[TPUHATO YTBEPX/IEHO
Ha nenarornueckom cosete [Tpuka3oMm 3aBeayrOLIETO
npotokoi Ne 1 ot 29.08.2024 MBJIOY Ne 79

[Tpuxaz Ne 93/1 ot 27.09.2024

HOJIOKEHUE
00 MCIOJIb30BAHUM NMPOCTOI IJIEKTPOHHOI MOANMCH JIs1 BHYTPEHHEr 0 3JIEKTPOHHOT 0
nokymenToooopora B MBIOY «/lerckmii cax Ne 32»

1.O01mume moJ10KeHus
1.1. Hacrosimee IlonoxkeHne 00 UMCHOJIB30BAaHUU MPOCTONM DIEKTPOHHOM TOANKUCH B
undopmarmonHoii cucreme (nanee - UC) MBJIOY Ne 32 (nmanee - IlomoskeHue) siBisieTcs
JOKaIbHBIM HOpMaTUBHBEIM akToM MBJIOY Ne 32 (mamee — YupexacHue) u ompenemnser
MOPSIIOK M YCJIOBUSL pabOThl COTPYIHHUKOB C OJJIEKTPOHHBIMU JoKyMeHTamu B UC,
HEIMOCPEJICTBEHHO CBSI3AHHBIMU C UX TPYJIOBOH JEATEIbHOCTBIO, C MPUMEHEHUEM IMPOCTOU
aneKkTpoHHOM noanucu (ganee - [131T).
1.2. YyacTHUKaMU 3JEKTPOHHOTO B3aUMOJACHCTBUS HA YCIIOBHUAX, ONPEACIEHHBIX HACTOSIIUM
[TonoxeHueM, BISAIOTCS COTPYIHUKH Y UPEXKICHHUS.
1.3. Peanuzanus onpezaeneHHbIX HacTosAUMM l[lojoxkeHneM yciaoBUN NMPUMEHEHMsI MPOCTOM
JIEKTPOHHOM MOANMCH OOEeCHedYuBaeT NpUJaHUE OPUAMYECKON CUJIbl BHYTPEHHHUM
ANEKTPOHHBIM JoKyMeHTaMm Opranuzauuu B MC, TpeOyronmm JIMYHON MOANUCH COTPYIHUKA,
Y OMepalysiM C HUMH.
1.4. Hanuuue [1911 obecieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM IoKyMeHTaM B UC:
* [IOJUIMHHOCTb - IIOJATBEPKICHUE aBTOPCTBA JJOKYMEHTA;
* LIEJIOCTHOCTD - JOKYMEHT HE MOXET ObITh U3MEHEH NOCIIE MOIMTUCAHNUS;
1.5. lnsg noanucanus 3MeKTPOHHBIX T0KyMeHTOB B C ncnosb3yercs npocras
ANIEKTPOHHAS. MOJANMUCh - WUHPOpMalUs B AJIEKTPOHHOM (opme, KOTOopas NpUCOEAUMHEHA K
Opyroil uHpopmaluu B 31EKTPOHHOU (opme (moanuchiBaeMord MHGOPMALMK, JOKYMEHTY B
ANIEKTPOHHOM BHJE) WIM HHBIM 00pa3oM CBsI3aHHAs € Takoil MH(OpMmanued, U KoTopas
MCIIOJNIB3YETCS IS OIpeieTICHHs JIMIA, MTOAMKUCHIBAIOLIETO HHPOPMAIIHIO.
1.6. B xauectBe myGmmuHoi uyactu kitouya I[13I1 ucnonb3yercs yHUKadIbHOE UMs YUETHOM
3alMcH, NOpUMEHseMoe Ui aBTopu3zauuu  nosb3oBatenss B HMC. B kaudectse
KoH(puneHnmanpHoi yactu kiroda [1311 ncnonp3yeTcs maposs K y4eTHOM 3aIliCH.
1.7. U3roronenue (reHepanuio), Beigauy u peructpauuio B MC ykazaHHbix B 10.1.6 uMeH
nojb30BaTeNel u maposied ocymectBisier 3buieBa JL.M., crapmwmii Bocnurtarens (naiee -
OTBeTCTBEHHBIN 3a TexHUYECKYI0 noanepxky NC).

