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Honoxenne 06 Henoab3oBanuM NPoCToil Y IEKTPOHHOH n&mm Aa8 BHYTPEHHEN0 WIeKTPOHHOT O
noxymenToobopora 8 'BOY PK "Cnennarmiuposannas mko/ia ickyccrs"”

1.006mue nonoxenns

1.1. Hacroswee [Monoxenne 06 wucro/nb30BaHHE IPOCTOH MIEKTPOHHON NMOANHCH B HHGOPMAIHOHHOMN
cucreMe (manee - HC) I'BOY PK "Cnennammsuposannas mkona uckyccets” (nanee - [lonoxkenme) spnsercs
OKanbHbEM  HopMaTHBHEIM aktom [BOY PK "Cnenmanu3uposaHHas mIKona HCKyceTs" (aamee -
Oprann3auus) W onpenenser NopsAoK H YCIOBHS paboThi COTPYAHHKOB C DICKTPOHHBIMH JOKYMEHTAMH B
HUC, nenocpeacTBeHHO CRA3aHHBIME C HX TPYJIOBOH JeSTEIRHOCTRIO, C NpPHMEHEHHEM MIPOCTOH 3MEKTPOHHOH
nojnucy (ganee - [T3IT).

1.2. VuacTHHKaMH 37€KTPOHHOIO B3aHMO/ICHCTBES HA YC/IOBHAX, ONPEIENCHHEIX HACTOSIHM [TooMeHuHeM,
ABNAIOTCA coTpyAnMKE OpraHu3auds, moAmHcasmue YBeJOMICHHE 00 o3HakomsieHHH ¢ [lonomeHmeM.
OGpaseny Yeenomnenus npusesen B [lpuiowenun Ne 2 K mactosmemy [lonowenmio. [loamucanme
coTpyAHHkoM OpranHszanus YBeJOM/IGHHA PaBHO3HAYHO IPHCOE/JHHEHHIO K COITAMIEHHIO 06 YYacTHH BO
BHYTPEHHEM 3JCKTPOHHOM JOKYMeHTo00O0poTe ¢ Hemonbzosanwem [13I] Ha YCHOBHAX HACTOSINETO
[lonoxenus B cooTBeTcTBHE o cT. 428 paxaanckoro Konekca PO ("Horosop npucoeqaueHHs").

I.3. Peamizanms onpenencHHEIX Hactosmmm [lonoxennem ycioBHi TpHMeHEHHS NpOCTOH 3ACKTPOHHOH
NOANHCH 00eCNeYHBacT MNpHJaHHE MOPHAHYCCKOH CHJbI- BHYTPCHHHM OJEKTPOHHBIM JOKYMEHTAM
Opraansauun 8 UC, Tpebyionium mHuHO DOAIHCH COTPY/IHHKE, H ONCPAIIHAM C HHMH.

1.4. Hanuuue [1D11 obecneynBaeT BHYTPEHHHM IEKTPOHHEIM NoKymenTam B C:

* NIOUTHHHOCTE - IOATBEPKICHHE ABTOPCTBA TOKYMCHTA;

* 1IeIOCTHOCTL - AOKYMEHT HE MOXeT ObITE HIMEHEH NOCHe NO/IMHCAHHALT,

* HE OTPHIaHHWE SBTOPCTBA (HEOTPEKAEMOCTE) - BTOP HE MOKET OTKa3aThCH OT CBOEi moamacH.

L.5. Jlns noankcanus anexTposHsIX Jokymentos B MC ucmomssyercs mpocras

MEKTPOHHAA NOIHCE - HHPOPMAIHA B IEKTPOHHOH (opMe, KOTopas NPHCOoeIHHEHA K ApYrod nHpOpMAaIHE
B 3EKTPOHHOH (opme (mOMNMHCHIBacMO# HHPOPMAIMH, NOKYMEHTY B VICKTPOHHOM BUAE) HIH HELIM
oOpasom cBszamHax ¢ Takodi HHQOpMamMeH, M KOTOpas MCIOIB3YeTCH Ui OlIpeficTicHHA JIHIA,
NO/UTHCHBAIOMEr) HHPOPMAITHIO,

1.6. B kasecrse nyGmmunol wacte wmowa IT311 Wcmonb3yeTcs VHHKANLHOE HMS VU9eTHOH 3anucwH,
IPHMCHAEMOE JUis aBTOpH3alHKH monk3osare/in B HC. B kavecTse xondmaennnansaoi gacti kmoua [T311
HCTIONB3YETCA ApoNk K VYETHOH 3amHCH.

