[MPUHATO
Ha Ie1larorTHIecKoM COBETe
mpoTokos Ne 1 ot 28.08.2024

| IMOJIOKEHUE
00 MCII0/Ib30BAHUH MPOCTOH JIeKTPOHHOM NMOANHMCH JIsi BHYTPEHHEr0 3JIEKTPOHHOTO
noxymentoo6opora B MBIOY «/lercknii cag Ne 79»

1.001mme no0KeHu s
1.1. Hacrosmee ITonoxenwe 00 WCIIOIB30BAHUU IIPOCTON 3JIEKTPOHHOW IIOANKCH B
nHdopmanuonnoi cucreme (manee - IC) MBJIOY Ne 79 (manee - Ilonoxenue) sBiseTcs
NOKaIbHBIM HopMatuBHBEIM akToM MBJIOY Ne 79 (manee — YupexieHue) U ONpenesseT
IOpSNOK M YCIOBUS pabOThl COTPYIHHKOB C ONEKTPOHHBIMM nokymentamu B UC,
'HENOCPE/CTBEHHO CBSI3AHHBIMU C MX TPYAOBOH JIESTENBHOCTBIO, ¢ IPUMEHEHHEM IIPOCTOH
3NIeKTpOHHOU moanucy (nanee - I191I1).
1.2. YuacTHMKaMH 3JIEKTPOHHOTO B3aUMOJIEHCTBHS Ha YCIOBHAX, ONPEICICHHBIX HACTOAIINM
[Tonmo)xeHreM, SBISIOTCS COTPYIHUKUA Y UPEKICHHUS.
1.3. Peanu3aiys ONpee/eHHBIX HacTOSIIUM [I0N0XKeHHeM YCIOBHH NPUMEHEHHUs MPOCTOM
5JIEKTPOHHOM TMoAmMCcH oOecreynBacT IPHAAHHE IOPHUIWYECKOM CHJIBI BHYTPEHHUM
31eKTpOHHBIM JoKyMeHTaM Opranuzanuu B VIC, TpeOyromyM JIHYHON TOAIUCH COTPYHUKA,
U OTlepalysiM C HAMHU.
1.4. Hamraue 1211 obecrieynBaeT BHYTPEHHUM 3IICKTPOHHBIM JoKyMeHTaM B IC:
* IIOVIMHHOCTG - IIOATBEPIKIEHIE aBTOPCTBA JOKYMEHTA,
* [[EJIOCTHOCTB - OKYMEHT He MOXKET OBITh H3MEHEH I10CIIE ITOANHUCAHHUS,
1.5. Jlins moamMcanus JIEKTPOHHEBIX JoKyMeHToB B MIC ncnomns3yeTcs mpocrast
SIEKTPOHHAS TOAMKCH - MHpOpPMAIMS B DJIEKTPOHHOM (opme, KOTOpas IPHCOSIHHEHa K
Ipyroif HHGOPMALMK B JJIEKTPOHHOM (opMe (HOIMHUCEBAEMON HH(POPMALMH, TOKYMEHTY B
57I€KTPOHHOM BHJE) WM HHBEIM 00pa3oM CBsi3aHHas C Takod MH(opmarmed, d KoTopas
HCIIONB3y€eTCs IS ONpeIENIeHu s JIUIIa, OMIKCHIBAONIEro HHPOPMALIKIO.
1.6. B xauecTtBe my6iamuHod wactu kimroda [IOI1 MCIonb3yeTcss yHUKAJIbHOE MMs YYETHOH
3amucH, TIIpUMeHseMoe s aBropmszanmu nomb3oBarens B MC. B kauecTse
KoH(MHUAeHIMAIBHOM JacTd Kiroda [T ucrons3yeTcst mapoiib K yIeTHOH 3aIUCH.
1.7. Usrotosierue (reHepanuio), Bbiiady u perucrpammo B MC ykasanubiX B I.1.6 HMEH
ToNb30BaTeNell W mapoiel ocymectsiser Koporaesa T.B., crapmmii Bocriurarens (faee -
OTBeTCTBEHHBIH 3a TexHHUYecKyto mouepxky HC).
1.8. IMapons mons3oBartens VC MoxeT ObITH M3MEHEH ero BIaJeNbUeM B m000# MOMEHT
nocie apropusamui B VIC. PexoMeHIyeTcs W3MEHSTH [apoib HE PEXe ONHOrO pasa B TpH
mecsita. JUIs CHM)KEHHs pUCKa IoAbopa Maposis W HECAHKIHOHHPOBAHHOIO HCIIOIB30BaHMA
APYTHM JIMI[OM KJI049a DOIEeKTPOHHOW TOANMCH PEeKOMEHIyeTcs He 3ajaBaTh Iapoil,
HCIIOJIF30BaHHBIE paHee.



