JOKYMEHT NOANNCAH
3NEKTPOHHOW NOAMUCHIO

HPI/IHHTO Ceprugukar: 033973EA70E19BOA1BDBDD792DC55F60 YTBEP}KI[EHO

Brageneu; Kyrasura Ceetnana [eHHaabesHa
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Ha nenarornueckom coete ITpuka3om 3aBeyroLIETO
npotokoa Ne 1 ot 28.08.2024 MBJIOY Ne 79
[Tpuka3z Ne 190 ot 25.09.2024

HOJIO’)KEHUE
00 HCI0JIBb30BAHNH MPOCTOM 3JTCKTPOHHOM NMOANUCH IJISI BHYTPEHHEr 0 3JIEKTPOHHOI 0
nokymenToooopora B MBIOY «/lerckmii cax Ne 79»

1.O01mume moJ10KeHus
1.1. Hacrosimee IlonoxkeHne 00 UMCHOJIB30BAaHUU MPOCTONM DIEKTPOHHOM TOANKUCH B
uHpopmarmonnon cucreme (nainee - UC) MBIIOY Ne 79 (manee - IlonoxkeHue) siBiseTcs
JOKadbHBIM HOpMaTUBHBEIM akToM MBJIOY Ne 79 (mamee — VYupexnaeHue) u ompenemnser
MOPSIIOK M yCIOBUSL pabOThl COTPYIAHHMKOB C 3JEKTPOHHBIMU JoKyMeHTamu B UC,
HEIMOCPEJICTBEHHO CBSI3AHHBIMU C UX TPYJIOBOH JEATEIbHOCTBIO, C MPUMEHEHUEM IMPOCTOU
aneKkTpoHHOM noanucu (ganee - [131T).
1.2. YyacTHUKaMU 3JEKTPOHHOTO B3aUMOJCHCTBHSI HA YCIOBUSX, ONMPEACIEHHBIX HACTOSIIUM
[TonoxeHnueM, BISAIOTCS COTPYIHUKH Y UPEXKICHHUS.
1.3. Peanuzanusi onpezneneHHbIX HacTosAuMM l[lojokeHHMeM yClIoBUHM NMPUMEHEHMsI MPOCTOM
JIEKTPOHHOM MOANMCH OOEeCHedYuBaeT NpUJaHUE OPUAMYECKON CUJIbl BHYTPEHHHUM
ANEKTPOHHBIM JoKyMeHTaM Opranuzanuu B MC, TpeOyrommm JUYHOU MOANKUCH COTPYAHUKA,
Y ONEepalnsIM C HUMH.
1.4. Hanuuue [1911 o6ecieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM IoKyMeHTaM B UC:
* IIOJUIMHHOCTb - IIOJATBEPKICHUE aBTOPCTBA JJOKYMEHTA;
* LIEJIOCTHOCTD - JOKYMEHT HE MOXET ObITh U3MEHEH MOCIIE MOIMTUCAHNUS;
1.5. lnsg noanucanus 3MeKTPOHHBIX T0KyMeHTOB B C ucnosb3yercs npocras
ANIEKTPOHHAST MOJANUCh - WUHPOpMalUs B ANEKTPOHHOU (opme, KOTopas NpUCOEAUHEHA K
Opyroil uHpopmaluu B 31EKTPOHHOU (opme (moanuchiBaeMord MHGOPMALMK, JOKYMEHTY B
ANIEKTPOHHOM BHJE) WM HHBIM 00pa3oM CBsi3aHHAas € Takol WHpoOpmanued, U KoTopas
HCIIOJIB3YETCS IS ONIpeeICHUS JINLA, OAMMCHIBAIOLIET0 HH(POPMAIIHIO.
1.6. B kavectBe myb6nuuHo¥ wactu kitoua [IDI1 ucmonb3yeTcss yHUKAJIbHOE MMSI YUYE€THOU
3almMcH, NOpUMEHseMoe Ui aBTopu3auuu  nosb3oBatenss B MC. B kadectse
KoH(puneHnmanpHoi yactu kiroda [1311 ucnonp3yercst maposs K y4eTHOM 3aIluCH.
1.7. N3roroBnenue (reHepaunuio), Boigauy u perucrpauuio B MC ykazaHHbix B 10.1.6 uMeH
nojb3oBaTeneil u naposneit ocymectsisier Koporaesa T.B., crapumii BocnuraTens (anee -
OTBeTCTBEHHBIN 3a TexHUYECKYI0 noanepxky NC).