1.7. Hsrotosnienne (resepanmio), Beigauy | perucrpanuio B MC ykazannwx B m.1.6 HMeH nois3osaternci H
napoeil 0CymecTBIAeT HHKEHED.

1.8. ITapons noassosatens UC moxeT GBITh HiMeHeH ero BIagelbieM B MH060H MOMEHT MOC/e ABTOPH3AIHH
B HC. PexomenayeTcs H3MeHATH Napo/is He PElke OOHOTO pala B TpH mecsna. Jlis cHmKenus pucka noabopa
Napois H HECAHKIHOHHPOBAHHOTO HCNONL30BAHHA APYTHM JHIOM KI04a 3ICKTPOHHON NOANKCH
PEKOMEHIYETCH HE 3a/1aBaTh APOTH, HCIO/Ib30BAHHEIC PAHEE. .

2. TepMHHEI H onpe/leIeHAS

B nannom [lonoxennn HCIONB3YIOTCS CAEAYIOMME TEPMHHB! H HX OMPEACTICHHS:

2.1. Bnazenen npocToi 3ICKTPOHHON NOAMHCH - coTpyaHHK OpraHH3aiHy, MOANHCABIIHE YBenoMIenue 06
O3HAKOMIICHHH ¢ HAacTOSIEM [To/I0EeHHEM H HCTIONL3YIONIH HMS MOML30BATENS U NApOJE LTS ABTOPH3AIHY
B UC;



2.2. BHYTpEHHNMIl 3EKTPOHHEI JOKyMeHT (aatee - JJoKyMeHT) - JOKYMEHT OJHOIO M3 THIIOB JOKYMEHTOB,
npusejieHHbX B [Ipanoxkenun 1 x mactommemy [lonoxenmio, cozgamneii B UC B anexkTponHol dopme B
HO/MHCAHHBIH  JMCKTPOHHOH NONANHCHIO COTPYAHHKA (JIEKTPOHHLIMH MOANHCAMH  COTPY/IHHKOR)
Opranmzamm;

2.3. KmMOY DNEKTPOHHOH MONIHCH - YHHKAILHAA [0C/IEN0BATEILHOCTh CHMBONOB, NpeTHA3HAYEHHAN IUIf
NOATBEPHIEHHA ¢ Henoab3oBanueM cpeicts MC nopmanocta [1311 B JlokymenTe;

24. peecTp BBUIAHHEIX KmWO4Yeil 3/MeKTpOHHOH NommHcH - xpansmmiics 8 MC COHCOK VHHKATBHEIX
NOCAeN0BATENLHOCTEH CHMBO/IOB, CONEpXKAMMXCA B BHUIAHHEIX M0Jb30BATE/ MM HMEHAX VUCTHEIX 3amuceii u
Naposax;

2.5. peecTp OTO3BAHHBIX KIOUEH JNEKTPOHHOI NoanucH - Xpaasmuiics 8 UC comcox none3zosareneii UC, y
KOTOPBIX KJIHYH 3/CKTPOHHOH MOMITHCH K MOMEHTY oOpallleHHS K JaHHOMY peecTpy ObUIH OTMEYeHBl Kak
HEJCHCTBUTE/ILHBIE,

2.6. npoctas snexkTpoHHas nommuck (I1D11) - undopmanus B anektponnoi dopme 8 UC, sosuukaiomas &
MOMCHT BBITIO/IHEHHA BJIAJCILIEM MIEKTPOHHOH MOINHCH KOMaHIEl NoamHcanus JlokymeHTa B uHHTepdeiice
HUC, noareepxaalomas nomiuHHOCT: JloKymenTa W/HIH (akT o3HakomsieHns saagemsma [1DI1 ¢
JlOKyMEHTOM, KOTOpas B3aHMHO OJHO3HAYHO CBA3LIBAETCH ¢ JIOKYMEHTOM K BIAZEIBIEM IIOIIHCH;

