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1.1. Hacrosmee ITonoxxeHne 06 HCIONB30BAaHWM NPOCTOM 3IEKTPOHHON MOIMCH B HH()OPMAITHOHHOM
cucreme (rastee - UC) B yapexieHusX I0OABETOMCTBEHHBIX YIIPABICHHIO 00pa3oBaHms (asee - ITonmoxenue)
SABJIACTCS JIOKANBHBIM HOPMATHBHEIM aKTOM YYPeXKICHHS M ONpeAeNiseT IOPSIOK W YCIOBAS pabOTHI
COTPYIHHKOE ¢ SNICKTPOHHBIMU JOKyMeHTaMH B VIC, HENMOCPENCTBEHHO CBSI3aHHBIMH ¢ WX TPYIOBOM
ACATEIBLHOCTEIO, C IPUMEHCHUEM NIPOCTOH dIIEKTPOHHOM noanucH (masee - ITI1I). \
1.2. VyacTHEKaMH 3]IEKTPOHHOTO B3aMMOJCHCTBHS Ha YCIOBHSIX, ONpPEAETCHHBIX HACTOSIIEM [10T0%eHHEM,
ABJIIIOTCS. COTPYIHHUKH YUYPCIKICHHMsS, IOAINHMCABIINE YBEIOMIICHHE 00 O3HAKOMJIEHHH ¢ IIOJIOXKEHHEM.
Obpasenr Yeenmomnenuss npusenes B Ilpunoxenmm Ne 2 x mactosmemy Ilomoxenwmio. Ilommucamwe
COTPYIHHKOM YHUPEXKICHUS YBCIOMIICHHS DaBHO3HAYHO NPHCOCAMHEHHIO K COTJIANICHHIO 06 Y9acTHH BO
BHYTPCHHEM 3JIEKTPOHHOM JOKYMEHTO000pOTE ¢ mcmomb3oBaHueM IIDI1 Ha yCIOBHAX HACTOSIIETO
Ionoxenust B cooTBeTCTBHH €O CT. 428 I'paxknarckoro konekca P® ("JJorosop IIPUCOEIUHEHUS ).

1.3. Peanmsanus OnmpenencHHBIX HACTOAIMM IIONOXEHHWEM YCIOBHE MpUMEHEHHS MPOCTOM JNIEKTPOHHOM
TOMMIACH OOCCIICINBACT INPHIAHWE IOPHAWYECKON CHIBI BHYTPEHHHM O3NEKTPOHHBIM  IOKYMEHTAM
yuapexnerus B VIC, TpeGyrommm TMYHOHN IOAMNUCH COTPYIHAKA, M OTIEPAIHSIM C HIMH. '

1.4. Haymuwe T10IT o6ecnieunBaeT BHYTPEHHUM SJIEKTPOHHEIM JOKyMeHTaM B VIC:

¢ NOONUHHOCMb - NOOMBEPIICOEHUE ABMOPCMEA OOKYMEHMA,

* YeLOCMHOCMb - O0OKYMEHM He MOodicem Gblmb usMeHeH nocie NOONUCAHUSL,

* He OmpuYanue asmopcmea (HeompeKaemocms) - ABMOP He MOJICem OMKAIAMbCS OM C80ell NOONUCH.

1.5. Jinst momucanus SM€KTPOHHBIX JoKyMeHTOB B VIC mcmons3yeTcs mpocTast

ONIEKTPOHHAs MOANHCh - WMHQOPMAaLWs B OJNEKTPOHHOK (opme, KOTOpas NPHUCOEAMHEHA K APYrOW
MH(pOpMAIMK B 3IEKTPOHHOH hopme (OAMUCHIBAEMON HHPOPMAIHH, TOKYMEHTY B JJIEKTPOHHOM BHJIE) HIIH
MHBIM 00pasoM CBs3aHHas ¢ Tako# WHQOpMAIMEH, W KOTOpas WCTONB3YeTCs IS OIpEeIeseHHs JHIa,
TIOIIMCHIBAIOIIETO HH(OPMAIIHIO.

1.6. B xauectBe myOnmuHO# wacTH kmoda IIOI] wWcmomb3yeTcs YHHMKATBHOE WMS YYETHOH 3ammcw,
IPUMEHAEMOE U1 aBTopu3anuu moyb3oBatens B MIC. B kauecTBe KOH(DMIEHIMAIBHON YacTH Kimoua 1111
HCIIOJIE3YETCS NapOIhb K YIETHOU 3aIKCH. _

1.7. VisrotoBnenue (TeHepanyro), BeIIady U perucrpanuio B MIC ykasaHHEIX B 11.1.6 MMeH MOMb30BaTelIeH I
TapoJieli oCcymecTBisieT (najee - OTBETCTBEHHEIH 3a TEXHHUYECKYIO TTOIepx)Ky HIC).

