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1.00mue noJiokenus.
1.1. Hacrosmee Ilonoxenue 00 KCIOIB30BAHUM IPOCTON 3JICKTPOHHOH IMOJIKCH B
napopmanuontoit cucreme (manee - MIC) (manee - IlonoxeHue) sBAAETCS JIOKaIbHBIM
HOPMATHBHBEIM aKTOM (nanee - OpraHu3aLys) U ONPEJCIAeT HOPATOK U yCIOBHA PaboThl
COTPYIHUKOB C 3JI€KTPOHHbIMU JoKyMeHTaMu B MIC, HEmOCpeICTBEHHO CBA3AHHBIMU C UX
TPYAOBOM JEATENBLHOCTBIO, C MPUMEHEHHeM NPOCTOH 3JIEKTPOHHOW moxmucu (mamee -
TID10).
1.2. VYuacTHUKaMu 3JEKTPOHHOTO B3aMMOJEHCTBUSA Ha YCIOBHUSX, ONpPEACICHHBIX
HacToAmuM IIOJIOKEHHEM, SBIAIOTCA COTpyAHuMKHM OpraHusaunuy, IOANHUCABIINE
YeenomieHue o6 o3HakoMieHud ¢ Ilonoxxenuem. OOpasen YBEIOMIICHUS NPHUBEACH B
IMpunoxenuu Ne 2 k Hacrosuemy ITonoxenuo. IToamucanue coTpyHuKoM OpraHu3aliy
VBeIOMJICHHS PAaBHO3HAYHO NPHCOSIMHEHHIO K COTJIALICHHIO 00 y4aCTHH BO BHYTPEHHEM
3JIEKTPOHHOM JOKYMEHT0000poTe ¢ HcHojb3oBanueM IIOII Ha yCOBHMAX HACTOALIETO
[lonoXkeHHss B COOTBETCTBMM co cT. 428 I'paxpanckoro koaexca P® (“[lorosop
NpUCOeAUHEHHA").
1.3. Peanusanus ONpeAeI€HHbIX HAcTOAWMM IlooXXeHHEM yCIOBUHl NPUMEHCHHS
IPOCTOH JNIEKTPOHHON MOANMCH OOECHEeYHBACT NPUIAHHE IOPUAMYCCKOM  CHIIBI
BHYTPCHHHM OSJIEKTPOHHBIM moKymeHntaM Opranmsanuu B HC, TpeOyromuM JIHYHOH
NOJIKMCH COTPYAHUKA, U ONEPALIUAM C HUMH.
1.4. Haymmuue TIDI1 o6ecrieunBaeT BHYTPEHHUM dJIEKTPOHHBIM JoKyMenTaMm B HIC:
* [I0JUIMHHOCTE - TIOATBEPKACHHUE aBTOPCTBA JOKYMEHTA,;
* [IEJIOCTHOCTB - JOKYMEHT HE MOXXET OBITh H3MEHEH II0CIIe IOANIMCaH S,
* HE OTPUIIAHKME aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXET OTKa3aTbCA OT cBoeit
TIOTIUCH.

1.5. Jlns mTOANMHMCAaHMA SJIEKTPOHHbIX mokymeHToB B MC mcmonb3yercs mpocTas
3JIEKTPOHHAs IOANKUCH - UHGOPMALMA B SNEKTPOHHOM (hopme, KOTOpas MPUCOEIMHEHA K
Apyroit uHpOpMaLMK B IEKTPOHHON (opMe (MOAMCHIBACMOMH uH(pOpMaLWY, JOKYMEHTY B
IEKTPOHHOM BHJE) WJIM MHBIM 00pasoM CBsi3aHHast C TaKOW uHpOpMaLKen, ¥ KOTopas
HCIIONB3YETCS IS OTPEAEIICHN) LA, IOAMMCHIBAIOMIETO HH(OPMALIHIO.

1.6. B xauecTse myOnuunoi yactu karoya [TOI1 ucrons3yercs yHUKaIbHOC UM y4ETHOH
jamkcH, NpHMEHseMoe Juia  apropusauuu monms3osarenss B MC. B xauecTse
KoH(puAeHIHaIbHOK yacTy Kiro4da [IOI1 nenone3yeTes mapoisb K YUETHOH 3aIIKCH.

