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IoJsioskeHHe 00 HCMOIb30BAHHH MPOCTOH 3JIEKTPOHHOH MOANHCH

1.00mue nmosoKeHHs

1.1. Hactosimee ITonoxxerue 06 MCIONB30BaHMMU MTPOCTOM 3JEKTPOHHOM MOANUCH (Haiee
- Tlonoxenue) sBJISETCS JIOKAJBHEIM HOPMAaTUBHBIM aKTOM MyHHUIMIIATEHOrO
010/DKETHOrO JIOLIKOIEHOI0 06pasoBaTensHOro yupeskaenns «Jlerckuit caa Ne 23» (manee
MBJIOVY Ne 23) u onpezenser MopALOK U yCIoBus 3aBepenus cotpyaaukamMu MBJIOY Ne
23 9JIEKTPOHHBIX [JOKYMEHTOB B HHGMOpMAalMOHHBIX cucTteMax (nanmee — HC) ¢
NPUMEHEHHEM [TPOCTOM 3/1eKTPOHHON moanucH (xanee - [1211).

1.2. TI2II wucnone3yercs B cCiydasX, Korma He Tpebyercs HCIONB30BAHUE
KBaJIUPUIIMPOBAHHOM 3JIEKTPOHHOM IMOINKCH.

1.3. Peanusanus onpeneneHHslx HactosmuMm [lonokeHneM ycaoBHH NPUMEHEHHS
MPOCTON DIEKTPOHHOM MOANHMCH 00ecreyMBaeT NpUJaHHE OPUIUYECKOH CHIIBL
BHyTpeHHUM JokymeHTaM MBJIOY Ne 23 B MC, TpeOyomuM JIMYHON MOIIMUCH
COTpY/IHUKA, U ONEpAlUsIM C HUMH.

1.4, Hamumume IIDI1 oOecneunBaeT BHYTPEHHUM JJIEKTPOHHBIM JOKYMEHTaM B
MH()OPMAILIMOHHBIX CHCTEMAX:

* MOJUIMHHOCTB;

* LEJIOCTHOCTD - JOKYMEHT HE MOKET OBITh U3MEHEH I10CJIE ITOAMUCAHK;

1.5. Hoxyment, noamuceiBaemslii II9IT B MUC momkeH OBITH B HE peOaKTUPYEMOM
thopmare.

1.6. ns noamucaHus 3JIeKTpOHHBIX JokymMeHToB B MC wucnonesyercd mpocras
3NIEKTPOHHAA MOJIUCH - HHPOpPMALUA B NEKTPOHHON (popme, KOTopas NPUCOCAUHEHa K
Apyroit nHGOpMALIMH B AIEKTPOHHOI opMme (moAnucsBaeMoi HHQOpMAMH, JOKYMEHTY
B DJIEKTPOHHOM BHJI€) WIM HHBIM 00pa3oM CBA3aHHas ¢ TaKoi MHpOpMaLMen,  KoTopas
MCTIONB3YETCS VIS OTIPEICICHUS JIUIA, TIOMUCHIBAIOIIEr0 HMH(MOPMALIKIO.

1.7. B xauectBe mybnuuno# yactu kmova [I911 ucnone3yercs yHUKaIbHOE UMST YYETHOM
3allMCH, TNpHMEeHseMoe [UIA apTopusanuu noas3oBarens B HMC. B kagectse
KoH(puaeHIManbHON yacTu Kmoya [1311 ucnons3yercs mapoib K y4ETHOH 3anuc.

1.8. M3sroroBnenue (revepauuro), Beigaqy v peructpanuio B UC yka3aHHbIX B 11.1.7 uMeH
MOJIB30BaTENe U MapoJiell OCYILECTBIISET OTBETCTBEHHbBIN COTPYAHUK (aJMUHUCTPATOP)
UcC.

1.8. [Tapons nons3oBatens C moxeT ObITh H3MEHEH €ro BiIaAenableM B o060 MOMEHT
nocie asTopusauuu B IC. PexoMmenayeTcs U3MeHATh apojib HE PEKE OJHOrO pas3a B TPH
mecsana. Jlis CHMXKEHMS pHCKa 1noabopa maposiis M HECAaHKIMOHHPOBAHHOTO



HCII0JIB30BaHUA JOPYT'HMM JIMIOM KJIHO4a BHGKTPOHHOfI noAnuCHu pPCKOMCHAYCTCA HC
3aaBaTh MapoJik, UCIIOJIb30BAHHBIC PAHCC.

