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ITOJIOKEHHUE
OB UCITI0JIb30BAHUM ITPOCTOM JEKTPOHHOM MO CH

1. OGwme nosoKeHus

1.1. Hacrosmmee ITonoxenue 00 MCIOJIB30BAaHUN TIPOCTOM JEKTPOHHOM MOAMHUCH (Ianee
[TonoxxeHue) sBISETCS JIOKANbHBIM HOPMATHBHBIM akTOM MyHHUIIMIAIBHOTO aBTOHOMHOIO
obmeoOpa3oBaTenibHOrO  yupexaeHus: «JIuarsucrudeckas rtumHazus Ne20 wumenn JLJL
BepxoBieBoii» (ganee TUMHA3MsI) U ONPEACTSeT MOPSIOK U YCIOBHS 3aBEPEHUST COTPYIHUKAMU
TUMHA3UU  DJIGKTPOHHBIX JIOKYMEHTOB B HMH(OPMAIMOHHBIX cuctemMax (mamee - HC) ¢
IIPUMEHEHUEM IIPOCTON MIEKTPOHHOMU noanucu (nanee - [1911).

1.2. TIDIT ucnionw3yeTcs B ciayyasx, KOrja He TpeOyeTcsl MCIOJIb30BaHUE KBATU(PHUITIPO-
BaHHOM AJIEKTPOHHOM MOIUCH.

1.3. Peanuzauusi onpenesieHHbIX HacToAmMM [lojiokeHreM ycloBUI TPUMEHEHUS MpO-
CTOU 3JIEKTPOHHOW MOJINMUCH 00eCreurBaeT MPUAAHNE IOPUANYECKON CUIIBI BHYTPEHHUM JOKY-
MeHTaM rumHaszuu B UC, TpeOyromuM TUIHON TOIUCH COTPYAHHUKA, U OTICPAITUSM C HUMH.

1.4. Hanmuue T1911 obecnieunBaeT BHyTPEHHUM 3JIEKTPOHHBIM JIOKyMEHTaM B HHpOpMa-
LMOHHBIX CUCTEMAX:

* IO/UIMHHOCTB;

* LIEJIOCTHOCTD - TOKYMEHT HE MOXKET ObITh U3MEHEH MOCJIE MOIMTUCAHNUS;

1.5. oxkyment, nmoanuckiBaeMmblii [1211 B UC momkeH ObITh B HE penakTupyeMom ¢op-
Mare.

1.6. Jlnga moanucaHusi 3J€KTPOHHBIX TOKyMeHTOB B MC ncmosb3yercs mpocras 3JieK-
TPOHHAs MOJNUCH - HHPOPMAIHS B ANEKTPOHHOU dopMe, KOTopas MPUCOEAUHEHA K IPYTroi MH-
dbopMaiuu B 3EKTpOHHOU (popme (moamuchiBaeMoii HHPOpMAIMK, TOKYMEHTY B 3JIEKTPOHHOM
BU/JIE) WIM WHBIM 00pa3oM CBsi3aHHAs ¢ Takoi MHpOpManuen, U KOTopas UCIOIb3yeTcs AJIs Oll-
peaeneHus Jinia, MoJIUChIBaIONIEro NHGOpMaIHIo.

1.7. B xauectBe myOnmmuHol yacT kitoda [I1D11 ucnons3yercs yHUKaIbHOE UMST YIETHOU
3amucH, MpUMEHsIeMOoe JIJIsi aBTopu3anuu mnojs3oBareiis B IC. B kadecTBe KOH(MUICHITNATBEHON
yactu kioua [I13I1 ucnons3yercs maposib K y4eTHON 3alHCH.

1.8. Usrorosnenue (reepanuio), Beiaady U perucrpanuio B IC yka3zaHHbIX B 11.1.7 umeH
MOJIh30BaTEJICH M TapOJIeii OCYIIECTBIISIET OTBETCTBEHHBIN cOTpynHUK (ammuHUCTpaTop) UC.

