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MMOJIOKEHUE
OB UCIIOJIb30BAHMU ITPOCTOM DJEKTPOHHOMI IO AITUCHA

1. O6mue moJioxKeHUst

1.1. Hacrosimee IlonoxeHne 06 HCIIOIB30BAHUE IIPOCTON HIEKTPOHHOM HOJITHCH (maiee
lonoxkenue) sBIsSETCS JIOKAILHBIM HOPMATHBHBIM aKTOM MyHHIUIAIBHOTO ABTOHOMHOIO
obmeobpasoBarenpHOro  yupexienus «JluarsucTuueckass rumuasus Ne20 wumemu  JLJL
Bepxosriesoit» (jianee TUMHA3MS) U ONIPEJICISeT NOPSIOK U yCIOBUS 3aBEPEHHS COTPYIHAKAMA
IAMHA3UM  OJIEKTPOHHBIX [OKYMEHTOB B MH(DOpManuoHHBIX cucremax (mamee - HC) ¢
IPUMCHEHUCM IIPOCTON 2JIEKTPOHHON oanucH (fajiee - ITD1T).

1.2. TIDIT ucnoms3yercs B ciyuasx, Korja He TpeOyeTcs HCIIOIb30BAHNE KBaTuQuInpo-
BaHHOM DJICKTPOHHOM MOIITHCH.

1.3. Peanusanus onpeaeneHHbIX HACTOSIMM [10J0KEHAEM YCIOBHH IPUMEHEHHUS Ipo-
CTOH DJIEKTPOHHOM HOAUKMCH OOECIIEUMBACT IPHIAHAE IOPUIMIECKON CHIIBI BHYTPEHHHAM IOKY-
MenTaM ruMHuasun B VIC, tpeGyromum TMUHOM IOAINCH COTPY IHUKA, M OTIEPALIHSM C HAMH.

1.4. Hamaane 11911 oGecrieurBaer BHY TPEHHEM 2JIEKTPOHHBIM JOKyMEHTaM B HH(pOpPMa-
MUOHHBIX CHCTEMaXx:

* IIOJUTMHHOCTD;

* HEJIOCTHOCTD - JIOKYMEHT HE MOKET OBITh M3MEHEH I10CTIE O IIACAHNSI;

1.5. Noxyment, nommcemsaemsiit [1911 B UC joimken GBITH B He pelakTUPyEMOM dop-
Mare.

1.6. Jlnst mojrmcanust SMeKTPOHHBIX KOKyMeHTOB B MC HCIOIB3yeTes: IIpocTas dJiek-
TPOHHAs MOJIKCE - HHQOPMAIHs B 3JIEKTPOHHON (opMe, KOTOpask IPUCOEIMHEHa K APYrOil HH-
dopmaruu B snekTpoHHON dopme (oAIICHBaeMOl HHbOPMAIIH, JOKYMECHTY B 3JIEKTPOHHOM
BHJIC) MM MHBIM 00Pa3oM CBsi3aHHas ¢ Takoi uHpopMaruei, © KOTOpast HCIOIB3YETCs LIS Oll-
PEICTCHUs JIUIA, 110 IIMCHIBAIOIICTO HH()OPMAIIIO.

1.7. B xauectBe mybmmanoii yacty kioya [ HCHOTB3YeTCs YHUKAIBHOE MMs YYETHOH
3alMCH, TIPUMCHACMOC JULA aBTopusaiuu 1oin3osareis B MIC. B xauecte xonduaenuansHoi
qacty Kmova [IDI1 uenone3yerces maposib K yueTHoit 3anucy.

1.8. Usrorosnenue (remepanuio), Bpiziady u perucrpanmo B VIC ykasanusix B 1m.1.7 uMen
IIOJIL30BATENICH M ITAPOJICH OCYIECTBIACT OTBETCTBEHHBIA COTPY MUK (anvunmcTparop) UC.

1.9. ITapons mone3oBaress UC MoxeT OBITH H3MEHEH €ro BIANENbIEM B JIIO00H MOMEHT



nocne apropusanuu B UC. PekoMeH1yeTcst U3MEHSTh apoJib HE PEXe OJHOTO pa3a B TPU MeECs-
na. J{ns cHukeHus pucka moadopa mapois ¥ HEeCAaHKIIMOHMPOBAHHOTO HMCIIONB30BAHUS JIPYTHM
JUIOM KJII0Ya 3JIEKTPOHHOW MOJIMUCU PEKOMEHIYETCs He 3aJaBaTh HapoJiM, MCIOJb30BaHHBIE
pasnee.