2. TepMuHBI U onIpeieIeHUS

B nannowm [lonosxeHnu MCTONb3yOTCA CASAYIOIINE TEPMUHBI U UX ONIPEACTICHUS:

2.1. Bnaodeney npocmoii 3nekmpouHoit noonucu - corpynauk MBJIOY Ne 23,
HaJICJICHHBIN MOJTHOMOYHUSMHU MOJITUCH JOKYMEHTOB, UCIIOJIb3YIONIUN NUMS MTOJIH30BaTEs
Y mapoib s apropusanuu B 1C;

2.2. Dnekmponnuwlii 00Kymenm (nanee - JJokyMeHT) - TOKYMEHT OJTHOTO U3 HE
peIaKTUPYEMBIX TUIIOB IOKYMEHTOB, CO3/IaHHBIN B AJIEKTPOHHOM (hOpME U MOMUCAHHBIN
AJIEKTPOHHOM MOIUCHIO COTPYAHUKA;

2.3. Kniwou 31eKkmponnoil noonucu - yHHUKaNbHas MOCIEIOBATEIbHOCTh CHUMBOJIOB,
npeAHa3HaueHHas JJi1 TOJATBEPKIEHUs C ucnoyib3oBaHueMm cpeactB MC mommmHHOCTH
1211,

2.4. IIpocmas rnekmponnan noonucsy (I1311) - vaopmaniys B 1€KTPOHHOM

dbopme B C, BO3HMKAIOIIAs] B MOMEHT BBITTOTHEHUS BJIQICIbIIEM AJICKTPOHHOU MOAMUCH
KoMaH bl noAnucanusa Jlokymenra B unrepdeiice C, moareeprkaaromias moyIMHHOCTh
Joxkymenta w/mnmm (akt o3HakomieHus Bhagenbia [IDI1 ¢ JlokymeHTOoM, KOTOpas
B3aMMHO OJIHO3HAYHO CBSI3bIBAaETCS C JIOKyMEHTOM | BJaJCNIbIIEM TONNCH;

2.5. Hlmamn IIDII - BusyanbHass OTMETKA 00 ASJIEKTPOHHOM MOAMHUCH, BKIIIOYAOIIAS
pexkBusuthl [IDI1, koTopas aBTOMartHuecku co3gaetcsi cpeacTBamu MC mpu OTKPHITHH
(Bu3yanmzanmu) goKymMeHta, mnoamucannoro IIDII, B wuntepdeiice HC; Bpems
dbopmuposanus [1311 oToOpakaercs B mTamie 1o 4acoBomy mnosicy nojis3zoBatesns VC.

3. O0ecneyeHne PUINYECKON CHIIBI BHYTPEHHHX 3JIEKTPOHHBIX IOKYMEHTOB

3.1. XKusznennsrii nuki Jlokymenrta B UC BkitouaeT: co3ganue u npovue JeiCTBUS 1O ero
o0paboTke, oTpaxkeHue B yueTe, a Takke xpaneHue B IC. UC obecrieunBaeT perucTpanuio
necTBuil noap3oBareneil ¢ JJokymMmeHToM (JIOrMpoBaHUE) B T€UEHUE KU3HEHHOTO IUKIIA.
3.2. Bce Bmanensibl [1911 mpusnator paBHO3HauYHOCTH cBoel [1DI1 cobcTBeHHOPYUHOM
MOJIMUCH HAa OyMa)KHOM HOCHTEIIE.

3.3. Coznmanue [I3I1 B MUC uHUIHMHPYETCS COOTBETCTBYIOIIMM JEHCTBUEM Biajeibla
[13I1, T.e. HE BHINOJHAETCS aBTOMAaTUYECKU UM HEe3aMeTHO s Biajaensua [1O11.

3.4. Tlomnomouus manensiia [IDI1, moamucaBmiero JIOKyMeHT, MOATBEPXKAAIOTCS B
MOMeEHT noanucanus JJokymenra B UC aBTOMaTHYECKHU IO MOJOKUTEIBHOMY PE3yJIbTaTy
CJIEIYIOLIHUX ITPOBEPOK:

* COOTBETCTBYIONINI MOJIb30BaTENb aBTOpU30BaH B 1C,

* COOTBETCTBYIOIIMI KIJIFOU 3JIEKTPOHHOM MOIMCH BKIIFOUEH B PEECTP BBIIAHHBIX KITIOUEH
3JIEKTPOHHOM MOJIINCH,

* COOTBETCTBYIOIIUM KJIFOU AJIEKTPOHHOU IMOANUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOUEH 3JIEKTPOHHOU MOAIKUCH.

