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ITonoxeHre 00 KCIIONB30BAHUM MTPOCTOH 3TEKTPOHHOM no;:[m»rcu,um” BHYTPEHHETO
3J1eKTPOHHOIro nokKyMeHToobopoTa B MBY JIO «lleHTp HETCKOro TBOPUYECTBAY

1.00mue mo0KeHus

1.1. Hacrosmee IlonosxeHue 00 HCIIOJIB30BaHMM IPOCTOH 3JIEKTPOHHON MOANKMCH B HH(OPMAIMOHHOM
cucreMe (manee - MC) (nmamee - Ilomoxxenue) sBIsIeTCS JIOKAJIBHBIM HOPMATHBHBIM akTOM (majiee -
Opranusanys) 1 onpenessieT NOopsaoK U YCIOBHs pabOThl COTPYIHUKOB C 3JIEKTPOHHBIMU JoKyMeHTamu B VIC,
HEIIOCPEICTBEHHO CBSI3aHHBIMU C UX TPYIOBOU NeATENBHOCTBIO, C TPUMEHEHHEM IIPOCTOM BJIEKTPOHHOM
noxnucH (nanee - [1911).

1.2. YyacTHUKaMH 3JI€KTPOHHOTO B3aMMOJECHUCTBUS Ha YCIIOBUSX, ONPEAENECHHBIX HacTosmuM [lomoxeHueM,
ABJIAIOTCS COTpYAHMKM OpraHu3anuy, IOANMCABIIHE YBeIoMieHHe 00 O3HaKOMIIEHHH C IlojoxeHHeM.
O6pazenr YBemomienus mnpuseneH B [lpuwmoxxenuun Ne 2 x Hacrosmemy Ilomoxenuro. Ilommucamue
corpyanukoM OpraHuzanuu YBEJOMJICHHS PaBHO3HAYHO NPUCOCIUHEHMIO K COIVIALIEHHIO 00 Y4acTHH BO
BHYTPEHHEM 3JIEKTPOHHOM JOKyMEeHTOOOOopoTe ¢ wucmons3oBaHueM I[IOI1 Ha yCHOBHSX HACTOSILIErO
ITonoxxeHus B cooTBeTCTBHHU CO CT. 428 ['paknanckoro xoaexca PO ("loroBop nprucoenuueHus").

1.3. Peanuzanusi onpeleneHHBIX HACTOSIIMM I[IOJOKEHHEM YCIOBUN NPUMEHEHHUS MPOCTOM 3JIEKTPOHHOM
NOANMCH OOECleYnBaeT IpUIAHUE [OPHIUYECKOM CUJIBI BHYTPEHHHM O3JEKTPOHHBIM JTOKYMEHTaM
Opranuzamnuu B VIC, TpeOyromum TUYHON TOAUCH COTPYAHUKA, H ONIEPAIUAM C HUMH.

1.4. Hanmuuue ITOI1 obGecrieunBaeT BHYTPEHHHAM 3JIEKTPOHHBIM JoKyMeHTaM B UC:

* IOJUIMHHOCTD - IIOATBEP)KICHHUE aBTOPCTBA JOKYMEHTA;

* [IEJIOCTHOCTD - JOKYMEHT HE MOXET OBITh H3MEHEH MOCIIE TIOATHCAHMS;

* HE OTPHUIIAHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOXKET OTKA3aThCsl OT CBOEH MOMIHUCH.

1.5. Jnst moanucanus 3M€KTPOHHBIX JOKyMEHTOB B VIC mcmos3yercs mpocTast

3JIEKTPOHHAS MOJIKCH - HH(GOPMALUS B SJIEKTPOHHOM (opme, KOTOpast IPUCOETUHEHA K ApYTroit HHPOpMaIiu
B 2JIEKTPOHHOM (hopMme (TIOAMUCHIBAEMOM HH(POPMAIIMHU, TOKYMEHTY B 3JIEKTPOHHOM BHUJI€) MM UHBIM 00pa3oM
CBSI3aHHAs C TaKo¥ MH(popManueid, U KOTOpas MCIOJB3YeTCs IS ONpPENeNICHHs JIMIA, IOIHUCHIBAIOLIETO
HH(pOpMAITHIO.

1.6. B kauectBe myOnuuHOi wactu kimioya [IDI1 wmcmone3yercs yHHKaIbHOE HMSI YYETHOW 3allkCH,
IIpUMEHsieMoe s apropusanuu noib3oBarens B VIC. B kaugectBe xoHpuaeHumanpHol yactu kiroua 1911
HCIOJB3YETCs NapoJib K YUECTHOM 3amuCH.