2. TepMHUHBI U ONpe/IeIeHHsI

B nannowM IlonoxeHnu UCnonb3yroTCs CAEAYIOUUE TEPMUHBI U UX OIPEICIICHUS:

2.1. BaajeJsen npocToi 3J1eKTPOHHONH MOANMMCH - COTPYIHUK TUMHA3UU , HAJIETICHHbBIN
MMOJIHOMOYMSIMUA TOJIMCHA JTOKYMEHTOB, HCIOJB3YIOIIMA UM IOJb30BaTeNli W Napojb s
aBropuzanuu B UC;

2.2. DJIeKTPOHHBIN AOKYMeHT (anee - JIokyMeHT) - JOKYMEHT OJAHOTO U3 HE PeHaKTH-
PYEMBIX TUIIOB IOKYMEHTOB, CO3JaHHBIN B 3JEKTPOHHOH (opMe U MOANMHUCAHHBIN 3JIEKTPOHHOM
MOJIHUCHIO COTPY/IHUKA;

2.3. Koy 3/1eKTPOHHOW NOANMCH - YHUKaJIbHas MOCJIEI0BAaTEIbHOCTh CHUMBOJIOB,
NpeaHa3HavYeHHas 1J1sl TOATBEPKACHU ¢ ucnoyib3oBaHueM cpeacts MC noamuunoctu 11911

2.4. Ilpocras raekrporHnasi noanuch (IIDI) - uadopmarus B anexkTpoHHor Gopme B
NC, Bo3HHKaIOIAss B MOMEHT BBINOJHEHHUS BIIAJIECIBLEM 3JIEKTPOHHOM MOJANUCH KOMaHAbI MOJ-
nucanus JJokymenra B uarepdeiice UC, monreepxkaaronias NoAIuHHOCT JlokymMeHTa u/miu (akt
o3HakomuieHus Biagensua [I9I1 ¢ JlokymMeHTOM, KOTOpas B3aMMHO OJHO3HAYHO CBSI3bIBA- €TCS C
JIOKyMEHTOM U BJIaJIETbLEM MOANICH;

2.5. Iramn II31I - BusyaneHast oTMeTKa 00 3JEKTPOHHOM MOANMCH, BKIIOYAOLIas PeK-
Bu3uThl 1011, koTopas aBTomMaTHdecku co3naercs cpeactBamu C npu OTKpHITHH (BU3yaIu3a-
nuu) aokymeHnta, nmoanucannoro 1911, B uaTepdeiice UC; Bpems dopmupoBanus [13I1 oTo-
OpakaeTcs B IITaMIIE 110 YaCOBOMY TosiCy mosb3oBarens VC.

3. OGecnevyeHue IPUANYECKOI CHIIBI BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. XKusznennsiit uuxn JJoxkymenta B IC BkiIO4aeT: co3qanue U Npovre JeHCTBUS IO €ro
o0paboTke, oTpakeHHe B yuere, a Takxke xpaHenue B MC. MC olecrneunBaeT perucTparmio
neiictBuil monp3oBateneil ¢ JlokyMeHTOM (JIOTMpOBaHKE) B TE€UCHUE )KU3HEHHOTO IIHKIIA.

3.2. Bce Bmagensiel [1911 nmpusHator paBHO3Ha4HOCTH cBoel [IDI1 cobcTBeHHOpYYHOM
NoJANMCcH Ha OyMa)XXHOM HOCHUTEJIE.

3.3. Cozpganue 1211 B MC mHULMHUpPYETCS COOTBETCTBYIOUIMM JIEMCTBHEM BiaAeiblia
IIDI1, T.e. He BRIMOIHICTCS aBTOMAaTHYECKH MM He3aMeTHO i1 Bnaaenbiia 11911

3.4. Ilonnomouus Binanensua 1911, nognucasmero JIokyMeHT, MOATBEPKAAIOTCS B MO-
MeHT noanucanus Jlokymenra B IC aBToMaTHUECKH IO MOJOKUTEIBHOMY PE3YJbTaTy CIEAYIO-
LIUX IPOBEPOK:

—COOTBETCTBYIOLIMI MOsIb30BaTenb aBTopu3oBaH B VC,

—COOTBETCTBYIOLIUI KIIIOY YJIEKTPOHHOU MTOANMCH BKIIIOUEH B PEECTP BBIJAHHBIX KIIIOUEH
3JIEKTPOHHOU MOJIITHCH,

—COOTBETCTBYIOLIMH KJIIOU 3JIEKTPOHHOM noAnucu orcyTcTByeT B peectpe C.