1.8. TTapons mons3oBatens FIC MoxeT GBITh H3MEHEH €r0 BIANEIbIEM B JIFOG0H MOMEHT IOCIIE aBTOPHU3ALUU
B VIC. PexomeHyeTcs H3MEHATE [TapOJIb HE PeXe OHOTO pasa B TPH Mecsna. Jlist CHIKEHHS pHcka moxbopa
Mapojii ¥ HCCAHKIIMOHWPOBAHHOIO HCIIONB30BaHMs [PYIHM JIMIOM KIHOYa DJIEKTPOHHOM IOMIHCH
PEKOMEHIYETCsI HE 3a/1aBaTh IapOIIH, HCIIOTb30BAHHEIE PAHEE.

2. TepMuHBI U OTIpeAEICHUS

B nannom [TonoxeHnH HCIIONB3YIOTCS CIIEAYIONIIE TEPMUHE! H UX OLPELCTICHHS:

2.1. Bnazjenen MpoCTOR 3NMEKTPOHHOM MOMIHKCH - COTPYAHHK OpraHU3aI|H, 0 ITHCABIIHIL VBenomnenue 06
O3HAKOMIJICHUH ¢ HACTOAIUM [ToNI0KeHIeM 1 HCTIONB3YIONIHE HMS IONB30BATENS M [APOJTh IS aBTOPH3ALUH
B UC;

2.2. BHYTpEHHHUH STEKTPOHHBIH JOKYMEHT (aee - JIOKyMEHT) - TOKYMEHT OXHOTO U3 THIIOB JIOKYMEHTOB,
IpABENeHHBIX B Ipuoxernn 1 x Hactosmemy IlomoxeHuro, cosnanusii B IC B 3IeKTpOHHOM bopme u
TIONNMCAHHBIA  SNIEKTPOHHOX TOINMCBIO COTPYIAHHMKA (MEKTPOHHBIMH  ITOAMHCSIMHE COTPYIHUKOB)
Opranu3zarum;

2.3. KIIOY SNEKTPOHHOH TIOMMHCH - YHHKAIBHAS MOCIENOBATEIBHOCTH CHMBOJIOB, IIpeHa3HauYCHHAS IS
TONTBEPXKICHHUS C UCTIONb30BaHUeM cpencts MC momgnmunrrocTH [1011 B JlokymeHTe;

2.4. peeCTp BBINAHHBIX KIIOYCH O3JIEKTPOHHOM MOMMHCH - XpaHsmmiics B UC CIHCOK YHHUKAJTBHBIX

TIOCICI0BATENHOCTEH CHMBOJIOB, COAEPX AIIMXCS B BEITAHHEIX [OJIb30BATENSM HMEHAX YUETHBIX 3aIlicel 1
apOoJIsIX;




.
£ peecTp OTO3BAHHBIX KIIOUEH JIEKTPOHHOM moamucH - Xparsmmuiics B UC cnmcok noms3osateneit MC, y
KOTODBIX KITIOUH 3JIEKTPOHHOM TONHCH K MOMEHTY OOpalleHHs K TaHHOMY PEeeCTpy OBLIM OTMEYCHBI KaK
HEJICHCTBUTEIBHEIE;
2.6. mpocTas anexTporHas moxmuck (II3IT) - urpopmanus B 3neKTpoHHOH Qopme B VIC, Bo3HHMKaromas B
MOMEHT BBITIOJIHEHHUS BIAICbIEM dIeKTPOHHOMN MMOAMCH KOMaH/Ibl oamHcanns JIoKyMeHTa B nHTepdeiice
UC, mnoxrBepikaamomas MOMIHHHOCTE JIOKyMeHTa wW/Wim (GakT O3HaKOMICHHS BIalebla o ¢
JIOKyMEHTOM, KOTOpas B3aUMHO OJJHO3HAYHO CBA3BIBACTCSA C JIOKYMEHTOM H BIIAJICTIBIIEM TIOIITHCH;
2.7. mrramn 11911 - BusyanpHas OTMETKA 06 SIEKTPOHHON IIOIHCH, BKIFOYaromas peksu3uTs! 11911, koTopas
aBTOMAaTHYeCKH co3maercs cpeacTBamu VIC mpH OTKPBITHH (BM3yalW3alWi) TOKYMCHTa, MOIIMHCAHHOTO
1311, B mmtepdeiice UC; Bpems dopmmposanus IIOII orobpaxaercss B mMTaMIe IO HaCOBOMY TOACY
none3oBaress VC;
2.8. 06pal0oTKa JMEKTPOHHOTrO JOKyMeHTa - JeficTus momb3oBarens VIC ¢ 9MEKTPOHHEIM TOKYMEHTOM
cpenctBamu  MIC, BKMIOYas, HO HE ~OrPaHMYMBASCH: CO3JAHME, MPOBEPKA, MMOANHCAHUC Bic 15
uadopMupoBanue apyroro moms3oBatens MC o mokymeHTe, MOATBEPKACHHE HonyquI/m O3HaKOMJICHHE,
CO3/IaHKE KONMH Ha OyMa)XHOM HOCHUTEIIE, OTKIIOHEHUE, YAAJICHHUE.