2. TepMHuHBI U ONIpeAeICHHUS
B manHoM [Tono)xeHnH UCHOB3YIOTCS CIIeAYIOIINE TEPMHUHBL M HX ONPEACTICHU:

2.1. enadeney npocmoii 31ekmMpOHHOU NOONUCYU - COTPYAHMK YUPEXKIEHHUS, MOANMCABIIHMA
VBenomiieHre 00 O3HAKOMIEHHH C HACTOSIOUM [lolo)keHueM M HCIIONB3YIOIIUA HMs
II0JIb30BATENS U apoJIb i aBTopusanuu B MIC;

2.2. enympenHuii snekmponHbili dokymenm (nanee - JIOKyMeHT) - TOKYMEHT OJJHOTO U3 TUIIOB
JIOKyMEHTOB, NpuBeieHHbIX B [Iprioxkennu 1 k HacTosmemy [Tonoxenuto, cosnanubii B VIC
B DJIEKTPOHHOW (QopMe ¥ TOANMCAHHBIA 3JIEKTPOHHOW IOAIHCBHIO  COTPYyAHHKA
(9JIEKTPOHHBIMHE TIOAITUCIMHE COTPYAHUKOB) OpraHu3auy;,

2.3. KWoY ONeKMpOHHOU noOnucy - yYHUKaJbHas IIOCIE€NOBAaTEIBHOCTE CHMBOJIOB,
IpeHa3HaYeHHas I MOATBEepXKAeHuUs ¢ ucronb3oBanueM cpeacts VIC mommaHoCTH 11911 B
JlokymeHTe;

2.4. peecmp evidanHvix KIlOUel 9NeKmMpoHHOU noonucu - Xpadsmmiics B HC crmcok
'VHUKAJIBHBIX TOCIEI0BATEIbHOCTE! CUMBOJIOB, CONEPIKAIIMXCS B BBIIAHHBIX IT0JIE30BATEIIAM
UMEHaX YYETHBIX 3aliCey U Napoyix, '

2.5. peecmp omo3eanHvix Kuouell NeKmpoHHOU noonucu - xpausmmiics B MC cmmcox
nonb3oBateeit VIC, Y KOTOPBIX KIIOYH DIEKTPOHHOM NOJIHMCH K MOMEHTY OOpalleHHs K
JIaHHOMY peecTpy OBUTH OTMEeUYeHbI KaK HeIeHCTBUTEIIBHBIE;

2.6. npocmas anekmpounas nodnuce (I19I1) - urdopmaims B >nexTponHo# popme B HC,
BO3HMKAION[AS B MOMEHT BEHINOJHEHHS BIAAETbIIEM 3JIEKTPOHHOM IIOAMUCH KOMAaH/IbI
noxmucanus JlokymenTta B unTepdeiice MC, moaTBepparomlas MOTMHHOCTE J[OKyMeHTa
w/vnu paxt ozHakomieHus Biagensna IIOI1 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJHO3HAYHO
cBs3bIBaeTCsA ¢ JIOKyMEHTOM U BIIaJENbIEM ITOAIHCH,

2.7. wmamn TIDII - Bu3yanbHas OTMeTKa OO OSIEKTPOHHOM IOJNUCH, BKIFOYAOIIAS
pexsmsutel I1DI1, koTopas aBroMaTHdecKum coszmaercss cpepctBamu MC mpd OTKpBITHH
(BU3yanm3aluu) JoKyMeHTa, moxmucaxnHoro 1011, B uatepdeiice FIC; Bpems dhopMupoBaHUs
IIDI1 oTo6paxkaeTcs B IITaMIIe [0 YacoBOMY Tosicy monb3osarenst VIC;

2.8. obpabomxka 31eKmMpOHHO20 OOKyMeHma - NEHCTBHS I0Ib30BaTEes HC c 31eKTpOHHBIM
moxkymenTtoM cpexctBamu KC, Bkimodas, HO HE OrpaHHYMBAasACh: CO3J@HHE, TPOBEPKa,
nommucanwe [1DI1, wun(oOpMuposanue npyroro monesosarens HVC o  HOKymeHTe,
OATBEpKICHNAE TOTYUIeHHs, O3HAKOMIICHHE, CO3/[aHUMe KONMM Ha OyMaKHOM HOCHTEIE,
OTKJIOHEHHUE, yIaJICHHUE.