1.8. [Taponr monb3oBarenss MUC MoxeT ObITh M3MEHEH €ro BIAJeiblleM B JHO00H MOMEHT
nocie aropuzanuu B MC. PekomeHayeTcsi U3MEHATh MapoJib HE PEXe OJHOr0 pa3a B TpU
Mecsia. JIJis CHKeHUs pucKa moa0opa maposisi U HECAHKITMOHUPOBAHHOTO HCITOJIb30BAHUS
OPYTUM JIIIOM KJf0Ya SJIEKTPOHHOW MOJNKHCU PEKOMEHIYeTCs HE 3a/laBaTh MapoJiH,
MCIIOJIb30BaHHBIC paHEE.



2. TepMuHBbI U onipeeIeHUs
B nannom [1on0xeHnn HCHOJIB3YIOTCSA CIAEYIOIIME TEPMUHBI U UX OIPEAECICHUSA:

2.1. snaodeney npocmoil 31eKMpPOHHOU NOONUCU - COTPYIHUK YUPEKICHUS, MOMHUCABIITUN
VYBenomienne o0 O3HAKOMJICHMHM C HacTosSmmM [lojokeHHeM W UCHOJB3YIOUIMN UMS
MOJIB30BATENS U apoJib A aBTopu3auuu B VC;
2.2. BHympeHHUll 31eKMpOoHHbIU 0oKyMeHm (fanee - JJoKyMeHT) - TOKyMEHT OJHOTO U3 THIIOB
NOKYMEHTOB, ITpuBe/IcHHBIX B [Ipuiioxennn 1 k Hacrosmemy [lonoxenuto, coznanubiii B 1C
B DJEKTPOHHOM (opmMe © TOANMMCAHHBIA DJIEKTPOHHOM MOAMHCHIO  COTPYJHHUKA
(27IEKTPOHHBIMU MOJIUCAMU COTPYAHUKOB) Opranuzanuu;
2.3. KuoY 21eKMpOHHOU NoOnucu - YHUKaJbHasg TMOCIEAOBATEIHHOCTh CHMBOJIOB,
NpeAHa3HaYeHHas Uil MOATBEPKACHUS ¢ ucnonb3oBanueM cpeacts MC nopmmunoctu 1911 B
JIOKyMeHTE;
2.4. peecmp 6vlOaHHBIX KIIOYeU 31eKmMpoHHOU nodnucu - xpansmmiics B MC cnucok
YHUKQJIBHBIX MOCIEA0BATEIbHOCTE CUMBOJIOB, COIEPKAIIMXCSA B BBIAAHHBIX MOJIb30BATEISM
MMEHaX YUYETHBIX 3alMCeH U maposix;
2.5. peecmp omo36aHHbIX KatOuel 21eKkmporHou noonucu - xpansumiics B MC cnucox
nonb3oBateniel C, y KOTOPBIX KIHOYM 3JIEKTPOHHOW MOJANKUCH K MOMEHTY OOpamieHus: K
JAHHOMY peecTpy ObLIIM OTMEUYEHBI KaK HEJIEHCTBUTEIbHBIE;
2.6. npocmas snekmponnas noonuce (I[123I1) - nadopmanus B snekTpoHHon ¢opme B UC,
BO3HHUKAIOIIass B MOMEHT BBIIIOJIHEHUS BJIAACIBIEM DJICKTPOHHOW TMOAMUCH KOMAaH/IbI
noanucanus Jlokymenrta B untepderice MC, moarBepkaaromas MOMIMHHOCTh JlOKyMeHTa
u/unu axt ozHakomsienus Biaaenbia 1311 ¢ JlokymeHTOM, KOTOpast B3aMMHO OJTHO3HAYHO
CBsI3bIBaeTCs C JIOKYMEHTOM U BIAJEIbLEM MOINCH;
2.7. wmamn [IDI] - Bu3yanbHas OTMETKa 00 OJIEKTPOHHON TMOJMUCH, BKJIIOYAIOIIAs
pekBusutel [IDII, koTopas aBTOomMaTmuecku co3mpaerca cpeacrBamu WC mpu OTKpBITHH
(Bu3yanuzauuu) nokyMeHta, noanucannoro 1911, B untepdeiice IC; Bpemst popmMupoBaHus
[TI3I1 oToOpaxkaeTcst B mITaMIIe 1O YacOBOMY mosicy noJibzoBarens UC;
2.8. obpabomxa 31eKmpoHHO20 OOKyMenma - JercTBusl noib3oBatenss C ¢ 3aeKTpOHHBIM
nokyMeHToM cpeacrBamMu MC, Bkiro4asi, HO HE OrpaHUYMBASCh: CO3JaHUE, IPOBEPKA,
noamucanue [19I1, wundopmupoBanme papyroro monb3oBatens HWC o JgoKymeHTe,
MOATBEPKJCHUE TOTYYCHUS, O3HAKOMJICHHE, CO3/JIaHHE€ KOMUU Ha OyMa)XKHOM HOCHUTEIE,
OTKJIOHEHHUE, yIaJiCHuUE.

