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HHOJIOXKEHUE 5
Ob UCIIOJIB3OBAHUU ITPOCTOMU SJIEKTPOHHOU ITOAIIMCHA

1.001mue moa0KeHus

1.1. Hacrosee IlonoxxeHne 06 MCIOIB30BAHUH MTPOCTOM 3JIEKTPOHHON MOJAMUCH (/1aiee
- TlonoxxeHue) sBIs€TCS JIOKAJbHBIM HOPMATUBHBIM aKTOM MyHUIUIIAIBHOTO
OIO/KETHOTO JIOIIKOIBHOTO 00pa3oBaTelbHOTO yupexaeHus dakeabCKuil NeTCKUil caj
TpeTheit kareropuu (ganee MBJIOY dakenbckuii 1/c) U onpeaenseT NopsI0K U yCIOBUS
3aBepeHus corpynHukamu MBJIOY ®@akenbckuil 1/C 3MEKTPOHHBIX JIOKYMEHTOB B
uHpopMannoHHBIX cucTemax (mamee — HC) ¢ mpuMeHEHHEeM MNPOCTON 3IIEKTPOHHOU
noanucu (manee - [1911).
1.2. TIDIl wcmomp3yeTcss B cioydasx, Korma He TpeOyeTcs HCIOJb30BaHUE
KBaJIM(DUIIMPOBAHHOM JIEKTPOHHOM TOITUCH.
1.3. Peamuzanus onpeneneHHbIXx HacTosuuM [lonokeHneM yclnoBUN NPUMEHEHHS
IPOCTOM DJIEKTPOHHOMW MOAMMCH OOEcreuyuBaeT MpUIaHHe IOPUAMYECKONM  CHIIbI
BHyTpeHHUM jokymeHTam MBJIOY ®akensckuii n/c B WC, TpeOyrommm JITUYHON
MOAMKUCH COTPYAHUKA, U ONEPaIUsIM C HUMH.
1.4, Hamuuue IIDIl oOecneunBaeT BHYTPEHHUM DJEKTPOHHBIM JIOKYMEHTaM B
MH(OPMALIMOHHBIX CUCTEMAX:

- OJIJTUHHOCTH;

- LIETIOCTHOCTb - JOKYMEHT HE MOKET ObITh U3MEHEH NOCIIe TOANUCAHUS;
1.5. Hoxyment, moamuchiBaeMbiii 11311 B MC pomxkeH ObITH B HE pPeAaKTUPYEMOM
dbopmare.
1.6. [Jns mnoanmucaHusi SJNEKTPOHHBIX JokyMmMeHTOB B MC wucnonb3yercss mpoctas
AIIEKTPOHHAS MOJIIUCH - HH(OpPMALMS B AIEKTPOHHON popme, KOTopasi MPUCOETUHEHA K
apyroil wuH(poOpManmuu B OIJEKTPOHHOH Qopme (moamuchiBaemMod  HH(OpManuwy,
JIOKYMEHTY B DJICKTPOHHOM BUJIC) WM UHBIM 00pa30oM CBsI3aHHAsI C Takoi nH(opMaImei,
U KOTOpasi UCTIOIBb3YETCs ISl ONpeAesIeHus JIula, MOAMKUCHIBAIOIIET0 HH(OPMALIHIO.
1.7. B xauecTBe nmyonmuHoi yactu kiroda [1911 ucnonb3yeTcss yHUKaIbHOE UMST YIS THOM
3amucu, MNpUMeHsieMoe Juisl aBTopuzauuu nonb3oBarens B MC. B kadecTtBe
KoH(puaeHIManpHOM YacTu kiroda [1311 uconb3yercst maposb K y4eTHOM 3aIUCH.
1.8. Usrorosnenue (reuepanuio), Boigauy u peructpauuto B C ykazanusix B 11.1.7 umen
MOJIb30BaTENEH U MapoJie OCYIIECTBISET OTBETCTBEHHBIM COTPYIHUK (aAMUHUCTPATOP)
ncC.
1.8. TTapoas monws3oBatenss UC mMoxkeT ObITh U3BMEHEH €T0 BIaJebIleM B JIFOOOH MOMEHT
nocie apropusanuu B C. PekoMeH1yeTcst U3MEHATH 11apoJib HE PEXKE OJHOrO pasa B TpU
mecsia. J{ms cHIKeHHs prcKa 1moadopa maposs 1 HECAaHKIIHOHUPOBAHHOTO



HUCIIOJIb30BaHUA JOPYIruM JIMIOOM KJIHO4Ya BHCKTPOHHOﬁ moAIMNCH PCKOMCHIAYCTCA HC
3aaBaThb MMapoJin, UCII0JIb30BAHHBIC pAHCC.