1.7. UsroTosienue (reHepamuio), Beiady u peructparuio B UC ykasanHbiX B I1.1.6 nMeH
monms3oBaTenell u maponein ocymectsiser I'KY TO «b MO TO» (manee -
OTBETCTBEHHBIH 3a TexHUYeCcKyo noanepxky HC).

1.8. TTapons monb3oBatens VIC MoxeT ObITh H3MEHEH €ro BIIANCIbIEM B 10001 MOMEHT
nocie apropusauuu B VIC. PeKOMEHIYETCs M3MEHATD IapOJIb HE PEXKE OJHOTO pa3a B TpH
Mmecsna. JIA  CHIDKGHHS pHCKa [oabopa napois M HECaHKIMOHUPOBAHHOTO
MCIIOB30BAHMA JAPYTMM JIMLOM KIIOYa 3JIEKTPOHHOM IIOANMCH PEKOMCHIYCTCA HE
3a/1aBaTh IIAPOJIK, MCIIOJIE30BaHHEIC PAHEE.

2. TepMuHBI U ONpEAeICHUS

B nanHOM I10J105%€HUM HCIIOIB3YIOTCS CIEAYIOMNUE TEPMUHBI U UX ONPEACICHHA.



2.1. BIajesen MpoCTOi BIEKTPOHHOMN IIOMMKUCH - COTPYXHUK OpraHH3aIyH, NOANMCABIIHNA
YBemoMiacHNE 00 O3HAKOMIIEHMH C HAcTOSmUM ITONOXEHHEM M HCIIOJb3YIOMIMA HMs
IMOJB30BATENS U IIApOJb I aBTopu3anuu B UC;

2.2. BHYTPEHHHMH 3JIEKTPOHHBIA JOKYMEHT (manee - JIOKyMEHT) - HOKYMEHT OJHOIO W3
THIOOB JOKYMEHTOB, NpuBEAcHHBIX B IIpwnoxeHun 1 x Hacrosmemy Ilomoxenuro,
co3nanHbli B YIC B 31€KTPOHHOM ()OpME M IOAMMCAHHBIA SJIEKTPOHHOW IMOAIHCHIO
COTpYAHKKA (JIEKTPOHHBIMH MOAIUCIMH COTPYAHNKOB) OpraHu3anuy;

2.3. KJIIOY 3IEKTPOHHON TIOANMCH - YHHKAJIbHAs I1OCJICAOBATENIHLHOCTE CHMBOJIOB,
TpefHA3HAYEHHAS AN NOATBEPXKACHUS ¢ HCMonb3oBaHueM cpencTs HC nommMHHOCTH
I1311 B JlokyMeHTE;

2.4. peecTp BHINAHHBIX KIIIOUEH 3JIEKTPOHHOH mnoanucyu - xpadsumiics B HMC crmcox
YHHKQJBHBIX ~ IIOCJICJOBATENBHOCTEH  CHMBOJIOB,  COJACPXAIIMXCS B BBIIAAHHBIX
I0JIL30BATE/ISIM UMEHAX YYETHBIX 3alMCEN U MapoJIsix;

2.5. peecTp OTO3BAaHHBIX KJIKOYEH JJIEKTPOHHOH moamucH - Xxpadsmmiics B MC crmcox
nons3oBareneit YIC, y KOTOPHIX KIIFOYH 3JIEKTPOHHON HMOMIMCH K MOMEHTY OOpaIleHus K
IaHHOMY peecTpy OBUIM OTMEUYEHBI KaK HENECHCTBUTEIILHEIE;

2.6. mpocras anekTpoHHas nogmucs (I19I1) - napopmanus B onekTpoHHOK popme B MC,
BO3HMKAIOMAs B MOMEHT BBINOJHEHUS BIAJCIBLEM 3JICKTPOHHOM MOAMUCH KOMAaHMIbI
noanucanus Jlokymenta B unTepdeiice C, moarsepxaaromas noAIMHHOCTb JlokymeHTa
w/vmn  daxkt o3HakomueHus Buagensua IIOIT ¢ JIOKyMEHTOM, KOTOpas B3aHMHO
OJIHO3HAYHO CBsA3BIBACTCA C JJOKYMEHTOM M BJIAZC/IBLEM MOATIHCH;

