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oJi0keHne 00 HCMONL30BAHME MPOCTOH 31eKTPOHHOI
NOANMCH /ISl BHYTPEHHEro 3JICKTPOHHOTO JOKYMEHT0060poTa B
MYHHIMIAJLHOM ABTOHOMHOM JOIIKOJILHOM 00pa3oBaTe/ibHOM
-yupesxnennn «derckuii cax Ne 374» ropoackoro okpyra Camapa
(MAJIOY «Jlerckuii cax Ne 374» r.0. Camapa)

1. O0mue mooKeHust

1:1 Hacrosmee Ilonoxerue 00 MCIIOIL30BAHAKM IIPOCTON 3JIEKTPOHHON
MOAMUCH JUlsl BHYTPEHHEIo OJIEKTPOHHOrO JoKkymeHtoobopora B MAJZIOY
«Jlerckuit cag Ne 374» r.0. Camapa (nanee -Ilonoxenve) sIBISeTCS JIOKATBHBIM
nHopMatuBHEIM aktoM MAJIOV «[lerckuit can Ne 374» r.o. Camapa (nmanee -
OpraHusanys) M ONpeJelisieT MOPSATOK W yCJOBUs PabOThl COTPYAHHUKOB C
SIeKTPOHHBIME Jokymentamu B Mipopmannonnoit Cucreme (manmee - HC),
HEIOCPENCTBEHHO CBSI3AHHBIMU C MX TPYIOBOH JeSTEIPHOCTBIO, ¢ NPUMEHCHUCM
IIPOCTOM 3MeKTpoHHOM 1oy (Janee - [IOIT). .

1.2.  VYuacTHUKAMM  DJIEKTPOHHOIO  B3aUMOJEHCTBUS  Ha  yCIIOBUIX,
OlIpeieIeHHBIX HacToSmM [looXKeHneM, SBIMIOTCs cOTpy UK OpraHu3anyy,
noanucaBmue YBegomieHue 00 o3HakomyieHHH C IlojoxeHueM. Obpazen
Veepomitenust npusegen B [lpwioxerun Ne 2 k HactosieMmy Ilonoxenuro.
[Mopnucanue  corpyauukoM — OpraHusanuu  YBEJIOMICHUS — PaBHO3HAYHO
IIPUCOEJUHEHUIO K COIVIALICHMIO OO0 y9acTHd BO BHYTPEHHEM OJJIEKTPOHHOM
noKyMeHToobopoTe ¢ ucrombsosanueMm [IOI1  Ha  yclOBHAX — HACTOSIIEIO
[MosoxeHnss B cooTBeTcTBUU co cr. 428 I'paxcaanckoro xoxekca PO ("[lorosop
pucoeiuHeHus " ).

1.3. Peaymszanms oupejpeliedupix HacrosmuMm llonoxenuem  ycioBUH
[TPUMEHEHHs]  IPOCTOM  DJIEKTPOHHOH  Iojnuck — obecreurBaeT — IpUaHue
OPHAMYECKO CHITBI BHY TPEHHIM 3JICKTPOHHBIM HoKyMeHTaM OpraHu3anuu B nC,
TpeOYIOIIUM JINYHOH IIOANKUCH COTPYIHUKA, U OTICPALUAM C HUMU.

1.4. Hanuuue ITOIT obecrieunBaeT BHYTPEHHUM DJIEKTPOHHBIM TOKYMEHTaM B
VC: noMHHOCTL - IIOJTBEPXICHHME aBTOPCTBA JTOKYMEHTa; LEJIIOCTHOCTE -



JTOKyMEHT He MOXeT ObITh H3MEHEH I10CIIe TIOANMCaHus; He OTPULIAHUE aBTOPCTBA
(HEOTPEKAEMOCTh) - ABTOP HE MOXKET OTKA3aThCsl OT CBOCH MOJIIHCH.