3. Obecneuenne IOPUINUECKOM CHITBI BHYTPEHHUX 3JIEKTPOHHBIX IOKYMEHTOB

3.1. Kusuennsit muxn JokymerTa B MC BKIIOYaeT: CO3/aHME M Ipodde NeHCTBUA 1O ero obpabotke,
oTpaxkeHHe B yueTe, a Takke xpaHeHue B FIC. MIC obecrieunBacT PeruCTpalliio AeiCTBUH MOMB30BaTENeH ¢
JToKyMeHTOM (JIOTHPOBAHKE) B TCUCHHE JKH3HEHHOTO IIHKIIA.

3.2. Bee mamensipl I19I1 mpusHaroT paBHO3HauHOCTH cBoed IIOII COGCTBEHHOPYYHOH MOAMACH Ha

OyMa)kHOM HOCHTEIIE.

3.3. Cosmamme IIDII B MC wWHuMIMHpYyeTCSs COOTBETCTBYIOIMM JefictBueM Bruamensua IIOII, T.e. He

BBITIOJIHSETCS ABTOMATHYECKH FIIH HE3aMETHO JUIs BIIaJCIIbIla.

3.4. TTonmromouus Biazensla IIDI1, moamucaBiiero J[oOKyMEeHT, IMOATBEPKIAIOTCS B MOMEHT IIOANHMCAHMS

JoxymenTa B IC aBTOMAaTHYIECKH TI0 TOJIOKUTENBHOMY PE3YJIbTaTy CISAYIOIHIX IIPOBEPOK:

* COOTBETCTBYIOMIMH MOJIB30BATENb aBTOpH30BaH B UC,

* COOTBETCTBYIONIHI KIOY 3JIEKTPOHHOM MOIIMCH BKMIOYEH B PEECTP BBIJAHHBIX KIOYCH OJICKTPOHHOH

TIOJITIUCH,

* COOTBETCTBYIOIIMH KJIIOY 3JIEKTPOHHOM IOAIICH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOUCH 3JIEKTPOHHOK

TIOAITIUCH.

3.5. Bpems (opMHpOBaHWs 3NEKTPOHHON moamucy (ukcupyercss cpexctsamu MC 1o TpHHBHYCKOMY

spemenu (UTCHO0). ey '

3.6. BHyTpeHHHE 3JIEKTPOHHEIE JOKYMEHTEI, lepeuncietnsie B [lepeune, mpuseneHHoM B [Ipumoxenun Ne 1
K HacTosmeMy Ilomoxenuro, moxnucanuele 1011, mpusHarotcst B OpraHU3aluK PaBHBIMHE TI0 FOPHINIECKOM
crie JOKYMEHTaM Ha OYMa)KHBIX HOCHTEIISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOHN MOAIIHCHIO.

3.7. Tlonb3oBatenu MIC mpusHaroT, 4to Busyaiumsamus mTamna [I0I1 mpu nemoncrtpaunn J[oKyMeHTa B
natepbeiice MC, BemonHenHas cpexcrsamu VIC, sBISETCS HEOCIOPUMBIM MOATBEPXKACHHEM (akra
IOATIMCAHUS JOKYMEHTa COOTBETCTBYIOMMM BiiagesnbieM [13I1 (MouIMHHOCTE B HEOTPEKAEMOCTB).