1.8. [Taponws monb3oBarenss UC MoxkeT ObITH M3MEHEH €ro BIaJeblieM B JII0OOW MOMEHT
nocie aropuzanuu B MC. PekomeHayeTcsi U3MEHATh MapoJib HE PEXe OJHOr0 pa3a B TpU
Mecsa. JlIs CHIKeHUsT pUCcKa Moj0opa Mapois ¥ HECAaHKIMOHUPOBAHHOI'O HCIIOJIb30BAHUS
IPYTMM JIMIIOM KJIIOYa SJIEKTPOHHOW TMOJIKUCH PEKOMEHIYETCS HE 3aJaBaTh MapoJid,
HCIIOJIb30BaHHbBIC paHee.



2. TepMuHBbI ¥ onipeIeIeHUs
B nannom [1on0keHnH HCTIOJIB3YIOTCSA CIAEYIOIIUE TEPMUHBI U UX OITPEAECICHUSA:

2.1. snadeney npocmoiul 31eKMpPOHHOU NOONUCU - COTPYIHUK YUPEKICHUsI, MMOJMHUCABIINN
VYBenomiueHne o0 O3HAKOMJIICHMHM C HacTosSmmM [lojokeHMeM U HUCHONB3YIOUIMM UMS
MOJIb30BATENS U Mapob it aBTopusanuu B VC;

2.2. BHympeHHUll d1eKMPOHHbLI 00KYyMeHm (fanee - JJoKyMeHT) - TOKyMEHT OAHOTO U3 THUIIOB
JTOKYMEHTOB, IpuBeAeHHBIX B [Ipunoxenun 1 x Hactosmemy [lonoxenuto, coznanusiii B IC
B DJEKTPOHHOM (opMe U MOANMUCAHHBIM AJIEKTPOHHOM TOJIMUCHIO  COTPYJIHHUKA
(27IEKTPOHHBIMU MOJMUCAMU COTPYAHUKOB) Opranu3anuu;

2.3. KuOY 21eKmpOHHOU NoOnucu - YHUKaJbHasg TMOCIEAOBATEIHHOCTh CHMBOJIOB,
npenHa3HauYeHHast s MOATBEPKIeHus ¢ uctosb3oBanueM cpencts MC nommuanoctu 1011 B
JIOKyMeHTe;

2.4. peecmp 6vlOaHHBIX KIIOYeU 31eKmMpoHHOU nodnucu - xpansmmiics B MC chucok
YHHUKAJBHBIX MOCJIEI0BATEILHOCTEN CUMBOJIOB, COIECPKAIINXCA B BBIIAHHBIX MOJH30BATEISIM
MMEHaX YYETHBIX 3alUCEeH U Maposix;

2.5. peecmp omo3eanHbIX KatOuel 21ekmponHou noonucu - xpansumiics B MC cnucok
nonb3oBateniel C, y KOTOPBIX KIHOYM 3JIEKTPOHHOW MOJANKUCH K MOMEHTY OOpamieHus: K
TaHHOMY peecTpy ObUIM OTMEUYEHBI KaK HEJICHCTBUTEIBHEIC,

2.6. npocmas snekmponnas noonuce (I12311) - undopmarus B snexkTponHor dopme B UC,
BO3HUKAIOIIAass B MOMEHT BBIMOJHEHUS BIAACIBIEM JJIEKTPOHHON TOIIMUCH KOMAaHJIbI
nonnucanus Jlokymenra B untepgerice C, nmoarBepkaaromas mnoaauHHOCTh JloKyMeHTa
u/unu ¢pakt ozHakomseHus Biagensla 1911 ¢ JlokymeHTOM, KOTOpasi B3aUMHO OJHO3HAYHO
CBsI3bIBAETCS C JJOKyMEHTOM M BIIaJIeNIblIEM MOJIUCH;

2.7. wmamn [IDI] - Bu3yanpbHas OTMETKa 00 OJJIEKTPOHHOW TMOJIUCH, BKJIIOYAIOIIAs
pexkBusutel [IDII, koTopasg aBTOmMaTmuecku co3mpaerca cpeacrBamMu HMC mpu OTKpPBITHUH
(Bu3yanuzauuu) nokyMeHta, noanucannoro 1311, B untepdeiice UC; Bpemst popMupoBaHus
[13I1 oToOpaxkaeTcst B mITaMIIe 1O 4acOBOMY mosicy nojib3oBatens NC;