3. Ob0ecneuyeHne WPUIANIECKON CUJILI BHYTPEHHUX 3JIEKTPOHHBIX JIOKYMEHTOB
3.1. XKuznennsii nukn Joxkymenta B MIC BkiItouaer: co3gaHue W Mpoyue ACHCTBHS MO €ro
o0paboTke, oTpaxkeHue B yuete, a Takke xpanenue B C. C obecrneunBaeT perucTparuio
NeNCTBUI NoJIb30BaTelel ¢ JJokyMeHTOM (JIOTMpOBaHUE) B TEUEHUE KU3HEHHOTO 1IMKJIA.
3.2. Bce Bnagensipl 1911 mpusnatoT paBHO3Ha4YHOCTH cBoel [IDII coOGcTBeHHOpYUHOM
MOAMKCH Ha OyMa>KHOM HOCHUTEJIE.

3.3. Coznanue 1911 B UC uHummupyeTcss COOTBETCTBYIOMIMM AeiicTBueM Biaaensia [1911,
T.€. HE BBINOJIHACTCS aBTOMAaTUYECKH UM HE3aMETHO /IS BJIAJEIbLIA.
3.4. Ilonmnomouust Branensia [1311, noanucasmero JlokyMeHT, HOATBEPKIAIOTCS B MOMEHT



noanucanus Jlokymenra B IC aBTOMaTHYECKH I10 MTOJIOKUTEIBHOMY PE3YNbTATY CIEAYIOIINX
IIPOBEPOK:

* COOTBETCTBYIOLIUH MM0JIb30BaTENb aBTOpU30BaH B UC,

* COOTBETCTBYIOIIMI KJIIOY 3JEKTPOHHOW MOJNMCH BKJIIOYEH B PEECTP BBIJAHHBIX KIHOYEH
AJIIEKTPOHHOM NOJINCH,

* COOTBETCTBYIOIIMI KIIIOY DJIEKTPOHHOW IOJAIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOUEH 3JIEKTPOHHOU TMOJIIUCH.

3.5. Bpemst ¢opmupoBaHusi 31€KTpoHHOW mnoanucu Quxcupyercs cpenctsamu HC 1o
rpunBuuckomy BpeMmenu (UTCHO).

3.6. BHyTpeHHUE 37eKTpOHHBIE JOKYMEHTHI, NepeuncieHHbie B Ilepeune, mpuBeneHHOM B
[Ipunoxenun Ne 1 k Hacrosmemy Ilonoxenuto, moanucanueie [IDII, npusnHaroTcs B
VYypexxneHun paBHBIMU MO IOPUIUYECKON CHJIE JTOKYMEHTaM Ha OYMa)KHBIX HOCHUTENSX,
3aBEPEHHBIM COOCTBEHHOPYYHOM MOIHUCHIO.

3.7. Tonp3oBarenu MC mpusnaoT, uro Busyanusamus mtamma [13I1 mpu nemoncTpanmu
Hokymenta B unrtepdeiice MC, BoimonHeHHas cpenctBamMu MC, sBIsETCS HEOCIIOPUMBIM
NOJATBEpXKJEeHUEM (aKkTa MOANMCAHUSA JTOKYMEHTa COOTBETCTBYOLIMM BiajenbieMm [IDI1
(MOTMHHOCTD M HEOTPEKAEMOCTD ).

3.8. Xpanenue JIOKyMEHTOB OCYIICCTBIISCTCS IyTeM 3alMCH CBeAeHUN o JloOKyMeHTax B
apXHB AIEKTPOHHBIX JOKYMEHTOB, KOTOPBIN sBiIsieTCs yacThio MC.

