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OJIOKEHHE 00 HCIIOJIB30BAaHUU MPOCTON DIICKTPOHHOH TOJIMHMCU JJIsi BH HHETO 3JICKTPOHHOTO
I1 0 e €HHE e
nokymenTtoobopora B MBOY "CII Nel19"

1.001wue no10KeHus

1.1. Hacrosimee Ilonoxenue o0 HMCHOIB30BAHWU MPOCTOH AIIEKTPOHHOH MOAMUCH B WH(POPMALMOHHOM
cucreme (ganee - IC) MBOY "CIHI Nel19" (nanee - [TonoxxeHue) sBisIeTCs JTOKAIbHBIM HOPMAaTUBHBIM aKTOM
MBOY "CIII Nel9" (mamee - OpraHuzamnmsi) U ONpeneiseT MOPSAOK M YCIOBHS PabOTHl COTPYIHUKOB C
JJEKTPOHHBIMU JOoKyMeHTamMu B MC, HEnocpenCTBEHHO CBSI3aHHBIMHM C MX TPYNOBOM IEATEIBHOCTBIO, C
IPUMEHEHHUEM IIPOCTON IEKTPOHHOM noanucH (naiuee - [101T).

1.2. Y4acTHUKaMHU 3J€KTPOHHOTO B3aMMOJECHCTBHS Ha YCIOBUSAX, ONPEAEIeHHBIX HacToAmuM [lonoxxenneM,
SABIISIIOTCSL COTpyAHUKH OpraHuszaiuy, NOANKMCaBIINEe YBeqoMieHne o0 o3HakomieHuH ¢ [looxkeHueM.
Obpazer; YBenomsienus npuBesneH B Ilpunoxenun Ne 2 x Hacrosmemy Ilonoxenuto. Iloamucanue
corpyanukoM OpraHuzanuu YBEJOMJICHHUS PaBHO3HAYHO MPUCOSAMHEHHUIO K COTJIANICHUIO 00 y4acTHH BO
BHYTPEHHEM 3JIEKTPOHHOM JIOKyMeHTooOOpoTe ¢ wucnoib3oBanueM IIOI1 Ha ycrnoBHsSX HacTOALIETO
[Tonosxxenust B coorBeTcTBUH €O CT. 428 ['pasknanckoro kojaekca PO ("Jorosop npucoeauHeHus").

1.3. Peasmzaumst onpeneneHHbIX HacTosAmuM IlomoxeHneM ycioBUI IPUMEHEHHs NPOCTOM 3JIEKTPOHHOM
NoANMUCH Oo0ecreuynBaeT NpPUJIAHUE FOPUIUYECKOW CHIIBI BHYTPEHHUM 3JEKTPOHHBIM JIOKYMEHTaM
Opranuzauuu B IC, TpeOyroUmM IMYHON HOAMUCH COTPYIHUKA, U ONepalUsM C HUMHU.

1.4. Hammuwme 1311 obecrieunBaeT BHYTPEHHUM JIEKTPOHHBIM ToKyMeHTaM B MC:

* IOJJINHHOCTH - IIOATBEPKICHUE aBTOPCTBA JOKYMEHTA;

* 1IEJIOCTHOCTb - JOKYMEHT HE MOXKET OBbITh U3MEHEH I0CIIE MOINCAHMUS;

* HE OTPULIAHHE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXKET OTKA3aThCsl OT CBOCH MOAIHUCH.

1.5. [Inst noanucanus 31eKTpoHHbIX JokyMeHToB B IC ucnonb3yercs npocras

JJIEKTPOHHAs TMOANUCh - HH(OpMaIUs B 3JIEKTPOHHOW ¢opMme, KOTOpas MPUCOETUHEHAa K JpYroi
uH(pOpMallUU B 3JIEKTPOHHOUN opMe (ToanUChIBaeMOi HHPOpMAIUH, JOKYMEHTY B 3JIEKTPOHHOM BUJE) WU
UHBIM 00pa3oM CBs3aHHas C Takol HMHQOpMalueil, U KOoTopas HCHOIb3yeTCs AJS ONpeNeieHUs JuIa,
MOAMKUCHIBAIOIIETO H(OPMAITHIO.

1.6. B kauectBe mnyOnumuHoi wactu kimoya IIDI1 ucnonb3yercss yHHMKalbHOE HMMs YYETHOM 3amucH,
npUMEeHsieMoe JJis aBTopu3aiuu nojis3zonatens B MIC. B kauectBe koH(puaeHManbHoi yactu kimoya [1011
MCIIOJIb3YETCSI TapOJIb K yUYETHON 3aIHCH.