2.8. obpabomxa >1eKmpoHH020 JoKyMeHma - NEUCTBUS mojb3oBatTeiass C ¢ 31eKTpOHHBIM
nokyMeHToM cpeactBamu MC, Bkiodas, HO HE OrpaHUYMBAsCh: CO3/laHUE, MPOBEpKa,
noanucanue [1911, wundopmupoBanne papyroro mnonb3oBatens HWC o gokymeHTe,
MOJTBEPXKJICHUE TMOJyUYEHHUs, O3HAKOMJICHHE, CO3JaHHe KOMMM Ha OyMaXHOM HOCHTEIE,
OTKJIOHEHHE, y/IaJICHHE.

3. O0ecneyeHHe OPUAUIECKON CHJIBI BHYTPEHHHUX 3JIEKTPOHHBIX IOKYMEHTOB
3.1. XXwusznennsrii mukn Joxymenta B MUC BITtOUaeT: co3gaHue W MPOUYME JACHCTBHUS IO €ro
00paboTke, oTpaxkeHue B yuere, a Takke xpaHeHue B MC. MC obecnieunBaeT perucTparuio
JeNcTBUM nosib3oBaTenel ¢ JJokyMmeHTOM (JJIorupoBaHuE) B TEUEHHE KU3HEHHOTO 1MKIIA.
3.2. Bce Bmamenbubl [19I1 mpusnator paBHO3HauHOCTH cBoed [IDIl coGcTBeHHOpYUHOU
MOANKUCH Ha OyMa>KHOM HOCHUTEE.

3.3. Coznmanue TIDI1 B UC uHUIIMHUPYETCS COOTBETCTBYIOIIMM JiecTBUEeM Bianenbia [1911,
T.€. HE BBIIOJIHICTCSI aBTOMAaTHUYCSCKU HJIM He3aMETHO IS BlaJieiIblia.



3.4. IlonHomouust Bnanensua 1011, noanucaBmero JIokyMeHT, IOATBEP)KIAIOTCS B MOMEHT
noanucanus Jlokymenta B UC aBTOMaTHYECKH IO MOJIOKUTEIBHOMY PE3YJIBTATY CIAEAYIOIIHNX
IIPOBEPOK:

* COOTBETCTBYIOLIUH MOIb30BaTENb aBTOpU30BaH B UC,

* COOTBETCTBYIOIIMI KJIIOY 3JEKTPOHHOW IMOJNUCH BKJIKOYEH B PEECTP BBIJAHHBIX KIIIOUEH
AIIEKTPOHHOM NOJINCH,

* COOTBETCTBYIOIIMN KIIIOY DJEKTPOHHOW IOJIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOUEH 3JIEKTPOHHOU TOJIIUCH.

3.5. Bpemst ¢opmupoBaHusi 31eKTpoHHOW mnoanucu ¢uxcupyercs cpeacrsamu WC 1o
rpuaBuackomy BpeMenu (UTCHO).

3.6. BHyTpeHHUE 37EKTpOHHBIE JOKYMEHTHI, NepeuncieHHbie B Ilepeune, mpuBeneHHOM B
[Ipunoxenun Ne 1 k Hacrosmemy Ilonoxenuro, mognucanueie [IDII, npusHaroTcs B
VYupexneHnn paBHBIMU IO IOPUAMYECKON CHJIe JOKyYMEHTaM Ha OyMa)XHbIX HOCHUTEISX,
3aBEpEHHBIM COOCTBEHHOPYYHOH MOIHUCHIO.

3.7. Tonp3oBarenu MC mpusnaroT, yro Busyanusamus mTamma [I9I1 mpu memoncTpammm
HokymenTta B unrepdeiice MC, BpimonneHHas cpeacrBamu MC, sSBIseTCS HEOCTIOPUMBIM
NOJATBEPXKJIEHUEM (aKTa MOANMUCAHUSA JTOKYMEHTAa COOTBETCTBYIOIIMM Biajenbiem [1011
(MOIJTMHHOCTH U HEOTPEKAEMOCTB ).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIISICTCS IyTeM 3alMCH CBeAcHUM o JloOKyMeHTax B
apXMB IEKTPOHHBIX JOKYMEHTOB, KOTOPBIN sBiIsieTcs yacThio MC.

