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[ojnoskeHre 006 MCTOMB30BAHHH IIPOCTON  SIEKTPOHHOH  ITOAMMCH S\ JUIi™ BHYTPSHHETO 3JIEKTPOHHOIO
noxymentoo6opota B MBOV 10 "KpacHoX0IMCKUH JT" S

1.001ue n9I0XKEHUA

1.1. Hacrosmmee IlomoxeHne 06 MCMOIB30BAHUM TPOCTOH JJIEKTPOHHON MOIITHCH B uHpOpPMALMOHHOM
cucreme (manee - MC) MBOYIO "KpacHOXOMMCKHH JUIT" (manee - Ilosoxkenue) sIBASETCS JTOKAIbHBIM
sopmaTuBHeM aktoM MBOYJIO "KpacHoxonMcKui JUIT" (manee - Opranusaiys) ¥ OMpenessieT IOPpsAIoK 1
ycioBust paboThl COTPYIHHKOB € SICKTPOHHBIMU JTOKYMCHTAMH B HC, HEMOCPEACTBEHHO CBA3AHHBIME C UX
TPYIOBOH AEATENBHOCTBIO, ¢ TPUMCHCHHEM IIPOCTOI 37TeKTPOHHOM Mo amucH (naree - [IOII).

1.2. YuacTHHKAaMH 3JEKTPOHHOTO B3aMMOJEHCTBHSA Ha YCIOBHAX, ONPEICICHHBIX HACTOAIIMM [TonoxeHueM,
SBJIAIOTCS COTPYAHHKM OpraHu3alliy, HOJIUCABLINE YBEIOMIICHHE 00 osnmakomyieHuH ¢ I[loyoKeHHEM.
OGpaseny YeemomieHus InpuseneH B IIpHnoxeHuu No 2 x macrosmemy Ilomoxenuto. llommucanme
coTpymEnKoM OpraHusany YBETOMJICHHS PABHO3HAYHO MPHCOCAMHCHHIO K COTJIALICHHIO 00 y4JacTuH BO
BHYTPEHHEM 3JIEKTPOHHOM nokyMeHTOoOGOpoTe ¢ mcrmonp3oBanvem [IOI1 Ha yCOBHAX HACTOAMICTO
onoskerus B cOOTBETCTBHH co cT. 428 I'paxnanckoro Koaekca PO (" {orosop HpHcoeTHEeH:s ).

1.3. Peanmsanus OIpeleNeHHBIX HacToAmMM [logoxeHuem YCIOBUH MPUMEHEHHS IIPOCTOH 3IMEKTPOHHOM
MOJTHCH OOECIIeunBaeT INpUIAHHE FOPHIMYECKOH CHIBI BHYTPEHHHM OICKTPOHHBIM - HOKyMCHTAM
Oprarmsamun B VIC, TpeOyromuM IMYHOM TOMIMHCH COTPYAHHUKA, U OTICPALIAM C HIMH.

1.4. Hammune TT1D11 oOecnieurBaeT BHYTPEHHUM 2JIEKTPOHHBIM JTOKYMEHTAaM B UC:

* [JOUTMHHOCTD - OATBEPIKICHHE aBTOPCTBA NOKYMEHTA;

* LIEJIOCTHOCTD - IOKYMEHT He MOKET OBITh H3MEHEH II0CIIE MOIICAHM;

« He OTpHIIAHAE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOXKET OTKA3aThCA OT CBOEH MOZTIHUCH.

1.5. Jlna moAnucaHus SJIEKTPOHHBIX JOKYMEHTOB B W C ucmonp3yeTcs mpocTas

3NIEKTPOHHAs [IOAMHACH - HH(OPMAIIHS B JJIEKTPOHHO# hopme, KOTOpast PUCOeIMHEHA K IPYTOH uH(GopManun
B 5NeKTPOHHON (opme (HOAMHCHIBaeMOI HHQOPMAIHH, IOKYMCHTY B SJICKTPOHHOM BHE) WIA HHBIM
o0pazoM cBs3aHHAs C Takodl HMH(OpMAIHMeH, M KOTOpas HCIONB3YCTCA JUIS  OTIpEelieNICHHs JIMIIa,
IO AIICHIBAOIIET0 HHOOPMALIHIO. t ;

1.6. B xauecrtBe myOnmuHO# dwactH kmoua [IDII mcmombsyeres YHHKAIBHOE MM y4YEeTHOH 3ammcHy,
IpUMeHseMOoe JIJI aBTOpU3alMH IOJB30BATEIA B JIC. B kauecTBe KOH(pUIeHIMANbHON dacTH Kiroua [1O11
FCIIOJB3YETCs TAapolb K yUETHOU 3aIUCH.

