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Monoxenne 06 HCI0AL30BAHAR NPOCTOM 31EKTPOHHOM MONNHCH JIS BHYTPEHHET0 3IEKTPOHHOI0
aoxymeHnToobopora 8 MOY COII Ne 15

1. O0mue nonoxeHus

1.1. Hacrosimee Ionoxkernue 06 HCNOIb30BaHMH IPOCTOH 3JIEKTPOHHOM IONKUCH B HHPOPMALMOHHOM! CHCTEME
(manee - UC) MOY COLII Ne 15 (manee - ITonoxeHne) SBIAETCS NOKATLHBIM HOpMAaTHBHBIM akToM MOY COIII
Ne 15 (manee - Opranusanus) u onpesenseT NOPSAOK | YCIOBHS pabOThI COTPYAHMKOB C 3JIEKTPOHHBEIMH
AokymeHTamu B FIC, HenoCpeCTBEHHO CBA3AHHBIMY C HX TPYAOBOH AEATENHHOCTHIO, C IPHMEHEHHEM HpOCTO#
3NIEKTPOHHOHN noanuck (ganee - [1311).

1.2. YyacTHMKaMH 371€KTPOHHOIO B3aMMOIEHCTBHS Ha YCIOBHAX, onpeaeneHHEIX HacTosmuM [lonoxenuem.
ABMAIOTCA COTPYAHUKH OpraHu3anuy, NOAMUCABIINE Y BeIOMIEHHe 06 03HAKOMITEHHH ¢ [10/I0KeHHEM.
Ob6pasen Yeenomnenns npupezeH B [punoxennu Ne 2 k mactosmemy ITonoxennmo. [oamucanue
coTpyaHuKoM Opranu3anny YBeJOMIICHUS PABHO3HAYHO MPUCOEMHEHHIO K COITIALIEHHIO 06 Yy4acTUH BO
BHYTPEHHEM 3]ICKTPOHHOM JOKYMEHT00GOpOTE ¢ Henoab3oBanueM 1911 Ha yeIOBHAX HACTOSINEro
ITonoxenus B cooTBeTCTBHH €O CT. 428 ["paknanckoro koxekca PO ("Jlorosop npucoenuHeHus").

1.3. Peanmzauus onpeneneHHbIx HacTosmuM [lonoxenneM ycIoBHil IpUMEHEHAS NPOCTOH JIEKTPOHHOM
NOANACH 0beCne BaeT NPUAAHNE IOPHIMUCCKOMN CHIIBI BHYTPEHHHM EKTPOHHBIM JOKYMEHTaM Opranuzaiyu
B MIC, TpeGytomum MHYHOM DOMMKCH COTPYIHHMKA, H ONEPALMAM C HUMH.

1.4. Hanwaue [1311 obecnednBaet BHYTPEHHMM 3/IEKTPOHHEIM JOKyMeHTaM B VIC:

* NOUTMHHOCTH - IOATBEPXKACHHE aBTOPCTBA JOKYMEHTA,

* LEJIOCTHOCTD - JOKYMEHT HE MOXET OBITh H3MEHEH NOCIIE MOJTHCAHUSA,

* He OTPHLIAHHE aBTOPCTBA (HEOTPEKAEMOCTD) - ABTOP HE MOMET OTKA3aThCs OT CBOEH IIOJIHCH.

1.5. Jins nopnmmcanus »eKTPOHHEIX JoKyMeHToB B MIC Hcnons3yercs mpocras

IEKTPOHHAA ONMKCE - HHGPOPMALKS B SNMEKTPOHHOM (hOpMe, KOTOpasi IPHCOEAMHEHA K APYTo# uH(popManun
B 3JIEKTPOHHOMN GopMe (IIOAIACHBAEMO# HHBOPMAIHH, JOKYMEHTY B SJIEKTPOHHOM BHJE) WIIM HHBIM 00pa3oM
CBA3aHHaA C TaKod MH(bOpMalHeH, i KOTOpast HCIIONB3YETCS 1A ONpPEACIICHA JNIA, 110 AACHIBAIOIIETO
UHGOpManHIo.