3.5. Bpemst hopMupoBaHus 31eKTpOHHOM noanucu ¢pukcupyercs cpeactsamu MC.

3.6. BHyTpeHHHE »JJIEKTpPOHHBIE JTOKYMEHTHI, mnoamucanuble [IDI, npuszHaroTcs B
MBJIOY Ne 23 paBHBIMU 10 IOPUAUYECKON CHiIe JOKYMEHTaM Ha OyMasKHBIX HOCHUTENSX,
3aBEPEHHBIM COOCTBEHHOPYUYHOU MOIMUCHIO, 32 UCKIIOYECHUEM CITy4aeB HEOOXOAUMOCTH
WCIIOJIb30BaHMS KBATM(DUIIMPOBAHHOW DJIEKTPOHHOW TMOAMKUCA B COOTBETCTBUH C
3aKOoHOAATENLCTBOM PD.



3.7. IMonb3zoBarenn UC npusHaroT, uro Busyanusanus mramma [I13I1 mpu nemoncTpannn
Hoxymenta B untepdeiice UC, Beimonnennas cpeactBamu VC, siBiasieTcss HEOCIOPUMBIM
MOATBEPKACHUEM (DaKTa MOANUCAHUS JOKYMEHTa COOTBETCTBYIOUIMM Biaaenbuem 11311
(MOITMHHOCTH U HEOTPEKAEMOCTD ).

3.8. Xpanenue J[okyMEHTOB OCYIIECTBIISETCS IyTEM 3aIUCH CBEACHMI O J[okymMeHTax B
apXMB ICKTPOHHBIX JTOKYMEHTOB, KOTOPBIN siBIseTcs yacTtbio VC.

3.9. MBJIOVY Ne 23 obecnieunBaeT TEXHIYECKUMHE M OPTaHU3AIIMOHHBIMHA MEPaMH 3aIUTy
OT HECAaHKIMOHUPOBAHHOIO JOCTyHa W TNPEJHAMEPEHHOIO YHHMYTOKEHUS W/ WU
HCKa)XCHUS CBEIECHUU 0 JIOKyMEHTax B apXMBeE JJEKTPOHHBIX JoKyMeHTOB MC, a taxxke
rapaHTUpPyeT NOATBEPKACHUE aBTOPCTBA JOKyMEHTa, noanucanHoro 11911 aBropa, B Tom
qyclie IMyTeM YTBEPXKIEHUS IMOMMEHHOTO0 OrPAaHMYEHHOTO CIUCKa JIML, HMEIIINUX
pacimpeHHble (aIMUHUCTPATUBHBIC) MPaBa JOCTYyNa K apXUBY 3JIEKTPOHHBIX JIOKYMEHTOB
ncC.

3.10. HokymenTsl xpansarcs B UC B Tom popmate, B KOTOPOM OHH OBbLITH CO3/IaHBI.

3.11. Komusi 57EKTPOHHOTO JOKyMEHTa MOXET OBITh W3TrOTOBJICHA (pacredaTraHa) Ha
OymaxHoMm Hocutene cpenctBamu MC u 3aBepeHa COOCTBEHHOPYYHOH MOANUCHIO
Brnagensua [13I1. Konus s7eKTpOHHOTO NOKyMeHTa Ha OyMaKHOM HOCUTENE MOJIKHA
coJiepkaTh Bu3yanuzanuio mramna (mramnos) [1311, noaTBepxaaoyto, YT0O OPUTHHAT
JoxymenTa noanucas [1911.

AYTEeHTUYHOCTh 3JEKTPOHHOTO JOKYMEHTa M €ro KOMUU Ha OyMa)kHOM HOCHUTEJE
obecneunBaetcs cpeactsamu UC.

