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JJISE BHYTPEHHEr 0 3JIEKTPOHHOI0 JOKYMEHT0000poTa



1.001mme noJ10KeHus

1.1. Hacrosimee [lonoxenue o0 HMCHOIB30BaHUM MPOCTOM 3JIEKTPOHHOM MOJANUCH Ha
caiite T'oceed6 (maiee — WC) MyHUIIUNATBLHOTO OIOHKETHOTO  JIOIIKOJIBHOTO
00pa30BaTENbHOIO  YUPEKICHUS  «3apeyHOMEUIMHCKUI  JeTcKuil  can»  (nanee
[TonoxkeHue) sBNSETCS JOKAITBHBIM HOPMAaTUBHBIM aKTOM MYHHIIMITAIBHOTO OIOKETHOTO
JOLIKOJIBHOTO 00pa30BaTEIbHOTO yUPEKIeHUs «3apeuyHOMENTUHCKUN JETCKUM caay u
OIpEIEIIAET MOPSAOK U YCIOBUS paObOThl COTPYJHUKOB C 3JIEKTPOHHBIMU JJOKYMEHTAMH B
NC, HenocpenCcTBEHHO CBSI3aHHBIMHM C UX TPYIOBOH AESTENBHOCTHIO, C MPUMEHEHUEM
MIPOCTOM AIEKTpOHHOM moanucu (nanee-I1911).

1.2. VYyacTHMKaMu 3JIEKTPOHHOI'O B3aMMOJACUCTBUS Ha YCJIOBHUAX, OIPENEICHHBIX
HacrossmuM  [lonmoxkeHueM, ABISIIOTCA  COTpyAHUKHM OpraHusanuy, OANKMCABIINE
VYBenominenue 00 o3HakomsieHun ¢ [lonokenumem. Ilonmucanue cCOTpyIHUKOM
Opranuzanuu YBeAOMJICHUS PaBHO3HAYHO NMPUCOEAMHEHUIO K COTJIAIICHUI0 00 yJacTuu
BO BHYTPEHHEM 3JIEKTPOHHOM JIOKyMEHT0000poTe ¢ ucnonb3zoBanueM [1911 Ha ycrmoBusx
Hactosmero llonoxkenus B coorBeTcTBUM co cT.428 ['paxkmanckoro kojaekca P®
(«JloroBop IpUCOEAUHEHHS).

1.3. Peanuzamus omnpeneneHHbIX HacTosumM I[lojmokeHneM ycinoBHM NIpUMEHEHHS
IPOCTOM BJIEKTPOHHOW TMOANMMCH OOECHeYuBaeT MpUIaHUE IOPUAMYECKONM  CHIIbI
BHYTPEHHUM OJJIEKTPOHHBIM JokyMmeHTaMm Opranuzamuu B MC, TpeOyromuM IHUYHON
NOJINCH COTPYIHUKA, U ONIEPALIUAM C HUM.

1.4. Hanmuuue 1311 oOecrieunBaeT BHYTPEHHUM JIEKTPOHHBIM JoKymeHTaM B C:
- IOJUIMHHOCTB-TIOATBEPKICHUE aBTOPCTBA TOKYMEHTA;

- IEJIOCTHOCTh-I0KYMEHTA HE MOXKET ObITh U3MEHEH MOCIIE MOMUCAHUS;

- HE OTpHUIIaHUE aBTOPCTBA (HEOTPEKAEMOCTb)

— aBTOP HE MOYKET OTKA3aThCsl OT CBOEH MOAIUCH.

1.5. Jlna noxamnucaHus >IEKTPOHHBIX JokymMeHTOoB B MC wucnons3yercss mnpoctas
AIIEKTPOHHAS MOJNUCH - MH(OPMALIMS B IEKTPOHHOHN (popme, KOTopasi MPUCOETMHEHA K
apyrod uHboOpManMM B 3JEKTPOHHON ¢opMme (mogmuceiBaeMoi HHGOpMALINH,
JIOKYMEHTY B 3JIGKTPOHHOM BHJI€) HJIM HHBIM 00Pa30M CBsI3aHHAs C TaKOW MH(pOpMAIIHeH,
¥ KOTOpasi UCTIONB3YETCs AJIS ONPEIEICHHUS JINIIA, TIOAMICHIBAIOIIETO HH(OPMAIIHIO.