1.9. Tapons nmonw3oBatens MIC MokeT ObITh M3MEHEH €ro BIIJeNbleM B JTF0OOH MOMEHT



nocne aropusanuu B MC. PexkoMeH1yeTcst U3MEHSITh apoJib HE PEXe OJHOTO pa3a B TPU MeECs-
na. Jns cHmkeHus pucka moadopa mapois ¥ HEeCAaHKIIMOHUPOBAHHOTO HMCIIONB30BAHUS JIPYTHM
JUIOM KJII0Ya 3JIEKTPOHHON MOJIMUCU PEKOMEHIYETCs He 3aJaBaTh HapoJiM, MCIOJb30BaHHBIE
paHee.

2. TepMHUHBI U ONpe/IeIeHHsI

B nannowM IlonoxeHnu UConb3yr0TCs CAEAYIOUUE TEPMUHBI U UX ONPEICIICHUS:

2.1. BaageJsen npocToi 3J1eKTPOHHOM MOANMMCH - COTPYIHUK TUMHA3UU , HAJICTICHHbBIN
MMOJIHOMOYMSIMUA TOJIMCH JTOKYMEHTOB, HCHOJB3YIOIIMA HUMs IOJb30BaTeNli M Napojb s
aBropuzanuu B UC;

2.2. DJIeKTPOHHBIN AOKYMeHT (j1anee - JIokyMeHT) - JOKYMEHT OJAHOTO U3 HE PeHaKTH-
PYEMBIX TUIIOB IOKYMEHTOB, CO3JaHHBIN B 3JEKTPOHHOH (opMe M MOANMUCAHHBIN 3JIEKTPOHHOM
MOJIUCHIO COTPY/IHUKA;

2.3. Koy 3/1eKTPOHHOW NOANMCH - YHUKaJIbHas MOCJIEA0BAaTEILHOCTh CHUMBOJIOB,
NpeaHa3HauYeHHas 1Sl NOATBEPKACHU ¢ ucnoyib3oBanueM cpeacts MC noamuunoctu 11911

2.4. Ilpocras raekrporHnas noanuch (IIDI) - uadopmamus B anexkTpoHHor Gopme B
NC, Bo3HHKAaIOIAss B MOMEHT BBINOJHEHHUS BIIAJIEIBLEM 3JIEKTPOHHOM MOANMCH KOMaHAbI MOJ-
nucanus JJokymenra B uarepdeiice UC, monreeprxkaaromnias NoaIuHHOCT JlokyMeHTa u/mu (akrt
o3HakomuieHus Biajensua [I9I1 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJHO3HAYHO CBSI3bIBA- €TCS C
JIOKyMEHTOM U BJIaJI€TbLEM MOANUCH;

2.5. Itamn II31I - Bu3yaneHast oTMeTKa 00 3JIEKTPOHHOM MOANMCH, BKIIOYAIOLIas PeK-
Bu3uThl 1011, koTopas aBTomMaTH4ecku co3naercs cpeactBamu C npu OTKpHITHH (BU3yaau3a-
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 xpanenue B MC. MC obecrneunBaeT perucTparmio
neiicTBuil monp3oBateneil ¢ JlokyMeHTOM (JIOTMpOBaHKE) B TE€YCHUE )KU3HEHHOTO IIHKIIA.

3.2. Bce Bmagensiel [I911 nmpusHator paBHO3Ha4HOCTH cBoel [IDI1 cobcTBeHHOpYYHOM
NoJANMCcH Ha OyMa)XXHOM HOCHUTEJIE.

3.3. Cozpganue 1211 B MC mHULMHUpPYETCS COOTBETCTBYIOUIUM JIEMCTBHUEM BiaAeiblia
IIDI1, T.e. He BRIMOIHICTCS aBTOMAaTHYCCKH MM He3aMeTHO i1 Bnaaenbiia 11911

3.4. Ilonnomouus Bnanensua 19011, noagnucasmero JIokyMeHT, MOATBEPKAAIOTCS B MO-
MeHT noanucanus Jlokymenra B IC aBToMaTHUECKU IO MOJOKUTEIBHOMY PE3YJbTaTy CIEAYIO-
LIUX IPOBEPOK:

