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ITosioxeHne 00 MCMOIB30BAHMHU NMPOCTOM JICKTPOHHOM IOANMCH

1.00mme mos10xkeHust

1.1. Hacrosmee IlonokeHne 00 HMCIOJIB30BAaHWUU IMPOCTOM JJICKTPOHHOW IMOANUCH (nanee -
[TonoxeHue) sBIsieTCSl JIOKAJIbHBIM HOPMATHUBHBIM aKTOM MYHHUIIMNAIBHOTO Ka3€HHOTO
JIOUIKOJIBHOTO 00pa3oBaTeNbHOro yupexaeHus aerckuil cax Ne 1 c. Centsl YImMypTckoit
pecnyonuku (nanee MKZOVY n/c Ne 1 c. Centsl) 1 onpenensieT MOPSI0K U YCIOBHS 3aBEpEHHS
corpynnukamu npairee MKJIOVY n/c Ne 1 c¢. CenTsl 3JEKTPOHHBIX JIOKYMEHTOB B
nHpopMannoHHBIX cucTteMax (manee — MC) ¢ mprUMEHEHHEM IMPOCTOW AICKTPOHHOW IMOAMUCH
(manee - TID11).

1.2. II3I1 ucnons3yercs B ciyyasix, Korja He TpeOyeTcsl UCIOIb30BaHHE KBATH(PUIIMPOBAHHON
AJIEKTPOHHOMW MOJIIHUCH.

1.3. Peanuzauus omnpezaeneHHbIX HacTosmuM [lonojkeHueM yciaoBHHW NpPUMEHEHHs MPOCTOM
AJIIEKTPOHHOMN MOANKUCH O0eCTieurBaeT MPUAaHNE IOPUINYECKONW CUIIBI BHYTPEHHUM JOKYMEHTaM
nanee MKJIOY n/c Ne 1 c¢. Center B MC, TpeOyromuM JIHUYHON TMOJNUCH COTPYIHUKA, U
onepanusM ¢ HUMHU.

1.4. Hayimuue [1911 oGecnieurBaeT BHYTPEHHUM SJIEKTPOHHBIM JJOKYMEHTaM B HH(POPMAIIMOHHBIX
CHUCTEMAX:

* IOJJIMHHOCTB;

* IEJIOCTHOCTb - JIOKYMEHT HE MOKET OBITh M3MEHEH MOCJIE MOAIHCAHNUS;

1.5. Jokyment, noamnuceiBaembiii [TD11 B UC momkeH OBITh B HE peIakTupyeMoM Gopmare.
1.6. JInst moamucaHus 3JIEKTPOHHBIX TOKyMEHTOB B MIC UCIONIB3yeTCsl POCTast SIEKTPOHHAS
MOJMNHUCH - HH(GOpPMaLKs B 3JIEKTPOHHOH (hopme, KOTopas MPUCOeIUHEHA K Ipyroi nHpopManuu
B DJIEKTPOHHOU (dopme (moamuchkiBaeMoit HHpOpMaUU, TOKYMEHTY B AJICKTPOHHOM BHJIE) WIIH
WHBIM 00pa30M CBsI3aHHAs C TakoW MHQOpMAIMel, U KOTopas WCIOJb3YyeTCs AJs OMpeeIeHus
JUIa, TTOAMKUCHIBAIONIETO HHPOPMAIHIO.

1.7. B xauectBe myOmuuHO# yactu kiro4da [I1DI1 UCIONB3yeTCsl YHHKAIBHOE HMS YUIETHOU
3amucH, IpUMEHsIeMOoe ISl aBTopu3auu moib3osarelns B MC. B xauecTBe KOH(DHICHITMATBHOMI
yactu kioua [1311 ucnonp3yeTcst maposib K y4eTHOU 3aiCH.

1.8. Usrorosnenue (reHepaiuio), Bogauy u perucrpanuio B MC ykasaHHbiX B 1.1.7 mMeH
MOJIK30BATEJICH M MapoJjIeii OCYIIECTRISIET OTBETCTBEHHBIN COTpyaAHUK (anmuHUCcTpaTop) MC.

1.9. TTapone nons3oBarenss UC MoxkeT ObITh U3MEHEH €ro BIIAJACIBIEM B OO0 MOMEHT TIOCIIe
apropuzanuu B MC. PekomeHayeTcss U3MEHSITh MapoJib HE PEXKe OJTHOrO pa3za B Tpu Mecsua. s
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CHW)KCHUSL pUCKa non60pa napoJjsd 1 HECCAHKIMOHHUPOBAHHOT'O HCIIOJIB30BaHUA APYIrUM JIMIIOM
KJIro4a 3J'IeI(TpOHHOI\/’I MOoATIMCH PCKOMEHAYCTCA HE 3a/1aBaTh MapOJIin, UCIIOJIb30BAHHBIC pPaHEC.