1.5. JInst moAmucaHust SJIeKTPOHHBIX 1oKyMeHTOB B FIC ucnone3yercs npocrast
SJIEKTPOHHAs MOANMCH - WHPOPMAIUA B BJIEKTPOHHOH (opMe, KOTOpas
[PUCOEIMHEHA K Jpyroil MHPOpMAIMK B 3IEKTPOHHOH (popme (moamuceIBaeMOn
rE(GOPMAIIEH, JOKYMEHTY B JIEKTPOHHOM BHJIE) WM UHBIM 00pa3oM CBA3aHHAs C
takoll wmHQOpMAIME, U KOTOpas MCIOJNB3YeTCsl JUIl ONPENEICHUs JIUIa,
NOIKACHIBAIOIIETO NH(MOPMAIUIO,

1.6. B xauectBe myGmuuno# dactu kimoda IIOI1 ncmone3yercs yHUKaIbHOE
VMl YYETHOM 3aIlicH, MIPUMEHSeMOe JJisi aBTOPH3ALHUU II0JIL30BATE B HC. B
KadecTBe KOHGbMIEHIHATLHON yacTy kitoda [IOIT nernonp3yeTcs napoib K y4eTHO!
zanucu. 1.7. Tlapons mons3oBaresst C MoxkeT ObITh U3MEHEH ero BIaJelbUueM B
ar060#1 MoMmeHT nocie asropusarmu B MC. PexoMeHayeTcss U3MEHATh MapoJib HE
pexe OIHOTO pasza B TpH Mecsua. JIis CHIJKEHHs pHCKa [OAOOpa maposs U
HECAHKIIMOHUPOBAHHOTO KCIONL30BAHMs APYTHM JIMIOM KIOYa 3JEKTPOHHOH
TIOJIKCH PEKOMEH/TyeTCsI He 3a1aBaTh IIapOJIH, UCIOIb30BaHHBIC PaHEe.

2. Tepmunbt u onpeiesnenust B xannom Ionoxennn HENONIbL3YIOTCS
caeayIomme TepMUHbI M MX ONpeJe/ieHust:

2.1. Bragerner mpocTol >IeKTPOHHOM MOMIUCH - cOTpyaHuK OpraHu3anuy,
IONNKCABIIN YBenoMiIeHne 00 O3HakoMJIeHHH ¢ HacTosummM [lonoxeHuem u
VICIIOIB3YIONMH MMl ITOJIB30BATEIIS! ¥ apoib Ul apropusamuy B VIC;

2.2. BHYTPEHHHI SIEKTPOHHBIA HOKyMeHT (najnee - JIOKyMEHT) - JOKYMEHT
OJIHOTO H3 THIIOB JOKyMEHTOB, NpuBeAeHHBIX B Ilpmmoxenun 1 Kk HacTosmemy
[Tonoxenuto, co3gaHHelii B MC B onekTpoHHONH QopMe M IOIIHUCAHHBIA
3JIEKTPOHHOM TIOAMKCHIO COTPYAHUKA (JNEKTPOHHBIMH TIOIHUCAMU COTPY/IHAKOB)
Opranuzanuy;

2.3. KJIIOY DJEKTPOHHOW IOMIIKUCU - YHUKaJbHass II0CIeI0BaTeIbHOCTD
CHMBOJIOB, IIPe{HA3HAYEHHAS ISl [IOTBEPXKICHHUS ¢ HCIIop30BanueM cpeacts C
nogmuaHocty [T311 B [lokymenre;

2.4. peecTp BBIIAHHBIX KIIOYEH SJIEKTPOHHON Iojmucu - Xpansmuiics B C
CIIMCOK YHHKAJIBHBIX IIOCIEHOBATEIBHOCTEH CHMBOJIOB, “ COICPXKAILUXCSA B
BBIJAHHBIX [TOJIH30BATEIISIM UMEHAX YUETHBIX 3alIUCEN U IapoJIsX;

2.5. peecTp OTO3BaHHLIX KIFOUYell JJIEKTPOHHON NOAIHCH - Xpansmuiics B MC
cnucok mnoJip3osarenei MC, KIoun AIeKTPOHHON MOAIMNUCH KOTOPBIX K MOMEHTY
o0pallieHus K JAaHHOMY peecTpy ObUIM OTMEYEHLI KaK HeIEHCTBUTENIBHbIE,

2.6. mpoctas anekrpornas noxmuch (ITOIT) - undopmanus B JIEKTPOHHOU
dopme B MIC, BO3HMKAOIIAS B MOMEHT BBHIIIOJIHEHHS BJIANENBLEM JJIEKTPOHHON
HOANUCH KoMaHp! romucanus JJokymenrta B unrepdeiice MC, moarsepxaaroniast
noIuHHOCTL  JlokymenTa w/wimu  Qakt o3HakomsieHHs Biagenbua IO ¢