—OTO3BaHHBIX KIIFOYEN AIEKTPOHHOMU MTOAHUCH.

3.5. Bpems ¢popmupoBaHus 3JIeKTPOHHOM noanucu Gpukcupyercs cpeactamu VC.

3.6. BHyTpeHHHE /IEKTPOHHBIE TOKyMEHTHI, noanucanubie [1011, npusHarores B
TMMHA31H, PAaBHBIMU 110 IOPUAMYECKON CHIIE TOKyMEHTaM Ha OyMaKHBIX HOCUTEIIAX,
3aBEPEHHBIM COOCTBEHHOPYUYHON MOJNKCHIO, 32 UCKIIIOUCHUEM CITy4acB
HEO0XO0IMMOCTH MCTIOJIb30BaHMSI KBATM(HUIIMPOBAHHOM 3JIEKTPOHHON TOAMNCH B



COOTBETCTBUH C 3aKOHOATEILCTBOM PD.

3.7. Ionwp3oBarenu MC npusnHarot, yro Busyanusauus wramna [I911 npu nemoHcTpannn
Hokymenrta B unrepdeiice IC, BeimonnenHas cpeacrsamu MC, sBisieTcss HEOCTIOPUMBIM MO/~
TBEp)KICHUEM (paKkTa MOANMCaHHUsS AOKYMEHTa COOTBETCTBYIOIIMM BiaaesbieM [IDI1 (moamun-
HOCTh ¥ HEOTPEKAEMOCTb ).

3.8. Xpanenue JJOKyMEHTOB OCYIIECTBIISIETCS MyTEM 3alUCH CBEICHHI 0 JJokyMeHTax B
apXMB AJIEKTPOHHBIX JOKYMEHTOB, KOTOPbIN siBisieTcs yacThio MC.

3.9. I'mmHa3us obecrieunBaeT TEXHUYECKMMH U OPTraHW3allMOHHBIMUA MEpaMH 3allUTy OT
HECAHKIIMOHMPOBAHHOTO JIOCTyMa M MPEAHAMEPEHHOTO YHUYTOXKEHUS W/WIN HCKaKCHUS
cBeieHU O JloKyMeHTax B apXuBe 3JIEKTPOHHBIX AoKyMeHTOoB MC, a Takxke rapaHtupyer
MOATBEPK/IEHNE aBTOPCTBAa JOKyMeHTa, noanucanHoro I1OI1 aBropa, B TOM uucie myTeMm yT-
BEP)KACHUS MOMMEHHOTO OTPAHUYEHHOTO CIHCKA JIMIL, UMEIOIIUX pacIIMpeHHbIe (aIMUHHUCTPA-
TUBHBIE) NTpaBa JOCTYIA K apXHUBY 3JIEKTPOHHbBIX AoKyMeHTOB MC.

3.10. Jokymentsl xpausatcst B UC B Tom popmate, B KOTOPOM OHH OBLIH CO3/IaHBI.

3.11. Komust 351eKTpOHHOTO JOKYMEHTAa MOXET OBITh M3TOTOBJICHA (pacrieyarana) Ha Oy-
MaxHOM HocuTene cpenactBamu MC u 3aBepeHa cOOCTBEHHOPYUYHOH MoANHChIo Biaaeibiia [1911.
Konwust 35meKTpoHHOTO JOKyMEeHTa Ha OyMa)XHOM HOCHTEINIE JOJDKHA COJIEp’KaTh BU3YalU3aIHIO
mramna (mramios) [I911, nmoarBepxaaromtyto, uro opuruHan Jlokymenra noanucas 11911

3.12. AyTEeHTHMYHOCTb 3JIEKTPOHHOT'O JTIOKYMEHTa M €ro KOImMHM Ha OyMa’kHOM HOCHTEJe
obecrieunBaercs cpeacreamu VC.

4. TlpaBa, 00s13aHHOCTH U OTBETCTBEHHOCTD BJIa/I€/IbIA YJIeKTPOHHOM MOANUCH

4.1. Bnagenen [13I1 umeet npaBo:

— oOpamarbcs K OTBETCTBEHHOMY 32 TeXHHUYECKY1o noaaepxxky UC ans aHHyIMpoBaHUs
(oT3BIBa), MPUOCTAHOBKHU (BO30OHOBJICHUS) NCUCTBHS MPUHAJJICKAIIECTO €My KIIF04a 3JICKTPOH-
HOM TTOIMNCH,

— B cllyyae HE0OXOJUMOCTH 3aMEHbl, BOCCTAHOBJIEHHUS KIIOYa AJIEKTPOHHON MOANUCH
00paTUTHCS K OTBETCTBEHHOMY 3a TEXHUYECKYI0 nmoaepxky MC ¢ cooTBeTCTBYIOMIEH MPOChO0it
Y MOJTYYUTh HOBBIW KIIFOY 3JICKTPOHHOM MOANUCH;

— o0Opamarbesi K TUPEKTOPY, I pa3dopa KOH(IUKTHBIX CUTyalui (CIIOPOB), BO3HU-
karomux npu npumenenun 11911 B UC.