2. TepmuHbI U onpeae/IeHUSA

B nannoM [lonoxeHnn UCnoab3yr0TCs CIEAYIOINE TEPMUHBI U UX ONIPEAEIICHHUS:

2.1. Braoeneu npocmoit nekmponnoit noonucu - corpyaauk MbJIOY ®akenbckuit
J/C, HAJICJICHHBIN MOTHOMOYUSAMHU MOJMUCH JOKYMEHTOB, UCIIOJIb3YIOIIUN UMS
MOJIB30BATENSAN MAapoIIb i aBTopusanuu B UC;

2.2. Dnexkmponnslit 0okymenm (nanee - JJOkyMeHT) - JOKYMEHT OJTHOTO U3 HE
peAaKTUPYEMBIX TUIIOB JOKYMEHTOB, CO3/IaHHBII B 3JIEKTPOHHOM (popMe U MOANMUCAaHHBIN
AIIEKTPOHHOU MOANUCHIO COTPYAHUKA;

2.3. Knrou 3nekmponHoil noonucu - YHUKAJIbHAs TOCIEIOBATEILHOCTH CHUMBOJIOB,
npeAHa3HauYeHHasl I MOJTBEPKIEHUS C HcHoyib3oBaHueM cpencts MC moammHHOCTH
I1DIT;

2.4. IlIpocmasn 3nekmponnasn noonucey (I1311) - unpopmarus B 3IeKTPOHHON

dopme B C, Bo3HUKAIOIIAsE B MOMEHT BBITIOJTHEHUS BJIAJICTBLIEM DJIEKTPOHHOU MOJMUCH
KoMaH bl oanucanus Jlokymenta B untepdeiice MIC, monreepkaaromniasi moyIMHHOCTh
Hoxymenta w/unu (axt o3HakomieHus Bhanensia [IDI1 ¢ [JoxkymeHToM, KOTOpas
B3aMMHO OJIHO3HAYHO CBS3bIBACTCA C JJOKyMEHTOM M BIAAEIbIEM MOANUCH;

2.5. Hlmamn IIDII - BusyanabHas OTMETKAa 00 AJICKTPOHHOM IOINMUCH, BKIIOYAIOIIASL
pexkBusuthl [1OI1, koTopas aBTroMatuuecku co3ngaercs cpeactBamu MC mpu OTKpbITUH
(Bu3yanu3anuu) JokymeHTa, mnoamnucanHoro [IOII, B wunTepdeiice WMC; Bpems
dbopmupoanus [1911 orobpaxkaercs B mramie mo 4acoBoMy mnosicy nosis3zoparens VC.

3. ObecneyeHne WPUANYECKON CHIIbI BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB
3.1. XKuzuennsiii nukn JJokymenta B IC BKITIOYaeT: co3AaHMe M MPOYUE ACUCTBUS TIO
ero oOpaboTke, oTpakeHue B ydere, a Takke xpanenue B MC. MC obGecneunBaer
perucTpanmio AeicTBUM mojb3oBatene ¢ JlokymMeHTOM (JIOTUpOBaHUE) B TEUYECHHE
JKU3HEHHOTO LIUKJIA.
3.2. Bee Bmanenbusl 11211 mpusHaroT paBHO3HaYHOCTH cBoel [1DI1 cobcTBeHHOPYUHOM
MOAMUCH HAa OYMa)KHOM HOCHTEJIE.
3.3. Coznanue IIDI1 B UC wHUIMUPYETCS COOTBETCTBYIOIIMM JEHCTBUEM BIa/eblla
IIDI1, T.e. HEe BBINTOJHACTCS aBTOMAaTUYCCKHU MJIN He3aMETHO 171 Biajaenbia I[1911.
3.4. Tlomaomoumst Bnanenwiia 1D, moamucaBmiero J[OKyMeHT, MOATBEPXKIAIOTCS B
MoMeHT noanucanus JJokymenra B IC aBToMaTH4eCKH MO MOJIOKUTEIBHOMY PE3yJIbTaTy
CIEYIOIINX MPOBEPOK:

