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POCTOH 3/1eKTPOHHOj TMIOINHCH 1J1si BHYTpennero
3JIEKTPOHHOrO AA0OKYMEHT0060poTa B MBQY «COII Ne 68

= HEIOCTHOCTH - HOKYMEHT He MOXET OBITE HU3MEHEH I10C1e l'IOI[HHC&HI/Iﬂ;

1.5. Jns TMONIHCAHNS  311eKTpOHHBIX AOKYMEHTOB B H(C HCTIONB3yeTCs  mpocras
SJICKTPOHHAS ITOIITUCE - HMHpOpMarus B SJICKTPOHHO (opme, KOTopas npucoennnena g Ipyroi
MH(OpManuu B SJICKTPOHHOI (opme (moamuckIBaemoi MH(pOpMaIuy, AOKYMEHTY B 3J1€KTpOHHOM
BUJIC) WM HHBIM 00pasoM cBs3amHag ¢ TaKoH uHpopmanmeit, KOTopas mcnomesyercs nig
Onpenesnenus uma, NoanuCkIBaromero HHpOpMaruro.

1.6. B kayecrpe nyOJIMYHOl yacTy Kimroya [19]] HCIIONb3YeTCs yHuKaTpHOE UM YYeTHOIH



apmuuuctparop MC.

1.8. [apoas nonb3osatenst UC MOXKeT. GbITh M3MEHEH €ro BIIAJebLeM B JI000H MOMEHT
nocsie apropusanyu B VIC. PexoMeHayeTcs U3MEHATD aposib He PeKe OJHOro pasa B TP MecsLa.
JI1s CHUKEHUs PUCKa MoA00pa NnapoJisd U HECAHKIIMOHUPOBAHHOTO MCIIOIB30BaHMsA APYTHM JIMLIOM
KJIFOYa 3JIEKTPOHHOM MOAMMCH PEKOMEH/IYETCs HE 3a/1aBaTh [1apoJIy, UCTIOIb30BAHHEIC paHee.

2. TepmuHbBI U onpeeeHHs

B nansoM IT0J10KE€HHH MCIIOIB3YIOTCS CIIEYIOLIE TEPMUHBI U UX ONPEACTICHNS:

2.1. Baajesen npocToii 31eKTPOHHO# MOMKCH - COTPpYAHUK Opranusanuu, NOANNCaBIINHI
VBemomieHne 00 O3HAKOMJIEHMM C HAcTOAIUM I[lookeHMeM M MCIHOJB3YIOMUM UM
0JIb30BaTelIs U Maposib A1 apropusanuu B MC.

2.2. BHyTpeHHHI 3JIeKTPOHHBIH A0KyMeHT (aaJee - JIOKyMeHT) - JOKyMEHT OJHOTO U3
TUIIOB JOKYMEHTOB, NpuBeieHHbIX B [Ipunoxkenun N 1 k HacTosmemy [lonoxenuto, CO3aHHEIH B
MC B onektpoHHOW ¢opMe M TNOANMCAHHBIA OJIEKTPOHHOW MOANMCBIO  COTPYIHHKA
(371EKTPOHHBIMU MOATUCAMY COTPYAHUKOB) OpraHu3arui.

2.3. Kaw4 3/1eKTPOHHOH MOANMMHCH - YHUKaJIbHAs II0CJIEI0BATEIbHOCTh CUMBOJIOB,
npeJHa3HAuYeHHas Ul MOATBEpKAeHMs ¢ ucrnons3oBaHueM cpeacts MC mommaHocTH TIOIT B
Jloxymenre.

2.4. PeecTp BbIIAHHBIX KJIOYeH 3JIEKTPOHHON moamucH - xpaHsammuiics B UC crmcok
YHUKAIBHBIX TOCIEI0BATEIbHOCTEHl CHMBOJIOB, COIEPIKALIMXCS B BBIAAHHBIX II0Jb30BATEIIAM
MMEHaX YYETHBIX 3aIllucedl U NaposIsx.