2.7. wramn IIDI1 - Bu3yanbHas OTMETKa 00 OJJIEKTPOHHOW IOANMKCH, BKIIOYaOIIAs
pexsusutel [1211, KoTopas aBTOMaTHYecku cosjaercs cpexcrsamu MC mpy OTKpBITUH
(Bu3yanusauuu) JOKyMeHTa, mnoamucanHoro IIOII, B wuHTepdeiice UC; Bpemsa
opmuposanus [IOI1 0TOGpakaeTcs B WITAMIIE 10 YaCOBOMY MOSACY MOJIL30BATENS uc;
2.8. 06paboTKa IEKTPOHHOTO AOKYMEHTa - JAekcTBUA nonb3osateis MC ¢ aeKTpOHHbIM
moxkymenToM cpencrsamu MC, BKIIOYas, HO HE OrPaHHYMBAACH: CO3/MaHHE, MPOBEPKA,
nommucanaue IIDII, wunbopMupoBanue apyroro monssoparens HC o JOKyMeHTE,
OATBEPIKACHUE IOMYYCHHMs, O3HAKOMJICHHE, CO3JaHUEe KOIMH Ha OyMa)KHOM HOCHTEIIE,
OTKJIOHEHHE, YAAJICHHE.

3. OGecneyeHue IOPUANYECKON CHIBI BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB.

3.1. JKusHenusiit ik JJoxymenta B VIC BKIIOYACT: CO3JaHHUE M NPOIKME ACHCTBUA MO €ro
06paboTke, OTpaXKEHHE B Yyd4ere, a TaKKe XpaHCHHE B HUC. HUC obecrieunBaer
PETHCTpALMIO ACHCTBUM mosb3oBaTeNel ¢ JIOKyMEHTOM (morupoBaHHE) B TEUCHHE
YKM3HEHHOTO LIUKJIA.

'3.2. Bee Bnagensup! 11911 npusHaorT paBHO3HaYHOCTH cBoei ITOTI COOCTBEHHOPYYHOM
MOAIMCH Ha OyMaXHOM HOCHTEJE.

3.3. Cosmanme IIDI1 B MC uHMmmMmpyetcs COOTBETCTBYIOLIMM JEHCTBHEM BIIAJICIBIA
[1211, T.e. HE BHINOJHACTCS aBTOMAaTHIECKH WIA HE3aMETHO JUIA BIaJCIbLIa.

3.4. TlomaoMouus Biagensia [I911, moanucasiero JJOKyMeHT, TOATBEPXKAAOTCS B MOMCHT
nognucanus Joxymenta B VIC aBTOMAarM4ecKd IO MOJIOXKHTCIBHOMY PE3yJbTATY
CIEIYIOIIUX [IPOBEPOK:



* COOTBETCTBYIOIIMI ITOJIB30BaTeENb aBTOpH30BaH B VIC,

* COOTBETCTBYIOILMI KJIHOY 3JICKTPOHHOI IMOJAMUCH BKJIIOYEH B PEECTP BBIAAHHBIX KIIOYCH
3JIEKTPOHHOM MOJIIUCH,

* COOTBETCTBYIOIIMH KJIFOY OJICKTPOHHOH IIOAIMCH OTCYTCTBYET B DEECTPE OTO3BAHHBIX
KJIFOYEH JIEKTPOHHOM NOIIUCH.

3.5. Bpems dopMmupoBaHus 3JIEKTpOHHON moxamucu ¢ukcupyetcs cperncrsamu MIC 1o
rpunBuuckomy Bpemenu (UTC+O0).

3.6. BHyTpeHHHUE 2JIEKTPOHHBIE JOKYMEHTEHI, IlepeurcieHHbIe B [lepeune, NpUBECHHOM B
[Mpunoxenuu Ne 1 k Hacrosmemy Ilomoxxenuro, moanucannele IIOII, mpusmarorcs B
Oprasu3anyy paBHBIMU 10 IOPUIUYECKON CHile NOKyMEHTaM Ha OyMajKHBIX HOCHUTEILIX,
3aBEPEHHBIM COOCTBEHHOPYYHO MOIIHUCHIO.

3.7. lons3oBarenu UC npusHatot, 4To Buzyanusauus wramna [I9I1 nmpu memoHcTpanuu
Hoxymenta B unrepgeiice VC, BomonnenHas cpeactBamu VC, ABiIS€TCA HEOCIOPUMBIM
MOATBEPKACHHEM (DAKTa MOAMMCAHHUs JOKYMEHTa COOTBETCTBYIOIMM Biajenbuem [1311
(MOUTMHHOCTH ¥ HEOTPEKAEMOCTD ).