1.7. W3roroBnenue (renepanuio), Boiiauy u peructpainuio B UC yka3zaHHbIX B 11.1.6 UMEH moJIb30BaTeNIeH U
napoJeil ocymectnisier @unonoB A.C. (nanee - OTBETCTBEHHBIN 3a TeXHUUYECKYIO oaaepxky MC).

1.8. ITaponb nmonb3oBarens UC MoxeT ObITh U3MEHEH €r0 BIIAJIENbLIEM B JIF0O0H MOMEHT IOCJI€ aBTOPU3ALINN
B C. PexoMenayeTcs U3MEHATh Mapojb HE PeXKe OJJHOTO pasa B TpU Mecsna. [ CHUKeHUs pucka noaoopa
napoiisi M HECAaHKIMOHUPOBAHHOTO HCIOJB30BAaHUS JIPYIMM JIMIIOM KJIIO4a 53JEKTPOHHON MOJANUCU
PEKOMEHIyETCsl HE 3aJ1aBaTh NIapOJIX, UCTIOJIb30BaHHBIE PAHEE.

2. TepMI/IHBI " OIIPCHACIICHUA

B nannoM IlosnoxeHnn ncnosp3yroTces CeayIoIue TEPMUHBI U UX ONIPEAEICHUS:

2.1. Biazener mpocTon JIEKTPOHHOHN MOANUCH - COTpYyAHUK OpraHu3aiuu, MOAMUCABIINN Y BeIOMICHHE 00
O3HAKOMJICHMH ¢ HacTtosAmuM [lojokeHueM M HCHONB3YIOIMH HUMS IOJb30BaTeNsl M IMapojib s
aBropuzaunu B 1C;

2.2. BHYTpEHHUH 3JIEKTPOHHBIN TOKYMEHT (Janee - JIOKyMEHT) - JOKYMEHT OJHOIO U3 THUIIOB JIOKYMEHTOB,
npuBeneHHbIX B [Ipunoxenun 1 x Hactosimemy [lonoxkenuto, co3nanneiii B IC B anekTpoHHON Qopme u
HNOJANMCAHHBIA  AJNEKTPOHHONH MOJMHMCHIO COTPYIHHKA (DJIEKTPOHHBIMU  IOJAIMUCIMH  COTPYIHHKOB)
Opranuzanuy;

2.3. KIIIOY 3JIEKTPOHHOM NOJNUCH - YHUKajJbHas IOCIIEJOBATEIbHOCTh CHUMBOJIOB, IIpEIHA3HAYCHHAs Ui
MOATBEPKICHUS ¢ uctnoiab3oBanueM cpenctBs MUC nogmuanoctu [1311 B JlokymenTe;

2.4. peecTp BBIIAHHBIX KJIIOYEH 3JIEKTpPOHHOW nonamucu - xpassauwmiics B MC cnMcok yHMKalbHBIX
IIOCJIEI0BATENBHOCTEN CUMBOJIOB, COAEPKAIUXCS B BBIIAHHBIX ITOJIb30BATENAM UMEHAX YYETHBIX 3alIUCEH U
apoJsx;



2.5. peecTp OTO3BaHHBIX KJIKOYEH 3JEKTPOHHOM noanucu - xpassmuiicsa B UC cnincok nons3oBareneit UC, y
KOTOPBIX KIIFOYU AJIEKTPOHHOW MOANKUCH K MOMEHTY OOpallleHHus K JaHHOMY peecTpy ObLTH OTMEUEHBI Kak
HEJICHCTBUTEIIHHBIC,

2.6. npoctas anexkrporHas noanuck (I19I1) - nundopmanus B snexkrponHoit popme B MC, Bo3HUKaromas B
MOMEHT BBITIOJTHCHHUS BIIAJIENIbIIEM JJIEKTPOHHOH MOANMMUCH KOMaH kI Ioanucanus JlokymeHTa B uHTepderice
NC, mnoarepkaaromas NOMIUHHOCTh JlokymeHnTa w/wim ¢dakt o3HakomisieHus Bhagenbia II9I1 ¢
JlokymMeHTOM, KOTOpasi B3aMMHO OJJTHO3HAYHO CBSI3bIBaeTCA ¢ JIOKyMEHTOM M BJIAJIEIbIIEM MTOANKCH;