1.6. B kauecTBe nmyonuyHoi yacTu kitoya [1311 ucnonb3yercs yHuKalIbHOE UMSI YUETHOM
3allUCH, TPUMEHAEMOe s aBTopu3anuu nosb3oBatens B HMC. B kauecTtBe
KOH(puAeHManpHoi yactu kimtova [1911 ncnonp3yeTcs maposib K y4eTHOM 3aMucH.

1.7. I3roroBnenue (reHepaiuio), Bbraauy u peructpauuto B UC ykazanusix B 11.1.6 umeH
IIOJIB30BATEJIEN U MAPOJIEH OCYIIECTBIIIET OTBETCTBEHHBIA 34 TEXHUYECKYIO IOAJEPKKY
HC).

1.8. ITapons nosb3oBarens MC MoxeT ObITh U3MEHEH €r0 BIIAJIENbLEM B JII000H MOMEHT
nociie apropusanuu B UC. PekoMeH1yeTcst U3MEHATh [apoJib HE PEKE OJHOIO pa3a B TpU
Mmecsiua. Jlig  CHWKEHMsT pucKa 1oadopa Mapojii M HECAaHKUHMOHUPOBAHHOI'O



HCIOJIb30BAHUA APYIrUM JIMIIOM KJIF0O4a SHCKTpOHHOﬁ nmoanrucru pPEKOMCHAYCTCSA HC
3aJ1aBaTh IapOJIk, UCIIOJIb30BAHHBIC PAHCC.

2. TepMuHBI ¥ OpENEICHUS
B nannoMm IlonoxeHnu UCHoab3y0TCs CAEAYIOINE TEPMUHBI U UX ONPEICIICHUS:

2.1. Bmagemenr mpocTOW SIEKTPOHHOW TOANMHCH — COTpyAHHMK OpraHu3anmd,
NOJANMCABIIMN YBenomiieHMe 00 o3HaKoMmJieHMH ¢ HacrosmuM Ilonmoxenuem u
MCIIOJIB3YIOIINI UMS II0JIB30BATEN U IIaposib 11 aBTopu3anuu B C;

2.2. BHyTpeHHUI 3JEKTPOHHBIN JOKYMEHT (nanee-/loKyMEeHT) — JOKYMEHT OJHOrO M3
TUIOB JOKYMEHTOB, co3faHHbli B MC B anekTpoHHOM ¢dopMe M NOANUCAHHBIHN
AJIEKTPOHHOW TMOJIMUCHI0 COTPYIAHHMKA (IJIEKTPOHHBIMH TOANUCAMU COTPYIHHUKOB)
Opranuzanuy;

2.3. Kurou »1eKTpOHHOM MOAMUCH — YHUKAJIbHAs IOCJIEI0BATEIHHOCTE CHUMBOJIOB,
NpeAHa3HauYeHHas Ui MOJATBEPXKIEHUS C HcmoJib3oBaHueM cpenactB MC moanumHHOCTH
[1211 B lokymeHTe;

2.4. Peectp BBIIAaHHBIX KIOYEH 3JIEKTpOHHOW moamucu — xpaHsnuiics B MC crnmcok
VHUKAJIBHBIX  IOCJIEJOBAaTEILHOCTE  CHUMBOJIOB,  COJAEp)KAIUXCA B JIAHHBIX
MOJIB30BATENISIM UMEHAX YUYETHBIX 3alIUCEH U MapoJIsxX;

