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Hosoxxenne
00 HCIO0JIb30BAHUHU MPOCTOM FJIEKTPOHHOM MOJANKUCH B
MyHHUIHMIIAILHOM 0X0ZKETHOM JOIIKO0JIbHOM 00pa30BaTe/IbHOM
yupe:xaeHuu aerckoii cag 1. Kocruno
(MBJOY nerckuii cax 1. Koctuno)

)

1. O0u1ee moJio:keHue

1.1. Hacrosimiee [lonoxxenne 006 MCHOJIB30BAHUM MPOCTOM AJIEKTPOHHOM MOAMHUCH (Janee —
[Tonoxxenue) sBISETCS JIOKAJIbHBIM HOPMATHUBHBIM aKTOM MYyHUIIMNAIBHOTO OIOKETHOTO
JOIIKOJILHOTO 00pa30BaTEeIbHOTO yUpexkaeHus nerckoro caaa n. Kocruno (manee - MBIOY
nerckuii can 1. KocTnHO) M ompenenser MOpSIOoK M YCIOBHS 3aBEPCHUS COTPYIHUKAMU
MBJIOVY netckuit cag 1. KOCTHHO 3JIEKTPOHHBIX TOKYMEHTOB B MH(OPMAIIMOHHBIX CUCTEMAX
(manee — MIC) ¢ mpuMeHeHreM MpOCTOH AIeKTpoHHOU noAnucu (manee —[1911).
1.2. TIQII wucnonme3yercs, Korma He TpeOyeTcs WUCIONb30BaHUE KBATM(DUIIMPOBAHHOM
3JIEKTPOHHOU MOJIMHCH.
1.3. Peanmsanus ompeneneHHbIX HacTtoAmnM [lonokeHneMm ycioBHI NPUMEHEHUS MPOCTOMN
AJNIEKTPOHHOW TMOAMHCH OO0ECTeUnBaeT TMPUAAHUE HOPUIUYSCKUNA CHIIBI  BHYTPEHHUM
nokymentoM MBJIOY nerckuii can 1. Koctuno B UC, TpeOyrommm JIWYHOW TMOIITUCH
COTPYAHHUKA U ONIEpaIUsIM C HUMH.
1.4. Hamuuue TIIDII obecneynBaeT BHYTPEHHUM  JJIEKTPOHHBIM  JIOKYMEHTaM B
MH(OPMAIIMOHHBIX CUCTEMAX:
- IOJJIUHHOCT;
- LIETIOCTHOCTh — JOKYMEHT HE MOXKET OBbITh U3MEHEH MOCII€e MOAIUCaHUS.
1.5. Toxyment, noanuceiBaembiil [I1211 u UC nonoskeH ObITh B HE peakTupyeMoM (opmare.
1.6. 1ns moanucaHusi 3JIE€KTPOHHBIX AOKyMeHTOB B MC ucnonb3yeTcs npocTas 3JIeKTPOHHAs
noanuch — wuHGOpMaNKs B AJIEKTPOHHOM ¢opMe, KOTopas MPUCOECIUWHEHA K JIpyrou
uHpopManu B DJEKTpOHHOM (opme (moamuckiBaeMor WHGPOPMAIUU, JOKYMEHTHI B
JIEKTPOHHOM BHJI€) WM HWHBIM 00pa3oM CBsi3aHHAas C Takod WHpoOpMamued W KOoTopas
UCIIOJIb3YeTCs I OIpeieTICHUs JINIIA, TOAMKCHIBAOLIEr0 HH(OPMALIHIO.
1.7. B xauectBe myOnuuHoi yactu kitouya [IDI1 ucnonb3yeTcss yHUKaabHOE UMS YYETHOU
3ammcH, MPUMEPHOE JUTsl aBTopu3anuu mnoib3oBatens B C. B kauectBe koH(uIEeHIIMATBEHON
yactu kioya 1911 uenons3yeTcs naposb K y4ETHON 3aMHCH.
1.8. HsroroBnenue (reHepainuio), Beiaauy u peructpannio B MC ykazaHHbIX B 1.1.7. UMeH
MOJIh30BaTeNel 1 MapoJiei OCYIIECTBISET OTBETCTBEHHBIN COTpyAHUK (aamuuuctpatop) UC.
1.9. Ilapons nonb3oBarenst MC MoxeT ObITh M3MEHEH €ro BIaAeIbIIeM B TI000H MOMEHT HOCe
apropuzauuu B UC. PexoMeH1yeTcss M'3MEHATh apoJjib HE peXe OJTHOTO pa3a B Tpu Mecsua. s
CHIDKEHMSI pUCKa T0J100pa MapoJis U HECAHKIIMOHUPOBAHHOTO MCIOJIB30BAHUS APYTUM JHUIIOM
KJIFOYa 3JIEKTPOHHOMU MOANKUCH PEKOMEHAYETCS HE 3a7]aBaTh IapOJIM, UCIIOJIb30BAaHHBIE PAHEE.