1.6. B xauecTBe my6imaHO#M YacTy xioda 1311 HCIONB3YETCH YHHKATEHOE UMS YYETHOH 3amHcCH,
NpUMEHAEMOE 1A aBTOpH3aly nosk3osarend B HC. B kayectBe kondupenumansuoi yactu xmoya IT311
HCINOJIB3YeTCs NapOoJIb K YYETHOM 3alIUCH.

1.7. Usrotosnenue (renepanuio), Buiiaqy ¥ peructpanmio B UC yka3aHHBIX B 11.1.6 MMeH moTs30BaTeel 1
naposnei ocymecrsisier Xomwkep H.B. (nanee - OTBeTcTReHHBI! 32 TexAMUecKyIo moaaepkky UC).

1.8. Tapos nonp3oBarens UC MoxeT GBITL H3MEHEH €ro BIAJENbIeM B O60H MOMEHT HOCIIe aBTOpH3AlIMH B
UC. PekoMeHyeTCs: M3MEHATE [IaPOJIb HE PEXKE OJHOTO pasa B TpU Mecsiua. Jisi CHUKeHHs pHcka nogbopa
Napois ¥ HECAaHKIMOHHPOBaHHOT'O HCTIONB30BAHKA APYTUM JIHIOM KJIH09a 31EKTPOHHON MONITHCH
PEKOMCHAYETC HE 3a/1aBaTh NapOJH, HCIIOIB30BaHHEIE paHee.

2. TepMHHBI H OnpeeeHus

B nantoM [1on0xeHHH HCIIONB3YIOTCS CIENYIOUIME TEPMUHBI M MX OIPEeICHUA:

2.1. Bnazenen MpocTo# NEKTPOHHOM MOAIHCH - COTPYAHHK OpraHM3aluy, MOANHCABIIHH YBeIOMIeHHE 06
03HAKOMJICHHH C HAaCTOAIIUM [ToN0OKEHHEM M HCTIOJIB3YIOMMI MMs NOTL30BATENS M IIAPONH LIS ABTOPH3ALIHH B
Uc,

2.2. BHYTpeHHHH 3TCKTPOHHBIH TOKYMEHT (aanee - JIOKYMEHT) - JOKYMEHT OZHOTO W3 THIOB JOKyMEHTOB,
npuBe/ieHHBIX B [Ipunoxenun 1 k HactosmeMy ITonoxennio, co3nannsii B UC B 3MeKTPOHHOM hopme U
TNOANHMCAHHBIH 3IEKTPOHHOMA NOANKCHIO COTPYHKKA (MEKTPOHHBIMU MOMIHUCAME COTPYIHHKOB)
Oprasuzanum;

2.3. KJII0Y 3NEKTPOHHOM MOIMCH - YHAKANbHAS TIOC/IeI0BATEILHOCTh CHMBOJIOB, npeAHa3Ha4YeHHas IS
NOATBEPXACHHUA ¢ HCnonb3oBanueM cpeacTs MC nommunnoctn 1311 8 lokymeHnTe;



2.4. peecTp BBIIAHHBIX KITFOUEH EKTPOHHOM NOIMHACH - xpaHsmuics B UC cnucok yHHKaIbHEIX
TIOCTETOBATENBHOCTEH CAMBOJIOB, COJIEPXKAINMXCA B BRIIAHHBIX ITOIb30BATENAM MMEHAX YUETHBIX 3allHCell 1
HapoJIiX;

2.5. peecTp 0TO3BaHHBIX KIOYEH /IEKTPOHHOM IoamucH - XpaHsmmitcs B UC cimcok none3zosareneit UC, y
KOTOPBIX KJIFOYH JIEKTPOHHOH MOMKCH K MOMEHTY 06pallieHHs K JaHHOMY peecTpy ObUIM OTMEYEHBI KaK
HEIECHCTBHTENBHEIC,

2.6. poctas snextpornas noamuck (I1311) - uadopmanms B snexrpornoi Gpopme B C, Bo3HUKAIOWAS B
MOMEHT BBINOJHEHHS BJIAJENbIIEM SJIEKTPOHHOM NOAKMCH KOMaHAb! rognucanns JlokymenTa B untepdeiice
UC, noareepxatomasn nommuHocTh JJlokyMenTa w/uim haxT o3HakoMuenus Bragensna ITI1 ¢ JlokymenToM,
KOTOpad B3aMMHO OJIHO3HAYHO CBS3bIBacTCA ¢ JIOKYMEHTOM H BIAJEIbIEM MOAITUCH;

