ITpunoxxenne Ne 1 x npukasy
Ne 43-O/1 ot 12.04.2022

IHos0keHue 00 UCTIOJIB30BAHUY MIPOCTOM JIEKTPOHHOM MOANMCH /115l BHYTPEHHET 0 3JIEKTPOHHOT0
nokymentoooopora B 'BIIOY KK ACT

1.0011me monoXeHu

1.1. Hacrosiee Ilonoxenne 00 MCIONB30BaHUM MPOCTOH AJIEKTPOHHON MOANUCH B HMH(OPMAIIMOHHON
cucteme (ganee - UC) I'BITIOY KK ACT (nanee - [TomoxkeHue) sBIASETCS JTOKAIbHBIM HOPMAaTUBHBIM aKTOM
I'BIIOY KK ACT (manee - YupexaeHue) U ompenessieT MOPSI0K U yCIOBHUS pabOThI COTPYIHHUKOB C
JIEKTPOHHBIMU JI0KyMeHTaMu B MC, HemocpencTBEHHO CBSI3aHHBIMU C UX TPYAOBOW JEATENbHOCTHIO, C
IIPUMEHEHUEM IIPOCTON IEKTPOHHOM noanucH (nanee - [1911).

1.2. VYdyacTHMKaMM D3JIEKTPOHHOIO B3aUMOJAEHCTBHS HA YCJIOBHUSX, ONPEIENCHHBIX HACTOSIIUM
[TonoxeHueM, SABISIOTCS COTPYIHHKH YUPEKICHHS, MOANUCABIIAE YBEIOMJIEHHE 00 O3HAKOMIIEHHUH C
[Tonoxxennem. OOpazeny YBepomiienus mnpuBeneH B [lpunokennmu Ne 2 k Hactosmemy IlomoskenHwuro.
[Tonnucanue COTPYAHUKOM YUpEexKICHHs YBEeIOMIICHHS PaBHO3HAUYHO MPUCOSAUHEHHUIO K COTJIAIIEHUIO 00
y4yaCTHH BO BHYTPEHHEM O3JIEKTPOHHOM JOKYMEHTOOOOpoTe ¢ ucnoib3oBanuem IIOI1 Ha ycrmoBusx
Hactosawero Ilonoxenus B coorBercTBUM co cT. 428 I'paxnanckoro koxaekca P® ("orosop
MpUCOCTMHCHUSA").

1.3. Peanuzanus onpezeneHHbIX HacTosmuM [lonoxeHneM yciaoBUH NMPUMEHEHUs! IIPOCTOM 3JIEKTPOHHOMN
HOJNMCH oOecreyrBaeT MPUAAHUE IOPUANYECKOM CHUJIbl BHYTPEHHMM 3JIEKTPOHHBIM JTOKYMEHTaM
VYupexnenus B UC, TpeOyromuM JIMUHON NOAIUCH COTPYIHUKA, U ONIEPAIUsIM C HUMHU.

1.4. Hanmuue 1311 o6ecnieunBaeT BHYTPEHHUM JIEKTPOHHBIM J0KyMeHTaM B UIC:

* IOJJIMHHOCTb - MOATBEPKACHUE aBTOPCTBA JOKYMEHTA;

* LIEJIOCTHOCTD - IOKYMEHT HE MOXET ObITh U3MEHEH I10CJIe MOANNCaHMS;

* HE OTPULIAHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET OTKa3aThCsl OT CBOEH MOJIHUCH.

1.5. lns noanucaHust 31eKTPOHHBIX TokyMeHTOB B MIC ucronb3yercs npocTas 3J1eKTPOHHAs MOANHUCH.
DNeKTpOHHAsl TOANUCH - HMHPOpPMALUS B SJICKTPOHHOW (opMme, KOTOpas NPUCOCTUHEHA K JAPYroi
uHbOpMalUU B JIEKTPOHHOU (opme (moanucsiBaeMold MH(POpPMaIUK, JOKYMEHTY B 3JEKTPOHHOM BUJIE)
WM UHBIM 00pa3oM CBSI3aHHAs ¢ TakoW MH(OpManMen, U KOTopasi UCIONb3yeTCs AJIs ONpeAeSICHuUs JINLA,
MOJINHMCHIBAIOIEr0 HH(pOpMAIHIO.