2. TepMUHBI U OTIpeiesIeHusl



B nannom [lomoxkeHnn UCIOap3yrOTCs CIEAYIOINUE TEPMUHBI U UX ONIPEACICHUSA:
2.1. Bnaoeney npocmoit snekmpounoii noonucu - cotpynauk MBJIOY nerckuit cam 1.
KoctnHo, HanelneHHBI MOJHOMOYMAMHU TMOJMNKUCH JOKYMEHTOB, HCHOJB3YIOIIUNA UM
MOJIH30BATENs U Mapoiib Ajis apTopusanuu B UC;
2.2. dnexmponnwiii 0oKymenm (nanee - JIOKyMeHT) - JOKYMEHT OJTHOTO U3 HE PEIAKTHUPYEMBIX
TUTIOB JOKYMEHTOB, CO3/IaHHBII B SJEKTPOHHOW (opMe W TOMANUCAHHBIN SJIEKTPOHHON
MOJIUCHIO COTPYAHUKA;
2.3. Knwu snekmponunoini noonucu - yHUKaJbHas TIOCJEI0BATEIbHOCTh CHMBOJIOB,
IpeaHa3HauYeHHas IS MOATBEPKACHUS ¢ ucnosb3zoBanueM cpenacts MC nommuanoctu [1011;
2.4. Ilpocmas snexkmponnasn noonucse (I1311) - vadopmanus B 3nexTponHoit popme B UC,
BO3HUKAKOIIasi B MOMEHT BBINOJHEHUS BIAACIBUEM JJIEKTPOHHOM MOAMUCHA KOMAaHIbI
nonnucanus [loxymenra B uHTepdeiice MC, moarsepikaaromas MoIMHHOCTh JlOKyMeHTa
w/unn ¢dakt ozHakomsieHus Biazgensia [I10I1 ¢ JlokymMeHTOM, KOTOpasi B3aUMHO OJJHO3HAYHO
CBsI3bIBaeTCA C JJOKyMEHTOM M BIAJEIbLEM NOANUCH;
2.5. lImamn I131I - Bu3yanbHasi OTMETKA 00 IEKTPOHHOM MOANKCH, BKITIOYAIOIIasi PEKBU3UTHI
[1211, kotopast aBTOMaTHuecku cospaercs cpeactBamu MC mpu OTKpHITHM (BU3yald3alUu)
nokymenrta, noxanucanHoro IIOII, B wuntepdeiice WC; Bpems dopmupoBanus [1911
0TOOpa)kaeTcs B ILITaMIIE IO YacoBOMY Tosicy nosb3oBarens UC.

