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00 UCMOJIb30BAHUM MPOCTOM IJIEKTPOHHOI MOJAMUCH IJI BHYTPEHHEro
3JIEKTPOHHOI0 IOKYMEHT0000poTa

1.001mue noI0KXeHus

1.1. Hacrostiee IlonoxxeHnue 06 MCIob30BaHUH IPOCTON 3JIEKTPOHHON MOAIUCH Ha cCaiTe
['ocBe6 (manee — UC) sBisieTcs mokanbHBIM HOpMaTuBHBIM akToM MBJIOY «Bapuunckuit
JETCKUH ca» U OMpeneNseT MOPSIOK M YCIOBUS paObOThl COTPYIHUKOB C SIEKTPOHHBIMH
nokymeHtamu B MIC, HEMOCPEACTBEHHO CBSA3aHHBIMM C UX TPYIOBOM NEATEIBHOCTHIO, C
NpPUMEHEHHEM MPOCTOM AIeKTpoHHOU noanucu (ganee-I11911).

1.2. YyacTHUKaMu 5JIEKTPOHHOIO B3aUMOJCICTBUS Ha YCJIOBHUSX, OIPEAEIICHHBIX
HactosiuuM  [lonmoxkeHueM, ABISIIOTCS  COTpyAHUKH OpraHuzanuu, OANKHCABIINE
VBegomnenue 00 o3HakomsieHun ¢ [lonoxkenuem. Ilognmucanue cOTpyAHUKOM
Opranuzanuu YBeAOMIICHHUS] pABHOZHAYHO MPUCOSTUHEHUIO K COTJIAIICHUI0 00 y4acTUu
BO BHYTPEHHEM 3JIEKTPOHHOM JOKYMEHT0000poTe ¢ ucnoiab3oBanueM 1311 Ha ycrmoBusx
Hactosmiero IlomoxkeHus B cooTBeTCTBUHM co cT.428 ['paxkmanHckoro kojaekca P®
(«JloroBOp NPUCOETUHEHHUS).

1.3. Peanuzauus omnpeneneHHbIXx HactoAmuM [lomokeHueM yCIOBUH NpUMEHEHUS
OPOCTOM DIEKTPOHHOW TMOJMMUCH OOecreyrBaeT MpHIAHUE FOPUINYECKON CHIIBI
BHYTPEHHUM OJJICKTPOHHBIM JokymeHTam Opranmzaiuu B MC, TpeOyroomuM ITHYHON
MOJIMCH COTPYJHUKA, U ONIEPALIUSIM C HUM.

1.4. Hamuuue T1911 obecnieunBaeT BHYyTPEHHUM JIEKTPOHHBIM JokyMeHTaMm B VIC:
- IOJIMHHOCTh-TIOATBEPKICHUE aBTOPCTBA JOKYMEHTA;

- HEJIOCTHOCTh-TOKYMEHT HE MOKET ObITh U3MEHEH MOCIe MOANMCAHUS;

- HE OTpHIIaHNE aBTOPCTBA (HEOTPEKAEMOCTh)

— aBTOp HE MOKET OTKa3aThCsl OT CBOEH MOJIHUCH.

1.5. Jnsa noamucaHus SIEKTPOHHBIX JAOKymMeHTOB B MC wucnonb3dyercs mnpocTas
AIIEKTPOHHAS TOANHUCH - WH(POPMAIIHS B JIEKTPOHHON (hopMe, KOTopasi MPUCOSTUHEHA K



Ipyroit nHpOpMaIUH B 3JIEKTPOHHOH Gopme (MoImUChIBaeMOoi HH(POPMAIHH, JOKYMEHTY
B 2JIEKTPOHHOM BH/JI€) WM MUHBIM 00pa30M CBsI3aHHas C TaKOW MH(OpMauuei, u Kotopas
UCMOJIb3YETCs IS ONpeIeIeHUs JIMLIA, TOAMMCHIBAIOLIET0 HH(OPMAIHIO.

1.6. B xauecTBe nyOauuHoi yacTu kitova [1311 ncnonb3yercs yHUKaIbHOE UMSI YUETHOM
3alluCH, NpUMeHsieMoe s aBropu3auuu nosb3oBatens B MC. B kauectBe
KOH(puIeHanbpHo yactu kiatova [1911 nucnonp3yercs naponib K y4eTHOM 3anucHu.