1.6. B kadecrBe myOnnuyHoW wactu kiouya [IDI1 umcnonb3yercss yHUKalbHOE HMMsI YYETHOH 3amucw,
IpUMeHsieMoe Uil aBTopu3aliuu nojis3osarens B C. B kauecTtBe koHpuaAeHIManpHoN yactu kitoya [1011
UCIOJIb3YETCS MApOJIb K YUETHOM 3alKCH.

1.7. U3rorosnenue (reepanuio), Beiaady u perucrpanuto B UC ykazaHHbIX B 11.1.6 MMeH nojb3oBareneil 1
naposiei ocymiecTisieT [IpoxopoB Jmutpuit Bragumuposuu (nanee - OTBETCTBEHHBIN 32 TEXHHUYECKYIO
noanepxky UC).

1.8. Tlapons momb3oBatenss MC wmoxkeT OBITh W3MEHEH €ro BJaJeNblieM B J0O00H MOMEHT IOCie
aBropuzauuu B MIC. PexoMeHyeTcss U3MEHATh MapoJib HE PEKE OJHOTO pasa B rof. /st cHuKeHus pucka
1o100pa napoJjsi U HECAHKIIMOHUPOBAHHOTO MCIIOJIB30BaHUS APYTUM JIUIIOM KJIH04a 3JIEKTPOHHON MOANKUCH
PEKOMEHIYETCSI HE 3a]1aBaTh NIapOJIM, UCIIOJIb30BaHHBIE PAHEE.

2. TCpMI/IHBI " OpCaCIICHUA

B nannom [1010kK€HUM UCTIONB3YIOTCS CIEYIOIIME TEPMUHBI U UX ONIPEAECIICHUS:

2.1. Bmajenel mpocTou IEKTPOHHOM MOMUCH - COTPYAHUK Y UpEKICHUsI, MOAMUCABITNN Y BenoMIeHHE 00
O3HAKOMJIEHMHM C HacTosAmuM [lonokeHueM W MCHONB3YIOIIMH HMMS I0JIb30BATENsl U TApoJib IS
aropusannu B C;

2.2. BHYTpEHHHH 3JIEKTPOHHBIN JOKYMEHT (fanee - JJOKkyMeHT) - TOKYMEHT OJHOTO U3 THUIOB JOKYMEHTOB,
co3nanHblii B MC B 2JeKTpoHHOH ¢opMe U MOANHUCAHHBIN AIIEKTPOHHON MOJAIMHUCHI0 COTPYAHHMKA
(2MEKTPOHHBIMH MOAMUCIMU COTPYTHUKOB) YUPEKICHUS,

2.3. KJIIOY DJIEKTPOHHOM TMOANWCH - YHUKAJIbHAS IMOCIEA0BATEIbHOCTh CUMBOJIOB, MPEAHA3HAYEHHAS IS
MOATBEPKJIeHUs ¢ ucnoib3oBanuem cpeactB UC nognmuanoctu 1311 B lokymeHnTe;

2.4. peecTp BBIJAHHBIX KIIOYCH SJCKTPOHHOW moamucu - xpassmuics B MC CHUCOK YHUKaIBHBIX
MOCIEA0BATEIBHOCTEN CUMBOJIOB, COACPKAIMNXCS B BBIAAHHBIX MOJIb30BATENIIM UMEHAX YYETHBIX 3alUCen



Y TIApOJISIX;

2.5. peecTp OTO3BAaHHBIX KJIIOUEH 3JEKTPOHHOU noanucu - xpansumiicsa B UC cnucok nons3oBateneit C,
Y KOTOPBIX KJTFOUH IIEKTPOHHOU MOAMUCH K MOMEHTY O0palieHus K JAaHHOMY peecTpy ObLITH OTMEUYEHBI KaK
HEJCHCTBUTEIBHEIC,

2.6. npocras aiekrpornas noanuck (I13I1) - uapopmarus B anexkTponHoit popme B MC, Bo3HUKatOMmas B
MOMEHT BBINIOJHEHHUS BJIJENbLIEM JJICKTPOHHOW TMOANWCH KOMaHAbl mnoanucanus JlokymeHTa B
untepdeiice C, moarBeprkaaromas noyIMHHOCTh JJokymeHTa u/unm dakt o3HakomiieHus Brnaaensia [1311
¢ JlokymeHTOM, KOTOpasi B3aMMHO OJIHO3HAYHO CBSI3bIBAaETCS C JJOKyMEHTOM U BlafieiblieM MOJIITUCH;