4. IIpaBa, 00513AaHHOCTH M OTBETCTBEHHOCTh BJIA/1E/IbIA JJICKTPOHHON NOANNCH

4.1. Bnagenen [1211 umeeT mpaso:

* oOpamarbcsi K OTBETCTBEHHOMY 3a TeXHU4YecKyto noanepxky VC s aHHyaupoBaHuUs
(0T3BIBA), TIPUOCTAHOBKH (BO30OHOBIJICHMS) ACHCTBUS TPUHAICKAIIECTO €My KIIro4a
AIIEKTPOHHOU MOJIUCH;

* B Cllydyae HEOOXOJIMMOCTH 3aMEHbI, BOCCTAHOBJICHUS KJIIOYA AJIEKTPOHHOU MOANUCU
o0paTUThCs K OTBETCTBEHHOMY 3a TeXHHUecKyro noaaepxky MC c¢ cooTBeTcTBylOLIECH
IPOCKOOI U MOJIYYUTh HOBBIM KIIIOY AJNEKTPOHHOU MOATKCH;

» oOpamatbes k 3aBeayromemy MBJIOY Ne 23 mns pazbopa KOH(PIMKTHBIX CHUTYAaIMi
(ciopoB), BozHHMKarmux npu npumenennn [1311 B C.

4.2. Bnanenen 1911 ob6s3an:

* BeCTH 00pabOTKy BHYTPEHHHUX DJIEKTPOHHBIX NOKYMEHTOB B MC B COOTBETCTBUU CO
CBOMMH JIOJDKHOCTHBIMU O0SI3aHHOCTSIMH,

* MPUHUMATH BCE€ BO3MOXHBIE MEpbI IJis MPEAOTBPAILICHUS HECAHKIIMOHHPOBAHHOTO
WCIIOJIb30BAHMS CBOETO KJIK0Ya 3JIEKTPOHHOMW MOAMKCH;

* HY [IPU KaKUX YCIIOBUSIX HE NIEPEIaBaTh KIIIOU 3JIEKTPOHHOM MOJIKCH APYTUM JIUIIAM;

* MpU KOMIIPOMETAIMM CBOETO KII0Ya JJIEKTPOHHOW MOJNUCH HE3aMEeIIUTEIbHO
o0paTUThCS K OTBETCTBEHHOMY 3a TeXHHMUYECKyko momanepxkky MC s mpuocTaHOBKHU
JNEUCTBUS MPUHANISKAIIETO EMY KITF0Ya 3JIEKTPOHHOM MOJIIMUCH.

4.3. Bmangenen; 1311 HeceT MMYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTh CBOETO KITFOYa
ANIEKTPOHHOM MOJIUCH U €T0 3alIUTy OT HECAaHKIIMOHUPOBAHHOTO UCIIOJIb30BAHUS.

5. Texnosorust npumenenus cpeacrs 1311 B UC
5.1. J{nsa mpumenenwus [1211 8 UC Bnanensity [I311 Heobxomumo aBTopuzoBarhesi B IC ¢
UCTOJb30BaHUEM IyOIMYHOW M KOHQUAECHUMaNbHOM uacted wimroda [IOI1 (ums



noJib3oBatesis 1 naposis). [lognucanue JlokyMeHTa BBINOIHIETCS ITyTEM HaKaTHS
Ha kHomnKky "[loanucare" B untepdeiice UC.

5.2. Undpopmarust 000 BceX BBIJAHHBIX MOJIB30BATEN0 KIIOYAX SJICKTPOHHON
MOAIKCH, JaTax MOJyYEeHUs U MPEKPAIIECHUs UX JEUCTBUS (M3bATHS) XpPAHUTCS B
NC nocrosiHHO.

5.3.lpu mpekpamenun y corpyaauka MBJOY Ne 23 momKHOCTHBIX
oOsi3aHHOCTEH 1O 00pabOTKE BHYTPEHHHX D3JEKTPOHHBIX JOKYMEHTOB C
ncrnonb3oanueM [IOI1 win npu yBONBHEHHUH COTPYIHHKA €ro KIOY BHOCHUTCS B
peecTp OTO3BAHHBIX KIFOUEH ANEKTPOHHOU nmoanucu. C MOMEHTa BHECEHHS KIIFOYa
B pEecTp OTO3BAaHHBIX KJIIOYEH OJJIEKTPOHHOM MOANKMCH BCE IMOCIEAYIOIINE
Joxymentsl, mnoanucanHeie »31oil I[IDII, He cuurTaroTcs NOANMCAHHBIMHU
HaJUIeXKaluM 00pa3oM, T.€. MOANKUCHI0, PABHO3ZHAYHOU COOCTBEHHOPYYHOM.

6. 3axkJII0YMTEIbHOE M0JIOKEHUEe
6.1. Hacrosimee [lonoxenne BCTynaeT B CUITY C 1aThl yTBEPAKICHUSI.
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