1.7. UsroroBnenue (reHepanuio), Beyiady u peructpanuio B VC yka3zaHHBIX B I1.1.6 ©MEH IOJIb30BaTeNel U
naposieit ocymectBisser MKV «IIb Illexunckoro paibiona» (masee - OTBETCTBEHHBIH 3a TEXHHYECKYIO
nojepxky MC).

1.8. ITapons monp3oBatens VIC MoxeT OBITh H3MEHEH €r0 BIIAJIENBIEM B 000 MOMEHT IIOC)IE aBTOPH3ALIUH B
HMC. PexomeHyeTcst U3MEHSTH IapOJIb HE PEXe OJHOro pasa B Tpu Mecsna. [ CHHXKEHHs pHcka mondopa
Mapojasi M HECAHKIMOHUPOBAHHOIO WCIIOJNB30BAaHMS JPYTUM JIMIOM KIIOYa 3JIEKTPOHHOH IOJNHCH
PEKOMEHYeTCs He 3a/1aBaTh apOJIM, HCIIOJIH30BAHHBIE PaHEE.

2. TepMUHBI 1 OIPENEIICHUS

B nannoM ITos10)KeHUH HCTIONB3YIOTCS CIIENYIONIHE TEPMUHBI ¥ UX OIPE/ICIICHHUS:



2.1. Brajenen MpOCTOi NEKTPOHHON MOANUCH - COTpYAHUK OpraHu3aliy, IOAMHCABIINN YBeIOMICHHE 06
O3HAKOMJICHHH C HACTOSIIMM [I0JI0/KeHHEM ¥ MCTIONB3YIONIHI HMSI ITOJTB30BATENS U 1apoJib IS aBTOPH3alluH
B UC;

2.2. BHYTpPeHHHUM 3NIEKTPOHHBIA TOKYMEHT (nanee - JIOKyMEHT) - JOKYMEHT OJHOTO U3 THIOB IOKYMEHTOB,
npuBeneHHbIX B [Ipunoxennu 1 x nHactosimemy Ilomoxenuro, co3manueii B IC B anekTpoHHOM (opme u
MOJNMCAHHBIA  3JIEKTPOHHOH IOANMCBIO  COTPYIHMKA (QNEKTPOHHBIMH  IOJNHCSIMH  COTDPYIHHKOB)
OpraHu3aium;

2.3. K04 2JIEKTPOHHOM MOMIHKCH - YHHKAIbHAas NOCIENOBATEILHOCTh CHMBOJIOB, NpEAHA3HAYEHHAs IS
MOATBEPXKACHHUS ¢ Memonb3oBanueM cpeacts C nommuanoctu 1011 B JlokymenTe;

2.4. peecTp BBIJAHHBIX KIIOYEH OJEKTPOHHOW MOMIMUCH - XxpaHsmmiics B MC CHOMCOK YHMKAJbHBIX
IIOCJIeIOBATEIBHOCTEW CUMBOJIOB, COAEPKAMMXCS B BBIIAHHBIX I10JH30BATENIIM HMEHAX YYETHBIX 3allMCei U
MIapoJIsIX;

2.5. peecTp OTO3BaHHBIX KJIIOYEH 3JIEKTPOHHOM mojmucy - xpansiuiics B UC crmcok mons3opareneit VIC, y
KOTOPBIX KIIFOYM 3JIEKTPOHHOM IOANMCH K MOMEHTY OOpaleHHs K JaHHOMY PeecTpy ObLIM OTMEUYEHBI Kak
HEICHCTBUTENIBHEIE;

2.6. mpocras anekrponHas noxamnuch (II1911) - unpopmanus B snexTporHoit Gopme B MIC, Bo3HMKaomas B
MOMEHT BBIIIOJIHCHHS! BJIAJIENIbLEM 3JIEKTPOHHON IOAMMCH KOMaHIB! nojanucanus JokymeHTa B uHTEp(elice
WC, noarsep:xaaromas oMIHHHOCTE JIoKyMeHTa u/uimi GakT o3nakoMiieHus Biaageisna 1911 ¢ JJokyMeHToM,
KOTOpasi B3aMMHO OJTHO3HAYHO CBSI3bIBAETCS C JIOKYMEHTOM ¥ BJIAJIENIBLEM IOIUCH;