3.9. yupexxaeHue oOecneunBaeT TEXHUUYECKMMHM M OPTraHM3allMOHHBIMU MEpamH 3alluTy OT
HECAaHKIIMOHUPOBAHHOTO JIOCTyNa W NPEIHAMEPEHHOTO YHHUUYTOXEHHS W/MIM HCKAKEHUS
cBeleHUM 0 JlokyMeHTax B apXMBE JJEKTpPOHHBIX NOKyMeHTOB MC, a Takke rapaHTuUpyer
MIOATBEPKIAECHUE ABTOPCTBA JAOKyMeHTa, noanucanHoro IIOII aBropa, B TOM 4uciie myTeM
YTBEPKICHHUSI TOMMEHHOIO OrPAHWYEHHOIO CIHCKAa JIML, MMEIIMUX paclIupeHHbIE
(aIMUHUCTpPATUBHBIC) IIPaBa AOCTYIIA K apXUBY AJIEKTPOHHBIX JoKyMeHTOB NC.

3.10. Hokymentsl xpansarcs B UC B Tom Qopmate, B KOTOpoM OHHM ObLTH co3aaHbl. Cpok
xpaHenust JJokymeHTOB U cBeieHUil 0 JIOKyMEeHTax He MOXKET ObITb MeHee 3 (Tpex) JeT U
ONpeaeNsieTcs] B COOTBETCTBUH C JIOKAJIbHBIMM HOPMATUBHBIMU akTaMu OpraHuzanuu WiH ee
CTPYKTYPHBIX MTOAPA3IEICHUN.

3.11. Komusi 37€KTPOHHOrO JOKYMEHTa MOKET OBITh H3rOTOBJIEHA (pacrmedaraHa) Ha
oymaxknoM HocuTtene cpeactBamu MC u 3aBepeHa cOOCTBEHHOPYYHOW MOAMKCHIO BlaJeiblia
1211 nubo wieHaMM KOMHCCHUH, BKJIOHarolmed B ce0d KaKk MHUHUMYM PYKOBOIUTEIS
Opranuzaiuu M JHIO, UMEIOLIEE pPacUIMpPEHHbIE (aJIMHUHUCTPATUBHBIC) MpaBa JOCTyNa K
apxuBy 3JeKTpOHHBIX JokyMeHToB MC. Komus 370eKTpOHHOr0 JOKyMEHTa Ha OyMa)KHOM
HOCHUTENE JOJKHA COAepKaTh Bu3yann3auuio mrammna (mramnos) [IOI1, moaTBepxkaaromyto,
yTt0o opuruHan Jlokymenra nognucan [I13I1. AyTeHTUYHOCTh 3JEKTPOHHOTO JOKYMEHTA U €ro
KOIMUM Ha OyMakHOM HocuTese odecneunBaeTcs cpeacramu UC.

4. IlpaBa, 00513aHHOCTH M OTBETCTBEHHOCTH BJIA/Ie/IbIA JIEKTPOHHOI MOIMUCH
4.1. Bnagenen I[131I1 umeer npago:
» oOpamatbcs K OTBETCTBEHHOMY 3a TEXHHYECKYO0 Tomnepxky MC st aHHymupoBaHUS



(oT3bIBa), TPUOCTAHOBKM (BO3OOHOBJICHUS) JCHCTBHUSI TMPUHAIJIEKAIETO €My Kiroya
AJIEKTPOHHOM MOAIINCH;

* B cllydae HEOOXOJAMMOCTH 3aMEHbl, BOCCTAHOBJICHHUS KJIOYa JJICKTPOHHOW MOJIUCU
oOpatuthcsi Kk OTBETCTBEHHOMY 3a TexHuYeckyro mnoanepxkky MC ¢ cooTBercTByloMIEH
MPOCHOOH U MOTYYNTh HOBBIN KITFOU AJIEKTPOHHOMN TOIITUCH;

* oOpamaThCsl K pyKoBOACTBY Opranm3aiuu ajis pazdoopa KOHGIUKTHBIX CUTYyaIruil (CIIOpoB),
BO3HUKaromux npu npumeHennn 11311 B IC.