4.2. Bnanenen I1911 o0si3an:

— BecTH 00pabOTKy BHYTPEHHUX JJIEKTPOHHBIX NOKYMEeHTOB B MC B COOTBETCTBUU CO
CBOUMHU OJOJI’KHOCTHBIMU 06$I3aHHOCT$IMI/I;

— IMPUHHUMATh BCC BO3MOKHBIC MCPBI AJId NPCAOTBPAIICHUA HCCAHKIIMOHUPOBAHHOI'O HC-
MOJIb30BAaHUS CBOETO KJIH0Ya 3JIEKTPOHHOM MOIUCH;

— HU IpU KaKUX YCIIOBHSX HE MepeiaBaTh KI0Y SJIEKTPOHHOM MOIMUCH IPYTHM JIUIIAM;

— MpU KOMIPOMETAIMH CBOETO KIIF0Ya AJIEKTPOHHOW MOINUCH HE3aMEITUTENLHO o0pa-
TUTHCSA K OTBETCTBEHHOMY 3a TeXHHUYEcKyIo noanepxxky MC s npuocTaHOBKU JEHCTBUS MpH-
HaJJIeXKAIEro eMy KJItoua 3JIEKTPOHHOM MOIHUCH.

4.3. Bunangenen II9I1 HeceT NMYHYIO OTBETCTBEHHOCTh 3@ COXPAHHOCTH CBOETO KJIIOYA
AIEKTPOHHON MOJIHUCH U €r0 3aIUTy OT HECAHKIIMOHUPOBAHHOTO MCIIOIb30BAHMUS.



5. Texnosorusi npumenenns cpeacts [1II1 B UC

5.1. dnsa npumenenus 11011 8 UC Bnanensuy 1311 Heo6xoaumo aBropuzoBathes B UC ¢
MCIOJIb30BaHMEM MyOInuHOW U KoHbUACHIHaIbHOU yacteil kimtoda [1911 (umst monmp3oBaTens u
naposs). [lognucanne JIokyMeHTa BBIIOJIHAETCS IIyTEM HaXkaTHs Ha KHONKy "[loanucars" B MH-
tepdetice NC.

5.2. Nudopmanus 0060 BcexX BBIJAHHBIX IMOJIB30BATENIO KIIFOYaX JIEKTPOHHOW TOMIHCH,
JaTax MOJy4YeHUs U MpeKpalleHus ux nenctBus (u3bsatus) xpanutcs B UC noctosiHHO.

5.3.Ilpu mpexpameHnn y COTPYJAHHKAa THMHA3UHM JIOJDKHOCTHBIX OOSI3aHHOCTEH TI0
00paboTKe BHYTPEHHHX AJIEKTPOHHBIX TOKYMEHTOB ¢ ucmnoib3oBanueM [IDI1 wnu mpu yBoIb-
HEHUU COTPYAHUKA €ro K04 BHOCUTCS B PEECTP OTO3BAHHBIX KIIIOUEH 3JEKTPOHHOM noanucu. C
MOMEHTA BHECEHHUS KJI0Ya B PEECTP OTO3BaHHBIX KIIIOUEH AIJIEKTPOHHOM MOJIMCH BCE IOCIE-
nytoe JlokymenTsl, noanucanusie 3Tor 11311, He cumTaroTcs MOANMCAaHHBIMHU HaJJICKAIUM
00pa3om, T.e. MOJNHICHI0, PABHO3HAYHOU COOCTBEHHOPYUHOM.

6. 3axyII0YUTE/IBHBIE IT0JI0KEHUS
6.1. Hacrosee [losnoxenne BCTynaeT B CHILy C 1aThl YTBEPAKIACHUSI.

6.2. loxymenTtsl, coznanubie B UC u noanucanusie [1311 B cOOTBETCTBUU ¢ HACTOSAILIUM
[TonoxxeHnuem, MPU3HAIOTCS IOPUIUUECKU 3HAUUMBIMU C AaThl yTBepkaAeHus [lonoxenus.