2.7. wrramn T1I9I1 - BusyansHas 0TMETKa 00 SJIEKTPOHHON IOAIMUCH, BKIIOYArOIas pekBu3uts! 11911, xoTopas
aBTOMAaTH4YeCKu co3naercs cpenacrsamu VIC mpu OTKpHITHH (BU3yaTH3alldK) TOKYMEHTa, moanucasuoro I1011,
B untepdetice MC; Bpems dpopmuporanus 1311 oToGpaskaercs B mTamIie M0 9acOBOMY II0SCY IOJIb30BATENs
Uuc;

2.8. 06paboTKa 3MEKTPOHHOTO MOKYMEHTa - JeicTBHs moib3oBareis UC ¢ 3I€KTPOHHBIM JOKYMEHTOM
cpeacrsamu VIC, BKmO4Yas, HO He OIPaHHYMBASCH: CO3JaHKeE, IpoBepka, noanucanue [13I1, unpopmMupoBanue
apyroro nose3oBarens VIC o qokyMeHTe, TOATBEPKICHAE IONYYESHHUs, O3HAKOMIIEHHE, CO3/JaHME KOIHMU Ha
OyMa)XHOM HOCHTeJIe, OTKJIOHEHHE, YIaleHHE.

3. ObecnieueHue IOPUANUECKON CHIIBI BHYTPEHHUX DJICKTPOHHBIX JOKYMEHTOB

3.1. Xusuennpiii nukn Jloxymenta B MIC BKIIOYAeT: CO3faHWe W NpOYME AEHCTBHS MO ero o6paboTke,
OTpakeHHE B yd4ere, a Taike XxpaHeHue B VIC. VIC obecrneynBaeT perucTpanuio AeHCTBUM IOJIB30BaTENEH ¢
JlokyMeHTOM (JIOTHPOBAHHE) B TEUCHUE KUZHEHHOTO IIHUKIIA.

3.2. Bee Bmagensusr IIOI1 mpusnaror paBHO3HauysocTh cBoeit I[1DI1 coOGCTBEHHOPYYHOM MOAMMCH Ha
OyMa)XHOM HOCHTEJE.

3.3. Cozpmanme IIOII B WC uHMnmupyeTcss COOTBETCTBYIOIMM JelcTBHeM Biajenbuna I1DI1, T.e. He
BBIIIOJIHAETCS aBTOMATUYECKU MIIH HE3aMETHO TS BiIafieliblia.

3.4. Tlomaomouns nanensua 1311, moanwcasuiero JJOKyMEHT, MOATBEPHKIAIOTCS B MOMEHT IIOMHCAHHUS
HoxymenTa B IC aBTOMaTHYECKH 110 HOJIOXKUTEIBHOMY PE3YIIBTATY CIIEAYIOIMX IIPOBEPOK:

* COOTBETCTBYIOLIMH NOJIB30BATENb aBTOpU30BaH B VIC,

°* COOTBETCTBYIOIIMM KIIXOY 3JIEKTPOHHOH MOJIIMCH BKJIIOYEH B PEECTP BBIJAHHBIX KIFOYEH 3JIEKTPOHHOMN
HOJITIHCH,

* COOTBETCTBYIOLIMH KIIIOY 3JIEKTPOHHOH IOAIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KJIIOUEH 3JIEKTPOHHOMN
HIOJITTHCH.

3.5. Bpems hopMupOBaHHS 3IEKTPOHHOU moarmucu dukcupyercs cpenctsamu YC 1o rpuHBMYCKOMY BpEMEHH
(UTCH0).

3.6. BHyTpeHHHE 2IeKTPOHHBIE JOKYMEHTSI, liepeuncienusie B [lepeune, npusenennoM B [lpunoxenun Ne 1 k
Hacrosmemy Ilonoxenuro, noanucanusie [197], mpusHarotcs B OpraHu3alyi PaBHBIMU 110 IOPHIMYECKOM
CHJIE IOKYMEHTaM Ha OyMa)KHBIX HOCUTEIISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOMU ITOJIHCHIO.



3.7. one3osatemn UC npusHaioT, 4To BH3yanusamus mramma [19IT mpu JeMoHcTpauuu JlokyMeHTa B
unreppeice UC, spmonuennas cpencrsamu MC, sBIseTcs HEOCHOPHMBIM —ITOATBEP)KIACHHEM ¢baxra
NOANHCaHKsl JOKYMEHTa COOTBETCTBYONM BiiazesbieM 1011 (moamMHEHOCTh U HEOTPEKaeMOCTS).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIIACTCS IIYTEM 3aIUCH CBEIEHHH 0 JIOKYMEHTaX B apXHB JIEKTPOHHBIX
JIOKYMEHTOB, KOTOPKIH siBiIsieTcst yacthio VIC.