2.5. PeecTp 0TO3BaHHBIX KJIIOUEH 3JIEKTPOHHOW moamucu — Xpansiuiics B C cnucok
nonb3oBareneit UC, y KOTOPBIX KIIFOYH 3JIEKTPOHHON MOIMUCH K MOMEHTY OOpaIieHus K
TAaHHOMY peecTpy ObLITM OTMEUEHBI KaK HEJICHUCTBUTEIbHBIC,

2.6. Ilpocras snexrponHas noanuck (I1311) — undopmanus B snekrporHoi popme B UC,
BO3HUKAIOIIAS B MOMEHT BBINIOJHEHUS BJIAJEIBLEM 3JEKTPOHHOM IOANMCH KOMAHJbI
nonnucanus Jlokymenta B wuHTep(deiice WC, mnoarBepxparomias MOJIUHHOCTh
Joxymenta w/mnu (axt o3HakomieHus Biagenbia [IDI1 ¢ JlokymeHTOoM, KOTOpas
B3aMMHO OJIHO3HAYHO CBS3bIBAETCS C JJOKyMEHTOM M BIAJEIbLIEM NOAUCH;

2.7. Wramn IIDI1 — Bu3yanmpHas oTMeTKa 00 SJIEKTPOHHOM MOAMMCH, BKIIOYAIOIIAs
pekBusuthl [IDI1, koTopas aBTOMatnuecku coznpaercsa cpeacrtsamu MC mpu OTKpbITHH
(Busyanmuzanusi) jgokymeHTta, mnoanucanHoro IIDII, B wunrepdeiice UNC; Bpems
dopmuposanus [1911 oTobpaxaercs B mTamiie Mo 4acoBoMy nosicy nonszoBatens UC;

2.8. OO0paboTka »>JIEKTPOHHOTO JOKyMEeHTa — JelcTBus mnonb3oBaTens MC ¢
AIIEKTPOHHBIM TOKyMeHTOM cpenctBamu M C, BkITto9asi, HO HE OrpaHUYMBAsICh: CO3aHNUE,
npoBepka, mnoanucanue [IOII, wunbopmupoBanue apyroro mnons3oBatenss HC o
JOKYMEHTE, MOITBEPKACHHE MOIYy4YeHHUsI, O3HAKOMJICHHE, CO3JaHne KON Ha OyMa)KHOM
HOCHUTEJIE, OTKJIOHEHUE, YIaJICHHE.

3.06ecneyenre I0PUINIECKON CHITBI BHYTPEHHUX AJIEKTPOHHBIX JTOKYMEHTOB

3.1. ’)Kusnennsiii ukn JJokymenra B MC BkiIOYaeT: CO3gaHUE U MPOUYME ACHCTBUA IO
ero obpabotke, oTpaxkeHue B yudere, a Takke xpaHeHue B HMC. MC obecneunBaer
pEerucTpanuio JAeUCTBUN Tmosib3oBarened ¢ JlokyMeHTOM (JIOTMpOBaHHE) B TEUEHUU
JKU3HEHHOTO LIUKJIA.



3.2. Bee Bnagensup! [1911 npusnator paBHO3HauHOCTH cBoel I1DI1 coOCcTBEHHO py4yHOIt
HOJIMCH Ha OYMa)kHOM HOCHTEJIE.

3.3 Cozpanue I1911 B UC uHULMHpPYETCS COOTBETCTBYIOIIMM JCHCTBHEM BIajelblia
I13I1, T.e. HE BBHITOJIHIETCS aBTOMAaTHYECKHA WM HE3aMETHO IS BIafeiblia.

3.4.ITonnomounst Bianensua [IDIl, mommucaBmiero JIoOKyMeHT, MOATBEPKAAIOTCS B
MoMeHT noanucanus JJokymenta B UC aBToMaTH4eCKHU MO MOJIOKUTEITLHOMY PE3yJIbTaTy
CIEAYIOIINX MPOBEPOK:

- COOTBETCTBYIOIIMI MOJIb30BaTeNb aBTOpU30BaH B MC,

- COOTB@TCTBYIOHIHI)'I KJIIOY 3HCKTp0HHOI>i IMOAIINCH BKIIFOUCH B PCCCTP BbIAAHHBIX KJII04ueH
BHCKTpOHHOfI IIoAIIncCH,

- COOTBETCTBYIOIIMI KJIIOU 3JIEKTPOHHOW MOANUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOUEH 3JIEKTPOHHOU MOIIUCH.

