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IHos0:xenune

00 UCIOJIb30BAaHUU MIPOCTOM AIIEKTPOHHOM MOITUCH
JUTSl BHYTPEHHETO 3JIEKTPOHHOT'O TOKYMEHTOO00pOTa
B MBJIOY JIC OB Ne 42 ct. CeBepckoit MO CeBepckuil pailoH

1.0011e noJ1oKeHus

1.1. Hacrosiuee Ilonoxxenne 00 HCMONB30BAaHUHM MPOCTOM BIIEKTPOHHOM NOMANHUCH B
uHpopmanmonHoit cucreme (mamee - MC) MBIAOY JIC OB Ne 42 cr. Cesepckoit MO
CeBepckuii paiioH (nanee - [lonoxxeHue) siBiasieTcs JTOKaJIbHBIM HOPMATUBHBIM akToM MBJIOY
JC OB Ne 42 cr. Ceepckoit MO Ceepckuil paiion (nanee - OpraHuzaiiusi) U OnpeaesieT
NOPSAJOK W YCIOBUS pabOThl COTPYJHUKOB C 3JEKTPOHHBIMU JokymeHTamu B UC,
HEINOCPEACTBEHHO CBA3aHHBIMU C UX TPYAOBOM JESATEIBHOCTBIO, C MPUMEHEHHUEM IPOCTOM
ANeKTpOHHOM noanucu (fanee - [1311).

1.2. YyacTHUKaMH 3JIEKTPOHHOTO B3aHUMOJEHCTBHS Ha YCIOBHSX, ONPEAEIICHHBIX HACTOSIIAM
[lonoxenueM, SBIAIOTCA COTpyAHUKH OpraHuzalnuu, MNOJANUCABIINE YBeaoMJeHUue 00
o3HakomiieHuu ¢ [lonoxenueM. O6paszen YBenomnenus npuseaeH B Ilpunoxenun Ne 2 k
HacrosameMmy Ilonmoxkenuro. Ilommucanme cortpygHukom OpraHuzanuu Y BEIOMIICHHS
PAaBHO3HAYHO TMPUCOEAMHEHHUIO K COTJIAIICHHI0 00 Y4YacTMM BO BHYTPEHHEM 3JIEKTPOHHOM
JTOKyMeHTO00OopoTe ¢ ucnosb3zoBanuem IIDII Ha ycnoBusix Hactosimero Ilonoxenust B
COOTBETCTBUHM cO cT. 428 I'paxknanckoro koaekca PO ("Jorosop npucoeaunenus").

1.3. Peannzanust onpenesieHHbIX HacTtosAMM [losioxkeHneM ycrnoBUM MPUMEHEHUS] NPOCTOU
AJIEKTPOHHOM TMOJMUCH OOeCreynMBaeT TMpUJaHue IOPUAMYECKOW CHJIbl BHYTPEHHHUM
ANEKTPOHHBIM JTokyMeHTaM Opranuzaruu B UC, TpeOyromuM JIMYHOM MOAMUCH COTPYIHUKA,
Y OIEPALUSAM C HUMH.

1.4. Hanmuue [1911 oGecniedynBaeT BHYTPEHHUM 3JIEKTPOHHBIM IoKymMeHTaM B UC:

* IOJUTMHHOCTD - IOJITBEPKACHUE aBTOPCTBA JOKYMEHTA;

* [IEJIOCTHOCTb - JOKYMEHT HE MOXKET ObITh U3MEHEH MOCJIE MOANUCAHUS;

* HE OTpPULAHUE aBTOPCTBA (HEOTPEKAEMOCTb) - ABTOP HE MOMKET OTKa3aThCsl OT CBOEU
MOJATKCH.

1.5. Ins noanucanus 31EKTPOHHBIX TOKyMeHTOB B MIC ncnonp3yercs nmpocras

AJIEKTPOHHASI TMOAMNKCH - WH(GOpMAaILMs B AJIEKTPOHHOU (opme, KoTopas MPHUCOSAMHEHA K
apyroil mHGOpMAIMK B AJIEKTPOHHON (Qopme (moanmuceiBaeMoi nHMOpPMAIUU, TOKYMEHTY B
AJIEKTPOHHOM BHJI€) WJIM UHBIM OOpa3oM CBsi3aHHAs C Takol HHQoOpMaIeil, u KoTopas
MCIIOJIB3YETCS IS OIIpeieTICHHs JIMIA, TOAMKUCHIBAIOLIETO HHPOPMAIIHIO.