4.2. Bnanenen I1D11 o06s13aH:

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

* IPUHUMATh BCE BO3MOXHBIE MEpPBl 1 MPEAOTBPALIEHUS HECAHKIIMOHUPOBAHHOIO
MCITOJIB30BAHUS CBOETO KIIFOYA 3JIEKTPOHHOMN NOJIHNCH;

* HYM IIPY KaKUX YCJIIOBHSIX HE IIEPEAABATh KIIFOY 3JIEKTPOHHOM IMOAIUCH IPYTUM JINLAM;

* IPY KOMIIPOMETAIIMU CBOETO KIIF0YA 3JIEKTPOHHOU MOANUCH HE3aMEIJTUTENBHO 00OpaTUTHCS K
OTBETCTBEHHOMY 3a TEXHUYECKyl0 mnoauepxkky MWMC il nOpUOCTAaHOBKH — JIEUCTBUSA
MPUHAAJIEKANIETO EMY KJIF0Ya 3JIEKTPOHHOM IMOIUCH.

4.3. Bnagenen IIDI1 HeceT NWMYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTH CBOETO KIIOYA
AJIIEKTPOHHOM MOJIKCH U €0 3allUTY OT HECAHKIMOHUPOBAHHOI'O UCITOJIb30BAHUS.

5. TexnoJsiorust npumenenus cpeacts II311 B UC
5.1. Insa mpumenenus [19I1 B UC Bnagensiyy 1911 Heobxomumo aBTopuzoBatbest B UC ¢
MCIIOJIb30BaHUEM MYOIMYHOM U KOH(pUIeHIanbHoi yacTeil kimoua [1311 (ums monbs3oBarens
u naposs). [lonnucanue JfokyMeHTa BBITIOJHSIETCS MMyTeM HakaTusi Ha kHOTKy "lloamucate" B
unrepdetice UC.
5.2. Uudopmarus 060 BceX BBIIAHHBIX MOJIB30BATEIIO KITI0YaX AJICKTPOHHOMN MOAMMCH, TaTax
MOJIYYEHHUS ¥ IPEKpalieHus ux aeucTBus (M3baTusi) Xxpanutcs B MC mocTosiHHO.

5.3. Ilpu mpekpamenun y coTpyanuka OpraHuzaluud JOJKHOCTHBIX OOSI3aHHOCTEH 1O
00pabOTKe BHYTPEHHUX JJICKTPOHHBIX JOKYMEHTOB ¢ wucnojs3oBanuem [IDI1 wunu mpu
YBOJIBHEHUH COTPYJHHMKA €ro KJIFOY BHOCUTCS B PEECTpP OTO3BAHHBIX KIIHOUEH AJIEKTPOHHOM
noanucu OTBETCTBEHHBIM 3a TeXHHUYECKYyIo mojiaepxky MC. C MmomeHTa BHECEHHUs KJIlOoua B
pEECTP OTO3BAHHBIX KIIKOUEW OJJIEKTPOHHOM MOANKUCH BCE€ TNOCIeayromue JOKyMeHTHI,
noanucanaple dToi [IDII, He cuMTarOTCA MOANHMCAHHBIMM HIICKAIIUIM 00pa3oM, T.c.
MOJIMKUCHIO, PABHO3HAYHOW COOCTBEHHOPYYHOM.
6. 3aKJIIYUTEIbHbIE MOJI0KEHUS

6.1. Hacrosee [lonoxxeHune BCTymaeT B CHILy € 1aThl YTBEPHKICHUS.
6.2. Texcr Ilonoxenus pasmemaercs B MC. Cnocob6 ngoctynma K akTyaJbHOM BepcUU
[TonoxxeHust onuchIBaeTCs B MOJIB30BATENIbCKOM JoKyMeHTanuu Kk UC.
6.3. Tekcr I[lonoxkeHust XpaHUTCS Yy JIETOMPOUZBOIUTENS U MPEAOCTABIACTCS COTPYIHUKAM

VYupexeHus 1o 3amnpocy.
6.4. Hoxymentsl, co3nanubie B UC u noanucanubie 1911 B cOOTBETCTBUU C HACTOSIIUM
[TonoxxeHneM, MPU3HAKOTCS FOPUANIECKH 3HAYMMBIMHU C 1aThl yTBepxkAcHUA [lonoxeHusl.