3.9. yupexaeHue oOecneunBaeT TEXHUYECKMMHM M OPTraHM3allMOHHBIMU MEpamH 3alluTy OT
HECAaHKIIMOHUPOBAHHOTO JIOCTyNa W NPEIHAMEPEHHOIO YHHUUYTOXEHHS W/WIA HUCKAKECHUS
cBelleHUl 0 JlokyMeHTax B apXWBE 3JEKTPOHHBIX NOKyMeHTOB MC, a Takke rapaHTUpyeT
MIOATBEPKIAECHUE ABTOPCTBA JAOKyMeHTa, noanucanHoro IIOII aBropa, B TOM 4ucCle IyTeM
YTBEPKJICHHUSI TMOWMEHHOIO OrPAaHWYEHHOTO CIUCKAa JIML, MMEIOIUX paclIupeHHbIE
(aIMMHHMCTpPATUBHBIE) MPaBa AOCTYIA K apXUBY JEKTPOHHBIX JoKyMeHTOB UC.

3.10. Hokymentsl xpansarcs B UC B Tom Qopmate, B KOTOpoM OHHM ObLTH co3aaHbl. Cpok
xpaHenust JJokymeHTOB U cBeaeHUil 0 JIOKyMEeHTax He MOXET ObITb MeHee 3 (Tpex) JeT U
ONpeaeNsieTcss B COOTBETCTBUM C JIOKAJIbHBIMM HOPMATUBHBIMU akTaMu OpraHuzanuu WiH ee
CTPYKTYPHBIX IOJIpa3AcIICHUHN.

3.11. Komwmsi »JEKTPOHHOTO JOKYMEHTa MOXET OBIThb HW3rOTOBJEHA (pacredyaraHa) Ha
OymaxkHoMm HocuTene cpeactBamu MC u 3aBepeHa COOCTBEHHOPYUHOMU TMOJMUCHIO BIIaJieblia
[I2I1 nubo uneHaMH KOMMCCHM, BKIIIOUAIOLIEd B ce0sf KaKk MHUHHMYM DPYKOBOAMTENS
Opranuzaiuu M JIMIO, UMEIOIIEE PACIIMPEHHbIE (aJMUHUCTPATUBHBIEC) MpaBa JOCTyNa K
apxuBy 3JeKTpOHHBIX HokyMmMeHTOB WC. Kommsi 371€KTpOHHOTO JOKYMEHTa Ha OyMa)KHOM
HOCHTEJE JOJDKHA CoJlepKaTh BU3yanu3auuio mrammna (mramnos) [1311, moareepxnaroniyto,
yTt0o opuruHan Jlokymenra nognucan [I13I1. AyTeHTUYHOCTh 3JEKTPOHHOTO JOKYMEHTA U €ro
KOIMMM Ha OyMakHOM HocuTese odecnieunBaercs cpencramu NC.

4. TlpaBa, 00513aHHOCTH M OTBETCTBEHHOCTH BJIA/IeJIbLA JJIEKTPOHHOM MOANMUCH
4.1. Bnanenen I[I3I1 umeer npago:



* oOpamarbes k OTBETCTBEHHOMY 3a TexHMYeckyro mnoanepxky MC s aHHynupoBaHUS
(0oT3bIBa), MPUOCTAHOBKU (BO3OOHOBIICHMS) JACHCTBHUS MNPUHAJICKAIIETO €My KiIoua
AJIEKTPOHHOM MOAIINCH;

* B cllydae HEOOXOJAMMOCTH 3aMEHbI, BOCCTAHOBJICHUS KJIOYa JJICKTPOHHOW MOJIUCU
oOpatuthcsi K OTBETCTBEHHOMY 3a TexHHYecKyro mnojaepxkky MC ¢ cooTBeTcTBYyIOLIEH
MPOCHOOH U MOTYyYNUTh HOBBIN KITFOU AJIEKTPOHHOMN TIOITUCH;

* oOpamaThCsl K pyKoBOACTBY Opranu3anuu s pazdoopa KOHGIMKTHEIX CUTyarui (CIIOpoB),
BO3HUKaromux npu npumeHennn 11311 B IC.