2.7. wrramn IT311 - Busyansnas oT™MeTka 06 51€KTPOHHOM MOMIHCH, BKIHOYaomas peksusuts [T3I1, koTopas
aBTOMaTHYeCKH co3faeTcs cpeacteamu MC npu oTKpHITHM (BH3yanu3anum) NOKYMEHTa, noanucassoro [1311, B
nntepdetice UC; spems popmuponanns [13I1 oTobpaskaercs B mramiie o 4acoBoMy Moscy monb3oBarens UC;
2.8. o6paboTka 3IEKTPOHHOIO JOKYMEHTA - JieHcTBHs nosp3oBatens UC ¢ 3MEKTPOHHEIM OKYMEHTOM
cpencreamu UC, Brmoyas, HO He OTPaHHYMBAACH: CO3/JaHNE, poBepKa, noanucanue [1211, uadopMupoBanne
Apyroro nons3osarens MUC o nokyMeHTe, noaTBepXXIeHUE MONYYEHHs, 03HAKOMIICHAE, CO3NaHHE KOMUH Ha
OyMaXKHOM HOCHTENE, OTKIIOHEHHE, YIAICHHE.

3. ObecniedeHue IPHIAIECKON CHIIBI BHYTPEHHHX 3JIEKTPOHHBIX AOKYMEHTOB

3.1. XKusnennrni muxa Jlokymenta B IC BKIFOYaeT: co3fanue U npodne AeHCTBUS 1O ero o6paboTke,
OTpaXkeHHe B yueTe, a Takxke xpanerue B C. UC obecneunBaer perucTpaunio AeHCTBHI MOIB30BaTENeH ¢
JIoKyMEHTOM (JIOrHpOBaHHE) B TEYEHHE XKUIHEHHOIO [IHKIIA.

3.2. Bee mnagensust [T311 npusnaoT paBHO3Ha4HOCTH cBoek 1311 cobeTBeHHOPYYHOM MOAMKCH Ha 6yMaXHOM
HOCHUTEIE,

3.3. Cospanwe I13I1 B UC uHHIMEpPYETCS COOTBETCTBYIOMMM JeiicTBHeM Braaensna [1911, T.e. He
BBIIOJIHAETCS aBTOMAaTHYECKH HIIH HE3aMETHO JUIA BIAAENbBIIA.

3.4. Tlonnomouns Biazensna [1911, noanucasmero JI0OKyMeHT, IOATBEPXKAAIOTCA B MOMEHT MOITHCAHHAS
HoxymenTa B UC aBTOMaTHYECKH 11O MOJIOKUTENBHOMY Pe3yNbTaTy CIEIyIONHUX IIPOBEPOK:

* COOTBETCTBYIOIIUHA NONB30BaTeNb aBTOpU30BaH B VIC,

* COOTBETCTBYIOIIHH KIIKOY 3IEKTPOHHOM IOIHUCH BKNIOYEH B PEECTP BHIJAHHBIX KIIOYEH JIEKTPOHHOM
HOMHUCH,

* COOTBETCTBYIOIIHH KIIOY 3/IEKTPOHHOM MO/IHCH OTCYTCTBYET B PEECTPe OTO3BAHHBIX KIIOUEH HIEKTPOHHOM
TIO/ITTHCH.

3.5. Bpemsi hopMHEpOBaHHES SNEKTPOHHON NOAIMCH UKcHpyeTces cpeacTBamu MIC Mo rpUHBHYCKOMY BPEMEHU
(UTC+0).

3.6. BHyTpeHHHUE 5NIEKTPOHHEIE JOKYMEHTE, NlepeuncienHble B [lepeune, npuseacanoM B [Tpmioxennu Ne 1 k
HactosimeMy [lonoxenuto, nonnucannsie I1911, npusnatores B OpraHu3anyy paBHBIME [0 IOPHAWYECKOH CHITe
AOKYMEHTaM Ha OyMaKHBIX HOCHTEIX, 32BEPEHHBIM COOCTBEHHOPYYHOM MOINHCEIO.