3. OGecneyenne IOPHANYECKOH CHIILI BHYTPEHHHX 3J1eKTPOHHBIX JOKYMEHTOB
3.1. XXuznenssii mukn Jlokymenta B MIC BKro4aeT: co3laHMe U ITPOHHUC JIEHCTBHUS II0 €ro
06paboTKe, OTPaXKEHHE B y4eTe, a TaKXKe XpaHCHHC B UC. UC obecrieauBaeT perucTparyio
JeticTBuit mos30BaTeneii ¢ JJOKyMeHTOM (JTOrHpOBaHue) B TeYEHHE KU3HEHHOTO UK.
3.2. Bee Bmagensisl 11D NpHU3HAIOT PaBHO3HAYHOCTH CBOSH II2I1 coOCTBEHHOPYYHOM
OAIKMCH Ha OyMa)XHOM HOCHUTEIIE.
3.3. Cosmanue I10I1 B IC maMuuupyeTcs COOTBETCTBYIOIIUM neiictBueM Bianensia 1011,
T.e. He BBIIIOJHIETCS aBTOMATHIECKU HIIM HE3aMETHO /I BiIa/le/Ibla.



3.4. ITomaomouus Bianensia [1OI1, mogmucaBmero J[oKyMeHT, IOATBEPKAAIOTCS B MOMEHT
moarucanusa JJokymenta B UC aBTOMaTHYeCKH 11O MOJIOKUTEIIEHOMY PE3YIBTATy CJIeTyFOIINX
IIPOBEPOK:

* COOTBETCTBYIOIIHH ITONB30BaTeNb aBTopu3osaH B MIC,

* COOTBETCTBYIOIIMM KJIFOY 3JIEKTPOHHON IIOJIIKMCH BKIIOYEH B PEECTP BHIIAHHBIX KIFOYEH
DIIEKTPOHHOMU MOJIIUCH,

* COOTBETCTBYIOIIMM KJIFOY DJIEKTPOHHOH IOANMCHA OTCYTCTBYET B PEECTpPEe OTO3BAHHBIX
KITFOU€H 3JIEKTPOHHOM ITOAIIHCH.

3.5. Bpems ¢opMupoBaHus O3JIE€KTpOHHOW mommucu ¢ukcupyercs cpeactsamu HC mo
rpuaBrdckoMy Bpemeru (UTCH0).

3.6. BHyTpeHHHE 3JIE€KTPOHHbBIE NOKYMEHTHI, IlepedunciieHHble B [lepeyHe, MPUBEICHHOM B
IMpunoxenuu Ne 1 kx Hacrosimemy Ilomoxenwio, noammcanaele [IOII, mpusHaroTcs B
VUpeXIeHUH DPaBHBIMM 0 IOPHIAYECKOM CHIe NOKyMEeHTaM Ha OyMaXHBIX HOCHUTEIISX,
3aBepEHHBIM COOCTBEHHOPYUHOM! IIOTIHCEIO.

3.7. Tons3oBatenu UC mpusHaroT, yto Bu3yanuzaims mrammna [IOII mpu meMoHCTpanuu
Hoxymenrta B uHTepdeiice VC, BeimonHeHHas cpenctBamu KC, sBisiercs HEOCIOPHMBIM
noATBepkAeHreM (aKkTa TOINMCAHUS JOKyMEHTa COOTBETCTBYIOIMM BranensieM [IOI1
(TTOAJTMHHOCTE ¥ HEOTPEKaeMOCTB).

3.8. Xpanenwe J[OKYMEHTOB OCYIIECTBIIIE€TCS ITyTeM 3allUCH CBeleHu# o JlOKyMeHTax B
apX¥B 3JIEKTPOHHBIX JOKYMEHTOB, KOTOPHIH sBIsieTcs 9acToio MC.