1.7. UsrotoBnenue (TeHEPAIHIo), BbIIATY U PErHCTPALUIO B UC yka3anHbIX B 11.1.6 HMEH TONb30BaTeNICH U
napoureii ocymectsisier Oprosa Mapuna Banepbesna (nanee - OTBETCTBEHHEIH 3@ TEXHUYECKYIO MOANCPXKKY
UC). :

1.8. Tapoxs nomezosarenst MC MoxeT ObITh H3MEHEH €ro BIajCNbIeM B 11060# MOMEHT I10CIIE aBTOPH3AINN
B VIC. PekoMeHayeTcs H3MEHSTE [1aposib He PEXe OHOTO pasa B TP Mecsla. Jlns cHmwKeHusT pucka nogbopa
mapoas M HECAHKIMOHMPOBAHHOTO HCIONB3OBAHMS APYTHM JIHMIOM  KIHO€a SIEKTPOHHON  IOJMHCH
PEKOMEHIYeTCs He 3a]1aBaTh [1apoJli, HCTIONb30BAHHbIC PAHCE.

2. TepMHHBI U ONPEIEIICHUS

B nanroM [100/KEHHH HCTIOIB3YIOTCS CIEYIOIIEe TEPMUHBI M UX ONPEIC/ICHHS.

2.1. Bragesner mpoCcTOH JMEKTPOHHON MOATHUCH - COTPYAHHK OpraHu3aIuy, ToANKCABIIN YBeloMIeHne 00
03HAKOMJIEHHHU ¢ HACTOSIITEM [10NI0/KeHHEM | HCTIOB3YFOLIMI MM ITOIB30BATE/S X IIApOITh JUIs aBTOpH3aLlil
B UC;

2.2. BHyTpEHHMI JIEKTPOHHBIH TOKYMEHT (Hanee - JIOKyMEHT) - JOKYMEHT OJHOTO M3 THIIOB JOKYMCHTOB,
puBeJIeHHbIX B IIpHnoKeHnu | K HACTOAIIEMY Tonoxenuto, co3nannbeii B UC B 25eKTpoHHOH popme u
[O/THCAHHB  OJEKTPOHHOH —INOMIMCHIO  COTPYAHHKA  (NEKTPOHHBIMA  TOAMHCAMU COTpPYAHUKOB)
OpraHu3anuy,



2.3, KoY BIEKTPOHHOH TOANUCH - YHHKAILHAA [IOCJIeJOBATELHOCTh CHMBOJIOB, IIPEIHA3HAUCHHAS ' UL

| OJTBEPIIEHN C HCTIOJb30BaHHeM cpeacts MC MOMMHHOCTH I1211 B JIokyMeHTE;
2.4. peecTp BBIIAHHBIX KIIOYEH OJIEKTPOHHOH MOANMCH - xpamsiimuticss B MIC  cIECOK  YHHKaIBHBIX
[10CTeIOBATENBHOCTEH CHUMBOJIOB, COJCPIKAIIMXCS B BbIIAHHBIX I10JIb30BATEISIM UMEHAX yICTHBIX 3anucel u
TIApOJIIX;
2.5. peecTp OTO3BaHHBIX KJTIOUEH DIIEKTPOHHOMN HOINHCH - xpassmuiicss B UC crmcok monb3oBatene uc,y
KOTOPBIX KJIOUH 3EKTPOHHON MOMHCH K MOMEHTY 00pallleHus K MamHOMY peecTpy OBIIE OTMEYEHBI KaK
HEIEHCTBUTEBHEIC,
2.6. mpocTas nexrTporHas moanuck (IIS1Ty - pHpopManus B eKTpoHHOH dopme B VIC, BosHMKaromas B
MOMEHT BBIIOJHCHAS BIANEIBIEM ICKTPOHHOHN MOANKMCH KOMAH/IBI OMIUCAHHs JIOKyMEHTa B nHTepdeice
UC, moaTBep:KAaoNmias IOMIMHHOCTE J[OKyMeHTa w/mm  QakT o3HakomieHms Brafensima IIOID ¢
JIoKyMeHTOM, KOTOpas B3aUMHO OJHO3HAYHO CBS3BIBACTCS C JIOKyMEHTOM U BJIAZENIBIEM ITOIIIHCH;
2.7. mrramm TI9I1 - BU3yanbHAs OTMETKa 00 3IE€KTPOHHON MOANKCH, BKIIFOIAIOLIAS PEKBU3ATDI 1311, xoTopas
aBTOMaTHYecKu cosnaercst cpeactBaMu VUC mpe OTKPHITHE (BH3yalu3alii) JOKYMEHTa, II0/IHCaHHOrO 1311
B naTepdeiice C; Bpems dopmuposarus 11911 oToOpakaeTcs B IMITAMIIE 110 YaCOBOMY IOSCY IIOJIB30BATCIL]
NG,
2.8. 06pa66T1<a 37eKTPOHHOTO JTOKYMEHTa - JCHCTBHS MOJIL30BATCIIS UC ¢ 5IeKTPOHHBIM JOKYMEHTOM
cpencteamu  MC, BKkmodad, HO HE OTPaHMYHMBAACH:  CO3JAHHE, nposepka, moxanucanue 1911,
nrdopMupoBanue Apyroro mombsoarens MC o JOKyMeHTE, MOATBEPKICHHE MOIyHCHIA, 03HaKOMJICHHE,
cO3aHme KoMK Ha OyMa)KHOM HOCHTENe, OTKJIOHCHHUE, YIaTCHHUE.