1.7. U3roroBnenue (revepanuto), Boiauy u peructpauuto B MC ykazanusix B 11.1.6 uMeH
HOJIb30BaTENe M Mapojeil OCyIEeCTBIsAET OTBETCTBEHHBIN 32 TEXHUUYECKYIO MOIJEPIKKY
HC).

1.8. [Tapons nonw3oBarens C MoxeT ObITh U3MEHEH €ro BIaJCNIbIIEM B 0001 MOMEHT
nocse aBropuszanuu B UC. PekoMeH1yeTcst U3MEHATh Napoib HE PEXE OJHOIO pas3a B TpU
Mmecsina.  Jlig  CHWKEHHMsT pucka Toa0opa TMapoiii W HECAaHKIMOHUPOBAHHOTO
WCIIOJIb30BaHMS APYTUM JIMIIOM KJII0Ya BJIEKTPOHHOM TMOANMMCH PEKOMEHIYETCS He
3a/1aBaTh MapOJIU, UCIOJIb30BAaHHBIE paHEe.

2. TepMUHBI U ONIpeACIICHUS
B nannowm [lonoxxeHnn UCTIONB3YIOTCS CAEAYIONIME TEPMUHBI U KX ONIPEICIICHHUS:

2.1. Brnagemenm mpocTOM S3IEKTPOHHOH TOAMHCH — COTpyaHUK OpraHu3aiuu,
MOAIIMCABIINI YBegOMJIEHHE 00 O3HAaKOMJIEHHHM ¢ HacTtoAmmM llomoxxeHueM wu
MCIIOJIb3YIOIINI UM MOJIb30BATEINS U NTapob uis aBTopusanuu B UC;

2.2. BHyTpeHHMII 3/EKTPOHHBIA NOKYMEHT (nanee-/{oKyMeHT) — TIOKYMEHT OJHOIO W3
TUIIOB JIOKYMEHTOB, npuBelAcHHbIX B [Ipunoxkenun | x Hacrosmemy Ilomoxenuto,
co3ganHbli B UC B »/eKTpoHHOW (opMe M MOANUCAHHBIM 3JIEKTPOHHOM MOAMHMCHIO
COTpYAHUKA (3JIEKTPOHHBIMU MOAMUCSIMU COTPYIHUKOB) Opranusanuu;

2.3. Knarou »IeKTpOHHOM NOANMCH — YHHKAJIbHAsl IOCIEI0BAaTEIbHOCTh CHUMBOJIOB,
MpeHa3HauYeHHas I TMOJATBEPXKIACHUS C HCTojib3oBaHueM cpenactB MC momimHHOCTH
[1211 B JlokymeHTe;

2.4. PeecTp BBIJAHHBIX KJIIOYEW 3JEKTpOHHOM moanucu — xpansmwmiics B UC cnucox
YHUKAJIBHBIX [10CJIEI0BATEIBHOCTEN CUMBOJIOB, COACPKAIIUXCS B TAHHBIX IT0JIb30BATEIIAM
MMEHAX YYETHBIX 3alIMCEN U MapOIsX;

2.5. PeecTp 0TO3BaHHBIX KJIIOUYEH AJIEKTPOHHOW moamucu — Xpansaimmiics B MC cnmcok
nosib3oBareneil UC, y KOTOPBIX KIIIOUM 3JIEKTPOHHOW MOJMUCH K MOMEHTY OOpalleHus K
JTAHHOMY peecTpy ObUIM OTMEYEHBI KaK HeJleHCTBUTEIbHBIC;

2.6. Ilpocras snexkrponHas noanuck (I1311) — undopmanus B snekrponHoi popme B UC,
BO3HMKAOIIAsl B MOMEHT BBIIIOJIHEHUSI BJIAJIEIBLEM D3JEKTPOHHON MOANMCH KOMaH/IbI
noanucanus Jlokymenrta B unrepdeiice UC, monreepskaaromas noyIMHHOCTh JlokymMeHTa
u/umn  pakt o3HakomiieHusi Biangenbia [IDI1 ¢ JlokymeHTOM, KOTOpas B3aWMHO
OJIHO3HAYHO CBS3bIBAETCS C JIOKYMEHTOM M BIJIAJIEIIBLIEM ITOIIINCH;

2.7. Wtamn II3I1 — Bu3yanpHas OTMETKAa 00 AJIEKTPOHHOW MOJIMKCH, BKIIIOYAIOIIAS
pexBu3uThl [1911, koTopast aBTomatuuecku coznaercs cpeactsamMu MC mnpu OTKpbITUU