3.7. Hons3osaremu UC npusnaiot, uyro Bu3yamu3auus mramna II3I1 npu nemonctpamuun JJokyMeHTa B
untepdeiice UC, emonnennas cpencrsamu UC, aBiseTcs HEOCHOPUMBIM HOATBEPXKACHHAEM (hakTa
NOANHMCAHUA JOKYMEHTA COOTBETCTBYIOMUM BiiaaenabueM [131] (noanMHHOCTE B HEOTPEKAEMOCTB).

3.8. Xpanenune JIoOKyMEHTOB OCYIIECTBIAETCA ITyTEM 3aIMCH CBECHAMH 0 JIOKyMEHTAX B apXHB 3JIEKTPOHHBIX
JIOKYMEHTOB, KOTODKIH ABnseTcs 4acThio YUC.

3.9. Opranu3auus o6ecnednBacT TEXHHYECKHMH U OPTaHM3AHOHHBIMA MEPAMH 3aIIUTY OT
HECaHKIMOHHPOBAHHOIO JOCTYNA U NPeIHAMEPEHHOTIO YHHYTOXEHMS H/HIIH HCKOKEHHUS CBEJICHUH O
HokyMmenTax B apxuBe 31eKTPOHHEIX JokymeHToR MC, a TakXe rapaHTUpyeT NOATBEPXK/ICHHE aBTOPCTRA
NOKyMeHTa, noxnucanHoro I1311 aBTopa, B TOM YMCIIE ITyTEM YTBEPKICHHS IOUMEHHOTO OrPaHHYEHHOTO
CITMCKA KL, MMEIOIIMX PaCIlMpeHHbIe (aIMHHUCTPATUBHEIE) IIPaBa JOCTYIIA K apXMBY IIEKTPOHHEIX
noxymenTos UIC.

3.10. NoxymenTs xpansarcs B C B Tom popmare, B KOTOpOM OHE 65UTH cO3JaHBL. CPOK XpaHeHus
HokyMenToB u ceesieHuit o JIOKyMeHTax He MOXeT GbITh MeHee 3 (Tpex) JIET H ONpEENIeTcs B COOTBETCTBHH C
NIOKaIPHBIMH HOPMAaTHBHBIMH aKTaMH OpraHu3allvy WM €€ CTPYKTYPHBIX HOAPa3ieICHUiA.

3.11. Konmst 5n€KTPOHHOTO JOKYMEHTA MOXET GBITh H3rOTORIEHA (pacniedyaTana) Ha GyMajKHOM HOCHTENE
cpeactsamu MIC 1 3aBepeHa co6GCTBeHHOPYYHOM NOANMKCHIO Braaenbia I1DIT mubo wieHaMH KOMHCCHH,
BKIOYaloLel B ceGst Kak MUHEMYM pyKOBOZHTeNs OpraHu3aliy | JIHLO0, HMEIONIEE PACIIHpPEHHEIE



(aIMHHHCTPATHBHEIE) IPaBa NOCTYTIA K aPXHUBY 37€KTPOHHBIX nokymenTo UC. Komus snexTporHOro
IDOKYMeHTa Ha 6yMaXkHOM HOCHTEJIE JIOIDKHA COJIePKaTh BH3yalu3anuio mramna (mrrammos) [1311,
TOATBEPAKAIONTYIO, YTO opurdHai Jlokymenta nognucad [1311. AyTeHTHYHOCTE JIEKTPOHHOTO JOKYMEHTA H
ero Konuu Ha 6ymaxxaoM Hocutene obecneynBaercs cpeacrsamu MC.