2. O0ecneyeHre WPUAUYECKOH CHIIbI BHYTPEHHHMX 3JIEKTPOHHBIX JOKYMEHTOB
3.1. XKuznennsiii nukn Jlokymenta B MC Brirodaer: co3gaHue W MPOYUE JACUCTBHS MO €ro
o0paboTke, oTpaxeHue B yuyere, a Takke xpanenue B MC. MC obecnieunBaeT peructpanuio
neicTBuil moabp3oBareneil ¢ JJokyMeHToM (JIOTHpOBAaHUE) B T€UECHUE )KM3HEHHOTO IHUKIIA.
3.2. Bce Bmamensisl IIDI1 mpusnatoT paBHO3HayHOCTH cBoeit [IDI1 coOcTBeHHOpYUYHOM
MOJANUCH HAa OYMaKHOM HOCHUTEJIE.
3.3. Coznanue [I3I1 B UC unuuupyeTcsi COOTBETCTBYIONINUM JelicTBUeM Biazaenbiia [1311, T.e.
HE BBITIOJIHAETCSI aBTOMATHUUECKHU WIIM He3aMeTHO 1Sl Biazdesnbiia [1911.
3.4. Tlomuomouns Biaaenbma [I3I1, moamucasiero JIOKyMEHT, MOJATBEPKIAIOTCSI B MOMEHT
noanucanus Jlokymenta B IC aBTOMaTUYECKH IO MOJOKUTEIBHOMY PE3YyJIbTATy CIIECTYIOMINX
MPOBEPOK:
COOTBETCTBYIOILIUI M10JIb30BaTeNb aBTOpr30BaH B UC,
COOTBETCTBYIOIIMM KITFOY JJIEKTPOHHOM MOJMKUCH BKJIIOUYEH B PEECTP BBIJAHHBIX KIHOUYEH
3JIEKTPOHHOW MOJIUCH,
COOTBETCTBYIOIIHNM KIIIOU 3JIEKTPOHHOM MOANUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIHOUEH
3JIEKTPOHHOW MOIUCH.
3.5.  Bpewms popmupoBanus 31eKTpoHHOIN noanucu ¢pukcupyercs cpeactamu MC.
3.6. Buyrpennue snekTpoHHbIE HOKyMeHTHI, moanucannbie 1911, mpusnatorcs 8 MBIOY
nerckuii cax aA. KocTHHO paBHBIMH IO IOPUAMYECKON CHIIE JOKyMEHTaM Ha OyMa)KHBIX
HOCUTENSAX, 3aBEPEHHBIM COOCTBEHHOPYYHOW TMOJMHUCHIO, 3a HCKIIOUEHHUEM CIy4acB
HEO0OXOMMOCTH MCIOJIb30BaHUSI KBATU(DUITUPOBAHHOM 3JIEKTPOHHOMN MOAMKUCH B COOTBETCTBUU
C 3aKOHOJATENbCTBOM PD.
3.7. Tlonp3oarermu MC mpusHator, yto Bu3yanusanus mrammna [IDI1 npu nemoHcTpanun
Hoxymenta B uHTepdeiice UC, BemonmHeHHas cpenactBamu MC, sBIseTcss HEOCOPUMBIM
MOATBEpXKJACHUEM (pakTa TOJMUCAHUS JOKYMEHTa COOTBETCTBYIOMUM BiaaenbiieM [1O11
(MOUIMHHOCTB ¥ HEOTPEKAEMOCTB).
3.8.  Xpanenue J[OKyMEHTOB OCYIIECTBJISETCA MyTeM 3amucu CBeleHUi o JlokymeHTax B
apXUB AJIEKTPOHHBIX TOKYMEHTOB, KOTOPbIN sBjsieTcs yacTbio NC.
3.9. MBJOY nerckuii can 1. KocTiHO oOecrnieunBaeT TEXHUYECKUMHU U OpPTaHU3aIMOHHBIMA
MepamH 3alUTy OT HECAHKITMOHUPOBAHHOTO JOCTYTIA U TPETHAMEPEHHOTO YHUUTOXXCHHUSI U/ UITH
UCKOKEHUS cBeleHUl o [lokymMeHTax B apXuBe 3JIEKTPOHHBIX NO0KyMeHTOB MC, a Taxxke
rapaHTUpPyeT NOJTBEPKICHHUE aBTOPCTBA TI0KYMeHTa, noanucanHoro [1911 aBTopa, B ToM unciie