2.5. PeecTp 0TO3BaHHBIX KJIIOYel 3JeKTPOHHOI moamucH - xpaHsamuiics B VIC crmcok
nonp3oBateiteit VIC, KoM 31€KTPOHHOM MOAMKCH KOTOPBIX K MOMEHTY OOpallleHus K JTaHHOMY
peecTpy ObLIM OTMEYEHBI KaK HEIeHCTBUTEIbHBIE.

2.6. Ipocras 3aexkrponnas nognucs (II3II) - undopmarms B snexrponHoi popme B MIC,
BO3HUKAIOLAd B MOMEHT BBITIOJIHEHUS BJIQJI€TBIEM JJIEKTPOHHON IMOAMUCH KOMaHIBI TOAUCAHUS
Jlokymenta B unrepdeiice VC, moarBepkiaromias IOATHHHOCTE JloKymMeHTa W/Win (akT
o3Hakomiienus Biazensua 1311 ¢ JlokyMeHTOM, KOTOpas B3aUMHO OJHO3HAYHO CBS3BIBACTCS C
JIOKYMEHTOM U BJIaJI€IbLEM IIOIIHUCH.

2.7. Iramn TIDII - Bu3yanbHas OTMETKAa OO0 OJIEKTPOHHOM IMOJIMKMCH, BKIIOYArOLIas
pexBusuthl [IDI1, koTopass aBTOoMaTuyecku cosgaercsa cpeactBamu MC 1pu  OTKpHITHH
(BU3yanu3auuu) A0KymeHta, noamucanHoro IIOII, B untepdeiice MC; Bpems ¢opmupoBaHus
1211 oToGparkaeTcst B IITAMIIE IO YacoBOMY Iosicy noss3osaresns VC.

2.8. OOpa6oTka 3JEKTPOHHOrO [OKyMeHTa - JelictBus mosb3oBarens HC ¢
SJIEKTPOHHBIM JTOKyMeHTOM cpenactBamu MC, Bkmouas, HO HE OrpaHUYMBAsCh: CO3JaHHE,
nposepka, noamucanue I1DI1, mHpopmupoBanue apyroro moss3oBarens MC o pokymeHre,
TMOATBEPKAEHUE TONTYYEHUs, O3HAKOMIEHHE, CO3JaHME KONMUM Ha OyMaXHOM HOCHTeEIE,
OTKJIOHEHHUE, yIaJICHHE.

3. OGecneuenue lOprlIll/l‘-leCKOﬁ CHJIbI BHYTPEHHHX 3JICKTPOHHBIX JOKYMEHTOB

3.1. XKusuennsiii ki Jlokymenta B IC BIIOYaeT: CO3aHue U MPOUYMe ACHCTBUS IO €ro
oOpaboTke, oTpakeHue B ydere, a Takke xpaHeHue B MC. MC obecrmeunBaeT peructpauuio
JeicTBU moab3oBaresieii ¢ JIokyMeHToM (JIOTUpOBAHUE) B TEYEHUE JKU3HEHHOT'O LIUKIIA.

3.2. Bee Bnagensusl 1211 mpusHaroT paBHO3Ha4HOCTH cBoeil IIDI1 coGcTBEeHHOPYYHOM
MOAMUCH Ha OyMa’KHOM HOCHUTEJIE.

3.3. Coszpanue 1211 B UC uHMUIMMpyETCS COOTBETCTBYIOIIUM AelicTBUeM Biaazensna I1011,
T. €. HE BBIMOJIHAETCS aBTOMAaTUYECKU WIM HE3aMETHO IS BJIaJE/bLa.



3.4. IlonHOMOYMS Braneabua IIOII, noamwmcapmero HoxymeHT, ITIOATBEPIKAIOTCST B
MOMEHT monnucanus JlokymeHTa B HUC  aBromatumueckn mo TOTIOXHUTEIBHOMY ~ pe3yiibTaTy
CICYIOIIUX TIPOBEPOK:

- COOTBETCTBYIOLIMIA [TOTB30BaTEN aBTOpu30BaH B UC,

- COOTBETCTBYIOIIUI KIIIOY SJIEKTPOHHOM HOIINKCH BKITIOYEH B PECECTp BBIJAHHEBIX KITIOYeif
SJIEKTPOHHOM Mmoanucy,

T'PUHBHYCKOMY BpeMeHHU (UTC+0).