2.7. mramn IIDI1 - Bu3yanbpHas OTMETKa 00 AJIEKTPOHHOW MOJMMCH, BKItoYaromas pekBu3uthl 1011,
KOTOpasi aBTOMaThyecku co3zgaerca cperncrBamu WC mnpu OTKpbITHMHM (BU3yalM3alMd) JOKYMEHTa,
noxnucannoro IIDI1, B muTepdeiice MC; Bpems ¢opmupoBanus [19I1 orobpaxaercs B ImTamrie Io
yacoBOMY nosicy noiszoBatens UC;

2.8. 00paboTKa ANIEKTPOHHOTO JOKyMEHTa - JeicTBus nojib3oBarens MC ¢ 3MeKTpOHHBIM JIOKYMEHTOM
cpeactBamu  HC, Bkiwo4asi, HO HE OIPAaHUYMBA’ICH: CO3JaHHe, IpoBepka, mnoanucanue [IOI1,
uHpopMHpoBaHUe Apyroro nois3osarens MC o 1oKyMeHTe, MOATBEPKACHNE TOTYYSHHUs, O3HAKOMIICHUE,
CO3/1aHH€ KOITMHU Ha OyMa)KHOM HOCHTENIE, OTKJIOHEHHUE, YAaleHUE.

3. OGecneuenne IOpH,Z[H‘ICCKOﬁ CHJIbl BHYTPCHHUX 3JICKTPOHHBIX TOKYMCHTOB

3.1. XXuznennsii mukn Jokymenta B MC BrirouaeT: co3iaHue U Mpodue ACHCTBHS MO €ro o0paboTke,
OoTpakeHue B yuere, a Takke xpaHeHue B C. C obecnieunBaer perucTpanmo AeiCTBUN M0JIb30BaTENEH C
JlokyMeHTOM (JIOTMpOBaHUE) B TEUEHUE KU3HEHHOTO [IUKJIA.

3.2. Bce Bmagensusl [I9I1 mpusnator paBHO3Ha4uHOCTH cBoeil IIDI1 coOCTBeHHOPYUYHOU MOANKCH Ha
OyMa)XHOM HOCHTEJIE.

3.3. Cozmanme IIDI1 B MC wuHHIMUpPYETCS COOTBETCTBYIONIMM JeicTBUEeM Bianenbina [1OI1, T.e. He
BBITIOJTHSIETCS] aBTOMATUYECKH UITH HE3aMETHO JJIs BiaJiesblia.

3.4. Ilonnomouus Bnagensua 1311, nognucasmero JIokyMeHT, MOATBEPAKAAIOTCSI B MOMEHT MOIAIHCAHUS
JlokymenTa B IC aBTOMAaTUYECKH 1O MOJIOKUTEITLHOMY PE3YbTaTy CIEAYIOIIUX MPOBEPOK:

* COOTBETCTBYIOIIUH MOJIb30BaTENh aBTOprU30BaH B UC,

* COOTBETCTBYIOIIMIA KIFOY 3JEKTPOHHOM MOANUCU BKJIIOYEH B PEECTP BBIIAHHBIX KIIIOUEH 3JIEKTPOHHOM
MOJIIUCH,

* COOTBETCTBYIOIIMM KIIIOU DJIEKTPOHHOM TOANKMCH OTCYTCTBYET B PEECTPE OTO3BAaHHBIX KIIOYEH
3JIEKTPOHHOU MOJIIHCH.

3.5. Bpems ¢opmupoBaHus 37€KTpOHHOW moanucu ¢ukcupyercs cpeacrBaMu MC 1o TpUHBHUCKOMY
Bpemenu (UTCHO).

3.6. BHyTpeHHuE 2MIeKTpOHHBIE JOKYMEHTHI, nognucanuble 1011, npusHaroTca B YUpeKIeHUM PaBHBIMU
M0 HOPUIMYECKOW CHiIe JOKyMEHTaM Ha OyMaXXHbIX HOCHUTENSIX, 3aBEPEHHBIM COOCTBEHHOPYYHOM
MIOJIUCHIO.

3.7. Nonw3oBarenn UC npusnatoT, yro Busyanusauus mramna [I9I1 npu nemoncrpamum [lokymeHTa B
untepdeiice MC, BoimonHeHHas cpeacrBamu MC, sBiseTcss HEOCHOPUMBIM TMOJATBEPXKIAEHUEM (akTa
MOJNUCAHUS JOKYMEHTa COOTBETCTBYIOIIMM BiazenblieM 1911 (moJIMHHOCTh 1 HEOTPEKAEMOCTD).