1.6. B kauectBe myOnmuHoil yactu kmoua [IDI1 mcmonb3yercss yHHKanbHOE UMS yUETHOU
3alMcH, OpUMeHsieMoe Juisl  aBTopu3aumu nois3oBarenss B MC. B kaudectBe
KOHpuAeHIHaIbHOU yacTu Kitoua [I3I1 ucnonb3yercs naposib K y4ETHON 3aIlnCH.

1.7. UzrotoBnenue (reHepanuio), Boigauy u perucrpanuio B MUC ykazanHbix B 1.1.6 umeH
noJib3oBaTesiel u napoieit ocymectsisier Sluko Onecs BuranseBHa (nanee - OTBETCTBEHHBIM
3a TexHudeckyto noauepxky MC).

1.8. Ilapons mosb3oBarenss MC MoxkeT ObITh M3MEHEH €ro BiaJeibIieM B JIFOOOW MOMEHT
nocie apropuzanuu B MC. PekoMmeHayeTcsi U3MEHSTh Mapojib HE PEKe OJHOTO pa3a B TpU
Mecsma. JlJis cCHUKEHUsT pucka mojadoopa mapoyisi 1 HECAaHKIIMOHUPOBAHHOTO HCIIOIh30BAHUS
IPYTUM JIMIIOM KJIIOYa OJJIEKTPOHHOW TOAMUCH PEKOMEHAYETCS HE 3a/laBaTh IapoJiH,
HCIIOJIb30BAaHHBIC PaHEee.

2. TepMuHBI 1 onIpeaeIeHUA
B nannom [lonokeHnn UCTIOIB3YIOTCA CIEAYIOINE TEPMUHBI U KX OTIPEICIICHUS:

2.1. BIaaCJICI HpOCTOﬁ BHGKTpOHHOﬁ IIoAIMMCHu - COTPYIHHK OpFaHI/ISaHI/II/I, HOIIHI/ICElBIHI/Iﬁ
YBGIIOMJIGHI/IG 00 O0O3HAKOMJICHHHM C HaCTOAIIINM IlonmoxxenueM wu HCHOJIL?;YIOIHI/Iﬁ M
IIOJIB30BATCIIAA U IIAPOJIb AJIs1 aBTOPU3allhui B I/IC,

2.2. BHYTPEHHUM 3JEKTPOHHBIN TOKYMEHT (fanee - JJoKyMeHT) - TOKYMEHT OJTHOTO U3 THUIIOB
JTOKYMEHTOB, ITpuBeAeHHBIX B [Ipunoxennn 1 k Hacrosmemy [lonoxenuro, coznanubii B UC
B DJIEKTPOHHOM (QopMe U TMOJNUCAHHBIM 3JEKTPOHHOM MOJIMHUCHIO  COTPYIHUKA
(27IEKTPOHHBIMY MOANUCAMHU COTPYAHUKOB) Opranuszanuu;

2.3. KJIOY DBJEKTPOHHOM TOANKCH - YHHUKAJIbHAsA IMOCIEIOBATEIbHOCTh CHUMBOJIOB,
MpeaHa3HaueHHas Jis MOATBEPKICHUS ¢ ucnoiab3oBanueM cpencts MC nopmmuanoctu 11911 B
JlokymeHTe;

2.4. peecTp BBIIAHHBIX KIIIOYEH SJIEKTPOHHOW mnoanucu - Xxpansumicas B MC cnucok
YHUKaQJIbHBIX MOCIEA0BATEIbHOCTE CUMBOJIOB, COJAEPKAIINXCS B BBIJAHHBIX MOJIb30BATEISM
MMEHaX YYETHBIX 3alUCeN U Maposisx;

2.5. peecTp OTO3BAHHBIX KIIOYEH JNEKTPOHHOM mnoamnucu - xpansmuics B MC crmcok
nonb3oBateneil C, y KOTOpBIX KIIOYM AJIEKTPOHHOM MOJANUCH K MOMEHTY OOpallleHus K
JAHHOMY peecTpy ObLIIM OTMEUYEHBI KaK HEJIEHCTBUTEIbHBIE;

2.6. mpocras snektponHas noanuck (IIBI1) - undopmanusa B snexrponHou ¢opme B UC,
BO3HUKAIOIIAass B MOMEHT BBINIOJHEHUS BIAACIbLEM DJICKTPOHHOM MOAMUCHA KOMAHJbI
noanucanus Jlokymenta B uHTep(deiice C, moaTBepknaromas MmoaIMHHOCTh JloKkyMeHTa
u/unu dakT ozHakomieHus Bruanenbia [1311 ¢ JlokymMeHTOM, KOTOpast B3aMMHO OJHO3HAYHO
CBsI3bIBaeTCs ¢ JIOKYyMEHTOM U BIAAEIBLEM MOIINCH;