3.6. BHyTpennue ICKTPOHHbIE OKYMEHTBI, MepeuncieHypre B Ilepeune, npusenennom g
Ipunoxennu N | HacTosimemy ITonosxeHuro, noamucanusie [1911, npusuaroTey B Opranuzanuu
PaBHBIMH 110 IOpPHAWYECKOH cute AOKYMEHTaM Ha GyMaskHEIX HOCHUTEIIIX, 3aBepeHHBIM
COOCTBEHHOPYYHOI HNOAIUCEIO.

3.7. Tonb3oBarenn WC TNIPU3HAIOT, YTO BU3yanu3amus Imramma 1911 npu ACMOHCTpanuu
JlokymenTa B uHTepdeiice UC, Bbmonnenmag cpeacteamu UC, sBigercy HEOCIIOPUMBIM
TNONTBEpXKNEHHeM akTa mommucanmsg AOKYMEHTa  COOTBETCTBYIOLIHM Blamensuem [19]]
(momnmMHHOCTE 1 HEOTpeKaeMocCTs).

3.8. XpaHenne HoxymenTOB OCYIIECTBIIAETCS MyTeM 3amucyu CBeaeHuM o JlokymMeHTax B
APXUB JIICKTPOHHBIX JOKyMEHTOB, KOTODEI siBIIsteTCs yacTrio YIC.

3.9. Opranmsamus o0ecreunBaeT TexHMYeCKIMY 1 OPTaHU3alIMOHHEIMH Mepamu 3aIlUTy OT

0 JlokymeHTax B apxuse JIEKTPOHHBIX NOoKyMeHToB UIC, a Taroke TapaHTUpYeT MoATBepskneHue
dBTOPCTBA NIOKyMEHTa, MOAMMCAHHOro IIOI1 aBropa, B TOM HUCIC TMYTeM  yTBEpKIeHHUS
TIOUMEHHOTO OTrPaHUYEHHOTO CIHCKA JIUL, UMCIOIMX PaCIIMpPEHHBIE (a,HMI/IHI/ICTpaTI/IBHBIe) IIpaBa
AOCTyNa K apXUBY 3JI€KTPOHHBIX MOKyMeHTOB UC,

3.11. Konus SJIEKTPOHHOIO IOKYMEHTa MOjKeT OBITE  M3roTOBIEH] (pacneanaHa) Ha

HOII, nu6o wnenamu KoMucCHy, BKmOYaromedi B ceGy KaK MHHHMYM pykoBomures
Opranusauuy u umo, HUMEIOIIee pacIIMpeHHbIe (a,LIMI/IHI/ICTpaTI/IBHLIC) TlpaBa nocTyma K apxupy
SNICKTPOHHBIX 0KyMeHTOB MIC. Komus 9JICKTPOHHOTO IOKYMEHTa Ha OymMa)kHOM HocuTeje

- B CiIydae HeoOXommmocTu SaMEHBI, BOCCTAHOBIEHHS KIIOya SJIEKTPOHHOM ToamHCH
oOparturecs OTBeTCTBeHHOMy 34 TEXHH4ECKyIo noanepxky UC ¢ COOTBETCTBYIOIIEH MPOCHGOl



¥ TIOJTy4UTh HOBBIW KIIFOY 3JEKTPOHHOM MOATUCH;

- oOpawarbcs K PYKOBOACTBY Opranuzauud 11 pasdopa KOHGIMKTHBIX CHTyaluH
(CIIOpOB), BOBHUKAIOLIMX MPU MPUMEHEHIH 1511 8 UC.