2.7. wrramm [1D11 - u3yansHas oTMeTKa 00 2NMeKTPOHHOM NOIHCH, BKIOYalomas peksr3uTel [1311, xoTopas
aBTOMaTH4eCcKH co3gaerca cpeactsaMi MC npu orkpeimin (Br3yanu3anmun) foKyMenTa, nommucanioro [T3IT,
B uHTepeiice UC; spems dopmuporanus [1311 oTobpaxaeTcs B mTaMIe [0 YACOBOMY TOACY MOMLIOBATEIN
HC; '

2.8. obpaboTka 37MEKTPOHHOTO JOKyMeHTa - JciicTBHs momssosarens MC ¢ 31eKTPOHHBIM JOKYMEHTOM
cpeactBaMd  MC, Brmo€as, HO He OrpaHHYMBAaACh: CO3JaHHe, nNpoBepka, noammcamme 11311,
uHpopmupoBanne apyroro nombiosarens UC o jokyMeHTe, MOATBEpAACHHE MONYYEHHS, OIHAKOMIICHHE,
CO3JaHHE KOIMHH Ha DymMamHOM HOCHTElNE, OTKIOHEHHE, YIATCHHE.

3. OBecnevenye IOPHIHICCKOH CHITEI BHYTPEHHHX YIEKTPOHHBIX JIOKYMEHTOB

3.1. Kusnennwii uukn Jloxkymenta 8 MC sxmogaeT: co3jande H Opouse ACHCTBHA 1O ero obpaboTtke.
oTpadenHe B yuere, a Tacke xpanenue B MC. HC oGecneunsaer permcrpammio geficrenii noassosarencii ¢
HoxymenTom (I0rHpoBanre) B TeyeHHe KHIHEHHOTO IAKNIA.

3.2. Bee mmagemsum [1311 npussaror pasHosmasnocts csoeii T13I1 coBGcTBeHHOpYUHON mOmMHCH Ha
OyMaiHOM HOCHTENE. :

3.3. Cosznanne TI3IT B MC HuMumupyeTcs COOTBETCTBYIOmEM nclicTBHeM miaagensua 11911, T.e. mHe
BHITOIHAETCS ABTOMATHYCCKH HIIH HE3aMETHO [UIA BIagenbia.

3.4. Tlonsomouns Baanensna I1311, nmognmHEcasBmero JIOKYMeHT, NOATBEPHIANTCA B MOMEHT IOINHCAHHASA
Hokymenta B UC aBTOMaTH4eCKH 0 DONOKHTEAEHOMY PE3YILTATY CAENYIONIHX TPOBEPOK:

* COOTBETCTBYIONIHH MO/Ib30BaTEN: aBTOpH30BaH B MC,

* COOTBETCTBYIOUHH KIHOY 3ICKTPOHHOH NOMNMCH BKIIOYEH B PeecTp BBHIIAHHEIX KO4eH 3/eKTPOHHOM
HOIIMHCH, A

* COOTBETCTBYIOLIME KJIIOY IEKTPOHHOH NOIHCH OTCYTCTBYET B peecTpe OTO3BAHHBIX KIHYEH 3IeKTPOHHOM
MOJAINHCH.

3.5. Bpems dopmuposanus 3neKTpoHHOH NoanucH ukcupyercs cpeacteame UC mo rpuEBHYCKOMY
epemerH (UTCHD).

3.6. BuyTpetinne 31eKTPOHHEBIE IOKYMeHTSI, nepeunciennsic B [lepeune, npusesennom B [Tpunoxennn No 1
k Hactosunemy [lonomenmio, nonmucamnsie [1311, npusnatores B OpraHH3alMK PABHBIME 10 IOPHIHYCCKO
CHJIE IOKYMEHTaM Ha OyMaHBIX HOCHTE/AX, 3aBEPEHHBIM COBCTBEHHOPYYHOI MOIIHCHIO.

3.7. Noms3osarenu WC npussator, uro uzyanmuzanms mwramna [I211 npe memomerpauun [foxymenta B
unrepdeiice UC, mmmonsesnas cpeacreamum WC, sBISETCS HEOCTIODHMEIM HOXTBepKAcHHMeM (axta
HOANHCAHHA JTOKYMEHTA COOTBETCTBYIOIHM Biagensuesm [1D11 (mogminnOCTE H HeOTPEKaEMOCTE).