I[OKyMeHTOM, KoTOpast B3aMMHO OJHO3HAYHO CBA3LIBACTCA C HOKyMeHTOM 51
BIIaACHbLIEM ITOAIINCH



2.7. mramn IIDIT - BusyainbHas OTMETKa 00 DJEKTPOHHOM ITOAIIHKCH,
prmrouaronias Pexsusutel 111, koTopas aBTOMATHYSCKU CO3MAETCs CPeACTBAMH
MC mnpu OTKPBITUH (BU3yanu3alyd) [JOKyMEHTa, MOANUCAHHOTO [I32I1, B
nntepdeiice VC; Bpems ¢opmuposarmst [1OI1 orobpakaeTcss B IITaMIe II0
yacoBoMy nosicy roinbzosaTens UC;

2.8. 06paboTKa BJIEKTPOHHOTO TOKYMEHTa - IEHCTBHSA MOJNB30BATENA HC ¢
3JIEKTPOHHBIM JIOKyMeHTOM cpejictBamu VIC, BKmodas, HO HE OrpaHHIMBajICh:
coznatue, nmposepka, noarucarnne IOI1, nndopMupoBanue Apyroro NoNb30BaTENs
UC 0 DOKyMeHTe, IIOTBEPXKICHHE TI0JIyYeHHUS, O3HAKOMJIEHHE, CO3AaHIE KOTIMH Ha
OyMa)XHOM HOCHUTEJIE, OTKJIIOHCHUE, yAaIeHHeE.

3. OGecneyeHue I0PHUAHYECKON CHJIbI BHYyTPEHHUX 3JE€KTPOHHBIX
JOKYMEHTOB

3.1. XXusuenusiii nuxn Jloxymenta B MC BjtoyaeT: CO3AaHHE U NPOUIUEC
neiicTBHA 110 ero o0paboTke, OTpaxKeHue B ydere, a TaKKe XpaHCHHE B 1C. UC
obecrieunBaeT — PErUCTPALMIO geficTBuii  momb3oBarenedt ¢ JIOKyMeHTOM
(morupoBaHKe) B T€UECHHE KU3HEHHOTO LIUKJIA.

32. Bee mumamensipl [1DI1 mpusHaior pasHO3HAUHOCTH CBOed ITOTI
COGCTBEHHOPYYHOM MOJIIACK HA OyMaXHOM HOCHTEJIE.

3.3, Cospanue [I3I1 B VIC uHMI@UpYyeTCs COOTBETCTBYIOIIMM JEHCTBUEM
pnagensia [IDI1, T.e. He BBIIOJNHIETCS ABTOMATHYECKM WM HE3aMETHO JULA
BJIaJI€IbLA.

34. Tlommomoumst  Buageiasuna IIDI1,  moamucaBmero  JIOKyMEHT,
[TOATBEPKIAIOTCS B MOMEHT Iojnucanust JJokymeHra B MC aBTOMaTHYECKH I1O
TOJIOKUTENILHOMY — pe3yJibTaTy — CIeAYIOIUX — IPOBEPOK: COOTBETCTBYIOLIMM
110J1630BaTeNb aBTopH30Ban B MIC, COOTBETCTBYIOMINK KITIOY DJIEKTPOHHOM MTOAMKUCH
BKJIFOYEH B PEECTP BBIIAHHBIX KIIOYEH 3JI€KTPOHHOU TOANHKCH, COOTBETCTBYIOLIUH
KIIFOY  DJIEKTPOHHOM IOAIMCH OTCYTCTBYeT B PEECTpPe OTO3BaHHBIX KJTFO4ei
3JI€KTPOHHOM TO/IIUCH.

3.5. Bpemst (pOpMHUPOBAHUsL SIICKTPOHHOM MOMMUCH QUKCHPYETCs CPeACTBaMHU
VC no rpunsuuckomy Bpemern (UTCHO).

3.6. BHyTpeHHue JJIEKTPOHHbIE IOKYMEHTHI, IIE€PEUMCICHHBIC B [lepeune,
npusejgenroM B ITpunoxennu Ne 1 x HacTOsMIEMY ITonoxeHunIo, MOAIUCAHHBIC
[I911, mpusHarotest B Oprasu3aiiy PaBHBIMA IO IOPUIUTIECKOH CHle TOKyMCHTaM
Ha OYMaYKHBIX HOCHTEIISIX, COOCTBEHHOPYYHON MOATHUCEHIO.

3.7. Tlonpsosaresu VC npusnaior, uro susyanusanus mramia [IOIT mpu
nemoucrpanuu Joxymenra B unTepdeirice VIC, BbloqHeHHas CpeACTBaMH ncC,
SBJIICTCS.  HEOCIIOPUMBIM  IIOJTBEPKIEHAEM (pakra ITOANUCAHMsA JOKyMEHTa
COOTBETCTBYIOIIHM: B ENbIeM (IOIHHHOCT X HEOTPEKAEMOCTB).