3. OBecrieueHne IOPHANIECKOM CHIbI BHYTPEHHUX 3JIEKTPOHHBIX TOKYMEHTOB

3.1. Xusuernpni mukn Joxymenta B MC BriiodaeT: CO3[aHHC W IIPOTHC neficTBU 110 e€ro 00paboTKe,
OTpakeHHe B ydeTe, a TakKe XPaHCHHC B VC. YIC obecrieunBaeT perucTparmo JIENCTBHH TI0JIb30BATENEH C
JIOKYMEHTOM (JIOTHPOBAHHE) B TCUCHNE KH3HEHHOTO [HKIIA.

392, Bee maamensipl [1DI] IpH3HAIOT PaBHO3HAYHOCTH CBOEH [1DI1 coOGCTBCHHOPYYHOH IOJIMUCH Ha
OyMa)kKHOM HOCHTEIIS.

3.3. Cosmaume IIDI1 B MC wuHMOHHpYETCs COOTBETCTBYIOLIMM neiicteueM Biagenbua [IOII, T.e. He
BBIMTOJTHSETCS aBTOMATHYECKH WM HE3aMETHO IS BJIaZIC/IbIA.

3 4. Tlonmomouns Buagensia 11211, moxmucasmero JIOKYyMEHT, MOATBEPKIAIOTCA B MOMCHT MOJITUCAHHMS
JloxymenTa B VIC aBTOMATHYECKH [0 MOMOKHTENBHOMY Pe3yNbTaTy CIICAYIOMIX IIPOBEPOK:

* COOTBETCTBYIOILHUII MOJIE30BATE/IL aBTOPU30BAH B UcC, i

« COOTBETCTBYIOIIHH KIFOY 3MEKTPOHHON MOMMMCH BKIIOYCH B PECCTP BBINAHHBIX KJIFOUel 3JIeKTPOHHOM
IOJITIUCH,

* COOTBETCTBYIOLIMIA KITFOY ICKTPOHHOMN MOIKCH OTCYTCTBYET B PeeCTPE OTOIBAHHBIX KIFOUeH AMEeKTPOHHON
TIOJIITUCH.

3.5. Bpems (OpMHPOBAHHMS OIEKTPOHHOH MOMIUCH duxcupyercst cpeacrsamu MC 1o TpHHBHYCKOMY
spemenn (UTC0).

3.6. BHyTpeHHHE IEKTPOHHBIC JOKYMEHTBI, MEPCTHCICHHBIC B [lepeune, npubeneHHoM B ITpunokenun Ne 1
K Hacrosmemy llonoxeHuto, nonnucannsie 11211, npusHatoTes B OpraHi3anuy PaBHbIMA 110 FOpPUINIECKON
cie JOKYMEHTaM Ha GYMa)KHbIX HOCHUTEJIIX, 3aBCPCHHBIM COOCTBEHHOPYYHOII ITOMHCHIO.

3.7. Tlomp3oBatenu MC MpU3HAOT, YTO BU3YyaM3allisl LITAMIIA [IDI1 npu memoHcTpamuu JIOKyMEHTa B
narepdeiice MC, BBINOIHEHHAS CPEICTBAMH IIC, sBisercs HEOCTIOPUMBIM IIOJATBEpKIECHHEM (aKTa
IO IIMCAHNS JOKYMEHTa COOTBETCTBYIOLIUM BIIA/IC/TbICM [1911 (OIHHHOCTD ¥ HEOTPEKAEMOCTB).