- COOTBETCTBYIOIIUN MOJIb30BATENb aBTOpU30BaH B MC,
- COOTBETCTBYIOIIMW KJIFOY DJIEKTPOHHOM TMOJMNKUCH BKJIOUYEH B PEECTP BbIJIAHHBIX
KIJIFOYEH AJIEKTPOHHOM NOAMUCH,
- COOTBETCTBYIOIIMI KJIIOU 3JIEKTPOHHOW MOAMUCUA OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH 3JIEKTPOHHOUN MOAIHUCH.
3.5. Bpems ¢popmupoBanust 31eKTpoHHOM noanucu pukcupyercs cpencrsamu NUC.
3.6. BHyTpeHHHE OJIEKTPOHHBIE TOKyMEHTHI, mnonamucanHeie [IDI1, mpusHaroTCs B
MB/IOY ®akenbckuil J/c paBHBIMU 0 IOPUINYECKON CHile JOKYMEHTaM Ha OyMa)KHBIX
HOCHTEJISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOU MMOJAMKCHIO, 32 HUCKIIOYECHHUEM CIydaeB
HEOOXOJIMMOCTH  HCTIOJB30BaHUS KBAJTU(UIIMPOBAHHON AJIEKTPOHHOW TIOJIIMUCH B
COOTBETCTBHHU C 3aKOHOAATEIbCTBOM PD.



3.7. Ilonb3oBarenu MC npusHatot, uro Buzyanusauus wrammna [I9I1 npu nemoncrpaunn
Jloxymenta B unTepdeiice UC, Beimonaennas cpeacreamu C, sBisieTcss HEOCTIOPUMBIM
NOJATBEPKACHUEM (DaKTa MOJNUCAHUS JOKYMEHTa COOTBETCTBYIOIIMM Biajenbiem 11011
(MOATTMHHOCTh U HEOTPEKAEMOCTB ).

3.8. Xpanenue [IoKyMEHTOB OCYILECTBIISIETCS IIyTEM 3alucu cBeleHuil o JlokymeHTax B
apXUB JIEKTPOHHBIX JOKYMEHTOB, KOTOPBIH siBNsieTcs yacTbio MC.

3.9. MBJ/IOY ®akenbckuii a/c o0ecreuynBaeT TEXHUYECKHMMH M OPTraHH3allMOHHBIMU
ME€paMU 3aIIMUTy OT HECAHKIIMOHUPOBAHHOTO AOCTYIIA U IPEIHAMEPEHHOIO YHUUYTOKECHUS
W/WIN UCKaXXEHUs cBeAeHUM o JIOKyMeHTax B apXHuBe 3JIEKTPOHHBIX JokyMeHToB MC, a
TaK)K€ TapaHTUPYeT IOATBEPXKACHHE aBTOPCTBA JOKyMeHTa, mnoanucaHHoro IIOII
aBTOpa, B TOM YMCJIE IIyTEM YTBEP)KICHHS NOWMEHHOIO OTPaHUYEHHOIO CIIMCKA JIHL,
UMEIOIUX pacllipeHHbIe (aAMUHUCTPATUBHBIE) MIpaBa JIOCTYIA K apXUBY 3JIEKTPOHHBIX
noxkymenToB MC.

3.10. JoxymenTs! xpanstcs B UC B Tom hopmare, B KOTOPOM OHH OBIITH CO3/aHBI.

3.11. Kommst 57E€KTPOHHOTO JOKYMEHTa MOXKET OBITh HM3TOTOBJCHA (pacrieyaTraHa) Ha
OymaxHoMm Hocutene cpenctBamu MC u 3aBepeHa COOCTBEHHOPYYHOM MOAMHUCHIO
Biazensua [IDI1. Konust sieKTpoHHOro AOKyMeHTa Ha OyMa)XHOM HOCHTEJE JOJDKHA
coJiepkaTh Buzyanuszauuio mramna (mrammnos) [1311, noarBepxaaromnyto, 4To OpUrHHAT
JoxymenTa noanucan [1911.

AYTEHTUYHOCTb 3JIEKTPOHHOTO JOKYMEHTa M €ro KONUM Ha OyMa)kHOM HOCHTENe
obecnieunBaetcs cpeacrsamu VC.

