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IMoaoxkenue
00 UCIO0JIb30BAHUM MPOCTOM IJICKTPOHHOM MOJAIIMCH

I. O0me mosnoxxkeHust

1.1. Hactrosmee [TonoxxeHne 00 HCTIOIb30BaHUHU MPOCTOM JIEKTPOHHOM MOITUCH

(nanee IlonmokeHue) sBISETCA JIOKAJbHBIM HOPMATHBHBIM akTOM MyHUIMIAIBHOIO
OroKeTHOTO 001eo0pazoBaTenbHOrO yupexaenus «Jlumeit Ne51» umenn Aritemupona Y.U. (nanee
Jluneit) m ompeaenseT HOPSAAOK M YCIOBUS 3aBEpeHUs COTpyIHUKaMM JIumes 3JIeKTPOHHBIX
JOKYMEHTOB B MH(OpManuoHHbIX cuctemax (nanee MC) ¢ mpumeHeHHMEM HpOCTON 3JIEKTPOHHOM
noanucu (nanee - [1011).

1.2. TIQIl wucnonp3yercs B  cioy4yasx, Korma He TpeOyercs — HCIOJIb30BaHUE
KBaJIN(DULIMPOBAHHOM 3JIEKTPOHHOM MOANHCH.

1.3.  Peanusanus onpeneneHHbIX HacToAMUM [lonoxkeHrneM yclioBuil NpUMEHEHUS IPOCTOM
JIEKTPOHHON TOJMHMCH o0ecreyrBaeT NpUJaHue IOPUIUYECKOM CHIIbI BHYTPEHHHM JOKYMEHTaM
JIuues B UC, TpeOyroUMM JTMYHONW NOJNMCH COTPYIHUKA, U ONEpalisiM C HUMHU.

1.4. Hamuune IIDII oOecneunBaeT BHYTPEHHUM OJIEKTPOHHBIM  JIOKyMEHTaM B
MH(POPMAIMOHHBIX CHCTEMAX:

. MOJJIMHHOCTB;

. LEJIOCTHOCTD - IOKYMEHT HE MOXKET ObITh U3MEHEH I0CJIE TIOIITUCAHUS;

1.5.  Hoxyment, moanuckiBaeMmsblii [I3I1 B UC nomxkeHn ObITh B HE peAakTUpyeMoM (opmare.

1.6. Jlma moamucaHUsi OJJIEKTPOHHBIX JOKyMeHTOB B WMC wucmonws3yeTcs mpocrtas
ANIEKTPOHHAsT MOANUCH - MHGOpMausl B 3JIEKTPOHHOM ¢opme, KOTOpas MPUCOENMHEHA K JpYyrou
nH(pOpMalUK B DJIEKTPOHHON (popme (moanmuceiBaeMoi MHPOpPMAIMH, JOKYMEHTY B AJIEKTPOHHOM
BHJIC) WM WHBIM O00pa3oM CBsi3aHHas C Takod uwHGOpMalued, M KOTOpas HCIOIb3yeTCs s
OIpeJiesIeH s JIIa, OAMICHIBAIOIIEro HH(pOpMaIHIo.

1.7. B kagectBe myonuuHoi yact kimova [13I1 ucnonbs3yercss yHUKaIbHOE UMS YUE€THON
3aIucH, IpUMEHsieMoe I aBTopu3annu noss3oBatens B C. B kauecTBe KOH(pHIEHIIMATHLHON YaCTH
kiroua 1311 ucnonw3yercs naposib K y4ETHON 3aIlUCH.

1.8. UsroroBnenue (reHepaumuio), Bbiauy u peructpamuio B MC ykazanueix B 1.1.7
I10JIB30BATEJEN U TaposIed OCYHIECTBIIAET OTBETCTBEHHBIN COTpyAHUK (agmunucTpaTop) 1C.

1.9. [Taponp momws3oBatens MC MoxeT ObITh M3MEHEH €ro BIAJeibIleM B JIFOOOM MOMEHT
nocne apropusanuu B MC. PekomeH1yeTcss \BMEHATH MapOjIb HE PEXKE OJTHOTO pasa B Tpu Mecsiua. s
CHMJKEHMsI pyCKa 11000pa Maposisi U HECAHKIIMOHUPOBAHHOTO UCIIOIb30BAHUS APYIHM JIMIIOM KIIIoua
3JIEKTPOHHOM MOAIMCH PEKOMEHIYETCS HE 3a/1aBaTh I1apOJIM, UCIIOJIb30BAaHHBIC PaHEe.