4.2. Bnagenen 1911 o6s3aH:

- BecTH 00paGOTKy BHYTPEHHHX O3JICKTPOHHBIX noxymentoB B MC B COOTBETCTBHH CO
CBOMMH JOJKHOCTHBIMU O0SI3aHHOCTAMHU;

- [pUHMMATh BCE BO3MOXKHBIC MEpbl JUIA TPeIOTBPALICH)s HECAHKIIMOHNPOBAHHOTO
ICTIONB30BAHMA CBOETO KIIIOYA JIEKTPOHHOM MOMITHCH;

- HU TIPU KAKUX YCIOBHAX HE Mepe/iaBaTh Kot 3JIEKTPOHHOM MOAMICH APYTUM JIMIAM;

- TpM KOMIIPOMETALMH CBOEro KIo4a 3JIEKTPOHHOM TOANKMCH HE3aMEUTUTEILHO
oGpaTuThest K OTBETCTBCHHOMY 33 TEXHHICCKYIO nogaepkky MC st MpHOCTaHOBKH JecTBUSA
TIPUHAIEKALIETO eMy KIto4a 3IEKTPOHHOM MOIHUCH.

4.3. Bnanenen IIDI1 HeceT JNMYHYKO OTBETCTBEHHOCTH 32 COXPAHHOCTh CBOEro Ki04a
3JIEKTPOHHOM TIOANUCH U €r0 3aluTy OT HeCaHKIMOHUPOBAHHOTO UCTIONb30BAHMA.

5. TexHO0J1I0rHsl IPUMEHEHUsl CPeICTB o211 8 UC

5.1. Jlns npumenenus [19I1 B UC nagensiyy 1211 Heo6X0aUMO aBTOPU30BATHCA B UC ¢
HCIIONIB30BAHMEM ITyOIMYHON H KOHGUIEHIMATBHON JacTell KIo4a [IDI1 (ums mosb30BaTeNd U
napois). Iloamucanne JIOKyMEHTa BBINOJHIETCS ITyTeM HaXaTus Ha KHOIKY "Tloamucats" B
untepdeiice MC.

5.2. Undopmarysa 000 BCeX BbIIAHHBIX [10JIB30BATE/II0 KIIOYaX JJIEKTPOHHON MOJIIHUCH,
JlaTax MOJyUYEHHs U MPEeKpaIeHns X JeHCTBUA (u3bsaTust) xpaHuTcs B FIC MOCTOSHHO.

5.3. Ilpu mpekpaueHuy y COTPyAHHKA OpraHu3aluy JOJKHOCTHBIX 00513aHHOCTEN IO
006paboTKe BHYTPEHHUX OJICKTPOHHBIX JOKYMEHTOB ¢ HCIOJIB30BAHUCM [IDI1 wmm 1pu
YBOJIBHEHUU COTPY/IHHMKA €r0 KoY BHOCHTCH B peecTp OTO3BaHHBIX KJFOuell 3JIEKTPOHHON
moamucy OTBETCTBEHHBIM 33 TEXHHUYECKYIO MOMICPKKY MC. C MoMeHTa BHECCHMs KIOYa B
peecTp OTO3BaHHBIX KIIoUell  SJIEKTPOHHOM —TMOJAMMCH BCE  MOCICAYIOIIMC JIOKyMEHTBI,
noamucanssle otoit I1D011, HE cUMTAOTCA MOATNIMCAHHBIMU HaIJISKAIIMM 00pazoM, T. €. IOJNHUCHIO,
paBHO3HAUHOM COOCTBEHHOPYYHOM.

6. 3aKJII0YHUTEIbHbIE MOJI0KEHHS

6.1. Hacrosmiee TTo10KeHre BCTYNAeT B CUITY C JaThl yTBEPHACHIA.

6.2. Texcr ITonoxkenus pasmemaercs B WC. Crioco6 [ocTymna K aKTyalbHOH BEPCHH
TToM0KeH s OMUCHIBACTCA B [IOIB30BATENBCKOH TOKYMEHTAIMH K nuc.

6.4. JIOKyMeHTEI, CO3JJaHHbIC B UC u noanucanueie 1911 B COOTBETCTBUM C HACTOAIIMM
[ToI0KeH EM, TTPU3HAOTCS IOPUINIECKU 3HAUMMBIMH € J1aThl yTBepsKaeHUSA 1107T0KEHHS.

[TpoToxoi 3aceAaHus
MeJaroruueckoro coBeTa
ot 29.08.2024

Ne 1
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