JlOKyMEHTOM (JIOTHPOBAHKE) B TEUCHHE WHAZHEHHOTO LIAKIIA.

3.2. Bee pnagempupr IIDI] npumsmaror paBHO3HauHOCTE cBoed IIOIT coGCTBEHHOPYHHOM NOANMCH Ha
OyMasKkHOM HOCHTENE.

3.3. Cosmamme [IOI1 B UC wmHMIMHpYeTCS COOTBETCTBYIOINEM neicTBHeM Bnagemena II9I1, T.e. He
BBHITIONTHAETCS ABTOMATHYECKH HIIM HE3aMETHO IS Bliaienbia.

3.4. Tlomromomma Bragensna [1011, momrmucasmero JIOKyMEHT, TOATBEPXAAIOTCS B MOMEHT TOATMCAHMS
HoxymenTa 8 IC aBTOMAaTH9ECKH 1O MOJIOKHATEIBHOMY Pe3ybTATY CIESAYIOIMX TIPOBEPOK:

* COOTBETCTBYIOIIMIA NONB30BaTeNb aBTopU3oBad B UC,

* COOTBETCTBYIOIHH KIIOYW 3JIEKTPOHHOH MOJNHCH BKMIOUEH B PEECTpP BHIIAHHBIX KIOYeH 3JIeKTPOHHOM
TIO/ITHCH,

* COOTBETCTBYIOIMH KINOY 3JEKTPOHHOH NOAIACH OTCYTCTBYET B PEECTPE OTO3BAHHEIX KIOYEH 2NEKTPOHHOM
HOJTIHCH.

3.5. Bpema dopMupoBaHAS S3NEKTPOHHON moAnuCH ¢ukcupyercs cpeacteamy WIC 10 TPUHBHYCKOMY
Bpemenu (UTCHO).

3.6. BAyTpeHHUe 2]IeKTPOHHBIE IOKYMEHTHI, epearciernse B [lepeune, npusenennoM B [Ipumoxenuu Ne 1
K Hacroamemy [lonoxenmo, nommucanasie 11511, mpusnaiores B Opranu3aiiuil paBHEIME 10 OPHAMIECKON
CHJIe JOKYMEHTaM Ha OyMaXKHEIX HOCHTENSX, 3aBEPEHHBIM COOCTBEHHOPYIHOM MOAIUCHIO,

3.7. llomezoBarenu VIC mpms3HaroT, 910 BH3yammszanusa mramma [IDI1 mpu memouctpammy JoKyMeHTa B
nuTepdeiice UC, BemonnerHas cpeacrsamd WC, sBisercs HEOCHOPUMEIM TIOATBEpKACHUEM (aKTa
TTOAMCAHUA JOKYMEHTa COOTBETCTBYIOIIMM BiamenbueM L1311 (HoanHAROCTE U HEOTPEKAEMOCTD).

3.8. Xpanenne JJoKyMEHTOB OCYILIECTBIAETCA IIyTEM 3allUCH CBeficHU 0 JIoKyMeHTaX B apXHB 3JIEKTPOHHBIX
JOKYMEHTOB, KOTOPEIH ABNIsAeTcs YacTei0 VC.

39. Oprasuwsamus ofecnedWBaeT TEXHUYECKMMH M OpPTaHM3AI[MOHHEIMH  MEpaMH 3allMTy OT
HECAHKNWOHMPOBAHHOTO MOCTYNAa M TIpeAHAMEPEHHOIO YHUYTOXEHHS W/HIM HMCKAKEHHsA CBENCHMH O
HoxyMeHTax B apxWBe JIEKTPOHHBIX IokyMeHToB MIC, a Taioke rapaHTHpYeT NOATBEPIKACHHE aBTOPCTBA
JoxymeHTa, noanmucansoro IIDI1 aBropa, B ToM 4Hcle IyTeM YTBEPKICHHA ITOMMEHHOIQ OrPaHHYEHHOTO
CIIACKa JIMI, HMEIOMWX paclldpeHRbE (aJMUHUCTPAaTHBHEIE) IIpaBa JOCTYIa K apXHBY O3IEKTPOHHEIX
noxkymenTor MC.,

3.10. Joxymentsl xpamarcs B UC B ToM ¢opMare, B KOTOpOM OHHM ObUIM co3faHbl. Cpox XpaHeHHs
JOKyMEHTOB U cBefieHu 0 JlokyMeHTaX He MOXKeT OBITE MeHee 3 (Tpex) JeT ¥ ONpeAensaeTcs B COOTBETCTBUU
€ JIOKAIbHEIMA HOPMATHBHBIMH akTaMK OpraHuzanyy WA ee CTPYKTYPHSIX TTo/Ipa3/IeeHAH.



3.11. Konus 37eKTPOHHOTO JIOKYMEHTAa MOXET OBITB M3TOTOBICHA (pacieyaTana) Ha GyMaXHOM HOCHTENE
cpencteame YIC w sapepena coGCTBEHHOPYYHOM MOANMCHIO Buajembua IIDI1 mmbo wienamu KOMHCCHH,
BRIOYAIOMER B ceOs Kak MEHMMYM DYKOBOZHTENS OpraHM3alfH M JHIO, HMEOIee PacIIHpEeHHDIC
(aAMUHUCTPaTHBHEIE) IpaBa AOCTYNA K ADXHBY 9NeKTpoHHBIX nokymeHToB HMC. Komms snexrpodzOoTO
FOKYMEHTa HA OYMaXXHOM HOCHTENE JO/DKHA CONEPXKATh BH3VAIM3ALMIO INTAMIIA (mrrammos) IID3TI,

NOATBEPXAAIOMYIO, TO OpUruHan Jlokymenra nommucan IT3I1. AyTeHTHIHOCTE SNEKTPOHHOTO JOKYMEHTA K
€ro Konuu Ha OyMaxHOM HocHTene obecreanBaerca cpencrpamMu UC.