4, IlpaBa, 00A3aHHOCTH H OTBETCTBEHHOCTD BJIaJe/ibIa 3JleKTp0HHOﬁ NOAIMHCH

4.1. Bnagenen 1311 umeer npago:

* obpamarbca K OTBETCTBEHHOMY 3a TEXHHYECKYI0 noanepxky UC s annymmMpoBanus (0T35IBa),
NPAOCTAHOBKH (BO300HOBIEHHU) NEHCTBHS MPHHAIJIEKAIIETO EMY KITIOYA 3TEKTPOHHOM MOIITHCH;

* B Clly4ae HeOOXOMMOCTH 3aMEHBI, BOCCTAHOBIICHHS KIIOYA JJIEKTPOHHOMN MOANMCH 06paTHTLCA K
OTBeTCTBEHHOMY 3a TEXHHYECKYIO noanepxkky MC ¢ cooTBeTcTBYIOMmEN MPOCK60H M MOIYYMTh HOBBIR KIIOY
BIIEKTPOHHOM IOIITUCH;

* obpalaTkcs K pykoBoAcTBy OpraHu3aiuu Juis pa36opa KOHQIMKTHRIX CHTYallKi (CIIOPOB), BO3HAKAIOMIHX
npu npamenenuy [1311 B UC.

4.2. Bnanenen I13I1 o6sa3an:

* BeCTH 00pabOTKY BHYTPEHHHX 3NEKTPOHHEIX JOKYMeHTOB B IC B COOTBETCTBHH CO CBOMMH JIOMKHOCTHEIMH
0043aHHOCTAMH;

* IPUHHMATh BCE BO3MOXHEIE MEPHI JULA NPEAOTBPALICHHS HECAHKIIHOHHPOBAHHOIO HCIIOJIb30BAaHHS CBOETO
KJII0Ya 3JIEKTPOHHOM NOANKCH;

* HY MTPH KaKMX YCIOBHAX HE MEpeiaBaTh KII0Y IEKTPOHHOM IOAIACH APYTHM JIHIAM;

* MIpH KOMIIPOMETAIIHH CBOETO KIII0Ya 3JIEKTPOHHON IOJNHMCH HE3aMEIJIUTENBEHO 00paTUThCA K
OTBEeTCTBEHHOMY 3a TEXHHYECKYIO nomaepxkky MC Uit mpHOCTAaHOBKH AEHCTBUS IPHHALIEKANIEN0 eMY KIIHOYa
3JIEKTPOHHOM MOJIHUCH.

4.3. Bnagenen IT3I1 HeceT THYHYIO OTBETCTBEHHOCTD 32 COXPAHHOCTD CBOETO KIII0YA JIEKTPOHHOM ITOIACH 1
€ro 3allMTy OT HECAHKITHOHUPOBAHHOI'O HCIIOJIB30BAHMS.

S. Texnoaorust npumenenns cpexcrs I 8 UC

5.1. ina npumenenns [1311 B UC snapensiyy 11311 Heo6xoaumo aeropusoBarsesa B IC ¢ ucnonnizoBanueM
my6nu4HOK M koHQUAeHIMATBHOK 9acTell kimova [1311 (1Ma mons3oBarens 1 napois). [Toanmucanue
JlokyMeHTa BBINONHAETCA IMyTeM HaxaTus Ha kHonky "[loanucars" B unTepdeiice VIC.

5.2. Undopmanms 060 Bcex BEIIAHHAIX MOJTB30BATENMIO KITIOYaX SJICKTPOHHOM MOAINHKCH, JaTax IMOIyYeHHS H
[peKpalneHus ux JercTBus (u3baTus) xpauurcs B UC nocrosHHo.

5.3. Ilpu npexpamenun y corpyaanka Opranu3anuy JOKHOCTHRIX 06s3aHHOCTEH 10 06paboTKe BHYTPEHHHX
3JIEKTPOHHBIX JJOKYMEHTOB C ucrionb3oBanueM [1311 uiu npu yBonbHEHHHU COTPYIHHKA €0 KIIIOY BHOCUTCA B
PeECTp OTO3BaHHLIX KIIOYei 35IeKTpoHHOR noamucu OTBETCTBEHHEIM 3a TeXHHYecKyIo noanepxky UC. C
MOMEHTa BHECEHHS KJII0Ya B PEECTP OTO3BAHHAIX KIOYEH 3JICKTPOHHOM MOIIIMCH BCE MOCIIEMYIONTHE
HoxymenTsr, nognucanHsle 1ol [1311, He cunTaroTCs NOANACAHHEIME HaIUIEXAKMM 00pa3oM, T.€.MOANUCHIO,
paBHO3HAYHOH COOCTBEHHOPYYHOH.