(Bm3yanm3anmsi) JoKyMeHTa, mnoxamucanHoro IIDII, B wunTepdeiice UC; Bpems
dopmuposanus [1911 otobpaxaercs B mTaMiie o 4acoBoMy nosicy noss3osarens UC;

2.8. O6paboTKa AIEKTPOHHOTO TOKYMEHTA — JIeUCTBHS mob30BaTest IC ¢ 371eKTpOHHBIM
nokymeHToM cpeactBamu MC, BKIO4as, HO HE OTPaHUYMBASICH: CO3JIaHWE, MPOBEPKa,
nognucanue [13I1, wHpopmupoBaHue npyroro moms3oBaTenss WC o JgoKyMmeHTe,
TIOJITBEPIKACHUE TTOTyUYEHUS, O3HAKOMJICHHE, CO3/IaHUE KOIMMHA Ha OyMa)XKHOM HOCHTEIE,
OTKJIOHEHUE, yAaJleHHE.

3.006ecniedueHre IOPUINIECKON CHUITbI BHYTPEHHUX 3JIEKTPOHHBIX IOKYMEHTOB

3.1. Kuznennsiii iukn Jlokymenta B IC BKITFOYaeT: CO3AaHMUE U TPOUYUE NEUCTBHS T10 €T0
00paboTke, oTpakeHue B yuere, a Takxke xpanenue B IC. IC o0ecnieunBaeT perucTpaiuo
NEHCTBHM MoJib30BaTeneit ¢ JJokyMeHTOM (JIOTUpOBAaHKE) B TCUCHUH KU3HEHHOTO ITUKIIA.

3.2. Bee Bnanensibl 1911 npusnaoT paBHo3HauyHOCTH cBoel [IDI1 cobcTBEHHO pyUyHOIt
MOJINKCH HAa OYMaKHOM HOCHUTEIIE.

3.3 Coznanue [1311 B UC nHuIuupyeTcs COOTBETCTBYIOMIMM JieiicTBUeM Biaaesbia [1911,
T.€. HE BBIMOJHIETCS aBTOMAaTUYECKHU WIA HE3AMETHO [JI1 BIaAeblia.

3.4.ITomromounst Biagensia [IDIl, moamucaBmero JloKyMeHT, IMOATBEPKAAIOTCS B
MoMeHT noanucanus JJokymenra B UC aBTOMaTHYECKH 110 TIOJIOKUTEILHOMY Pe3yJIbTaTy
CIEAYIOIINX MPOBEPOK:

- COOTBETCTBYIONIMI MOJIb30BaTENb aBTOpU30BaH B MC,

- COOTBETCTBYIOIIUN KJTFOY 3JIEKTPOHHOM MOAINKCH BKIIFOYEH B PEECTP BBIJAHHBIX KJIHOUEH
AJIEKTPOHHOM MOAIHUCH,

- COOTBETCTBYIOIIUN KJTIOU 3JIEKTPOHHOM MOJMUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH 3JIEKTPOHHOUN MOAIUCH.

3.5. Bpemsi ¢opmupoBanus 3yeKTpoHHOU moanucu (ukcupyercs cpeactBamu UC 1o
rpunBruckomy Bpemenu (UTCH).

3.6. BHyTpeHHME 2IE€KTPOHHBIE TOKYMEHTHI, IepeunciaeHHble B [lepeune, npuBe1eHHOM B
[Tpunoxenun Nel k Hactoswmemy Ilomoxxenuro, nmonmucanneie 11011, mpusHarotcst B
Opranuzanuu paBHbIMH MO IOPUAMYECKON CUJle IOKYMEHTaM Ha OyMa)KHBIX HOCHUTEISX,
3aBEPEHHBIMU COOCTBEHHOPYYHOM MOJMHUCHIO.

3.7. Ilonp3oBarenu VUC npusHatot, uto Buzyanuzauus mwramna [I911 npu nemoncrpanuu
JHokymenta B unrepgeiice UC, Beimonnennas cpeacrsamu VC, siBisieTcss HEOCIOPUMBIM
NoJTBEpKAeHUEM (DaKkTa MOAMUCAHUS IOKYMEHTa COOTBETCTBYIOIIMM Biajenbiiem 1911
(MOUTMHHOCTH ¥ HEOTPEKAEMOCTb ).