3.8. Xpanenue JIoKyMeHTOB OCYIIECTRISETCH [YTEM 3aMHCH cBeneHHi o JIOKyMeHTax B apxus JNMEKTPOHHEIX
JIOKYMEHTOB, KOTOpbI# sanseTcs 9acTeio HC.

3.9. Oprasuzainus obecrieydBacT TeXHHYECKMMH M  OPraHH3aIHOHHEIMH MEpaMH  3AMHTY OT
HCCAHKUHOHHPOBAHHOIO JIOCTYNA H [PE/HAMEPEHHOTO YHHUYTOKEHHS MW/HMIW HCKaOKCHHS CBeIcHHH o
HokymenTax B apxuBe iekTpoHHEX joKymeHToB MC, a Takke rapaHTHpyeT MOATBepAIEHHE ABTOPCTBA
noxymenTa, nojankcansoro [I3I1 astopa, B ToM 4HCIe myTeM yTBEpHKICHHA MOHMECHHOTO OIpaHM4EHHOTO
CIHCKAa /ML, MMCHMHX pacUIMPeHHBIC (aIMHHHCTPATHBHBIE) NpaBa JOCTYIA K APXMBY 3/€KTPOHHEIX
moxymenTos MC.



3.10. Jloxymentsl xpanatca 8 UC B ToM (opmare, B KOTOPOM OHH OBUTH CO3/AHBL Cpox xpanenns
HoxymenTos 1 ceenenmii o lokyMeHTax He MOKeT GBITH MeHee 3 (Tpex) JieT | ONpeNeNseTes B COOTBETCTRHH
C JIOKaNbHBEIMH HOPMaTHBHBIMH aKTaMH OpraHH3alliH HIH €€ CTPYKTYPHBIX HOJpasieieHHil.

3.11. Komus 371eKTPOHHOTO JIOKYMEHTa MOXeT ObiTh M3rOTOBIEHA (pacleuarana) Ha GyMaKHOM HOCHTENE
cpeacteamu MC u 3aBepena coGcTBeHHOpY4HOH noamuchio Bhanenbna T3] 1HG0 WieHAMH KOMHCCHH.
BKMIOaloUei B ceOf KaK MHHEMYM pykoBonuTens OpraHmMsalnsd ¥ JHIO, HMEIOee pPacHIMPEHHBIC
(aIMHHMCTpaTHBHBIC) NpaBa JOCTYNA K apXMBY SIEKTPOHHHIX A0KymentoB MC. Komms snextponHoro
JAOKyMeHTa Ha OyMamHOM HOCHTeJie J0/DKHA CONEPKATE BH3YAIH3ALMIO IITAMMNA (wrammog) [IDI1,
NOATBEPKIAIONLYIO, 4T opuraHan Jloxymenta noamucas [T31T. AyreHTHUHOCTE 1€KTPOHHOTO JOKYMEHTA H
€ro KomHH Ha DymaxHOM HocHTene o0ecnednBaercs cpencreamu UC.

4. Ipapa, 0053aHHOCTH H OTBETCTBEHHOCTD BIALCIbLA JIEKTPOHHOM MOIIHCH

4.1. Baragenen I1311 umeer npaso:

* obpamarbcs k OrseTcTBEeHHOMY 32 TexHMueckylo mnommepkky HC s aHHYITHPOBAHHS (OT3bIBA).
NPHOCTAHOBKH (BO300HOBNIEHHN) AeHCTRHS NIPHHALIEKAIIETO eMY KIH04a HICKTPOHHOM MO/ IHCH:

* B Ciydae HEoOXONHMOCTH 3aMCHBI, BOCCTAHOBJICHHMA KJIHOYa 3NcKTPOHHOH TNOMNMCH OOpaTuTECs K
OrBetcTBenHoMy 3a TexHuueckyio noepxky MC ¢ coorsercreyromeii npocnboii u MOMYy4YHTE HOBRIH KO
INCKTPOHHOH MOOIHCH; '

* o0pamarses & pykosonctsy Opraxusaman s pasGopa KOH(IHKTHEIX CHTYAIHiE (cTIOpoOB), BO3HHKAKOLIHX
npa npumenernn [T311 8 UC.