2.7. wrramn 1311 - Bu3yanbHast OTMETKA 00 3JEKTPOHHOM MOAMKUCH, BKIIIOYAIOIIAS PEKBU3UTHI
[1211, kotopas aBTomMaTuuecku cozpaercs cpeactsamu VC mpu OTKpHITHUH (BU3YyaJU3aLiM)
nokymenrta, noanucandHoro IIDII, B wunHTepdeiice MC; Bpems dopmupoBanus 1311
oTOOpaXkaeTcs B LITaMIIE [10 YaCOBOMY Mosicy nonb3oBarens UC;

2.8. 00paboTKa AJIEKTPOHHOTO JOKyMEHTa - JaecTBusi nosb3oBaTens MC ¢ 3neKTpoHHBIM
nokymeHToM cpeactBamu MC, BkIouas, HO HE OrpaHUYMBAsICh: CO3/IaHUE, IPOBEpKa,
noanucanue [IDII, wunpopmupoBanue gpyroro monb3oBatenss HC o mokyMmeHre,
MOJTBEPKIACHUE TMOJYYCHHS, O3HAKOMJICHHE, CO3JaHUE KOMUU Ha OyMa)KHOM HOCHTEIE,
OTKJIOHEHHE, y/IaJICHUE.

3. O0ecnieyeHHne PUINYECKON CHIIBI BHYTPEHHHX JIEKTPOHHBIX IOKYMEHTOB

3.1. ’Kusnennsiii nukin Jlokymenta B UC BKIIOYAET: CO3MaHHE W MPOYME AEHUCTBUA IO €ro
oOpaboTke, oTpakeHue B ydete, a Takke xpaneHue B MIC. UC obecrneunBaeT perucTpammio
AeicTBuii nmosib3oBareneil ¢ JJokyMeHTOM (JIOrMpOBaHUE) B TEUEHHUE KUZHEHHOTO LIUKJIA.

3.2. Bce Bmamensipl [IDI1 mpusnaroT paBHO3HAYyHOCTH cBoeit [IDI1 coOGcTBeHHOpPYUHOM
MOAMKUCH Ha OyMa>KHOM HOCHUTEJIE.

3.3. Coznanue [IDI1 B MC mHUIMUpyeETCs COOTBETCTBYIOIUM JAeiicTBHEM Biazaenbia 1011,
T.€. HE BBIMIOJIHAETCS aBTOMATUYECKHU UJIM HE3aMETHO JIJIS BJIAJIENIblIA.

3.4. Ilonmnomouusa Bnanensua 1911, moanucasmero JIokyMeHT, MOATBEPKAAOTCS B MOMEHT
noanucanus Jlokymenta B IC aBTOMAaTUYECKH IO MOJOKUTENBHOMY PE3YJIbTATy CIIEAYOIINX
ITPOBEPOK:

* COOTBETCTBYIOIIMH MOJb30BATENb aBTOpU30BaH B MC,

* COOTBETCTBYIOLIMN KIIFOY 3JICKTPOHHOW NOANMCH BKJIFOUYEH B PEECTP BBIJAHHBIX KIIKOUYEH
3JICKTPOHHOM TOJIITUCH,

* COOTBETCTBYIOIIMU KJIFOU 3JJIEKTPOHHOW IOAIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOUEH 3JIEKTPOHHOU IOJIUCH.

3.5. Bpemsa QopmupoBaHusi deKTpoHHOM moanucu ¢ukcupyercs cpencrBamu MC 1o
rpunBuuckomy BpeMenu (UTCHO).

3.6. BHyTpeHHue 3JeKTpOHHBIE TOKYMEHTHI, Tepeunciennbie B [lepedne, mpuBeeHHOM B
IIpunoxenun Ne 1 x Hacrtosmemy llonoxkennto, nmoamucanssie [IOII, npusnarorcs B
Opranuzanuu paBHBIMU MO IOPUAMYECKON CHJIE JOKyMEHTaM Ha OyMa)KHbIX HOCHUTENSX,
3aBEPEHHBIM COOCTBEHHOPYYHOM MOJAMUCHIO.

3.7. Tlons3oBarenn VC mpusnHator, yto Buzyanuzamus mrammna [IDI1 npu aemoHcTpanuu
Hoxymenta B unTepdeiice MC, BorimonnenHas cpeactBamu UC, sBiIseTcs HEOCTIOPUMBIM
MOATBEPKJAEeHNEM (paKTa TOJMUCAHUS JOKYMEHTAa COOTBETCTBYIOMMM Biaaenbiiem [1311
(MOJIMHHOCTh U HEOTPEKAEMOCTD ).