3.8. Xpanenne JIOKyMEHTOB OCYIIECTBIIACTCS IIyTEM 3alUCH cBeleHUI 0 JlokymMeHTax B
apXUB IEKTPOHHBIX JOKYMEHTOB, KOTOPBIN siBisieTcs yacThro MC.

3.9. Opranu3anus odbecrieunBaeT TEXHUYECKUMU U OPraHU3allMOHHBIMU MEpaMH 3allluTy
OT HECAaHKIMOHMPOBAHHOTO JOCTyMa M MPEIHAMEPEHHOTO YHUYTOXCHHS W/WIH
UCKaKEHHS CBelleHHH o0 JIOKyMeHTax B apXHBe AJIEKTPOHHBIX JokyMeHTOB MC, a Takxke



rapaHTUpyeT MOATBEPKICHUE aBTOPCTBA JIOKYMeHTa, nojanucandoro [1911 aBropa, B Tom
YUCJEe IMYTEM YTBEPKIACHUS IIOMMEHHOIO OrPaHUYECHHOIO CIMCKA JIAL, HMEIOIINX

pacmpenue (aIMUHUCTPATUBHBIC) TpaBa JOCTYIA K apXUBY 3JEKTPOHHBIX JOKYMEHTOB
ncC.

3.10. HoxymenTtsl xpansatcs B UC B Tom popmarte, B KOTOpoM OHHU ObLIH co3nianbl. Cpok
xpaHneHus JJokyMeHTOB U cBeieHu 0 JIoOkyMeHTax He MOKeT ObITh MeHee 3 (Tpex) JIeT U
OMpeIeNsAeTCS B COOTBETCTBUH C JIOKAJIbHBIMA HOPMATUBHBIMU akTaMu Opranu3aiuy Wid
€€ CTPYKTYPHBIX NOAPA3ICICHHI.

3.11. Komus 3IeKTpOHHOTO JTOKYMEHTa MOKET OBITh M3TOTOBJICHA (pacredaTaHa) Ha
OymaxkHom Hocutene cpeactBaMmu MC u 3aBepeHa COOCTBEHHOPYYHOH MOJINHUCHIO
Brnagensia [19I1 nubGo unmeHamMu KOMHUCCHHU, BKIIOYAIOMIEH B ce0sl KaKk MHHUMYM
pykoBoguTens OpraHu3zaiuu W JUI0, UMEIOIee PaCUIUPEHHbIE (aJIMUHUCTPATUBHBIC)
mpaBa JOCTyNa K apXuBy OdJeKTPOHHBIX AokyMeHTOB MC. Komwus 31eKTpOHHOTO
JTOKyMEHTa Ha OyMa)XHOM HOCHUTEJNE JOJDKHA COAEpkaTh BH3yalM3alMI0 IITamIa
(wramno) II9I1, nmonreepxknparomyro, uro opuruHan Jlokymenra mnonnucan IIOI1.
AYTEHTHYHOCTh 3JEKTPOHHOTO JOKYMEHTa M €ro KONHWHW Ha OyMa)XHOM HOCHTEJE
obecmneunBaetcs cpeactsamu HC.

4. IlpaBa, 003aHHOCTH U OTBETCTBEHHOCTD BJIAJI€IbIIa SJICKTPOHHOUN MOMUCH
4.1. Baagenen 1211 umeet npaso:

- obpamatbes K OTBETCTBEHHOMY 3a TeXHUUECKYI0 noanepxky UC mis aHHynupoBaHUs
(0T3bIBA), TIPUOCTAHOBKU (BO3OOHOBIICHUS) NEHCTBUS TNPUHAMICKAIIETO €My KIHYa
AJIEKTPOHHOW MOAIUCH;

- B ClIydyae HEOOXOJWMOCTH 3aME€Hbl, BOCCTAHOBJIEHHUS KJIIOYa 3JEKTPOHHOH MOAMUCH
oOpamarbess kK OTBETCTBEHHOMY 3a TeXHU4ecKyto noanepxky MC c cooTBercTBytouieit
POCKOOI U MOJIYYUTh HOBBIH KITFOY 3JIEKTPOHHOM MOITUCH;

- oOpamatbcsi K pykoBojAcTBY OpraHuzamnuu ais pa3dopa KOHGIUKTHBIX CHUTYyarui
(ciopoB), Bo3HuKaromux npu npumeHenuu 11311 B UC.