3.5. Bpems popmupoBanus 31aeKTpoHHOM moanucu dukcupyercs cpeactBamu MC 1o
rpunBruckomy Bpemenu (UTCH).

3.6. BHyTpeHHHE J3JIEKTPOHHbIE JOKYMEHThI, noanucanHsie [IDII, npusHatoTcs B
OpraHuzanuy paBHbIMU 10 IOPUIUYECKON CUJIE TOKYMEHTaM Ha OyMaKHBIX HOCUTENSX,
3aBEPEHHBIMU COOCTBEHHOPYYHOM MOJHUCHIO.

3.7. llonwzoBarenu UC npusnHatot, yto Buzyanuzauus mramna [I311 npu nemoncTpanmn
Hoxymenta B untepderice UC, BoinonHenHas cpeactBamu VC, aBisieTcss HEOCOPUMBIM
MOATBEPKICHUEM (haKTa MOJMUCAHNS JOKYMEHTa COOTBETCTBYIONUM BiajenbiieM 1911
(MOJTMHHOCTH M HEOTPEKAEMOCTH ).

3.8. Xpanenue JI0OKyMEHTOB OCYIIECTBIISIETCS MTyTEM 3alucH CBeleHUI 0 JIoOKyMeHTax B
apXMB DJIEKTPOHHBIX JJOKYMEHTOB, KOTOPBIN siBisieTcs yacThio MC.

3.9. Opranuzanus o6ecrieynBaeT TEXHUIECKMMH U OpPraHU3allMOHHBIMUA MEpaMH 3alUTy
OT HECAaHKIMOHUPOBAHHOIO JOCTYyNa W NPEIHAMEPEHHOIO0 YHUYTOXEHMS W/UIU
HCKa)XEHUS CBEJeHUU 0 JIOKyMEeHTax B apXuBe€ dJEKTPOHHBIX JoKyMeHTOB MC, a Taxxke
rapaHTHpyeT MOATBEPKACHUE aBTOPCTBA JOKyMeHTa, nognucanHoro 11311 aBropa, B Tom
YUCJIE IyTEM YTBEPXKICHUS IMOMMEHHOTO OIPAHWMYEHHOIO CIIHMCKA JIUL, HMMEIOLIUX
pacipeHue (aJMUHUCTPATUBHBIE) MpaBa AOCTyNa K apXHUBY IEKTPOHHBIX JOKYMEHTOB
ncC.

3.10. Hoxymentsl xpaustcs B IC B Tom ¢opmaTe, B KOTOPOM OHH ObUTH co3aaHbl. Cpok
xpaHeHus JJokyMeHTOB U cBeieHHid 0 JIOKyMEeHTax He MOXKET ObITh MeHee 3 (Tpex) JIeT U
OTpeNeNsieTCS B COOTBETCTBHHM C JIOKAJIbHBIMU HOPMATHBHBIMH akTamMu OpraHuzaiuu
WJIU €€ CTPYKTYPHBIX MOapa3IeICHUH.

3.11. Komus 3MEKTPOHHOTO JOKYMEHTa MOXKET OBITh M3TOTOBJIECHA (pacmedaraHa) Ha
Oymaxnom Hocutene cpeiactBamu MC u 3aBepeHa COOCTBEHHOPYYHOW MMOIIHCHIO
Bragensia [10I1 nmubo uneHamMu KOMMCCHH, BKIIOYArOIedl B ce0sf Kak MHHUMYM
pykoBoauTens OpraHu3anuyl W JIMLO, UMEIOIIEe PACHIMpEeHHbIE (aIMUHHCTPATHBHEIC)
npaBa JOCTyna K apxuBy OJJeKTpoHHBIX nokymeHToB MC. Komust snexTpoHHOTO



JOKyMEHTa Ha OyMa)XHOM HOCUTEJNE JOJKHA COAEpX aTh BHU3yaJIM3aLMIO IITaMIa
(mrammoB) II9I1, moaTBepkmaromiyro, 4to opuruHan JlokymenTta mommucan I[IDI1.
AYTEeHTHUYHOCTh 3JEKTPOHHOTO JOKYMEHTAa M €ro KOMUU Ha OyMa)XHOM HOCHTENe
oOecneunBaetcs cpeactsamu MC.