3.8. Xpanenne JlOKyMEHTOB OCYLICCTBIIICTCS ITyTE€M 3aliCH CBEJICHUN O
JIOKYMEHTaX B apXUB 3JIEKTPOHHBIX JOKYMEHTOB, KOTOPBIH ABIAETCS YaCThIO ncC.
3.9. Opramuzaiyst 06eCIeUnBACT TEXHUYECKUMH 1 OpraHH3alMOHHbIMU Mepamu



3aIllUTy OT HEeCAHKIMOHUPOBAHHOI'O JIOCTYIIA U MPEJHAMEPEHHOIO YHHYTOXKECHHUS
W/YIA UCKAKEHHs! CBefieHnit o JIOKyMEHTax B apXuBe SJIEKTPOHHBIX JOKYyMEHTOB
HC, a Taxxe rapaHTUpyeT MOATBEPKIACHUE aBTOPCTBA TOKYMEHTa, IOAIUCAHHOIO
[13I1 aBTOpa, B TOM 9YHCIie IIyTeM YTBEP)KJIEHUS IOWMEHHOTO OrPaHUYEHHOIO
CIHCKa JIMI, WMEIMUX (aJMUHHCTPAaTUBHBIE) IpaBa JOCTyla K apXHUBY
AJIEKTPOHHBIX JOKyMeHTOB VIC.

3.10. Jloxymentsr xpausitcst B IC B ToM (opmaTe, B KOTOPOM OHHU OBLIH
cosnanbl. Cpok xpanenus JlokymenToB u cBenenuii o JlokyMeHTax He MOXKET OBITh
MeHee 3 (Tpex) JIeT ¥ OTIPEeIEIISIETCs] B COOTBETCTBUU C JIOKAJIBHBIMU HOPMATUBHBIMU
axTamu OpraHu3alyy Wil ee CTPyKTYPHBIX ITOAPa3IeIeHUN.

3.11. Komust 53JEKTPOHHOTO JOKyMEHTa MOXeT OBITh H3TOTOBJIEHA
(pacrieuaTana) Ha OymaxHoM Hocurene cpenctBamu KMC wu  3aBepeHa
cOOCTBeHHOpYYHOH moanuchio Biagensia [IOI1, nubo dmeHaMu KOMHUCCHH,
BKJTIOUAIOIIEel B ce0sl Kak MUHUMYM pyKoBouTe st Opranu3aliy 1 U0, IMEIoIIee
pacmpeHHble (aAMUHUCTPATUBHBIC) IIpaBa JOCTylla K apXWBY 3JIEKTPOHHBIX
nokymentoB MC. Komust 2JIeKTpOHHOTO JOKyMeHTa Ha OyMa)KHOM HOCHUTEIE
JOJKHA CoJiep kaTh Busyaiu3aluio 1rraMina (mramnos) [TOI1, moareepxpatomnryto,
yro opuruHan Jokymenra noxanucad [I9I1. AyTeHTHYHOCTH 3JIEKTPOHHOIO
JOKYMEHTa U ero KOIuU Ha OyMakHOM HOocHTelie obecrieunBaetcs cpencrsamu VC.

4. llpaBa, 00513aHHOCTH U OTBETCTBEHHOCTDb BJIAAEJbLA 3JIEKTPOHHOM
HOJNMUCH

4.1. Bunagemnen IIOI1 umeer mnpaBo: obpamatbess K OTBETCTBEHHOMY 3a
TeXHHIecKkyio moxanepxky MC juist aHHyIMpoBaHHS (OT3bIBa), MPUOCTAHOBKH
(BO30OHOBIICHHS) ACHCTBUS IPUHAJUIEKALEI0 eMy KIlloUa JIEKTPOHHOM MOMAINCH;
B Clly4ae HEOOXOJUMOCTH 3aMEHbI, BOCCTAHOBJICHHUSI KJIF0Ya 3JIEKTPOHHON MTOAIKICH
obpatuthest Kk  OrTBercrBeHHOMY 3a  TexHuueckyio moanmepxky HWMC ¢
COOTBETCTBYIOIIEH MPOCHOOH M ITONYYHTh HOBBIH KIIIOY SIEKTPOHHOM MOJIHCH;
oOpamarsest K pykoBoicTBy Opranu3amuu Jjisi pazdopa KOHQIUKTHBIX CUTyallun
(ciopoB), BozHuKaomux rpu ripumeneruu [T B UIC.