2.7. mrrammn 1311 - Bu3yanpHas oTMETKa 00 3JIEKTPOHHOM IMONUCH, BKIIFOYaroIiast pekBu3uThl [1311, koTopas
aBToMaTuyecku cospaercs cpeacrBamMu MC npu OTKpbITHM (BU3yaldu3alMH) JOKYMEHTA, IOJIIHUCAHHOIO
I1211, B untepdeiice UC; Bpems ¢opmupoBanus [IDI1 oroOpaxkaercs B ImTamie IO YaCOBOMY TMOSCY
noJsi3oBateis C;

2.8. 00paboTka 3JIEKTPOHHOTO JOKyMeHTa - JeiictBus mosib3oBareiss MC ¢ 3JIeKTPOHHBIM JAOKYMEHTOM
cpeactBamu  WC, Bkiouas, HO HE OrpaHUYMBAsACH: CO3/JaHHe, TMpoBepka, mnoanucanue I[1O11,
uHpopmupoBanue apyroro mnoisbs3oparensi MC o moxkymeHTe, MOATBEPKICHUE MOIYYSHHs, 03HAKOMIICHHE,
CO3/IaHME KOIKUU HAa OYMa)KHOM HOCHUTEJE, OTKJIIOHECHHUE, YIaJICHHE.

3. ObecrieueHue OPUINIECKON CHIIbI BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. XKusznennsrii uukn Jokymenta B MC BkiIOUaeT: co3AaHME U NPOYHE JIEUCTBHS MO €ro o0padoTke,
oTpakeHHe B ydere, a Takke xpaneHue B MIC. C obecrieunBaeT perucTpanuio JeiCTBUN MOIb30BaTENEH C
JlokyMeHTOM (JIOTMpOBaHUE) B TEYEHUE HKUZHEHHOTO LIUKJIA.

3.2. Bce Buamenbusl [IDI1 mpusnatoT paBHO3HauHOCTH cBoeil [IDI1 coOcTBeHHOPYYHOH HOANMUCH Ha
OyMa)KHOM HOCHTEJIE.

3.3. Co3zganue I[IDI1 B UC wuHMIMHpYETCS COOTBETCTBYIOIIMM AeiicTBueM Biazaenbua [IOII, T.e. He
BBITOJIHAETCS] aBTOMAaTUUECKH UM HE3aMETHO JJIs BiaJeNblia.

3.4. Tlonnomouns Bunagensua 1011, nmoanucasmero JIoKymMeHT, MOATBEPXKAAIOTCA B MOMEHT IOJAIMCAHUS
JoxymenTa B IC aBTOMaTHUYECKHU 1O MOJIOKUTEILHOMY PE3Y/IbTATy CIAEAYIOIINX POBEPOK:

* COOTBETCTBYIOLIMI MOJIb30BaTeNb aBTOpU30BaH B 1C,

* COOTBETCTBYIOLIMM KIOY JIEKTPOHHOW MOJIKCH BKIIOYEH B PEECTP BBIJAHHBIX KIIOYEH 3IJIEKTPOHHON
MOJIINCH,

* COOTBETCTBYIOIIMH KIIFOY 3JEKTPOHHOM TMOJIMUCU OTCYTCTBYET B pEECTpPEe OTO3BaHHBIX KIIIOUEH
JJIEKTPOHHON MOJIUCH.

3.5. Bpems QopmupoBaHus 3ieKTpoHHOW mnoamnucu Qukcupyercs cpeactBamu HMC no rpuHBHYCKOMY
Bpemenu (UTCH0).

3.6. BHyTpeHHME 31€KTPOHHBIE JOKYMEHTHI, epeuncieHnble B [lepeune, npuenenHoM B [Ipunoxenun Ne 1
K Hactosmemy llonoxenuto, nognucannsie [1911, npusHatoTcs B OpraHn3anuy paBHbBIMU 110 FOPUIUYECKOU
CUJIe JOKYMEHTaM Ha OyMa’KHbIX HOCHUTENSX, 3aBEPEHHBIM COOCTBEHHOPYUHOH MOMKCHIO.

3.7. Ilons3oBatenn MC mpusHaroTt, yto Busyanusauus wramna [IDI1 npu nemonctpanuu JlokymeHTa B
unteppeiice MC, BbmonHeHHass cpeactBamu HWC, sBisieTcs HEOCHOPUMBIM MOIATBEpKICHHEM (aKTa
HOJMHMCAaHUS TOKYMEHTa COOTBETCTBYIOIUM BiiazensieM [1311 (moamnHHOCTh U HEOTPEKaeMOCTh ).