4.2. Bragenen [1311 oGs3an:

* BeCTH 00pabOoTKY BHYTPEHHMX JTEKTPOHHBIX JOKYMeHTOB B MIC B COOTBETCTBHH €O CBOMMHE J0IKHOCTHBIME
0DAIaHAHOCTAMM;

* NPHHHMATL BCE BO3MOXHBIE MEphl /18 MPeJOTBPALICHHS HECAHKIHOHHPOBAHHOTO HCHOIL30BAHHS CBOEro
K/IKyY9a 3EKTPOHHOH NO/INHCH;

* HH IpH KaKHX YCOBHAX HE NEPEIaBaTh K09 3MEKTPOHHON NOMIHCH IPYTHM JIMIAM;

* TpH KOMIPOMCTAllHH CBOEro KIIOYa 3ICKTPOHHOH MONNMHCH He3aMeLIHTENLHO o0paTHThCS K
Otsercreennomy 3a Texmmueckyro nomtepkky UC s NMPHOCTAHOBKH JICHCTBHA NPHHAUISKALIETO eMY
KMO4a 3NEKTPOHHOR TOANMACH.

4.3. Bnagenen TT311 mecer nHYHYIO OTBETCTBEHHOCTS 32 COXPaHHOCTh CBOETO KIOYA 3IeKTPOHHOMH MonucH
H €TI0 3alHTY 0T HECAHKIIHOHHPOBRAHHOTO HCIIOIL30BAHHA.

5. Texnonorus npumenenns cpeacts 1211 B UC

5.1. ins npumenenns 11211 8 MC snamensny T3I1 meobxomumo asTopH3oBateea B MC ¢ nenmonssoBannem
nydmuHOl ® KoHumeHmHanbHOH wacreit kmoua [1901 (MMs momslosatens u napons). [loanucaune
JokymeHTa BLIONHAETCH Ny TeM HAKATHS Ha kHOnKY "llommucars” B mHTEepdeiice MC.

3.2. Mudopmaus 060 Beex BRUIAHHLIX MOIB30BATENIO KIIOYAX WIEKTPOHHOH MOANKMCH, 1aTax NONy4eHHs H
NpeKpaliecHHA HX OeHCcTERA (H3bATHA) xpaauTcs B HC nocrosnro.

5.3. llpu npexpamenwn y corpymHEKa OpraHusanie J0/UKHOCTHEIX oOszanHocTeli no ofpaBotke
BHYTPEHHHX JICKTPOHHBIX NOKYMEHTOB ¢ Hemoib3obanuem [IDI1 mam npu yBomsHenuw coTpyIHEKA ero
KIIOY BHOCHTCH B DEECTP OTO3BAHHBIX KMOucH 3MeKTpoHHOH moanucH OTBETCTBEHHLIM 3a TEXHHYECKYIO
noiepxky UC. C mMoMenTa BHeCeHHs KIOuA B PeecTp OTOIBAHHAIX KIHOUCH MEKTPOHHOH MOANHCH BCe
nocaeayroiuye Jloxymentsl, momnucammsie drodi I1D[1, He CYMTAIOTCS TIOITHCAHHEIMH HALTeAKATTHM
00pa3soM, T.€.NOAMHCEIO, PaBHO3HAYHOH COGCTBEHHOPYUHOIA.

6. 3aKmoYHTEILHEIE TIOJIOKEHAS

6.1. Hacrosmee IMonoxkenue BeTynaer B CHIY C JIaThl yTnepméHHa,

6.2. Texcr Tlomoxenus pasmemaercs 8 HUC. Cnocob JOCTYNa K aKTyaneHOH Bepcuu [lomomenus
OMHCEIBACTCA B MOJIb30BaTeNLCKOH TokymeHnTanHu k MC.

6.3. Texcr Ilonoxenns Xpaunurcs y ampexropa I'BOY PK «CneunanusmpoBannas wmkona HCKYCCTB» H
IPEAOCTABNLETCH COTPYAHHKaM Oprasx3aieg no 3anpocy.

6.4. Jloxymentsi, cozganusie B MC u moammucannsie 11901 B COOTBETCTBHE C HacToamaM [Tonoxennem,
[PH3HAIOTCH KPHIHYECKH 3HAYHMbIMH ¢ JaTH yTeepkncans [lonoxenns.