3.9. Opranusauus 06GeCrEeYMBAET TEXHHYECKHMH X  OPTAHW3AIMOHHBIME  MEpaMH  3alllATy  OT
HECaHKIIMOHUPOBAHHOTO JOCTyIla K IPEAHAMEPEHHOTO YHUYTOXXCHHS H/UIM HCKAKEHUs CBEIECHUH O
JlokyMeHTax B apXuBe 3JEKTPOHHBIX JOKyMeHTOB MC, a Takke rapaHTHpyeT IOATBEPXKICHHE aBTOPCTBA
noKyMeHTa, nojnucanHoro ITOIT aBTopa, B TOM dHCIE IyTeM yTBEpXKICHHS MOMMEHHOTO OrPaHMYEHHOTO
CIHCKa JIML, HMMEIOIMX paCIlMpeHHble (aAMHHHCTPATHBHBIE) IIpaBa IOCTYNA K APXHUBY OJIEKTPOHHBIX
nokymenToB UC.

3.10. Hoxymentsl xpamstcs B UC B ToM ¢opmare, B KOTOPOM OHH ObUIM CcO3MaHBL CpOK XpaHEHHS
JloKyMeHTOB  cBeeHui 0 JIOKyMEHTax He MOXKET OBITh MeHee 3 (Tpex) JIET ¥ ONMpENENSIeTCsl B COOTBETCTBHH
C JIOKaJIbHBIMA HOPMaTUBHBEIMK akTaMu OpraHu3alliyl WK ee CTPYKTYPHBIX IIOApa3IeIcHHUIA.

3.11. Konus 57€KTPOHHOrO JOKyMEHTa MOXKET ObITh W3rOTOBJEHA (pacmeyaTaHa) Ha GYMaXKHOM HOCHTENE
cpenctBamu MC u 3aBepena coGcTBeHHOPYUYHOM moanuceio Buanensia I12I1 mu6o uieHaMH KOMECCHH,
BKJIFOYalolie#l B ce0s Kak MHHHUMYM pyKoBomutelas OpraHusaliuyi M JIMIO, HMEIOUIEE pacIIMpEeHHEIE
(aIMMHHCTpATHBHBIE) MpaBa JOCTYNA K apXHBY OJIEKTPOHHBIX J0kymeHToB KC. Komus 5IeKTpOHHOro
JOKYMEHTa Ha OyMaXHOM HOCHTENE IOKHA COZEepXarh BH3yalW3alMio InTamma (mrammos) IIDII,
TIOATBEPXKAAIOILYIO, YTO opuruHan Jlokymenra noanucan 1911, AyTeHTHYHOCTD JIEKTPOHHOTO JOKYMEHTA H
ero Konuu Ha OymMakHoM HocuTelne obecreunsaercs cpencTaamu VIC.

4, HpaBa, 00SI3aHHOCTH ¥ OTBETCTBEHHOCTH BJiaacibna SHCKTPOHHOﬁ IO CH

4.1. Bnagenen I13I1 umeer npaso:

* obpamarbcst Kk OTBETCTBEHHOMY 3a TEXHHYECKyI0 momaepxky WC mns aHHymMpoBaHHs (OT3bIBA),
NPHOCTaHOBKH (BO30OHOBIIEHHS) IEHCTBHS IPHHAUISKALIETO MY KIIF0Ya 3JIEKTPOHHO#H IIOIIIHCH;

* B Cly4ae HEOOXOHMMOCTH 3aMEHBI, BOCCTAHOBJIECHHS KIIOYa OJIEKTPOHHOM MOIMUCH OOPAaTHTBCS K
OrBeTCTBEHHOMY 3a TeXHHUecKyro motepxky YIC ¢ cooTBeTCTBYIOmIEH MPOCKOO0H M MOMYYHTh HOBBIA KIHOY
3JIEKTPOHHOM MOJIIUCH;

* oOpamwarbcst K pykoBoacTBy Opranusanuu uist pa36opa KOH(GIMKTHEIX CHTYaIHi (CIIOPOB), BO3SHHKAIOIIMX
npu npumenenuu [1011 8 UC.