2. TepMHUHBI U ONpeIe/IeHHUs

B nannoM IlonoxeHnn UCIOIB3YIOTCS CIELYIOINE TEPMUHBI U UX ONPEIEICHMUS:

2.1. Bnaoeney npocmoii 1ekmponnoil noonucu - corpyaauk ganee MKIOVY n/c Ne 1 c.
CenTbl, HaIEIEHHBIN TOJTHOMOYMSIMU ITOANIUCH JOKYMEHTOB, UCIIOJIb3YIOIUN UM

MOJIL30BaTENS U MAPOJIb i aBropusanuu B MC;

2.2. Inekmponnwlii 00Kymenm (nanee - JIOKyMeHT) - TOKyMEHT OJHOTO U3 HE PEJaKTHPYEMBIX
TUTIOB JJOKYMEHTOB, CO3/IaHHBIN B AJICKTPOHHOU (hOopMe M TOANMUCAHHBINA AJIEKTPOHHOU
MOJNUCHIO COTPYIHUKA;

2.3. Knwu 3Inekmpounoini noonucu - VYHUKAIbHasg IIOCIEIOBATEIbHOCTh CHMBOJIOB,
npeJHa3HaueHHas JAJi HOATBEepXKAeHUs ¢ ucnosib3oBanueM cpeacts C nommunocTr 11911

2.4. Ilpocmasa rnekmponnasa noonucw (I1311) - uadopmanus B snekrponHoit popme B UC,
BO3HUKAIOIIass B MOMEHT BBIIIOJIHEHUS BIAJAEIbLEM JJIEKTPOHHOW MOJIUCH KOMaH[BbI
noanucanus Jlokymenra B unrepdeiice IC, noareepskaaromnas HoJIMHHOCTD JJoKyMeHTa 1/Uiu
dakt o3HakomsieHus Bragenbna I[IDI1 ¢ JlokymMeHTOM, KOTOpash B3aUMHO OJHO3HAYHO
CBsI3bIBaETCS C JJOKyMEHTOM U BIaJeJIbLIEM HOJIUCH;

2.5. llImamn II3II - Bu3yanpHasi OTMETKA 00 AJIEKTPOHHON MOJITUCH, BKIIOYAIOIIAs PEKBU3UTHI
[I311, koropas aBTOMaTuuecku co3zmaercs cpeactBamu MC mpu oTKpbITUM (BHU3yaJU3allUu)
nokymenta, mnoanucanHoro IIDII, B wunrepdeiice WC; Bpems ¢opmupoBanus [I911
oToOpaxkaeTcs B IITaMIIe 110 YacOBOMY Mosicy mnoiib3oBatens VC.

3. OGecneyenne IPUINIECKOI CHIIbI BHYTPEHHUX YJI€KTPOHHBIX J0KYMEHTOB

3.1. Kuznennsii nmukn Jlokymenrta B MC BkitodaeT: co3gaHue U MPOYME JACHCTBUS MO €ro

o0paboTke, oTpakeHHe B ydere, a Takke xpaHeHue B MC. MC obecneunBaeT perucTparuio

neiicTBuil nosp3oBateneit ¢ JlokyMeHTOM (JIOTUPOBaHKE) B T€UEHUE )KU3HEHHOTO UK.

3.2. Bee Bnagensip! 1911 npusnatoT paBHO3HauHOCTH cBoei [I1DI1 coOCTBEHHOPYUHON MOAMTUCH

Ha OyMa)XHOM HOCHTEJE.

3.3. Cospanue 119311 B UC nHunmupyeTcs COOTBETCTBYIOLIUM JelicTBueM Bianensua I1011, T.e.

HE BBINOJIHAETCA aBTOMaTHUECKH WM HE3aMETHO 11 Biajensua [1911

3.4. Ilonnomouns Bnanensua [IOII, monmucaBmiero J[oKyMeHT, MOATBEPKAAIOTCS B MOMEHT

noanucanus Jlokymenra B MIC aBTOMaTH4eCKH IO IOJOKUTEIBHOMY PE3YJbTaTy CIEAYIOLIUX

IIPOBEPOK:

* COOTBETCTBYIOLIMI NOJIB30BaTENb aBTOpHU30BaH B 1C,

* COOTBETCTBYIOIMI KJIIOY 3JEKTPOHHOM MOAMKMCH BKJIIOYEH B PEECTP BBIJAHHBIX KIHOYEH
3JIEKTPOHHOM MOJIIHCH,

* COOTBETCTBYIOIIMI KIIIOY 3JIEKTPOHHOM MOANKUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIHOYEH
AIIEKTPOHHOMN MOJIHUCH.