3.9. yupexxneHue obecredrBaeT TEXHUYECKMMH M OPTraHU3allMOHHBIMUA MEpaMH 3allUTy OT
HECaHKIHOHUPOBAHHOTO [OCTYlla W IPEIHAMEPCHHOIO YHUYTOXXEHHS H/WIM HCKAKECHHUS
cBefeHn 0 JIOKyMeHTaxX B apXuBe AJIEKTPOHHBIX HoKyMeHTOB MC, a Takxe rapaHTupyer
IIOATBEPXKIEHHE aBTOPCTBA JOKyMeHTa, moamnucanHoro IIOII aBropa, B TOM 4HCIe IIyTeM
YTBEP)KICHHS I[TOMMEHHOIO OIpPaHHMYEHHOIO CIMCKA JIMI, HMEIOUMX pPacIlupeHHbIe
(aIMMHMCTpaTHBHBIE) IIpaBa JOCTYIIA K apXUBY 3JIEKTPOHHBIX JoKyMeHToB HC.

3.10. JoxymenTsl xpasstcs B MC B Tom ¢opmare, B KoTopoM OHH Oblmu co3mabl. Cpok
xpaHeHus JIOKyMEHTOB M CBeleHHH O J[OKyMEHTaX He MOXeT OBITh MeHee 3 (Tpex) JeT U
OIpe/ieNsIeTC B COOTBETCTBHHU C JIOKATbHBIMA HOPMATUBHBIME akTaMi OpraHu3aliiyl Wiy ee
CTPYKTYPHBIX ITOJPa3ICIICHHUM.

3.11. Kommsi >IeKTPOHHOrO JOKYMEHTa MOXKET OBITh M3TOTOBIEHa (pacredaraHa) Ha
6ymakaoMm Hocwutese cpexctBamu VIC u 3aBepeHa COOCTBEHHOPYYHOM MOAIUCHIO BIaJesbla
[IDI1 nubo wieHaMH KOMMCCHH, BKJIIOYaromied B cebsf KaKk MHHHMYM PYKOBOIHUTEIA
Oprasmsaluu ¥ JMIO, MMEoIlee pacIIMpeHHbIe (aIMHHMCTPaTHBHbIC) [paBa NOCTYNa K
apxuBy 2JeKTpoHHBIX JokyMeHToB MC. Komwms 51eKTpOHHOrO NOKyMEHTa Ha OyMa)KHOM
HOCHTeJIe JOJDKHA COAEpKaTh BUsyanusanuio mramna (mramnos) [IOI1, moaTBep:xaarolyo,
yro opurunan JlokymenTa moxmucas [IDI1. AyTeHTHIHOCTS 3MEKTPOHHOTO JOKYMEHTa M €ro
KOIIHU Ha 6yMaxkKHOM HocuTele obecrieunBaeTcs cpencrBamu MIC.

4. IIpaBa, 0Gs32aHHOCTH H OTBETCTBEHHOCTH BJIa/e/IbLa 2IeKTPOHHOH MOAMUCH
4.1. Bnagenen II90I1 umeer npaBo:



« obpamarbcs kK OTBETCTBEHHOMY 3a TeXHHUecKylo mojuepxky MC mis aHHYTHpOBaHWS
(0T3bIBa), TPHOCTAHOBKH (BO3OOHOBNIEHHWs) MHEWUCTBHS MNPHUHAIIEKAIEro €My KIoHa
3JIEKTPOHHOM ITOJIIHCH;

« B cly4ae HeOOXOJMMOCTH 3aMeHBI, BOCCTAHOBJIEHHS KI0Ya SJIEKTPOHHOH TMOIIHCH
obparutbcs Kk OTBeTCTBEHHOMy 3a TexHHMYecKylo moanepxky HC c COOTBETCTBYIOILEN
IpOCBE6OM U MOIYYHTh HOBEIH KO 3JIEKTPOHHOH ITOIIHCH;

« oGpamarhkcs K pykoBojcTBy OpraHu3alyy s pa3oopa KOHQIMKTHBIX cuTyauui (cropos),
Bo3HHKaromux rpu npumeneruu I19I1 B YIC.