3.8. Xpanenne JOKyMEHTOB OCYIIECTBIISICTCS TYTEM 3AlUCH cBeneHni 0 JIoKyMEeHTaX B apXUB JJICKTPOHHBIX
JIOKyMEHTOB, KOTOPBI SIBIASTCA JaCTBIO UC.

3.9. Oprammsaiusi  OOECHEYHBACT —TEXHMYCCKMMH M OpraHM3altHOHHEIMH MepaMH ~ 3alUTy  OT
HECAHKIMONMPOBAHHOTO [OCTYNA M IPESJHAMEPEHHOIO  YHHYTOKCHH W/WIM HCKAKCHHS CBEIEHHH O
JIOKyMeHTax B apXWBE OJICKTPOHHBIX JIOKYMCHTOB VC, a TaxKe rapaHTHpyeT NOATBEPXKACHHE aBTOPCTBA
HoKyMeHTa, omucarHoro 1911 aBTopa, B TOM HHCIE MyTEM YTBEPHICHIA IIOMMEHHOTO OTPaHHYECHHOTO
CIOMCKA JIHL, HMEIOIMX pacCIIMpPEHHEIE (aIMMHMCTpATHBHBIE) TIpaBa JOCTyIAa K apXMBY SJICKTPOHHBIX
noxymenTos MC.

3.10. J{oxymenthl xpansrcs B UC B TOM dopmare, B KOTOPOM OHU OBUIH CO3JAHBL Cpok XpaHeHHs
JIoKyMeHTOB U cBezieHHH 0 JIOKyMEeHTaX He MOKET OBITH MeHee 3 (TpeX) JIET U ONPEeIeTCs B COOTBETCTBIU
¢ TOKQJIbHBIMH HOPMATUBHEIMA aKTaMU Opra}HmaunH YUIH €€ CTPYKTYPHBIX HOIPa3IeICHIH.



&3 11. Komust 3MEeKTPOHHOrO JIOKyMEHTa MOJKET OBITH M3TOTOBJICHA (pacrieuaTana) Ha OYMaKHOM HOCHTENC
cpeacTBaMu UC u 3aBepeHa COBCTBEHHOPYUHOM TOMMUCHIO pragenbia 11211 1ubo dieHAMH KOMHUCCHU,
pKTovaromel B cebd Kak MHUHHMYM pyKosomuTens Oprafmu3ati [ MO, WMeolee pPacilipeHHBIC
(aI[MHHI/ICTpaTI/IBHBIe) mpaBa HOCTyHa K apXuBy 3JIEKTPOHHBIX JIOKYMEHTOB WC. Komus 3I€KTPOHHOTO
noxymema‘ ga OymaXHOM HOCHTCIC JOJDKHA COIEepPXKaTh BH3yATH3ALMI0 [ITaMIIa (IUTaMIIOB) TI31L,
[1OATBEPIKIAIONIYIO, YTO OPUTHHAT JloxyMeHTa mOJIcan 1311, AyTeHTHIHOCTb STEKTPOHHOTO JOKyMEHTa U
ero KOmuy Ha OyMa)KHOM HOCUTEIC oGecmeunpaercs cpencraamu MC.

4, HpaBa, 00s3aHHOCTH U OTBETCTBEHHOCTD BiIaaciIbUa BHCKTpOHHOﬁ TIOAIHCH

4.1. Bnagenen 1211 viMeeT paBo-

« obpamarbes K OTBETCTBEHHOMY 32 TEXHHICCKYIO nomaepkky HC mist aHHYJTMPOBAHUA (0T3BIBA),
[IPUOCTAHOBKH (Bo30GHOBTIEHNST) ASHCTBIA [PHHAIIEKATIETO EMY KITFOUa 3JIEKTPOHHOM MOANACH;

« B ciiydae HeOOXOJXMMOCTH 3aMEHEL, BOCCTAHOBJICHHS KIIHOYa 5IeKTPOHHON TIOIMHMCH oOpaTtuThes K
OTBETCTBCHHOMY 3a TCXHUYICCKYIO nomnepxkky UC ¢ COOTBETCTBYIOMIEH MPOCHOOH 1 MOy HTE HOBBIH KJIIOY
5IeKTPOHHOMN MOIITHACH;

« obparmarkcsa K pyKOBOACTBY OpraHu3ainui s pa3dopa KOHQIUKTHBIX cuTyaruii (CIopos), BOSHAKAIOIIHX
NpH TIPUMCHEHIN 1211 8 UIC.