3.8. Xpanenue JIoKyMEHTOB OCYIIECTBIISIETCS TyTEM 3alIMCH CBEAECHUM O JJOKyMEHTax B apXUB JIEKTPOHHBIX
JIOKYMEHTOB, KOTOpbIN siBisieTcs yacTbro HC.

3.9. Opranuzanus obOecreyrBaeT TEXHUYECKMMH W OpPraHM3al[MOHHBIMM  MEpaMH  3alllUuTy OT
HECAaHKIIMOHMPOBAHHOTO JOCTYNa W TPEAHAMEPEHHOI'0 YHUYTOKEHHS W/WIM HUCKAKEHUS CBEICHUHA O
JlokyMeHTax B apXxHBe 3JEKTPOHHBIX AokyMeHTOB MC, a Takke rapaHTHUpyeT NMOATBEpPXkJACHHE aBTOPCTBA
JoKyMeHTa, noanucanHoro [I9I1 aBropa, B TOM uucie myTeM YTBEP)KJIEHUS MOMMEHHOIO OTPaHHMYEHHOTO
CIHUCKa JIMI[, MMEIOIIUX pacUIMpeHHble (aAMUHHCTPATHUBHBIE) MpaBa JOCTyNa K apXHUBY 3JIEKTPOHHBIX
nokymenToB MC.

3.10. Hoxymentsl xpaustcs B MUC B Tom ¢opmare, B KOTOpOM OHH ObUIM co3aaHbl. Cpok XpaHEHHs
JlokyMeHTOB M cBeieHuUM o JlokyMeHTax He MOXeT ObITb MeHee 3 (Tpex) JIeT U OoIpenensercs B
COOTBETCTBUU C JIOKAJIbHBIMH HOPMATUBHBIMU aKkTaMi OpraHu3aliii UM €€ CTPYKTYPHBIX MOApa3IeIeHUN.
3.11. Konus 37€KTpOHHOTO JOKYMEHTa MOXET ObITh M3rOTOBJIEHA (pacrieyaraHa) Ha OyMa)KHOM HOCHTEJE
cpenctBamu MC um 3aBepeHa COOCTBEHHOPYUYHOH moamuckio Bianenbiia [IDI1 mubo unenamu komuccuu,
BKJIIOYAIOIIEH B ce0s Kak MHUHUMYM pyKoBoguTens OpraHum3anuud M JIMIO, UMEIOIee PpacIiipeHHBIE
(aAIMMHHCTpAaTUBHBIC) IpaBa JOCTyNa K apXuBy 3JeKTpPOHHbIX AokyMmeHToB MC. Komms snekTpoHHOro
JOKYMEHTa Ha OyMa)XHOM HOCHUTENEe [OJDKHA CoJepXkaTh Bu3yanu3auuio mramna (mrammnos) 1011,



MOJATBEPKIAIOLTY10, YTO opuruHan Jlokymenra noanucad 1911, AyTeHTUUHOCTD 3JEKTPOHHOIO JOKYMEHTA
U €ro Konuu Ha OyMa)xHOM Hocutese o0ecnieunBaercs cpeacrsamu UC.

4, HpaBa, 00513aHHOCTH M OTBETCTBEHHOCTh BJ1aaciibla SHGKTpOHHOfI noAnucu

4.1. Baagenen [1911 umeet npaBo:

* oOpamarbcss kK OTBETCTBEHHOMY 3a TeXHUYeCKyro mnojaepkky MC s anHynupoBaHus (OT3bIBa),
PUOCTAaHOBKH (BO30OHOBIICHUS) NEHCTBUS MPUHAAJICKAILETO EMY KITI0Ua JIEKTPOHHON MOJIITUCH;

* B cily4ae HEOOXOOUMOCTH 3aMEHbI, BOCCTAaHOBJCHHS KIIOYa SJIEKTPOHHOW TMOAMUCH OOPaTUTHCA K
OTBeTCTBEHHOMY 3a TeXHUYECKY0 noaaepxkky MC ¢ cooTBeTCTBYOIICH TPOCHOOH U MOTYYUTh HOBBIM KITIOY
ANEKTPOHHOU MOIHCH;

* o0Opamathcs K pykoBoAcTBY Opranuzanuu ajs pazdopa KOHGIMKTHBIX CUTYaIUil (CIIOPOB), BOZHUKAIOIINX
npu npumenenuu [1911 B UC.