3.8. Xpanenue JIOKYMEHTOB OCYINECTBIISICTCS MYTEM 3alMCH CBENECHUN 0 JIOKYMEHTaX B apXHB 3NIEKTPOHHBIX
JIOKYMEHTOB, KOTOPBIH siBisieTcs gacThio MC.

3.9. OpraEmsanus 00ECIEYMBACT - TEXHHUECKMMHM M  OPraHM3AlMOHHBIME ~ MEpaMH  3alluTy  OT
HECaHKI[MOHMPOBAHHOTO JOCTYlla ¥ IPETAHAMEPEHHOTO YHWYTOXCHHS W/WMIIM WCKAKEHHS CBEACHHHM O
JIoKyMeHTax B apXWBe JJIEKTPOHHBIX NOKyMeHTOB MC, a Takxke rapaHTHpyeT MONTBEPXKICHHUE aBTOPCTBA
noKyMmenTa, noxnucagroro [I9I1 aBTopa, B TOM YHCIIE IIyTEM YTBEPIKACHUS MOMMEHHOTO OTPaHMYEHHOTO
CIIHCKa JIMI, MMEIOIIUX paCIIMpeHHble (aAMUHHUCTPATUBHBIE) IpaBa IOCTYyNa K apXWBY OJICKTPOHHBIX
moxymenToB UC.

3.10. Jloxymentsl xpanarcs B VIC B ToM ¢opmare, B KOTOpoM OHM ObUm co3maHbl. CpOK XpaHEHHs
JIOKYMEHTOB ¥ CBeJleHHH 0 JIOKyMEHTaX He MOXeT OBITh MeHee 3 (TpeX) JIET U ONPENENACTCS B COOTBETCTBHH
C JIOKaJIGHBIMHM HOPMATHBHBIMU akTaMi OpraHu3alliy WK €€ CTPYKTYPHBIX MMOIPa3ICICHUN.




{S 11 Korust 371€KTpOHHOTO JTOKyMEHTa MOXET OBITH M3TOTOBJICHA (pacredarana) Ha OyMaXKHOM HOCHTEIE
CpeI[CTBaMI/I HC u 3aBepeHa cOOCTBEHHOPYYHON mOAmUCHIO Biaxenbua I1DI1 6o uleHaMH KOMHCCHH,
BKIIOYAIOIIEH B ce0s Kak MHHHUMYM DpyKoBoxuTends OpraHM3amMH H JIHIO, HMEIOLIEE pacIIMpeHHBIE
(aIMHUHHCTPAaTUBHEIE) IIpaBa NOCTYNa K ApXHBY OIEKTPOHHBIX NOKyMeHTOB VC. Komws 31eKTpoHHOTO
JIOKyMEHTa Ha OyMa)KHOM HOCHTeNIe JODKHA COAEp)KaTh BH3yalm3aluio mramna (mrammos) I13T1,
TIOJTBEPKAAIOIIYIO, UTO OpuruHan JJokymenTa noanucas 1011, AyTeHTHYHOCTD 3JIEKTPOHHOTO JIOKYMEHTA H
€ro KOy Ha OyMaXXHOM HOocuTele obecneunBaetcs cpeacrsamu VC.

4. T1paBa, 06I3aHHOCTH ¥ OTBETCTBEHHOCTD BJIAENBIA IIEKTPOHHON MO IITHCH

4.1. Biagenen II911 umeet mpaso:

e oOpamatscs k OTBETCTBEHHOMY 3a TEeXHHYecKyro momnepxky MC mns anHymuposanus (OT3HIBA),
IIPHOCTaHOBKHY (BO30OHOBIICHHUS) NEHCTBHSI IPHHAIIIE)KAIIETO eMY KITFOUa 3JIEKTPOHHON IOIIKCH;

* B ClIydac HEoOXOAWMOCTH 3aMEHBI, BOCCTAHOBJICHHS KIIOYa OJJICKTPOHHOM TOINMHCH OOpaTHUTBCS K
OTBETCTBEHHOMY 3a TEXHHYECKYIO noanepkky MC ¢ cooTBeTcTBYyIOME#H MPOCKO0it ¥ MONYYNTh HOBBIN KIIIOY
3JIEKTPOHHOH MOATINCH;

* obpamtaTses K pykoBoACTBY Opranusanuu aist pazdopa KOHQIMKTHEIX CHTYaIWi (CIIOPOB), BO3HUKAIOIINX
npu npumenennu [10I1 B UIC.