4.2. Bnapener I10I1 o06s13an:

* BECTH 00pabOTKy BHYTPEHHHUX SIEKTPOHHAIX JOKYMEHTOB B YIC B COOTBETCTBHH CO CBOMMH JOJDKHOCTHBIMH
00S13aHHOCTSIMHU;

° NIPMHUAMATh BCE BO3MOXKHBIE MEDHI JUI NPENOTBPALICHUS! HECAHKIIMOHHPOBAHHOIO MCIOJIb30BAHUS CBOETO
KJIF0Ya 3JIEKTPOHHOM TOIIHCH;

* HY TIPU KaKUX YCJIOBHSIX HE IIEPENABATh KIIIOY JICKTPOHHOMN ITOMKUCH APYTUM JIAIAM;

® Ip¥ KOMIPOMETALMH CBOEr0 KII0YA 3JIEKTPOHHOM IOANKMCH HE3aMEMJIMTENbHO OOpaTHThCS K

OTBETCTBEHHOMY 3a TeXHMYECKyI0 moanepxky WC i NpHOCTAHOBKM AEHCTBHS NPHHAIIENKAIIETO eMy
KJII0Ya 3JIEKTPOHHOM MOIUCH.

4.3. Bragenen ITOI1 HeceT MMYHYIO OTBETCTBEHHOCTH 38 COXPAHHOCTH CBOETO KITIOYA HTEKTPOHHOM ITOAMICH 1
€ro 3alIMTy OT HECAHKIIMOHUPOBAHHOTO HCIIOIB30BaAHUS.

5. Texnonorus npumenenus cpencts [1311 8 UC

5.1. s npumenerns 1911 8 UC Bnanensiy T1311 neo6xomumo aBTopuzoBarhes B MC ¢ HCIIONB30BaHHEM
nyOnuyHOM W KOH(QUIEHIMAIBHON uacTel wmoua IIDIT (uMs moib30BaTeNs M Iaponb). IloammcaHue
JloxymeHTa BBITIONHSETCS IyTeM Haxkarws Ha knonky "Tloamucars" B uatepdeiice VIC.

5.2. Nuopmanus 060 Bcex BBIIAHHBIX [OJIB30BATENIO KIOYAX 3JIEKTPOHHOM IOIMKCH, JaTax IOJIyYeHHs U
NpEKpalleHus UX AeHCTBUS (M3bATHS) XpaHuTcs B IC moCTOSHHO.



5.3. Ilpu mpexpaiieHus y coTpyaHuKa OpraHu3anuy JODKHOCTHBIX 00s3aHHOCTEH 110 06paboTKe BHYTPEHHUX
DJIEKTPOHHBIX JOKYMEHTOB C Hcnoyib3oBanueM [1O11 wiu npu yBOJBHEHUH COTPYOHHMKA €T0 KIIOY BHOCUTCS B
PEECTp OTO3BAHHBIX KIFOYEH JJIEKTPOHHON moamucu OTBETCTBEHHBIM 3a TeXHUYecKyro momumepxky HMC. C
MOMEHTa BHECEHHUs] KJII0Ya B PEECTP OTO3BAHHBIX KJIIOYEH OSJIEKTPOHHON IOAIKMCH BCE IMOCIEAYIONIHE
JoxymenTsl, noanucanuble 310 [1911, He cUUTAIOTCS MOAIIHCAHHBIME HaJIeXKaIIuM 00pa3oM, T.€. TOAMHKCHIO,
pPaBHO3HAUHOW COOCTBEHHOPYYHOH.

6. 3aKITIOYUTENBHBIE TTOJIOKEHUS

6.1. Hacrosimee ITonoxenue BCTymaeT B CHITy C IaThl yTBEPXKACHUSI.

6.2. Texcr ITonoxxenus pasmeraercs B UC. Crioco0 mocTyrnia K akTyanbHo# Bepcur [1010KeHNs ONUCHIBAETCS
B [10JIb30BATENbCKOM foKkymMeHTauuu k VIC.

6.3. Texcr IlonoxeHus: XpaHUTCS y W IPEIOCTaBiIsieTCs coTpyauHuKaM OpraHu3aiy 1o 3amnpocy.

6.4. Hoxymentsl, co3manubie B IC u mommucanubie [IOI1 B cooTBeTcTBMEM ¢ HactosumM [lonoxeHnuem,
IIPU3HAIOTCS JOPUINYECKU 3HAYUMBIMH C HaThI yTBEPKAEHUS [10M10XeHu .
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