3.8. Xpanenue JIOKYMEHTOB OCYILECTBIISETCS ITyT€M 3alMCH CBEACHHUH 0 JloKymeHTaX B
apX¥B 3JIEKTPOHHBIX JOKYMEHTOB, KOTOPHIA sBseTcs yacThio HC.

3.9. Opranusamus obecneynBacT TEXHUYECKMMHM U OpraHM3allMOHHBIMH MEpaMy 3aIlUTy
OT HECAHKIMOHMPOBAHHOTO JOCTyNla ¥ IIPEAHAMEPEHHOTO YHMYTOXCHMSA W/WiH
HCKaXEHWs CBeJeHMM 0 JIOKyMEeHTax B apXuBe IEKTPOHHBIX HoKyMeHTOB MC, a Tarxxke
rapaHTHpYyeT HOATBEPXKIEHUE aBTOPCTBA JOKyMeHTa, noanucanHoro [IOI1 asropa, B ToM
yycjie IyTEM YTBEPXKAEHHS IIOMMEHHOTO OrPaHMYECHHOIO CIHCKA JIML[, HMMCIOMIMX
pacumpeHHsie (aAMUHUCTPATHBHEIE) NIPaBa JAOCTYINA K apXUBY JJIEKTPOHHBIX JIOKYMEHTOB
ncC.

3.10. JloxymenTsl xpanstcsa B UC B ToM dopmate, B koTopoM oHHM Obuin co3nanbl. Cpox
xpaHeHus JJOKyMEHTOB U CBeeHuit o JIOKyMEHTaxX He MOXeT ObITh MeHee 3 (Tpex) JIeT U
OIPEAEAECTCA B COOTBETCTBHY C JIOKAIBHBIME HOPMATUBHBIMU aKTamu OpraHusallii Wid
€€ CTPYKTYPHBIX ITOAPAa3ICICHHUH.

3.11. Komus 5IeKTPOHHOIO JOKyMEHTa MOXET ObITh HM3TOTOBJEHA (pacmevaraHa) Ha
6ymaxaom Hocurene cpexctBamu VIC u 3aBepeHa COOCTBEHHOPYYHOH IOJIMNMCBIO
puagensiua 111 aubo wWieHaMH KOMHMCCHM, BKIIOYaromed B cebs Kak MUHUMYM
pykoBoxuTens OpraHM3alMu ¥ JIMLO, MMEIOLIEE PAacIIMPEHHBIE (aJAMUHUCTPATHBHBIC)
mpaBa JOCTyNa K apxuBy OiIeKTpoHHBIX JokymenTo MC. Komms 2/1€KTPOHHOTO
JIOKyMEHTa Ha OyMaXHOM HOCUTENE JOJDKHA COAEPXKATh BU3YAIN3ALHUIO INTamIa
(wrammos) IIDII, moaTBepmaromiyro, yro opuruHan Jlokymenrta mnopmucan ITOIL
AYTEHTHYHOCTb 3JIEKTPOHHOTO [JOKYMEHTa M €ro KONMd Ha OYyMaXHOM HOCHTENC
obecneunBaetcs cpexcramu MC.

4. TIpaBa, 06513aHHOCTH M OTBETCTBEHHOCTD BJIAJE/IbUA JJIEKTPOHHOH MOANUCH

4.1. Bnapenen I19I1 umeer npaBo:

« obpamarbcs KOTBETCTBEHHOMY 32 TEXHHUeCKylo nopaepxky WC s aHHYIHMpOBaHHA
(0T3b1Ba), NPHUOCTAHOBKHM (BO30OHOBIEHHMs) [NEHCTBHSA INPUHALIEKAMEr0 €My Kio4a
9JIEKTPOHHOH IOANHCH;



e B Ciyyae HEOOXOAMMOCTH 3aMEHBI, BOCCTAHOBJICHHS KIIOYa d,‘ﬂcfrp.oxiﬂoﬁ MOMIIHCH
o6patnThcs K OTBETCTBEHHOMY 3a TexHMYecKyio moamepxky MC c'coorBeTcTByIOMmEH
npoch00M ¥ IMOIYYUTh HOBBIH KIIFOY JJIEKTPOHHOM MOAIKCH;

o ofpam@arscs K pykosoacTBy Opranmsaimuu it pa3bopa KOHQIMKTHEIX CHTyaIui
(criopoB), Bo3HuKaromux npu npumeneruu 11011 B MIC.