3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIISIETCS IMyTEM 3alUCH CBeleHH o JlokymeHTax B
apXUB dJIEKTPOHHBIX IOKYMEHTOB, KOTOPHIH siBsieTcst acThio IC.

3.9. Opranuzanusa o0OecrieyuBaeT TEXHUYECKUMHU U OPTaHU3AIMOHHBIMU MEpaMu 3alllUTy OT
HECAHKIIMOHUPOBAHHOTO JOCTYINa M MPEAHAMEPEHHOTO YHUYTOXEHUS W/WIM UCKaKECHUS
cBefieHUN 0 JlokymMeHTax B apXMBE AJIEKTPOHHBIX JOKyMeHTOB MC, a Takke rapaHTupyer
MOJTBEPKIACHUE aBTOPCTBA JTOKyMeHTa, noanucanHoro [19I1 aBropa, B ToM uucie myTem
YTBEP)KJICHUS TOMMEHHOTO OrPAHMYEHHOTO CIHUCKa JIMI, HWMEIOIIUX pacCIIUpPEHHBIE
(aAMHHHUCTpPATUBHBIC) MPaBa IOCTYIA K apXUBY AJIEKTPOHHBIX JoKymeHToB MC.

3.10. Hokymentsl xpaustcs B UC B Tom ¢dopmare, B KOTOPOM OHH OblTH co3aaHbl. Cpok
xpaHeHus J{okyMeHTOB u cBefieHUl O J[OKyMeHTax He MOXKET ObITh MeHee 3 (Tpex) JIeT U
ONPENENSIETCS B COOTBETCTBUH C JIOKAJIbBHBIMA HOPMAaTUBHBIMU akTamMu OpraHu3alydd WU €€
CTPYKTYPHBIX ITOAPA3IAECICHUM.

3.11. Komust 31E€KTpPOHHOTO JOKyMEHTa MOKET ObITh H3rOoTOBJEHa (paclieyaraHa) Ha
OymaxkHoM Hocurene cpencrsamu MC u 3aBepeHa cOOCTBEHHOPYUHOM MOANKCHIO BIIaJENblIA
[I2I1 nubo uneHaMH KOMHCCUM, BKJIIOYAlOIle B ce0d Kak MHUHUMYM PYKOBOJIUTEINS
Opranuzanuu U JUIO, UMEIOIIEEe paclIMpeHHble (aJMUHUCTPATUBHBIE) IpaBa JoCTyla K
apxuBy 3J€KTpOHHBIX NOKyMeHTOB MC. Komusi 31eKTpOHHOro JOKyMEHTa Ha OyMa)KHOM
HOCUTEJIE JOJDKHA COJIEepKaTh BU3yanu3anuio mramna (mwramnos) 1011, nmoarBepxaaroyto,
yto opurnHan Jlokymenra noanucan [1911. AyTeHTHYHOCTD 3JIEKTPOHHOIO JOKYMEHTA U €TO
KOIUK Ha OyMa)XKHOM HocuTele obecneunBaetcs cpeactsamu MC.

4. IlpaBa, 0013aHHOCTH M OTBETCTBEHHOCTH BJIA/1e/IbIIA JJIEKTPOHHOI MOANMUCH
4.1. Bnanenen 11911 umeer npaso:

» oOpamarbca kK OTBETCTBEHHOMY 3a TexHUYeckyro mnoanepxkky MC misg aHHynupoBaHuUs
(0T3BIBa), TPHUOCTAHOBKU (BO30OOHOBJIICHUS) JCUCTBUS NPHHAMJICKAIIETO €My KItoda
BJICKTPOHHOM IMOJIIUCH;

* B Cly4ae HEOOXOAMMOCTH 3aMEHbI, BOCCTAHOBJICHHS KJIIOYa 3JEKTPOHHON MOAIUCH
oOpatuthcsi Kk OTBETCTBEHHOMY 3a TexHUYeckyro mnojaepkky HMC ¢ cooTBercTByromen
MPOChOOH M MOTYUYUTh HOBBIHM KJTHOY DJIEKTPOHHOM MOITUCH;

 oOpamaThcsl K pykoBoACTBY Opranuszanuu s pa30opa KOH(IUKTHBIX CUTYalUil (CIOPOB),
BO3HUKaromux npu npumenennu 11911 B UC.