4.2. Branenen [1211 00si3aH:

« BecTH 00pabOTKy BHYTPECHHUX 3JIEKTPOHHBIX JJOKYMEHTOB B WC B cOOTBETCTBHH CO CBOUMH JODKHOCTHBIMHU
00sI3aHHOCNIMHU; ,

« TIpHHUMATH BCC BO3MOXKHBIC M phl 1UIsl TIPEIOTBPAILCHIA HecaHKLMOHUPOBAHHOIO MCIIONB30BAHUSA CBOEIO
KJTFoua SNEKTPOHHOM TOAIHCH,

* HY IIpU KaKUX YCIIOBHAX HE nepesiaBarh Ko 3JIEKTPOHHOM TOMMCH JPYTHM JIALIAM;

e Tpu KOMIIPOMCTALHH cpoero KIOdYa OIEKTPOHHOH MOITHCH He3aMeUIMTeNIBHO — 00paTuThed K
OTBETCTBEHHOMY 3a TEXHUUCCKYTO nomepkky UC it TPHOCTAHOBKH JeficTBHS TPHHAJUIEKAIICTO EMY
KTFOYA HIEKTPOHHOW MOMMUCH.

4 3. Buagenen 1211 HeceT JIMIHYIO OTBETCTBEHHOCTD 33 COXPAHHOCTE CBOCTO KTI0Ua DIEKTPOHHOM MOANMHUCH
¥ €ro 3aIuTy OT HeCAHKIHOHHPOBAHHOTO HATONB30BAHHA.

5. TexHOJOrHs IPUMEHCHHUS CPEICTE o118 UC

5.1. Jlns mpUMEHCHHA TIDI1 B YIC BrapenbIy IO HeoGXOAUMO aBTOPU30BATECA B UC ¢ HCIOIB30BAHUCM
myOnIIHON ¥ KOH(HIEHITHATBHOH gacreti Kmoda IIDT (Msi TMONB30BATCIA u mapoub). llofmucaHue
JloKyMeHTa BBIOJHACTC yTeM Ha)XaTus Ha KHOTKY "[Toxmucars" B HHTEpHEHCE nucC.

5.2. Nupopmarus 000 Beex BBIIAHHEIX MOMB30BATENI0 KIFOHax 3JIEKTPOHHOM TIOATKCH, JaTax TOJIydeHUST 1
IpeKparienyis uX neiicTBUs (H3Lngﬂ) xparutcst B V€ MOCTOAHHO.

53, Ilpu mnpekpameHuu y corpynuuKka OpraHusalil JIOJDKHOCTHBIX oGszanHocTell 1O 06paboTKe
BHYTPEHHHX OJMEKTPOHHBIX JOKYMEHTOB C HCTIOJB30BAHACM [IOI1 wi@ Tpd YBOTBHEHHH COTPYIHHKA ero
KJTfOY BHOCHTCS B PEECTP OTO3BAHHBIX KITEoueil HIEKTPOHHO MOMIHCH OTBETCTBEHHBIM 32 TEXHHICCKYIO
nonpepxky VIC. C MOMCHTa BHECeHHs KIFoYa B PEECTP OTO3BAHHBIX xmoueil MeKTPOHHOM MOMIIACH BCE
nocyenyiomue JIOKyMEHTBL, [IOJIMICAHHbBIE OTOH [IDI], He CUMTAIOTCS IOMIMCAHHBIMI HaJUIe)KaIIIM
06pa3oM, T.e.HOIUCEIO, PaBHO3HAYHOK cOOCTBEHHOPYYHOH.

6. 3aKII0YUTEeIbHbBIC TI0JIOYKEHUS
1

6.1. Hacrosee [lonoxenHne BCTyacT B CHIy C J1aThl yTBEPHKACHAL.

6.2. Texcr IlonoxeHnus PasMEIIACTCA g UC. Cmocob® poctyma X aKTyaJbHOW BEpCHU [TomoxeHust
OTIUCHIBACTCS B [OJIb30BATENBCKON TOKYMEHTALHH K HC.

6.3. Texct IlomoikeHHs XPaHHTCH y Oprnosa Mapuna BanepbeBHa U IIPENOCTaBIACTCS COTpYAHUKAM
Opranu3alyiL 10 3ampocy. ‘
6.4. JIOKyMEHTBI, CO3MAHHDIC B JC u nomrucanusie 1911 B COOTBETCTBHE € HACTOSIIHM [Ton0XKEHUEM,
l'[pI/I3HaIOTC<I FOpUIMIECKU 3HATAMBIMA € athl yTBepyKaAeHUs [10T0KEHUA. '
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