4. IlpaBa, 06A3aHHOCTH H OTBETCTBEHHOCTE BIAANENIA JIEKTPOHHON MOATIUCE

4.1. Bnagenen IT311 uMmeer nparo:

* obpamarecs kK OTBETCTBEHHOMY 33 TEXHHYECKYHO nopnepxky HMC nns amnmymuposanma (0T3kB3),
TIPHOCTAHOBKH (BO30CHOBNIECHNS) NeHCTBHS NPHHATIEXANIETO My K04 SICKTPOHHON HOIHCH,

* B Clyd9ac HeoOXONUMOCTH 3aMEHBI, BOCCTAHOBICHHMS KIIOWA SIEKTPOHHOH MONNIMCH OOpaTHTBCS K
OrseTcTBERHOMY 33 TexHHYeCKYIO noamepkky UC ¢ COOTBETCTBYIOMEH NPochG0i M TTONYINTh HOBBIH KIFOY
JJIEKTPOHHOM MOITHCH;

* obpamarkcd K pykopozncTBy Opraruzanye s pas6opa KoHMIMKTHEX CUTyalMii (CTIOPOB), BO3HUKAFOLIHX
upu npumenennn [1911 8 VIC.

4.2. Bragenen 11971 o6s3am:

* BeCTA 00paGOTKYy BHYTPEHHHX OSIEKTPOHHBIX JOKyMeHTOB B MC B COOTBETCTBHM CO CBOMMH
JOIDKHOCTHBIMH 00S3aHHOCTAMY,

* IPUHMMATE BCE BO3MOXHBIE MEPHI IS MPENOTBPAMCHAA HECAHKITMOHUPOBAHHOTO MCTIONh30BAHHS CBOETO
KJIIO4a 3NeKTPOHHOH NOAIIYUCH;

* HY 1IpH KaKuX yCIOBUAX HE NEPEAaBaTh KIIOY 3JeKTPOHHAON OMIHCH JPyTHM JIMIAM,

* OpH KOMIPOMETAallHH CBOETO KIFOUa OSIEKTPOHHOW IONKCH HE3aMENUTENBHO OOpaTUTRCS K
OtBercTBEHHOMY 33 TeXHHMHECKYHO Honuepxkky WC s IpHOCTAHOBKH AEMCTRBHS HPMHAAICKAIIETO eMY
KIIOYA JIEKTPOHHOA IOITUCH.

4.3. Bnapenern 1211 vecer TMYHYI0 OTBETCTBEHHOCTE 3a COXPAHHOCTH CBOErO KIIOYA 3NEKTPOHHOH IONITHCH
M €T0 3alATY 0T HECAHKIHOHUPOBAHHOTO MCTIOIB30BAHM.

5. Texnonorus npumenenns cpencts [1311 8 UIC

5.1. HAna npumenerns 11011 8 UC snanemsiy I1311 meobxomumo apropuzoeatbea B MC ¢ ucmons3oBaHneM
nyGnegHOM W KOHGHACHIMaNbHOH dYactedf wmoua 311 (mMa mons3oBaTens u mapons). Ilommucanue
HokyMeHTa BEIONMHAETCS IyTeM HaXaTus Ha KHONKy "Tloamucats" B uaTepbeiice VIC.

5.2, Hudopmanmsa 060 Becex BEIJAHHEIX TONB30OBATENIO KIOYAX DIEKTPOHHOM IIOJHCH, JaTaX MONYUSHHS U
OpeKpaiteHus uX AekicTBag (M3BaTHA) XpanaTcs B IC mocTosHEO.

5.3. Ilpu npexpamenuy y coTpyauuka OpraHu3amdM ACIDKHOCTHRIX OOA3aHHOCTEH To oBGpaboTke
BHYTPEHHUX 3JIEKTPOHHEIX HNOKYMEHTOB ¢ Hcmonb3oBaHHeM IIOIT MnH IpH YBOJLHEHMH COTpYIHHKA €ro
KJIOY BHOCHTCH B PEECTP OTO3BAHHBIX KIMIOYEH 3NMEKTPOHHOM moamucH OTBETCTBCHHBIM 38 TEXHMUECKYIO
nogmepikky MC. C MOMeHTa BHeCEHMS K093 B PEECTp OTO3BAHHEHIX KIHOYEH AIIEKTPOHHOA HONMHCH BCE
mocnenyomue JlokyMmeHTsl, moamucaHHbie 310K I[IOII, He CYMTAIOTCS HOANMCAHHBIME HaJIEKAIIM
oOpasoM, T.e.IOANCEIO, PABHO3HAYHON COOCTBEHHOPYTIHOMH.

6. 3axmodnTeNEHEIC TIONIOKEHIS

6.1. Hacrosmmee [Tonoxenne BCTymaeT B CUITY € JIATH YTBEPKIACHWA. |

6.2. Texcr llonoxenms pasmemaerca B YIC. Cmoco® moctyma K akrTyamsHod Bepcuu Ilonoxenus
OIHCEIBAETCH B IOJIB30BATEIBCKOME qokyMenTaun k VC.

6.3. Texcr [lonoxeHns XpaHUTCS B YUPEKACHIH H OPEAOCTABISIETCS COTPYIHHKAM TIO 3aIlIpocy.

6.4. HoxymenTrl, cozmadneie B UC u mommucanssie IIDT1 B cOOTBETCTBHE ¢ HacToSmuM llomokeHHeM,
NIPH3HAIOTCS IOPHMYSCKH 3HAYMMEBIME ¢ IaTHl yrepxaeHud [Tonoacenus.
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