3.8. Xpanenue JlOKyMEHTOB OCYLIECTBIIIETCS IIyTEM 3alUCH CBelIeHUHM O JlOKyMEHTax B apXuB
3JIEKTPOHHBIX JIOKYMEHTOB, KOTOPBIH siBisieTcs yacTeio MIC 1 Tomax Ha Iucke.

3.9. Vupexnenue oOecrieyMBaeT TEXHUYECKMMHU U OPraHU3AlMOHHBIMH MEpaMH 3allUTy OT
HECaHKLMOHUPOBAHHOTO JOCTyNa WU MPEIHAMEPEHHOI0 YHUYTOXXEHUS W/WIM HCKAKEHUS CBEACHHUH O
JloKyMeHTax B apXuBe 2JIEKTpPOHHBIX AokyMeHTOB MC, a Takke rapaHTUpyeT MOATBEPKIECHUE aBTOPCTBA
JIoKyMeHTa, noanucannoro 11311 aBTopa, B TOM uuncie myTeM yTBEP>KICHHUS MOMMEHHOTO OIpaHUYEHHOTO
CMMCKA JIUI, MUMEIOUIMX pAaCHIMpPEeHHbIe (aAMMHUCTPATHBHBIE) IpaBa JIOCTYyNAa K apXHUBY 3JIEKTPOHHBIX
nokymenToB UC.

3.10. Hokymentsl xpaustcs B MIC B ToMm ¢opmare, B KOTOpOM OHHU OblTH co3aaHbl. Cpok XpaHEHUs
JIokyMeHTOB W cBejieHHi 0 J[OKyMEHTax He MOXKeT ObITh MeHee 5 (MSTH) JIeT W OmIpejenseTcs B
COOTBETCTBHHM C JIOKAJIbHBIMM HOPMATHBHBIMH aKTaMH Y UPEKIEHUS WIN €€ CTPYKTYPHBIX IOAPA3IEICHUM.
3.11. Komust 3eKTpOHHOTO TOKYMEHTa MOXKET OBITh M3TOTOBJIEHA (pacrieyaTaHa) Ha OyMa)KHOM HOCHUTEIE
cpeactBamu MC u 3aBepeHa cobcTBeHHOPYUYHOI moamuckio Biagensua [13I1 , aupextopom YupexaeHus
WIM JIUIOM, MMEIOIIee pPACUIMpeHHble (aAMMHHUCTpPATHBHBIE) IpaBa JOCTYNAa K apXUBY 3JIEKTPOHHBIX
nokymentoB MC. Komust »7eKTpOHHOrO JOKyMEHTa Ha OyMaXHOM HOCHUTeNe JOJDKHA CoJepXkarh



BU3yanu3anuio mwramna (mramnos) 11011, moarsepxnarontyto, uro opuruHai JJokymenra nognucas 11911
AYTEHTHMYHOCTh 3JIEKTPOHHOIO JOKYMEHTa M €ro KONHWM Ha OyMa)XHOM HOCHTele oOecleuuBaeTcs
cpenctBamu UC.

4. IlpaBa, 00s13aHHOCTH U OTBETCTBEHHOCTD BJIa/I€JIbLIA 3JIEKTPOHHOMN MOANNUCH

4.1. Bnagenen 1311 umeer npaso:

* oOpamarbcss kK OTBETCTBEHHOMY 3a TexHUYecKyro mnoanepxkky WC nns anHynupoBaHHs (OT3bIBA),
MPUOCTAHOBKH (BO30OHOBIICHHS) ACHCTBHS IPUHAIICIKAIIETO €My KIF04a AJIEKTPOHHOMN MOAIHNCH;

* B cily4yae HEOOXOJMMOCTH 3aMEHbl, BOCCTAHOBJICHHUS KJIIOYa SJIEKTPOHHOW MOAMUCH OOpaTUTHCSA K
OTBETCTBEHHOMY 3a TeXHHUYECKYI0 moanepkky MC ¢ cooTBeTCTBYIOMIEH MPOCKOOW U TMOJYYUTH HOBBIM
KJIFOY 3JIEKTPOHHOW MOAHCH;

e oOpamarbCsi K PYKOBOJCTBY YUpeXIeHHHM JUIsi pazdopa KOH(MDIMKTHBIX CUTyaluii (Cropos),
BO3HUKaromux npu npumeHenuu 11211 B C.