4.2. Bnangemner I1D11 o0s13au:

* BECTH 00pabOTKY BHYTPEHHHUX 3JICKTPOHHBIX TOKYMEHTOB B IC B COOTBETCTBHM CO CBOMMU
JIOJDKHOCTHBIMU O0SI3aHHOCTSIMU;

* NPUHHUMATh BCE BO3MOXHBIE MEpbl Uil MPEIOTBPALICHUS HECAHKIIMOHUPOBAHHOTO
HCMOJIb30BaHUsI CBOETO KIIF0Ya 3JIEKTPOHHOM MOIINCH;

* HU [IPU KaKUX YCJIIOBUAX HE MEPEAABATh KJIKOY 3JIEKTPOHHOM MOAIKUCH APYTUM JIULAM;

* PYU KOMITPOMETAITUHN CBOETO KJTF0Ua JICKTPOHHOM MOIMMCH HEe3aMEIJIUTEILHO 00paTUTHCS K
OTBeTCTBEHHOMY 3a TexXHHuYeckyto mnomaepkky HWC i nOpHOCTAaHOBKH — JEUCTBUS
MIPUHAJIEKAIETO EMY KIIFOYa 3JIEKTPOHHOM MOITHCH.



4.3. Brnapenmen IIDII HeceT JMYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOEr0 KIIKOYA
ANIEKTPOHHOM MOJINKCH U €r0 3allUTy OT HECAHKIMOHUPOBAHHOI'O UCITOJIb30BAHUS.

5. TexnoJsiorust npumenenus cpeacts III11 B UC

5.1. Jlnsg npumenenus 1911 8 UC Bnagensity 1911 nHeo6xomumo aBTopuzoBatbest B MIC ¢
UCIIOJIb30BAaHUEM MyOJIMYHON U KOHPUAeHIMaIbHON yacTed kimova [1911 (umst mons3oBarens
u napoJsb). [lognucanue JlIokyMeHTa BBIMIOJHSIETCS IyTeM HaxkaTus Ha KHomKy "[loanucars" B
untepdeiice UC.

5.2. Nudopmarust 060 BCeX BBIIAHHBIX MOJIH30BATEIIO KITF0YaX JIEKTPOHHOU MOIMCH, JaTaxX
MOJIYYEHHS ¥ IPEKpalleHnus uxX AercTBus (M3bATusA) Xpanurcsa B UC mocTosHHO.

5.3. Ilpu mnpekpamieHuun y cotpynHuka OpraHu3anud JOHKHOCTHBIX O0OSI3aHHOCTEH 110
00paboTKe BHYTPEHHUX DJJICKTPOHHBIX JTOKYMEHTOB C ucmoib3oBanueMm [IDOI1 wmm mpwm
YBOJIBHEHHM COTPYJAHHUKA €r0 KJII0Y BHOCUTCS B PEECTP OTO3BAHHBIX KIIFOUEH 3JIEKTPOHHOU
noanucu OTBETCTBEHHBIM 3a TexHUYeCKyro nomuepxkky MC. C MOMeHTa BHECEHUS KIII04Ya B
peecTp OTO3BAHHBIX KIIOYEH AIEKTPOHHOM MOANUCU BCE mocienyomue JIOKyMEeHTHI,
noanucanHpie dToi [IDIl, He cumTaroTCa MOANMMCAHHBIMU HAJUICKAIMM 00pazoM, T.e.
MOJAMKUCHIO, PABHO3HAYHOU COOCTBEHHOPYYHOM.

6. 3axII0YNTEIbHBIC N0JIOKEHUS
6.1. Hacrosmee IlomokeHnne BCTymaeT B CUITy € JaThl yTBEPKACHUS.

6.2. Tekct Ilonoxenuss pasmemaerca B HMC. Cnoco® nocTyna K akTyaJbHOM BEpCHH
[TonoxeHuss ONUChIBAETCS B MOJIB30BATENBCKOM JOKyMeHTanuu K NC.

6.3. Tekcr ITonoxxenus xpanutcs y Sako Onecu ButaibeBHBI (3aMECTHTENH 3aBEYOIIETO 10
XP MBJIOY JIC OB Ne 42) u npenocrasisieTcs coTpyaHrukam Opranu3aiyy mo 3amnpocy.

6.4. JloxymenTtsl, co3nanHbie B MUC u moanucanubie 1911 B COOTBETCTBUM C HACTOSIIUM
ITonoxeHneM, MPU3HAIOTCS FOPUINYECKH 3HAUMMBIMHU C 1aThl YTBepxkaeHUS [lomoxeHus.
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