—COOTBETCTBYIOLIMI MOsIb30BaTenb aBTopu3oBaH B MC,

—COOTBETCTBYIOLIUI KIIIOY YJIEKTPOHHOU MTOANMCH BKJIIOUEH B PEECTP BBIJAHHBIX KIIFOUEH
3JIEKTPOHHOM MOJIITHUCH,

—COOTBETCTBYIOLIMH KJIIOU 3JIEKTPOHHOM noAnucu orcyTcTByeT B peectpe UC.

—OTO3BaHHBIX KIIFOYEN AIEKTPOHHOMU MTOAHUCH.

3.5. Bpems ¢opmupoBaHus 3JI€KTPOHHOM noanucu Gpukcupyercs cpeactamu VC.

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



COOTBETCTBHH C 3aKOHONATEILCTBOM PD.

3.7. Ionw3oBarenu MC npusnHarot, yro Busyanusauus wramna [I911 npu nemoHcTpannn
Hokymenrta B untepdeiice IC, BeimonnenHas cpencrsamu MC, sBisieTcss HEOCTIOPUMBIM MO~
TBEp)KACHUEM (paKkTa MOANMCaHHUs AOKYMEHTa COOTBETCTBYIOIIMM BiaaesnbieM [IDI1 (moamun-
HOCTh ¥ HEOTPEKAEMOCTb).

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

3.9. 'mmHa3us obecreunBaeT TEXHUYECKMMH U OPTraHW3allMOHHBIMUA MEpaMH 3allUTy OT
HECAHKIIMOHUPOBAHHOTO 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 [TOMMEHHOTO OTPAHUYEHHOTO CIMCKA JIMIL, UMEIOIIUX pacIIUpEeHHbIe (aIMUHHUCTpPA-
TUBHBIE) ITpaBa JOCTYIA K apXMUBY 3JIEKTPOHHbBIX AoKyMeHTOB MC.

3.10. Jokymentsl xpausatcs B UC B Tom popmate, B KOTOPOM OHH OBLITH CO3/IaHBI.

3.11. Komust 351€eKTpOHHOTO JOKYMEHTAa MOXET OBITh M3TOTOBJICHA (pacrieyarana) Ha Oy-
MaxHOM HocuTene cpeactBamu MC u 3aBepeHa cOOCTBEHHOPYUYHOH MoANHCHIO Biaaesbiia [1911.
Konust 351eKTpOHHOTO JOKyMEeHTa Ha OyMa)XHOM HOCHTEINIE TOJDKHA COJEp)KaTh BU3YalH3aIHIO
mramna (mramios) [I911, noarBepxkaaromtyto, uro opuruHan Jlokymenra noanucas 11911

3.12. AYyTeHTHYHOCTb 3JIEKTPOHHOT'O JIOKYMEHTa M €ro KOINMHM Ha OyMakHOM HOCHTEJe
obecrmieunBaercs cpeacreamu VC.

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

4.1. Bnagenen [13I1 umeet npaBo:

— o0pamarbcs K OTBETCTBEHHOMY 32 TeXHHUYECKY1o noaaepxxky UC ans aHHyJIMpoBaHUS
(oT3BIBa), MPUOCTAHOBKHU (BO30OHOBJICHUS) NCUCTBHS MPUHAJJICKAIIECTO €My KIIF0Ya AJICKTPOH-
HOM TOIMNCH,

— B cllydyae He0OXOJUMOCTH 3aME€Hbl, BOCCTAHOBJIEHHUS KIIOYa AJIEKTPOHHON MOANUCHU
00paTUTHCS K OTBETCTBEHHOMY 3a TEXHUYECKYI0 nmoaepxkky MC ¢ cooTBeTCTBYIOMIEH MPOCh00it
Y MOJTYYUTh HOBBIW KIIFOY 3JICKTPOHHOM MOANUCH;

— o0pamarbest K TUPEKTOPY, I pa3dopa KOH(IUKTHBIX CUTYyalHi (CIIOPOB), BO3HU-
karomux npu npumenenun 11911 B UC.