4. IlpaBa, 0013aHHOCTH U OTBETCTBEHHOCTH BJIA/1e/IbIIA YJIEKTPOHHOM MOANNCH

4.1. Bnanenern [1211 umeet npaBo:

- oOpamatbcsi K OTBETCTBEHHOMY 3a TeXHHUYecKyro noanepxky MC nns aHHyIMpoBaHUs
(0T3BIBa), MPHOCTAHOBKK (BO30OHOBIICHMS) IEHCTBUSI MPUHAICKAIIETO €My KIHo4a
AJIEKTPOHHOW TOINUCH;

- B ClIy4yae HEOOXOJUMOCTH 3aMEHbI, BOCCTAHOBJICHUS KJIIOYA SJIEKTPOHHON MOMIMUCU
0o0paTUThCSI K OTBETCTBEHHOMY 3a TexHHuYecKyro noaaepxkky MC c¢ cooTBercTBylOLIEH
POCKOOI 1 TOTYYUTh HOBBIH KIIFOY JIEKTPOHHOM MOITUCH;

- obpamarbcs k 3aBenyroniemy MBJIOY ®akenbsckuii 1/c anst pazdopa KOHPIUKTHBIX
cuTyauui (cnopoB), Bo3HHUKaromux npu npumenenuu [1911 B YIC.

4.2. Bnanenen I13I1 o6s3aH:

- BeCTH 00pabOTKy BHYTPEHHHUX 3JEKTPOHHBIX NOKyMeHTOB B MIC B COOTBETCTBUH CO
CBOMMH JIOJDKHOCTHBIMU O0SI3aHHOCTSAMU;

- MPUHUMATH BCE BO3MOXHBIE MEpPHI ISl MPEIOTBpAIICHUS HECAHKIMOHUPOBAHHOTO
HCII0JIb30BaHMS CBOETO KIIF0Ya 3JIEKTPOHHOMN MOAMNNCH;

- HY TIPU KaKUX yCJIIOBUSIX HE MepeaBaTh KU dJIEKTPOHHON MOAMUCH APYTHUM JIUIIAM;

- TpU KOMIIPOMETAIMM CBOETO KJI0Ya OJJICKTPOHHOW TOJMMUCH HE3aMeIJIUTEIbHO
00paTUTbCsl K OTBETCTBEHHOMY 3a TeXHHMYECKylo mnojaepkky MC s mpuocTaHOBKU
JEUCTBUS MPUHAJIEKALIETO EMY KIIF0Ya AIEKTPOHHOU MOAIMUCH.

4.3. Brnanenen IIDI1 HeceT nUYHYI0 OTBETCTBEHHOCThH 32 COXPAHHOCTh CBOETO KITHOYa
ANIEKTPOHHOU MOJIUCH U €ro 3alIUTy OT HECAHKIIMOHUPOBAHHOTO HCIIOJIb30BAHUS.

5. Texnosorusi npumenenus cpeacrts 1311 B UC
5.1. {ns nmpumenenus [1311 B UC Bnanensity [1311 nHeobxonumo aBropusoBatbest B UC ¢
UCTIOJIB30BAaHUEM MyOIMYHONW M KOHpHUAEHIIMANbHON yacTei kmoua [13I1 (mms



noJib3oBarenst U naponb). [loamucanne JIoKyMeHTa BBITIONHSETCS IyTeM HAaXKATHS Ha
kHonky "[lognucate" B unrepdeiice UC.

5.2.Vludopmarusi 060 BceX BbIIAHHBIX MOJIB30BATENIO KIKOYaX AJIEKTPOHHOM MOIUCH,
JaTax MOJIy4eHUs U IpeKpalleHus ux aencTBus (u3bsatus) xpanutcs B IC nocTtosiHHO.

5.3.Ilpu npekpamenun y corpynanka MBJIOY Ne 214 nomkHOCTHBIX 00s13aHHOCTEH 11O
00paboTKe BHYTPEHHUX JJIEKTPOHHBIX JOKYMEHTOB C Mcrnoib3oBaHueM [IDI1 unu npu
YBOJIbHEHUU COTPYJHUMKA €ro KJIOY BHOCUTCA B PEECTP OTO3BAaHHBIX KIIIOUEH
NeKTpoHHOW mnoanucu. C MOMEHTa BHECEHHsI KIIYa B PEEeCTp OTO3BAHHBIX
KIIFOUYEH DJIEKTPOHHOM IOANMCH BCE IOCIEnyromue J[OKyMEHTBI, MOANHUCAHHBIE JTON
[I211, He cuuTaroTCs MOAMUCAHHBIMU HAIJEXKAIIUM 00pa3oM, T.€. TOJIMKCHIO,
PaBHO3HAYHOM COOCTBEHHOPYYHOM.

6. 3ak/0uHTe/bHOE M0JIOKEeHN e
6.1. Hacrosmee [lonoxenune BCTymaeT B CHILY C JaThl YTBEPKICHUSI.
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