4.2. Bnagenen ITOIT obsizan: Bectu 00paOOTKY BHYTPEHHUX SJIEKTPOHHBIX
nokymeHToB B MIC B COOTBETCTBUU CO CBOMMHU JOJDKHOCTHBIMU OOSI3aHHOCTSIMU,
[TpuHHMAaTE Bce BO3MOXHBIE MEPBI JUIS ITPeOTBPAICHIS HECAHKIIHOHUPOBAHHOIO
MCITOJIB30BAHMSI CBOEI'0 KJIIOUa 3JIEKTPOHHOM MOAMKUCH; HU PU KaKUX YCIOBHUSIX HE
nepeJaBaTh K04 JIEKTPOHHOW IMOJIKCH JPYTUM JIUIAM; MPU KOMIIPOMETAIUU
CBOEro KJIO4Ya JJIEKTPOHHON IMOJIWCHA HEe3aMeJIUTeTbHO OOpaTUThCs K
OTBeTcTBEHHOMY 3a TexHu4yeckyro mojuepxkky MC s [OpHOCTaHOBKU
IPUHAJJISKAILEr0 eMy KIIoUa 3JIeKTPOHHOU MOIIICH.

4.3. Bnagenen [10I1 vecer MyHyI0 OTBETCTBEHHOCTH 33 COXPAHHOCTH CBOETO

KJIro4da 3H€KTpOHHOI>1 noAriucn " ero 3amuTy 0T HECAHKIHMOHHUPOBAHHOI'O
HCITOJIB30BaHM:I.



5 Texuosornst npumenenus cpeacers MM B8 UC

5.1. Jna npumenenus IIOIT B VC Bnagensiyy IIOI1 HeoOGxoaumo
apropusoBathcss B MC ¢ HCIIONB30BaHMEM I[yOIUIHON U KOHGUASHIMAILHON
gacredt kmoua IIDIT (ums momnp3osatenss ¥ mapons). Ilonmucanue JoXymeHTa
BBITIONHAETCS ITyTeM Haxarust Ha KHonky "[loxmnucats” B uutepodeiice VC.

5.2. Madopmaryst 060 Bcex BBIIAHHBIX II0IB30BATEIIO KITFO4aX DJIEKTPOHHOM
[OJIIIHCH, IATAX [OJTyUeHHs U MPEKPaIeHHs] HX JeHCTBHS (M3bsITHS) XPAHUTCS B ncC
MTOCTOSIHHO.

53. Tlpu mpexpamennst y coTpyanuka OpraHu3alud JO/DKHOCTHBIX
o0s3apHOCTell 10  00paboTKe BHYTPEHHHX 3JICKTPOHHBIX —TOKYyMEHTOB C
pcronpszoBareM 1211 wiy npy yBOJBHEHUHM COTPYIHUKA €ro K09 BHOCUTCH B
peecTp OTO3BAHHBIX KJIOYEH OJIEKTPOHHOH  IOIITHCH OTBETCTBEHHBIM 34
texumdeckyto noaaepxky MC. C MomeHTa BHECCHUs KITI0Ya B PEECTP OTO3BAHHBIX
KJTIOUel DIEeKTPOHHOM MOJUIMCK Bee mHocieaytoume JOKyMEHTbI, MOAINUCAHHDIC
sroit ITOT, He CUMTAIOTCS TIOAIMCAHHBIMU HaJUIeXKAIIM 00pa3oM, T.€. IOANKCEIO,
PABHO3HAYHOI COOCTBEHHOPYYHOMU.

6. 3aKII0YHTEIbHbIE OJ0KEHUSI
6.1. Hacrosimee [losoxenue BCTYAEeT B CHILY € JaThl yTBEPIKACHHUS.
6.2. Texcr ITonoxerus pasmemaercs B MC. Crioco6 focTyna K akTyaibHOH
Bepcru IT0JI0KEHMs! OIMCHIBACTCS B TIOJIB30BATEIBCKOH JIOKYMEHTAlUH K ncC.
6.3. JIOKyMEHTBI, CO3/IaHHbBIC B MC u noamucanusie 1911 B cOOTBETCTBUH C
HacTosuM  [1OJIOKEHMeM, IPU3HAIOTCA IOPUIWYECKH 3HAYMMBIMU C  JaThl
yTBepxeHus [TooeHus.