II. TepmuHbI U onpeaeeHus
B JaHHOM ITonmoxxenuu HCIIOJIB3YIOTCSA CIICAYIOIINC TCPMUHBI 1 UX OMPCACIICHUSA:

2.1. Bmagmenen mnpocTod SJAEKTPOHHOW MOANKMCH - COTPYIHHMK Jluies, HageneHHbIN
MOJIHOMOYHMSIMA TOJANUCH JOKYMEHTOB, HCIOJB3YIOUMHA HMMSI TOJb30BaTelid W Mapoyib JIs
aBTopuzauuu B UC;



2.2.  DneKTpOHHBIM JOKYMEHT (maiee - JIOKyMEHT) - JOKYMEHT OJHOTO U3 He
pPEIAKTUPYEMbIX THUIIOB JOKYMEHTOB, CO3JAaHHBIA B JJIGKTPOHHOM (opMe U TMOAMHCAHHBIN
ANEKTPOHHON MOJMUCKHIO COTPYIHUKA;

2.3.  Kiurou »5iekTpOHHOW TONMUCH - YHHUKalbHas IOCJIEOBATEIbHOCTh CUMBOJIOB,
IIpeHa3HaueHHas JJ1s IOATBEPKAEHUS ¢ ucnob3oBanueM cpeacts MC nognmuunoctu 11011;

2.4.  Tlpocras snekrponnas noanuck (I13I1) - uapopmanus B anekrponnoit popme B UC,
BO3HUKAIOIIAasi B MOMEHT BBIIIOJIHEHUS BIIAJIENbLIEM 3JIEKTPOHHOM MOANMCH KOMaH/bI MOANNUCAHUS
Hokymenta B wuHTepdeiice MC, moarBepkaaromas MNOATUHHOCTh JlokymeHTa wu/wimm ¢akt
o3HakomiieHus1 Buazaensua IIOI1 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJHO3HAYHO CBSI3BIBACTCA C
JIOKYMEHTOM U Bia/€ibLEM MOINCH;

2.5.  Ilramn IIDIT - Bu3yasbHas OTMETKa 00 JJICKTPOHHOW TOMIKCH, BKIIIOYAOIIAS
pekBu3utbl IIDII, koropass aBTOMarudecku cosgaercs cpeactBamu WC 1npu  OTKpBITHH
(Busyanmzanuu) nokymenta, noanucanaoro 1311, B untepderice UC; Bpems Gpopmuposanus 1311
oTtoOpakaeTcs B IITAMIIE IO YaCOBOMY Mosicy nonb3oBarens VC.

I11. O0ecneyenne PUANIECKON CHIIBI BHYTPEHHHMX 3JIEKTPOHHBIX JOKYMEHTOB

3.1.  JKusnennsiii nuki Jlokymenta B UC BKiIro4aeT: co3gaHue U npoyue JeHCTBUS MO €ro
o0paboTke, oTpakeHue B yuere, a Takxke xpaneHue B UC. C obecrieunBaeT perucTpamuio AeicTBui
noJib3oBareseit ¢ JlokyMeHTOM (JIOrMpOBaHHUE) B TEUEHHUE KU3HEHHOTO LIUKJIA.

3.2. Bce Bnazensupl 11011 npusnaror paBHo3HauHOCTh cBoed [IDI1 coOcTBeHHOpPYUHOI
MOJMCH Ha OyMa)XHOM HOCHUTETIE.

3.3.  Cozganue [I31I1 B UC ununuupyercst COOTBETCTBYIOLIUM JeicTBueM Biaaenbiia [1911,
T.€. HE BBITMOJHAETCS aBTOMAaTUYECKH WJIM He3aMeTHO Jiis Biazaenbiia [1911.

3.4. Ilonnomoumsi Buaaenbua I[19I1, nmogmucaBmiero JIOKyMEHT, TMOATBEPKAAIOTCS B
MomeHT mnopnucanus Jlokymenta B HMC aBTOMAaTHyecKH 10 IOJIOKUTEIBHOMY PpE3yJbTaTy
CIIELYIOIUX POBEPOK:

* COOTBETCTBYIOIIMM MTOJIb30BaTENb aBTOpU30BaH B MC,

. COOTBETCTBYIOIIIMI KIIFOY JJIEKTPOHHOW ITOANMCH BKIIOUEH B PEECTP BbIJAHHBIX
KJIFOYEH 3JIEKTPOHHOM IOJIKCH,
. COOTBETCTBYIOLIMI KIIFOY 3JIEKTPOHHOU IOANMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX

KJIFOUYEH 3JIEKTPOHHOMW MOIUCH.