4.2. Bnaneneu I1911 o0si3an:

— BecTU 00pabOTKy BHYTPEHHUX JJICKTPOHHBIX TOKYMEHTOB B MC B COOTBETCTBUU CO
CBOUMHU OJOJIKHOCTHBIMU 06$I3aHHOCT$IMI/I;

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

— HU IpU KaKUX YCIOBHSIX HE MepeaBaTh KI0Y SJEKTPOHHONU MOIMUCH IPYTHM JIHIIAM;

— MpU KOMIPOMETAIMH CBOETO KIIF0Ya AJICKTPOHHOW MOINKMCH HE3aMEITUTENLHO o0pa-
TUTHCSA K OTBETCTBEHHOMY 3a TeXHHUYecKylo noanepxxky MC s npuocTaHOBKU JEHCTBUS MpU-
HaJJIeXKAIEro eMy KJItoua 3JIEKTPOHHOMN MOIHUCH.

4.3. Bnangenen II9I1 HeceT NMYHYIO OTBETCTBEHHOCTh 3@ COXPAHHOCTH CBOETO KJIIOYA
AIEKTPOHHON MOJIHUCH U €r0 3aIUTy OT HECAHKIIMOHUPOBAHHOTO MCTIOIb30BAHMUS.



5. Texnosorus npumenenns cpeacts [1II1 B UC

5.1. dnsa npumenenus 11011 8 UC Bnanensuy 1311 Heo6xoaumo aBropuzoBathes B UC ¢
MCIIOJIb30BaHUEM MyOIMYHOW U KoHbUACHIHaIbHOU yacteil kmtoda [1911 (umst monp3oBatTens u
naposs). [lognucanne JlokyMeHTa BBIOJIHAETCS IIyTEM HaxkaTHsl Ha KHONKy "[loanucars" B MH-
tepdetice NC.

5.2. Nudopmanus 0060 Bcex BBIJAHHBIX IOJIB30BATENIO KIIFOYAX JIEKTPOHHOW TOMIHCH,
JaTax MOJy4YeHUs U MpeKpalleHus ux nernctBus (u3bsaTtus) xpanutcs B UC noctosiHHO.

5.3.Ilpu mpekpameHun y COTPYJAHHKAa THUMHA3UHM JIOJDKHOCTHBIX OOSI3aHHOCTEH TI0
00paboTKe BHYTPEHHHX AJIEKTPOHHBIX TOKYMEHTOB ¢ ucmnojib3oBanueM [IDI1 wnu mpu yBoIb-
HEHUU COTPYAHUKA €ro K04 BHOCUTCS B PEECTP OTO3BAHHBIX KIIIOUEH 3JE€KTpOHHOM noanucu. C
MOMEHTA BHECEHHUS KJI0Ya B PEECTp OTO3BAHHBIX KIIIOUEH AJIEKTPOHHOM MOJIMCH BCE IOCIIE-
nytomue JlokymenTsl, noanucanusie 3Tor 11311, He cumTaroTcs MOANMCAaHHBIMHU HaJJISKAIUM
00pa3om, T.e. MOJNHICHIO, PABHO3HAYHOU COOCTBEHHOPYUYHOM.

6. 3axyII0YUTE/IBHBIE I10JI0KEHHUS
6.1. Hacrosee [losoxenne BCTynaeT B CHILy C 1aThl YTBEPAKIACHUSI.

6.2. loxymenTtsl, coznannbie B UC u noanucanusie [1311 B cOOTBETCTBUU € HACTOSAIIUM
[TonoxxeHnuem, MPU3HAIOTCS IOPUIUUECKU 3HAUUMBIMU C AaThl yTBepkaAeHus [lonoxenus.

JOKYMEHT MOZMUCAH SNEKTPOHHOM MOAMNUCHIO
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