4.2. Bnanenen I1D11 o0s13aH:

* BeCTH 00pabOTKy BHYTPEHHHUX 3JIEKTPOHHBIX JOKyMEHTOB B MIC B COOTBETCTBUU CO CBOUMH
TOJHKHOCTHBIMU O0S3aHHOCTSIMU;

* MPUHUMATh BCE€ BO3MOXHBIE MEPBI Il MPEAOTBPAIICHUS HECAaHKIIMOHUPOBAHHOTO
MCITOJIB30BAHUS CBOETO KIIFOYA 3JIEKTPOHHOMU MOJIHNCH;

* HY IIPY KaKUX YCJIIOBHSIX HE IIEPEAABATh KIIFOY 3JIEKTPOHHOM IMOANUCH IPYTUM JINLAM;

* IPY KOMIIPOMETAIIMU CBOETO KIII0Ya 3JIEKTPOHHOU MOANUCH HE3aMEIJTUTENBHO 00paTUTHCS K
OTBETCTBEHHOMY 3a TEXHHUYECKyr0 mnomaepxkky WMC mid nOpHOCTAHOBKH — JIEHUCTBUS
MPUHAAJIEKANIETO EMY KJIF0Ya 3JIEKTPOHHOM IMOIUCH.

4.3. Bnagenen IIDII Hecer NMYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOErO KIIOYa
ANIEKTPOHHOM MOJINUCH U €r0 3allUTy OT HECAHKIIMOHUPOBAHHOI'O UCIIOJIH30BAHUS.

5. Texnousorust npumenenus cpeacrts [II11 8 UC
5.1. Insa mpumenenust [19I1 B UC Buagensiy 1911 nHeobxoaumo aBTopuzoBathes B UC ¢
MCIIOJIb30BaHUEM MYOIMYHON U KOH(pUIeHInanbHoi yacTeil kimtoua 1311 (ums monbs3oBarens
u napodip). [lonnucanue JJokymeHTa BBIMOMHSAETCA IMyTeM HaxaTus Ha KHOmKy "llonnucars" B
unrepdetice UC.
5.2. Uudopmarus 060 BceX BBIIAHHBIX MOJIH30BATEIIO KITI0UAX JICKTPOHHOMN MOMAMKCH, TaTax
MOJIyYeHUS ¥ MPEeKpallleHus ux AercTBus (u3bsaTus) xpanurcsa B UC mocTosHHO.

5.3. Ilpu mpekpamenun y corpynnuka OpraHuzaiud JOJKHOCTHBIX OOS3aHHOCTEH TI0
00pabOTKe BHYTPEHHUX DJICKTPOHHBIX JOKYMEHTOB ¢ wucnojb3oBanueMm [IDI1 wunmu mpu
YBOJIBHEHUM COTPYJHUKA €r0 KIIF0Y BHOCUTCSI B PEECTP OTO3BAHHBIX KIIFOUEH AJIEKTPOHHOMU
noanucyu OTBETCTBEHHBIM 3a TeXHHYECKYI0 noaaepkky MC. C MmomeHTa BHECEHHUs KJIIO4Ya B
pEECTp OTO3BAaHHBIX KIIKOUEW BJICKTPOHHOM TMOAMWCH BCE Mocieayromue JJOKyMEHTHI,
noanucanaple dToi [IDII, He cuMTarOTCA TMOANHMCAHHBIMM HIICKAIIUIM 00pa3oM, T.c.
MOJMKUCHIO, PABHOZHAYHOW COOCTBEHHOPYYHOM.

6. 3aKJII0OYUTEIbHbIE MOJI0KECHUS
6.1. Hactosiee [TonoxxeHune BCTynaeT B CHILy € 1aThl YTBEPIKICHUS.
6.2. Texkcr Ilonoxenus pasmemaercs B MC. Cnocob6 noctynma K akTyaJbHOM BepcUU
[TonmoxeHus: ONUCHIBAETCS B MOJIB30BATENBCKON JoKyMeHTanuu Kk NC.
6.3. Texct [lomoxxeHus: XpaHUTCS y NEJIONPOU3BOIUTENSI U MPEIOCTABISAETCS COTPYIHUKAM
YupexaeHus mo 3anpocy.



6.4. Jloxymentsl, co3nandbie B MMC u moamucanubie I19I1 B COOTBETCTBHHM C HACTOSIIIUM
[TonoxxeHneM, MPU3HAIOTCS FOPUIUIECKHU 3HAYMMBIMHU C J1aThl yTBepxkAeHUs [lonoxeHusl.
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