4.2. Bnanenen 1311 o6s13an:

* BecTd OO0pabOTKYy BHYTPEHHUX OJEKTPOHHBIX J0KyMeHTOB B MC B COOTBETCTBHM €O CBOMMHU
JOJDKHOCTHBIMHU OOSI3aHHOCTSIMU;

* IPUHUMATh BCE BO3MOXHBIE MEPHI JJI IPEJOTBPAILECHUS] HECAHKLIMOHUPOBAHHOTO MCIOJIb30BAaHUS CBOETO
KJIFOYA AJIEKTPOHHOM MOAINUCH;

* HU [IPY KaKUX YCJIOBUSX HE MEePEJaBaTh KIOY 3JEKTPOHHON NOANUCH APYTUM JIULIAM;

* IpU KOMIPOMETAaIlMM CBOEro KJIo4ya »3JIEKTPOHHOM MOANKUCH HE3aMEIJIUTENIbHO OOpaTUTBhCS K
OTBEeTCTBEHHOMY 3a TeXHUYeCKyro noaiaepxky MC s npuocTaHOBKH ACHCTBUSA NMPUHALICKALIETO EMY
KJIF04a 3JIEKTPOHHOM ITOIIUCH.

4.3. Bnagenen IIDII HeceT NMYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOETO KJIKOYa 3JIEKTPOHHOH
MOJIKCH U €T0 3aIIUTY OT HECAHKIIMOHUPOBAHHOTO UCIIOJIb30BAHMS.

5. Texnonorus npumenenus cpeacts [1911 B UC

5.1. Insa npumenenus 1911 8 UC Bnanensiy [1911 HeoOxoaumo aBTopu3oBatbes B C ¢ ucmonbp3oBaHreM
nyosmyHoil M KoHpuaeHuuansHoW wactedl kmoua [IDI1 (ums monb3oBarens um mapons). Iloamucanue
JlokyMeHTa BBINOJIHSIETCA ITyTeM HaxaTus Ha kHonky "[lonnucats" B nntepdeiice UC.

5.2. Undopmanus 000 Bcex BbIIAHHBIX M0JIB30BATENIO KIFOUaX 3JIEKTPOHHOW MOJMKMCH, aTaX NOJYYEeHUs U
npeKpaleHus ux aecrsus (n3parus) xpanurcs B UC noctosHHO.

5.3. Ilpu mnpekpamieHUH y COTPYJIHUKA YUpPEKIEHHUsS JOJDKHOCTHBIX oOs3aHHOCTeH 1o oOpaboTke
BHYTPEHHUX 3JIEKTPOHHBIX JIOKYMEHTOB C Hcnojb3oBaHueM [1DI1 win npu yBOJBbHEHUHM COTpPYIHHUKA €ro
KJIFOY BHOCHUTCSI B PEECTP OTO3BAHHBIX KIIIOUEH MIEKTPOHHOU moanucu OTBETCTBEHHBIM 32 TEXHUYECKYIO
noaaepxkky MC. C MoMeHTa BHECEHHS KJIl04a B PEECTp OTO3BAaHHBIX KIIIOUEH 3JIEKTPOHHOM MOJMHUCH BCeE
nocnenyomue JlokymenTs!, noanucanubie 3710l IIOII, He cuMTaroTCs NOANMCAHHBIMHU HAJJIEKALIUM
o0pa3om, T.e.NOANKCHI0, PABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3aKIIIOYUTEIBHBIE TTOJ0KEHUS

6.1. Hacrostiee [1onoxeHne BCTyIaeT B CUITY C JaThl YTBEPKIACHUS.

6.2. Texcrt [lonmoxxenust xpanutcs y Jleitneko MapuHa AJekcaHIpOBHA U MPEJOCTABISETCS COTPYIHUKAM
YupexaeHus no 3amnpocy.

6.3. JloxymenTsl, co3nannsle B UC u noanucanusie 1911 B coorBercTBHM ¢ HactosmuM [lonokeHuem,
IMPU3HAIOTCA FKOPUANYCCKHU 3HAYUMBIMUA C IAThI YTBCPIKICHUA ITomoxxeHus.