4.2. Brnagener ITOI1 o6s13an:

« BeCTH 00paGOTKy BHYTPEHHHX 3JIEKTPOHHBIX 10KyMeHTOB B IC B COOTBETCTBUHU CO CBOMMH
JIOJDKHOCTHBIMU 0053aHHOCTSMM,

 [pUHWMATH BCE BO3MOXHBIE MEpBl IS NPENOTBPAIICHUS HECAHKIMOHMPOBAHHOTO
MCTIONIb30BaHMsI CBOETO KITF0Ya 3JIEKTPOHHOM IIOIIHCH;

* HU IIpY KaKUX yCJIOBUSX He IepejaBaTh K04 SJIEKTPOHHOH IOAHMCH IPYTAM JIALAM;

* [Ip¥ KOMIPOMETAIMH CBOETO KIIF0Ya 3IEKTPOHHON IIOJIMCH HE3aMe TUTENIbHO 00paTUThCs K
OTBETCTBEHHOMY 3a TexHuuecKyro mozamepxky WMC s IpHOCTaHOBKH IeNCTBUSA
IPUHAJIEKAIIETO eMy KIIF09a 3JIeKTPOHHOH MO/IHCH.

4.3. Bmagenern IIDI1 HeceT JNHMYHYIO OTBETCTBEHHOCTH 33 COXPaHHOCTH CBOCTO KIO9a
5IEKTPOHHOM TTOAIKCH H €ro 3alllUTy OT HECAHKI[MOHUPOBAHHOTO MCII0Ib30BAHMUA.

5. TexuoJsorusi npumenenus cpeacts 1911 8 UC
5.1. Jins mpumenerus 11911 B YIC Bmagensiry IIOI1 HeoOXoauMo aBTOPU30BATECH B UC c
HCTIONB30BAHMEM TyOIIHON B KoHbuAeHMansHo! JacTel kroda [IOIT (ums mone3oBaTesns
u naposib). Ilonmucanue JIOKyMeHTa BBITOIHSACTCS ITyTEM HAXATHs Ha KHOIIKY "TTogmucaTs" B
untepdeiice VIC.
5.2. Uudpopmarus 060 BCeX BEIIAHHBIX TOJIE30BATEII0 KIFOYaX 3JIEKTPOHHOM IOJIHUCH, JIaTaxX
TIOJTyIeHHMs 1 TIpeKpalleHns uX AeicTBus (M3bATHs) XpaHuTcs B FIC OCTOSHHO.

5.3. Tlpu mnpekpameHun y corpyaHuka OpraHuszalludl JOJDKHOCTHBIX 0o0s3aHHOCTEN 10
00paboTKe BHYTPEHHHX OJJIEKTPOHHBIX JOKYMEHTOB C HCIIOJIB30BaHUCM [I2I1 wim mpH
YBOJIbHEHHWH COTPYJHHKA €r0 KJIFOY BHOCHUTCS B PEECTp OTO3BaHHBIX KJIIOUel 3JIeKTPOHHOM
noamucyu OTBETCTBEHHBIM 3a TexHuueckyio mopnepxky MC. C MoMeHTa BHECEHHA KIH04a B
peecTp OTO3BaHHBIX KIIOYeH OJIIEKTPOHHOM IIOMNMCH BCE MOCICHYIOMIe JIOKyMEHTHI,
monnucanupie sToi IIOII, He cYMTarOTCs IMOATIMCAHHBIMHU HAJICXKAIINM obpas3om, T.e.
TIOJTIACHIO, PABHO3HAYHOM COOCTBEHHOPYYHOM.

6. 3aKIIOYHTEIbHbIE NMOJI0KEHHSA
6.1. Hactosimee [Toito)keHHe BCTYyaeT B CHITY C IaThl yTBEPXKIACHHUA.
6.2. Texcr Ilomoxenus pasmemaercs B MC. Cmoco6 poctyma K aKTyaJIbHOW BEPCUHU
TTOJIOXKEeHHs OMACHIBAETCS B TIONIB30BATENBCKOM JoKyMenTamuu K HC.
6.3. Tekct ITono)eHHss XPaHUTCS Yy HEIONPOU3BOAUTENS U NPENOCTABIACTCS COTPYIHUKAM
VYupexxieHus 10 3a1pocy.



6.4. loxymenTtsl, cozmanable B UC u noamucanuele [IOI1 B COOTBETCTBMM ¢ HACTOSLIHUM
[TonoxeHHEM, TIPU3HAIOTCS IOPUANIECKH 3HAYUMBIMHU ¢ JAaThl yTBepkAeHuA Ilonoxenns.