4.2. Bnanenen I1911 o6s3aH:

* BecTH 00paGoTKy BHYTPEHHHX OJJICKTPOHHBIX MJOKYMEHTOB B MC B COOTBETCTBHH CO CBOMUMH
JOJDKHOCTHBIMH 00SI3aHHOCTSIMU;

< IPUHUAMATH BCE BO3MOXKHBIE MEPHI JUIsl TPEIOTBPAIICHHS HECAHKITMOHHPOBAHHOTO HMCITOIL30BAHUS CBOETO
KJIFOYa 3JIEKTPOHHOM MOITUCH;

* HU IIPH KaKMX yCIIOBHSX HE NepelaBaTh KIII0Y 3JIEKTPOHHOM MOIIMHCH APYTHM JIHIIAM;

* IpUd KOMIPOMETAIlMA CBOETO KIIOYa JJIEKTPOHHOM MOIIMHCH HE3aMEUTHTEIbHO OOpaTHTECS K
OTBeTCTBEHHOMY 3a TEXHHYECKYI Hoanepxky MC s MpHOCTaHOBKM NEHCTBHS MPHHAIIEKAIIETO EMY
KJTFOYa 3JIEKTPOHHOM IO IITHCH.

4.3. Bnagenern 11911 HeceT MTUYHYIO OTBETCTBEHHOCTE 33 COXPaHHOCTH CBOETO KJIFOYA JJIEKTPOHHON TOMITHCH
M €T0 3allUTy OT HECAHKIIMOHUPOBAHHOTO UCIIOIB30BAHNS. '

5. Texnonorus npumernenus cpeacts [1011 8 UC

5.1. ina npumenernus [I0I1 B UC Branensy IIOI1 Heob6xoaumo aBTOpu3oBaThes B MIC ¢ MCIIONB30BaHUEM
nyOnuuHOM M KOHQuAeHIManbHOH wacrei kmoua [IOII (MMs moms3oBarenss W mapoisb). Iloamucanue
JloxyMeHTa BBHITIOHAETCS ITyTeM HaxxaTus Ha KHonKy "[Toamucars” B uatepdeiice VIC.

5.2. Nugopmarmst 060 BeeX BEIJAHHBIX TIONB30BATENIO KIFOUAX 3JIEKTPOHHOM MOIIHCH, IaTaX MOMyUeHHs |
MIPEKPALICHUS UX IEHCTBUS (M3BsTHs) XpaHuTcs B UC mocTOSHHO. :
5.3. Tlpu mnpekpamennn y coTpynHuka OpraHuM3almuM NODKHOCTHBIX OOS3aHHOCTEH Mo 06paGoTke
BHYTPCHHUX JJICKTPOHHBIX TOKYMEHTOB ¢ HCIOJb30BaHMeM IOl My mpu yBOJBHEHWHM COTPYIOHHKA €O
KJI0Y BHOCHTCS B PEECTP OTO3BAHHBIX KITIOYCH 3IEKTPOHHOH mopmucH OTBETCTBEHHBIM 32 TEXHHUYECKYIO
nomepkky MIC. C MoMeHTa BHECEHHS KJIOYa B PEECTP OTO3BAHHBIX KIHOUEH HIIEKTPOHHOM MOAIMMCH BCE
nocienyomme JIoKyMeHThl, moanucaHHele 3Tod I[IDII, He cuMTarOTCS NOANMCAHHBIMH HAUICKAIIIAM
o6pa3oM, T.e.IIOANHCEHIO, PABHO3HAYHOM COOCTBEHHOPYUYHOM.

6. 3aKITIOUUTENBLHBIE TTOJIOKEHUS

6.1. Hacrosmee ITonoxeHre BCTyIaeT B CUITy C JATHl YTBEPIKICHUS,

6.2. Texcr Ilomoxenms pasmemaercs B MC. Cmoco6 mocTyma K akTyalbHOM BepcHM IlONOMKEHHS
OIIMCHIBAETCS B IIOJIB30BATENBCKOM nokymMeHTanuu K VIC.,

6.3. Tekcr ITonoxeHus XPAHUTCA B YUPEXKICHUH U PETOCTABISICTCS COTPYAHAKAM 10 3a1pocy.

6.4. JloxymenTsl, co3ganusle B UC u moxmucanusie I13I1 B cOOTBETCTBHH ¢ HAacTOSIMM [ONOKEHMEM,
IPHU3HAIOTCS IOPUANIECKH 3HAYUMBIME C JaThl yTBEPXKIACHHS [1010XKEHNUS.
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