3.5. Bpewms ¢popMupoBaHus 31€KTpOHHON noanucu ¢pukcupyercs cpeacrsamu MC.

3.6. BHyTpeHHHE 3J€KTpOHHBIE JOKYMeHThI, nonanucanusle 1311, npusnatotcs B Jlunee
paBHBIMM 110 IOPUAMYECKOM cuJie JOKyMEHTaM Ha OyMaXXHbIX HOCHUTENSX, 3aBEPEHHBIM
COOCTBEHHOPYYHOM MOAMHUCHIO, 32 HCKIOYEHHEM CIy4yaeB HEOOXOJUMOCTH HCIHOJIb30BAHUS
KBaJIN(UIIMPOBAHHOM 3JIEKTPOHHOM MOANKMCH B COOTBETCTBUU C 3aKOHOJIATENLCTBOM PD.

3.7.  llompzoBarenu MC mpusnaroTt, yto Busyanusauus mrammna [I911 npu nemoHcTpanyu
Hokymenta B uHTepgeiice WC, BbemmonnenHas cpeacrsamu MC, sBisercss HeEOCIOPUMBIM
MOJTBEPXKAEHUEM (aKTa TMOANUCAHMUA JIOKYMEHTa COOTBETCTBYIOIIMM BiajaenbleM 1911
(MOUIMHHOCTB U HEOTPEKAEMOCTB ).

3.8. XpaneHue [IOKyMEHTOB OCYILIECTBIISIETCS IyTEM 3alMCH CBEACHMM O JlOKyMEHTax B
apXUB NIEKTPOHHBIX JOKYMEHTOB, KOTOPBIH siBisgeTcs yacToo MC.

3.9. Jlumeit 22 obecrnieunBaeT TEXHUYECKUMH W OPTaHU3AIMOHHBIMHA MEpPaMH 3aIluTy OT
HECaHKLMOHUPOBAHHOTO JIOCTYIA U MPEIHAMEPEHHOTO YHUUTOXKEHUS W/UIIU NCKAKEHUS! CBEICHUM O
JlokymMeHTax B apXHWBE JJEKTPOHHBIX JOKyYMeHTOB MC, a Takke rapaHTUpyeT MOJITBEpPKIACHUE
aBTOpCTBa JOKyMeHTa, noanucanHoro [I90I1 aBTopa, B TOM 4nciie mMyTeM yTBEPKIACHUS TOUMEHHOTO
OTPaHUYEHHOTO CIHCKAa JIUI], UMEIOIIMX pacllipeHHble (aAMMHHMCTpPATHBHBIE) MpaBa JOCTYyNa K
apXUBY IEKTPOHHBIX JOKymMeHTOB MC.

3.10. [oxymentsl xpansarcs B IC B Tom hopmaTe, B KOTOPOM OHH OBLIH CO3/1aHBI.

3.11. Komus >1I€KTpOHHOTO JOKYMEHTa MOXET OBITh H3TOTOBIEHA (pacrmedaTaHa) Ha
OoymaxknoM HocuTtene cpeacrtBamu MC n 3aBepeHa coOCTBEHHOPYYHOH moanuckio Biagensia [1911.



Komusi »1nekTpoHHOrO OKyMEeHTa Ha OyMa)KHOM HOCHTENE JOJDKHA COAEpkKaTh BHU3yaTH3aIUI0
mramna (mrammos) [1911, moareepxaarontyro, uro opuruHan JJokymenTta noamucan [19I1.

AYTEHTUYHOCTh DJIGKTPOHHOTO JOKYMEHTa M €ro KOMHMM Ha OyMaXHOM HOCHUTele
obecrieunBaercs cpeacrtsamu VC.