4.2. Banangenen II9I1 o6s3an:

* BecTH 0OpabOTKY BHYTPEHHMX BJIEKTPOHHBEIX NOKyMeHTOB B MC B COOTBETCTBMHU CO
CBOMMH JOJKHOCTHBIMH 0053aHHOCTSAMH;

* NPUHHUMATH BCE BO3MOXHBIC MEpPBI JUIS MPEJOTBPAILCHUS HECAHKIMOHUPOBAHHOIO
MICTIOJIb30BaHMUsA CBOEI0 KIIFOYa 3JIEKTPOHHOM IIOIIIUCH;

* HY IIpY KaKUX yCJIOBHSX HE II€PeAaBaTh KU 3JIEKTPOHHOM MOANKICH JAPYTHUM JIMIAM;

* mOpu KOMIPOMETALMH CBOEr0 KIIOYa JJICKTPOHHOW TMOMIMCH HE3aMCIIUTEIBHO
o6patnThcss KOTBETCTBEHHOMY 33 TeXHMYecKylo nojuepxky HC mns npruocTaHOBKH
JeHCTBHS MPUHAIJIEKALIET0 eMY KI04a 3JI€KTPOHHON MOAIHMCH.

4.3, Bnagener IIDI1 HeceT JMUYHYIO OTBETCTBEHHOCTh 32 COXPaHHOCTh CBOCrO KIIXO4YA
57IEKTPOHHOM IOIIMCH U €ro 3alIUTy OT HECAHKLIMOHUPOBAHHOIO HCII0JIB30BAHMA.

5.Texnonorus npumenenus cpexcrs I3 B8 UC

5.1. JUis npumenenus 11911 B UC snagensiry ITOI1 HE06X0AMMO aBTOPHU30BATECA B UC c
HCTIONB30BaHMEM TyOnMuHOM u KoHGuueHuMampHON wacred kimoda IIOII (ums
mosis30oBaTens M mapoiss). Iloamucanwe JIOKyMEHTa BBITIONHACTCA IYTEM HaXartHd Ha
kHomnky "Ioamucars" B unTepdeiice UC,

5.2. Mndopmarusi 0060 BCEX BBIIAHHBIX MOJIB30BATEINIO KiIO4ax 3JIEKTPOHHOM TIOATMCH,
JaTax MoIyYeHHs ¥ MPEKPALICHNUS UX NeHCTBHS (M3bSTHS) XPAHUTCA B N C nocTosHHO.
5.3.Ilpu npekpameHuu y coTpyaHuka OpraHu3aliy JOJDKHOCTHBIX 0053aHHOCTEN 10
06paboTKe BHYTPEHHHUX DJIEKTPOHHBIX JNOKYMEHTOB C HCIOJIb30BAHUEM [T3I1 winm mpu
YBOJIHEHUH COTPYIHMKA €r0 KJII0Y BHOCHTCS B PEECTP OTO3BAHHBIX KJIFOUEH DJIEKTPOHHON
noxmucy OTBETCTBEHHBIM 3a TexHudeckyio mogaepixky MC. C MOMEHTa BHECCHUS KITIOUA
B PEECTP OTO3BAHHBIX KIIOYEH SJIEKTPOHHOH MOIMMCH BCE MOCICHYIOMINE JIOKyMEHTHI,
noanucannple sro IIDIl, He CUMTAIOTCA MOANUCAHHBIMH HaUICXKAIIM obpasoMm,
T.€.TI0TIUCHIO, PABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3aKII0uYnTeIbHBIE MOJIOKEHUS

6.1. Hactosimee [TonoskeHre BCTYNAET B CHITY C JAThl YyTBEPKACHHA.

'6.2. Texct Ilomoxxenus pasmemaercs B MIC. Cmoco® poctyna K aKTyaJIbHON BEPCHUU
T10/I0KEHHS OMUCHIBAETCS B IIOJIB30BATENBCKON HoKkymenTanuu Kk MC.

6.3. Texct ITonoXEHUA XPAaHUTCS Yy U IPEJOCTABIAETCA COTPYAHHKAM OpraHusanuu 1o
3a1pocy.

6.4. JJoxymenTsl, co3nannbie B IC u noanucaHHbIE I[IDI1 B COOTBETCTBHM C HACTOSIIUM
[T0JI0’XEHUEM, TIPU3HAIOTCS IOPUANYECKY 3HAYUMBIMH C JaThl YTBEPKACHHA [TonoxxeHusl.
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