6. 3axkaYHTEIbHbIE MTOJ0XKEHHS

6.1. Hactoamee ITonoxeHue BCTYaeT B CHITY C JAThl YTBEPKICHHA.

6.2. Texct [onoxenus pasmemaercsa B UC. Cnoco6 noctyna k akTyanbHoO#M Bepcun [lonoxeHus onuceBaeTcs
B NOJIb30BATENBCKOH noKyMeHTanuu k UC.

6.3. Texct [onoxenus xparurcs y Xomkep H.B. u npenocrarnsercs corpyaankaM OpraHu3aiidy 1o 3anpocy.
6.4. JoxkymenTsl, co3aannbie B UC u moamucannsie [1911 B cooTBeTcTBHE ¢ HacToamuM [lonoxennem,
NPU3HAIOTCA IOPHAHYECKH 3HAYUMBIMH C JaThl yTBepxaeHuA [lonoxenns.



[Tpunoxenne Ne 1

k [Tonoxenuio 06 UCONB30BaHUU NPOCTOM
3NIEKTPOHHOMA NOJIIHCH I BHYTPEHHETO
37EKTPOHHOTO JOKYMEHT0000poTa

B MOY COIII Ne 15

IMMEPEYEHL JOKYMEHTOB

Y4YaCTHHKM BHYTPEHHErO 3NeKTpOHHOro Jokymenroobopora B MOY COIH Ne 15 ucrnonw3yrooT NpocTyro
3JIEKTPOHHYIO MOAIHUCH IpH 06paboTKe CIEeAYIOIHAX 3JEKTPOHHBIX JOKYMEHTOB:

* Pemenuve 0 KOMIEHCAMH pAacXOAOB Ha OIUIATY CTOMMOCTH Hpoe3jila ¥ IpoBo3a Oaraxka [ JHI,
paboraromux B paifonax Kpaiinero Cesepa u npupaBHEHHBIX K HAIM MECTHOCTAX, H WICHOB HX CEMEH

(kox popmer 0504517),

» Oruet 0 pacxofiax mogoTYeTHOro jmna (ko dpopmei 0504520),

* CrpaBka Gyxranrepckas (koa ¢popmel 0504833).



ITpunoxenue Ne 2

K [Tonmoxenuio 06 HCHONB30BAHUHU POCTOM
EKTPOHHOM MOANMCH Ui BHYTPEHHETO
3IEKTPOHHOI0 JOKyMeHT0000poTa

B MOV COUI Ne 15

MOY COHI Ne 15
YBEJJOMJIEHUE

®.U.0. corpynHuka, HMeHyeMbii(as) B janbHeiimeM '"PaGoTHHK", HacTOAIMMM TOATBEpXKAAET, 4TO
o3HakomuiIcsi(ach) B cornacen(Ha) ¢ Ilonoxennem 06 HCIIONBL30BAHUHM IIPOCTON 3NEKTPOHHOM NOANMMCH I
BHYTPEHHETO 3JIEKTPOHHOro aokyMmeHToobopora B MOY COI Ne 15, a mmenno: PabGoTHuMK mpu3HaeT
PaBHO3HAYHOCTH CBOe#M mpocToif 3nekTpoHHOM moamucu (manmee IIDII) cobGCcTBEeHHOPYUHOHM NOANKMCH Ha
OyMaXXHOM HOCHMTEJIE H 3asiBJIET O PHCOSAUHEHHH K COTJIaNIeHHIO 00 Y4aCTHH BO BHYTPEHHEM 3IEKTPOHHOM
JokyMeHTooGopoTe ¢ wmcmonb3oBanMeM IIDI1 Ha ycnoBusax IlonoxeHuss 00 MCNONB30BaHHH IIPOCTOH
SJIEKTPOHHOM MOANMCH A1 BHYTPEHHEro 3IeKTPOHHOTrO JokymeHToobopora B MOY COII Ne 15 B
cooTBeTCTBHH CO CT. 428 I'paxkaanckoro kogekca PO ("Jloroop npucoexunenus”) ¢ 01.08.2024.

nara noaunucanug, DHO
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