VI. IIpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh BJIa/Ie/IbIA JIEKTPOHHO! MOANUCH

4.1.  Bmagenen 1311 umeer npaso:

. o0paraThCcsi K OTBETCTBEHHOMY 32 TEXHUYECKYIO moanep:kky UC mist aHHyTupOBaHUS
(o13BIBa), MPUOCTAHOBKU (BO3OOHOBJICHUS) JACUCTBUS MPUHAJICKALIETO €My KIIt0Ya 3JIEKTPOHHOM
MIOJIITUCH;

. B Cly4ae HEOOXOJMMOCTH 3aMEHBI, BOCCTAHOBJICHHSI KJIFOYA AJICKTPOHHOW MOJIMTUCU
o0paTuTbcs K OTBETCTBEHHOMY 3a TexHHYeckyro noanepxxky MC ¢ cooTrBercTByIomIeil mpockOoi u
MOJIYYUTh HOBBIN KITIHOY 3JIEKTPOHHOMN MOAIUCH;

. oOpamaTtbcsi K qupektopy Jlunes mis pazbopa KOHGIUMKTHBIX CUTYyalHi (CIOpOB),
BO3HHMKaroImuxX npu npumenennu 11311 B UC.

4.2. Bmagpener I1911 06s3an:

. BECTH 00pabOTKYy BHYTPEHHHUX 3JIEKTPOHHBIX JIOKyMeHTOB B MIC B COOTBETCTBHM CO
CBOMMH JJOJKHOCTHBIMU 00S3aHHOCTSIMU;

. IIPUHUMATh BCE BO3MOXHBIE MEpHI I NPEIOTBPAIICHUS HECAHKIIMOHMPOBAHHOIO
HCIIOJIb30BAaHUsSI CBOETO KJIH0Ya JIEKTPOHHOM IOJINCH;

. HU IIPY KaKUX YCIIOBHSX HE IIEPEAABaTh KIIIOUY MIEKTPOHHOU MOAIMCH APYTHUM JIMLAM;

. IIpY  KOMIIPOMETAIIMM CBOETO KJII0Ya JJIEKTPOHHON IIOANMCHU HE3aMEUIMTEIBHO

00paTUThCS K OTBETCTBEHHOMY 3a TEXHHUYECKYI0 moanepxky WMC Ui mpHOCTaHOBKU ICHCTBUS
IIPUHAJUIEIKALIErO MY KIIX04Ya 3JIEKTPOHHOM IOAIUCH.

4.3. Bnangenen IIDII HeceT nMYHYI0 OTBETCTBEHHOCTb 3a COXPAaHHOCTb CBOErO KIIIOYa
JJIEKTPOHHOM MOAMKUCH U €T0 3alIUTy OT HECAaHKIIMOHUPOBAHHOI'O UCIIOJIb30BAHU.

IV. Texnonorus npumenenus cpeacrs [I911 B UC

5.1.  [nsa npumenenus [1911 B UC Bnanensuy I1311 nHeodbxoaumo aBropuzoBatbes B MIC ¢
UCIOJIb30BaHUEM MyONUYHOM M KOH(uIAeHuManbHOM wacteil kmowa IIOI1 (ums monbp3oBatens u
napoisib). [lognucanue JlokymeHTa BBIMONHSETCS MyTeM Haxkatus Ha kHomky 'llogmucate" B
unrtepdeiice UC.

5.2. HWudopmarus 0060 Bcex BBIJAHHBIX IOJB30BATENI0 KJIHOYaX JIEKTPOHHOW MOJIKUCH,
JaTax MOJyYeHUs U MpeKpalleHus ux aeiucTBus (u3bsatus) xpanutcs B IC nocrostHHO.

5.3.  Ilpu npekparieHuu y coTpyaHuKa Jlnmes T0oMKHOCTHBIX 00si3aHHOCTEHN 10 00paboTKe
BHYTPEHHUX 3JIEKTPOHHBIX IOKYMEHTOB ¢ Hcrosib3oBanueM 11311 niam npu yBosibHEHUHU COTPYIHUKA
€ro KJII0Y BHOCHUTCS B PEECTP OTO3BAaHHBIX KIIIOUEH AEKTpOHHOW mojnucu. C MOMEHTa BHECEHUs
KJII0Ya B PEECTpP OTO3BAaHHBIX KIIOUEH D3JIEKTPOHHOM MOANUCH Bce mnocienyroumue JoKyMeHTHI,
nojxnucanuele 31oi 1011, He cuMTarOTCs MOJMUCAHHBIMU HAJJIeKaIluM 00pa3oM, T.€. MOJIHUCHIO,
paBHO3HAYHON COOCTBEHHOPYYHOM.

VI. 3aki104uTre/ibHOE M0J10KeHH e
6.1. Hacrostiee [1onoxeHne BCTyIaeT B CUITY C JaThl YTBEPKIACHUS.