4.2. Bnanenen [19I1 o0s13aH:

* BecTd 00paOOTKy BHYTPEHHHMX OJJIEKTPOHHBIX JOKyMeHTOB B MC B COOTBETCTBHM CO CBOUMH
JOJKHOCTHBIMU OOSI3aHHOCTSIMU;

* IPUHUMATh BCE BO3MOXKHBIE MEPHI Ul MPEIOTBPALLEHUS HECAHKIIMOHUPOBAHHOTO UCIIOJIb30BAHUS CBOETO
KITF0Ya 3JIEKTPOHHOM MOJIHUCH;

* HY [IPU KaKUX YCJIOBUSX HE NE€PEaBaTh KIIH0Y 3JIEKTPOHHOU MOANNUCH APYTUM JIULIAM;

* OpU KOMIPOMETAIMM CBOETO KJIIOYa DSJIEKTPOHHON TMONIMUCH HE3aMEeUIUTEIbHO OOpaTUThCS K
OTtBeTcTBEHHOMY 3a TeXHHYecKyro noajepxxkky MC nns npuocTaHOBKM NEWCTBUS MPUHAIJIEKAILETO €My
KITF0Ya 3JIEKTPOHHOM MOAIHUCH.

4.3. Bnanenen 1311 HeceT nMUHYI0 OTBETCTBEHHOCTh 32 COXPAHHOCTh CBOET0O KJIIOYa AJIEKTPOHHOU MOANHCH
U €ro 3alIUTy OT HECAHKIIMOHUPOBAHHOTO UCTIOJIb30BaHUS.

5. Texnonorust npumenenus cpencts [IDI1 B UC

5.1. {ns mpumenenus [1911 B UC Bnanensuy 1911 Heo6xonnmo aBTopuszoBarscs B C ¢ ncnonb3oBaHuEM
nyonuyHOM W KoHGUIAeHIMaIpbHOW uacted kmoda [IDI1 (ums mosb3oBaTenss u mapois). [loamucanue
JlokyMeHTa BBINIOJHAETCS MyTeM HaxaTus Ha kHonky "[loanucats" B untepdeiice NC.

5.2. Undopmaniusg 000 BcexX BBLAAHHBIX MOJIb30BATENIO KIIIOUAX 3JEKTPOHHOW MOJANUCH, AaTax MOJIY4YEHUS U
npeKpaleHus ux neiicteus (u3bsatus) xpanutcs B MC noctosHHO.

5.3. Ilpu mnpekpameHun y coTpyaHuka OpraHuzanuu JOJKHOCTHBIX OOsS3aHHOCTEW 1Mo 00paboTke
BHYTPEHHUX DJJIEKTPOHHBIX JOKYMEHTOB ¢ Hcnonb3oBaHueMm [IDI] wnm npu yBOIbHEHMM COTPYAHHMKA €0
KJIF0OY BHOCHUTCS B PEECTP OTO3BAHHBIX KIIOYEH 3J€KTpOHHOM moanucu OTBETCTBEHHBIM 3a TEXHUYECKYIO
nonnepkky MC. C MoMeHTa BHECEHHUs KJIIO04Ya B PEECTP OTO3BAHHBIX KIIOUEH DJIEKTPOHHOM IOANMCH BCE
nociuenytone JlokymeHTsl, moamucaHHbie 510l [IDIl, He cuuTaroTCs NOANMUCAHHBIMU HAJUICKAIUM
00pa3oMm, T.e.NOANUCHI0, PABHO3HAYHON COOCTBEHHOPYYHOMH.

6. 3aKIIFOYNTENbHEIC TOJIOKCHUS

6.1. Hacrosiee IlonoxeHne BCTynaeT B CHITy € JaThl yTBEPXKICHUS.

6.2. Tekcr Ilonoxenuss pasmemaercs B HMC. Cnocod nocrynma K akrtyanbHOM Bepcuu IlonoxeHus
OIMCHIBAETCS B MOJIb30BATENBCKON JoKyMeHTanuu k MC.

6.3. Tekct Ilonoxenus xpanurcs y @wiaroBoii B.A. u npenocrasnsiercss corpyaaukaMm OpraHusanuu 1o
3ampocy.

6.4. loxymenTtsl, coznanneie B UC m nmoamucanubie 1911 B coorBercTBUM ¢ Hactrosmum [lomoxenuewm,
IIPU3HAOTCS FOPUINYECKU 3HAUMMBIMU C 1aThl yTBepkaAeHUA [lonoxenns.
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