3.5. Bpewms popMupoBanus 3JI€KTPOHHOMN MOATHCH huKcupyercst cpeactBamu UC.

3.6. BuHyTpeHHHE >JEKTPOHHBIE NOKYMEHTHI, moimnucanusie [1DT1, npusHaroTCs B jaiee

MKJOVY n/c Ne 1 c. Cenarbl paBHBIMH IO IOPHIWYECKON CHIIE JOKyMEHTaM Ha OyMaXKHBIX

HOCHUTENSX, 3aBEPEHHbIM COOCTBEHHOPYYHON TMOJIUCHIO, 32 HCKIIOYEHHEM CIy4yaeB

HE0OXOJIMMOCTH HCIOJIb30BaHUS KBAIM(DUIMPOBAHHOM 3JIEKTPOHHOMN MOJIUCH B COOTBETCTBUU C

3aK0HOaTeILCTBOM PD.



3.7. Toms3oBarenu MC mnpusHaror, 4to Busyamusarus iiramma [IDI1 mpu jaeMOHCTpaIun
Hokymenta B uHTepdeiice UC, BemonHeHHas cpenctBamu HC, sBiseTcss HEOCTOPHUMBIM
MOJTBEpXKICHUEM (aKTa TOANUCAHHUS JOKYMEHTa COOTBETCTBYIOIIMM BianensueM [1011
(MOITTUHHOCTH ¥ HEOTPEKAEMOCTb ).

3.8.  Xpanenne JIOKyMEHTOB OCYINECTBIISETCS IyTEM 3alllCH CBeleHWid O J[oKymeHTax B
aApXMB AJIEKTPOHHBIX JOKYMEHTOB, KOTOPbIU sABisieTcs yacThio MC.

3.9. MKIOVY a/c Ne 1 ¢. CenTsl 00ecreYrMBaeT TEXHUUECKUMU ¥ OPraHU3ALMOHHBIMI MEPAMH
3alIUTy OT HECAHKIMOHUPOBAHHOTO JIOCTYNa M MPEJHAMEPEHHOTO YHUYTOXKEHUS W/WIU
UCKaKEHUs cBelAeHUM o JIOKyMEHTax B apxuWBe 3JEKTPOHHBIX JokyMeHToB MC, a Takxke
rapaHTUpyeT NOJATBEP)KIEHUE aBTOPCTBA T0KyMeHTa, noanucanHoro 1911 aBropa, B ToM uncie
IIyTeM YTBEP)KJIEHUS IIOMMEHHOTO OIrPaHMYEHHOI0 CIIMCKa JIMI, HWMEIOIIMX pacllupeHHbIE
(aIMMHHCTpATHUBHBIE) [IpaBa J0CTYIA K apXUBY IEKTPOHHBIX 1o0KymMeHTOB UC.

3.10. oxymentst xpanstest B IC B ToM opmare, B KOTOPOM OHH OBLITH CO3/IaHbI.

3.11. Komnms »>IEeKTPOHHOIO [JOKYMEHTa MOXET OBbITh M3rOTOBJEHA (paclieuaTaHa) Ha
OymaxxaoM Hocutene cpeactBamu MC u 3aBepeHa COOCTBEHHOPYYHOH MOJIMHUCHIO BIaJielblla
IIOI1. Komus »5I€KTPOHHOTO JOKyMEHTa Ha OyMa)kKHOM HOCHTEJE JOJDKHA COZepXkaTh
Bu3yanusauuio wmramna (mramnos) [IOII, noareepxknaromryro, 4ro opuruHain JlokymeHTa
noxamnucad I1911.

AYTEHTHYHOCTh JJIEKTPOHHOTO JOKYMEHTa M €ro KONWU Ha OyMaXHOM HOCHTEJe
obecnieunBaercs cpeacrtsamu UC.