4.2. Bnanenen II3I1 o6s13aH: -BecT 00pabOTKY BHYTPEHHUX JIEKTPOHHBIX TOKYMEHTOB B
NC B cOOTBETCTBUM CO CBOMMHU JIOJKHOCTHBIMU 00SI3aHHOCTSIMU;

- NPHUHUMATL BCC BO3MOJKHBIC MCPBI JIsI MPCAOTBPpAIICHHMA HCCAHKIMWMOHHPOBAHHOTIO
HCIIOJIB30BaHUs CBOCTO KJIFO4Ya BHGKTpOHHOf/i IIOAIINCH,

- HY [IPY KaKUX YCJIOBUSX HE IEPENaBaTh KII0Y MNIEKTPOHHOU MOAIUCH JPYTUM JIULAM;

- IPY KOMIIEHCAIIMK CBOETO KJIF0Ua JIEKTPOHHOM MOAMKUCH He3aMeITUTENbHO 00paTUTHCS
K OTBETCTBEHHOMY 3a TexXHHYecKyr mnomaepxkky MC nias nmpuocTaHOBKH JEHCTBHS
IIPUHAUIEIKALLET0 €My KJIK04a 3JIEKTPOHHOMU ITOATIUCH.

4.3. Bnapenen IIDI1 Hecer JIMYHYIO OTBCTCTBCHHOCTHL 3d COXPAHHOCTL CBOCTO KJIIKOYa
SHCKTpOHHOﬁ IIOAINCH U €I'0 3allUTY OT HCCAHKIIMOHUPOBAHHOI'O UCIIOJIB30BAHUA.

5.Texnonorus npumenenus cpeacts 11311 8 UC



5.1. dna npumenenus [1911 B UC Bnanensiy 11911 HeoOxonumo aBropusoBatbest B UC ¢
HCIIOIb30BaHHEM TyONWYHOM U KOoH(UICHIHaTbHOW dyacted kmoua [IDI1 (ums
nosib3oBarenss U naponb). [lognucanune JlokymeHTa BBINOJHSAETCS IIyTEM Ha)XaTus Ha
kHonky «I[lognmucare» B unrepdeiice UC.

5.2. ndopmarus 060 BceX BBIAAHHBIX MOJB30BATENIO KIIIOUAX AJICKTPOHHOW MOIIHUCH,
JaTax MOJIy4eHUsI U TIpEKpalleHus ux aeucTBust (u3bstusi) xpansres B IC mocTosHHO.

5.3. Ilpu nmpekpaiieHuu y coTpynnuka OpraHu3anuul JT0KHOCTHBIX OOS3aHHOCTEH 1O
00paboTke BHYTPEHHUX JTOKYMEHTOB ¢ wucnonb3oBanuem [IDI1 wunu yBonpHeHUM
COTPYOHUKA €0 KIIF0Y BHOCUTCA B PEECTP OTO3BAHHBIX KIIOYEH 3JIEKTPOHHON MOANHNCH
OTBeTcTBEHHBIM 3a TeXHUUYeCcKyto noanaep:xkky MC. C MoMeHTa BHECEHHUS KII0Ua B PEECTP
OTO3BaHHBIX KIIOYEHA DJJIEKTPOHHOW TOANUCH Bce Tnocieayromue JIOKyMeHTHI,
noanucanueie 3Toi 1311, He cuuTaroTCs MOANMMCAHHBIMHU HaJIEXKAIIUM 00pa3oM, T.€.
MOJIMKCHI0, PABHO3HAYHOM COOCTBEHHOPYYHO.

6.3aKIII0YUTENBHBIE MTOJIOKEHU
6.1. Hactosmiee IlosioxeHnre BCTyIaeT B CHITY C AaThl YTBEPKIACHUS.

6.2. Tekcr Ilonoxenus pasmemaerca B MC. Cnocob goctyna K akTyaJbHOM BepcUU
[Tosio’xeHMsI ONTUCHIBAETCS B IIOJIb30BAaTENBCKOM JoKyMeHTanuu Kk MC.

6.3. JlokymenTsl, co3nannabie B UC u moamucanasie 1311 B COOTBETCTBUM ¢ HACTOSTIIIM
MOJI0KEHUEM, IPU3HAKOTCS IOPUIMYECKH 3HAYUMBIMU C JaThl yTBepKaAcHUS [lonoxenus.
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