IyTEM YTBEPKJICHUS NOMMEHHOIO OrPaHHUYEHHOTO CIIMCKA JIML, MUMEKIIUX PaCIIUPEHHBIE
(amIMHUHHCTpaATUBHBIC) MIpaBa JIOCTYIAa K apXHUBY JIEKTPOHHBIX JokyMeHTOB UC.
3.10. Moxymentsl xpanstcs B IC B Tom ¢opmaTte, B KOTOPOM OHU OBUTH CO3/IaHBI.
3.11. Kommst 5JEKTPOHHOTO JOKYMEHTa MOXKET OBITh W3rOTOBIIEHA (pacrmedaTaHa) Ha
OoymaxxHoMm Hocutene cpenctBamu MC u 3aBepeHa COOCTBEHHOPYYHOU MOAMKCHIO BIaelblia
[I2T1. Komusi »J€KTPOHHOTO [OKYMEHTa Ha OyMakKHOM HOCHUTENE JOJKHA COJEpKaTh
BH3yan3anuio mrammna (mramnoB) [1911, moarBepxkaparouryto, uro opuruHan JlokymeHTa
noamnucau [1911.
AYTEeHTUYHOCTh 3JEKTPOHHOTO JIOKYMEHTa U €ro KONMMM Ha OyMa)XHOM HOCHUTENE
oOecneunBaetcs cpeactsamu UC.
3. IIpaBa, 0013aHHOCTH M OTBETCTBEHHOCTH BJIa/eJIbIA 3JIEKTPOHHOM MOAMUCH
4.1. Bnagenen [1911 umeet mpaso:
oOpaimarbcs K OTBETCTBEHHOMY 3a TeXHHMUYecKyto mnoanepxkky WC s aHHynupoBaHUs
(0o13BIBA), TIPUOCTAHOBKH (BO30OHOBJICHUS) JECUCTBUS MPUHAMJICKAIIETO €My KIoYa
AIEKTPOHHOM MOJINCH;
B ClIy4ae He0OXOIMMOCTH 3aMEHbI, BOCCTAHOBJICHHS KII0Ua 3JIEKTPOHHOU TOITUCH O0OPATUTHCS
K OTBETCTBEHHOMY 3a TexHHUecKyto noanepkky MC ¢ coorBeTcTBYyIOMIEH TPOCHOOI U MOTYYHUTh
HOBBIH KJIFOU JIEKTPOHHOM MOIINCH;
obpamatecs K 3aBeayromiemy MBJIOY nerckuii can n1. KoctuHo 11 pazbopa KOHGIUKTHBIX
cuTyanui (copoB), Bo3HuKaroumx rnpu npumenenuu [1311 B VIC.
4.2. Bnagener I1911 o6s13an:
BECTU 00pabOTKY BHYTPEHHHUX IJIEKTPOHHBIX JTOKyMeHTOB B MIC B COOTBETCTBHM CO CBOUMH
JOIKHOCTHBIMH 00sI3aHHOCTSIMU;
NPUHUMATh BCE BO3MOXHBIE MEpbl JUISI NOPEAOTBPAlIEHUS HECAHKIHOHHPOBAHHOIO
WCMOJIb30BAHUS CBOETO KJIHOUYA AJIEKTPOHHOM MOIUCH;
HU TIPU KaKUX YCIOBUAX HE MepeAaBaTh KU 3JIEKTPOHHON MOANKUCH APYTUM JIMIAM;
MPU KOMIIPOMETAIIUU CBOETO KIF0Ua AJIEKTPOHHOM MOIMUCU HE3aMEIJTUTEIbHO 00paTUThCS K
OTBETCTBEHHOMY 3a TexXHWYecKyro mnoaaepxkky HWC a1 nOpUOCTAaHOBKM — JEHUCTBUSA
MIPUHAICIKAIIETO MY KJII04Ya 3JIEKTPOHHOM MTOINCH.
4.3. Bmanmeneny IIDI1 Hecer NWYHYIO OTBETCTBEHHOCTh 3a COXPAaHHOCTh CBOETrO KITHOYa
3JIEKTPOHHOW MOJMKUCH U €T0 3aIUTY OT HECAHKIIMOHUPOBAHHOTO UCTIOJIb30BAHUA.
4. Texnosorus npumenenus cpeacts III11 B UC
5.1. Ins mpumenenus [19I1 8 UC Bnapensiry IIDI1 Heobxomumo aBTopuzoBathes B MC ¢
MCIOJIb30BAHUEM MyOJINYHON U KOHPUACHIIMAIBbHOM yacTelt kiroua [1911 (ums monb3oBatens u
napoib). [loanucanne JlokymeHTa BBINIOTHSETCA MyTeM HaxaTusi Ha kHomnky "lloamucats" B
untepdeiice UC.
5.2. Uudopmarust 060 BCceX BBIIAHHBIX TOJIB30BATEIIO KIFOYaX 3JIEKTPOHHOU TOJIUCH, JaTaxX
MOJTYYEHUS U TIPEKpaIeHus uX JerdcTBUs (M3bATUS) XpaHUTCs B UC mocTostHHO.
5.3. Ilpu mpekpamenun y corpyanuka MBJIOY nerckuit cag a. KocTuHO JOMKHOCTHBIX
o0s13aHHOCTEN IO 00pabOTKE BHYTPEHHHUX JIEKTPOHHBIX JOKYMEHTOB ¢ Ucnoib3oBanueM 1311
WU TIPU YBOJIBHEHUU COTPYJHHMKA €ro KUY BHOCUTCS B PEECTP OTO3BAaHHBIX KIHOUYEH
3JeKTpoHHOW mnoanucu. C MOMEHTa BHECEHHMS KJ04a B PEEeCTp OTO3BAHHBIX KIIOUEH
AJIEKTPOHHOM TOANKMCU Bce mnocnenyromue JlokymeHTsl, noanucanHsie 3tou [IDII, He
CUMTAIOTCS TMOANHMCAHHBIMUA HQJIeXKAIUM 00pa3oM, T.e. TOJNUCHIO, pPaBHO3HAYHOU
COOCTBEHHOPYYHOM.
5. 3ak/II04NTeILHOE MOJI0KEHN e
6.1. Hacrosimiee [TonoxxeHue BCTymaeT B CUITY C AaThl yTBEPKIACHHUS.
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