4. TpaBa, 06SI3aHHOCTH M OTBETCTBEHHOCTH BJIa/1eJIbIA YIEKTPOHHO MOIMUCH

4.1. Bnagenen 1311 umeer mpaso:

* oOpamarbcsi K OTBETCTBEHHOMY 3a TeXHHUYecKyio mnoanepxky MC ansg aHHyIHpOBaHUS
(oT3pIBA), TPHUOCTAHOBKM (BO30OHOBJIEHUS) JEHUCTBHUS MNpUHAANEXKAIIEIO €My KiIoua
3JIEKTPOHHON NOJMHCH;

* B cily4ae HEOOXOOUMOCTH 3aMEHbl, BOCCTAHOBJIGHUS KJIOYa AJIEKTPOHHOW IOANUCH
00paTUTHCS K OTBETCTBEHHOMY 3a TeXHHUECcKyto noanepxkky MC ¢ cooTBeTcTBYIOIIEH IPOChOOii
Y IIOJIYYUTh HOBBIN KIIFOY 3JIEKTPOHHOU MOIIUCH;

* oOpamartscs k 3aBeaytomemy ganee MKIOY n/c Ne 1 ¢. Centsl 11t pa3dopa KOHGIUKTHBIX
cuTyalui (crnopoB), Bo3HUKaromux npu npumenenuu [1311 B UC.

4.2. Bnaneneu I1011 o6s13an:

* BeCTH 00pabOTKYy BHYTPEHHUX AJIEKTPOHHBIX TOKYyMEHTOB B MIC B COOTBETCTBHM CO CBOMMH
JOJIKHOCTHBIMU 00S13aHHOCTSIMU;

* NpPUHMMATh BCE€ BO3MOXXHBIE MeEphbl JUIsI NPEAOTBPALICHUS HECAHKIMOHHUPOBAHHOTO
UCTIOJIb30BAaHUS CBOETO KIII0Ya 3JIEKTPOHHOU MOJIHCH;

* HU IPU KaKUX YCJIOBHAX HE NepeaaBaTh K04 JIEKTPOHHON MOANNCH IPYTUM JIULAM;

* [PU KOMIIPOMETAIMH CBOETO KIJII0Ya JIEKTPOHHOMN MOAMUCH HE3aMEATUTEIBHO 00paTUTHCS K
OTBETCTBEHHOMY 32 TEeXHHYecKylo momiaepxkky HWMC 18 TOpUOCTAaHOBKH — JICHCTBUA
IIPUHAJIEKALIETO EMY KJII0Ua AJIEKTPOHHOW MOJANHUCH.

4.3. Bnmangenen IIDII Hecer nMUYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOEr0 KIIOYa
AJIEKTPOHHOMN MOJIMUCH U €T0 3aIUTy OT HECAHKIIMOHUPOBAHHOTO UCIIOJIb30BAHMS.



5. Texunoaorust npumenenus cpeacts 911 B UC

5.1. Ina mpumenenust [IDI1 B UC Brnagensiry IIDI1 Heobxommmo aBTopm3oBathes B HC ¢
HCIIOJIB30BaHUEM MyOJMYHON M KoH(puaeHIManbpHON Yactei kiroda [ID11 (umst moas3oBarens u
naposib). [loamucanue J[okymeHTa BBITIONHSETCS IMyTeM HakaTus Ha KHomky "llogmucats" B
unrepdeiice MC.

5.2. Uudopmarus 060 BCeX BBIIAHHBIX MOJB30BATENIO KIIOYAX 3JIEKTPOHHOM MOAMUCH, JaTax
MOJTyYEHUS ¥ MPEKPAIIeHNs UX NedcTBus (u3bsaTHs) XpaHutcs B UC moctosiHHO.

5.3. Ilpu mpekpamenun y corpynuuka manee MKIOVY n/c Ne 1 c. Centbl AOMKHOCTHBIX
00s13aHHOCTEH MO 00paboTKe BHYTPEHHUX AJIEKTPOHHBIX JTOKYMEHTOB ¢ ucmoib3oBanueM 1311
WIM TpU YBOJBHEHUU COTPYIHUKA €ro KJIIOY BHOCUTCS B PEECTp OTO3BAHHBIX KIIOYEH
anekTpoHHOM moanucu. C MOMEHTa BHECEHMsS KII04a B PEECTp OTO3BAHHBIX KIIIOUYEH
AJIEKTPOHHOM TOJMUCH Bce mnochenyromme JlokymeHTsl, mnomanucanueie stoil [IDI1, He
CUMTAIOTCA TOJAMHUCAHHBIMUA  HAJICXKAIIMM  00pa3oM, T.e. TOMNUCHIO, PaBHO3HAYHOM
COOCTBEHHOPYUYHOM.

6. 3akaI0uNTeJILHOE N0JI0KEHNE
6.1. Hactosiee [lonoxeHnue BcTynaeT B CUITy € JaThl YTBEPKICHHUS.
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