4. IlpaBa, 0053aHHOCTH U OTBETCTBEHHOCTH BJIAJICIIBIIA JICKTPOHHON TIOIITUCH
4.1. Bnanenen [1911 umeer mpaso:

- oOpamatbes kK OTBETCTBEHHOMY 3a TeXHUYECKYto noanepxky UC st anHynupoBaHUs
(oT3BIBa), MPHUOCTAHOBKK (BO30OHOBIICHHUSI) ACHCTBUSA NPHUHAMICHKAIIECTO €My KIoda
ANEKTPOHHOW MOJIHUCH;

- B cilyyae HEOOXOIAMMOCTH 3aMEHBbI, BOCCTAHOBJICHHS KJIIOYa JIEKTPOHHOH MOJIIMUCH
oOpamarbes K OTBETCTBEHHOMY 3a TeXHUYecKyro noanepxxky MC c cooTBercTByroUieit
IPOCHOOI U MOJIYYUTh HOBBIH KJIHOY 3J€KTPOHHOM MOIUCH;

- obOpamatrbcst K pykoBojacTBY OpraHuzanuu s pa3zdopa KOH(PIMKTHBIX CHTYaIUi
(cnopoB), Bo3Hukaromux npu npumenenuu [1311 B IC.

4.2. Bnanenen II3I1 o6s13an: -BecTu 00pabOTKY BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB
B VIC B COOTBETCTBUM CO CBOMMHU JIOJKHOCTHBIMH O0SI3aHHOCTSIMU;

- INPHUHUMATbL BCC BO3MOJKHBIC MCPBI I IPCAOTBpAIICHHA HCCAHKIMOHHWPOBAHHOI'O
HCIIOJB30BaHUs CBOCTO KJIrO4Ya BHGKTpOHHOﬁ IIOAIINCH,

- HY [IPY KaKUX YCJIOBUSIX HE MEPEIaBATh KII0Y MIEKTPOHHOU MOANUCH APYTUM JIULAM;

- TpU KOMIIEHCAI[MM CBOEr0 KJO4Ya JJIEKTPOHHOW NOANUCH HE3AMEIIUTEIBHO
oOpatuthcsi kK OTBETCTBEHHOMY 3a TeXHHMUYECKyto momanepxkky MC ans mpuocTtaHOBKH
JIEUCTBUS NPUHAUIEKALIETO €My KITF04a JIEKTPOHHOM MOIHUCH.

4.3. Bnagenen IIDII HeceT NWYHYIO OTBETCTBEHHOCTh 32 COXPAHHOCTh CBOErO KIIIOYa
AIIEKTPOHHOU MOUCHU U €ro 3alIUTy OT HECAHKIIMOHUPOBAHHOTO UCIOJIb30BAHUS.

5.Texnonorust npumenenus cpencts 11011 B C

5.1. dns npumenenus 11311 8 UC Bnagensiy [1911 Heo6xoaumo aBTopuzoBathes B UC ¢
UCIOJIb30BAHUEM MYOJWYHOW W KoHuAeHIManbHOM dactedd kimoua IO (ums
noJsib3oBarenst U napois). [loanucanue JlokymMeHTa BBIMIOJIHAETCA MyTeM HakaTus Ha
kHonky «Ilogmucate» B untepdeiice NC.

5.2. ndpopmanus 060 BcexX BBIAAHHBIX MOJB30BATENIO KIIOUAX AJIEKTPOHHOW MOIMMUCH,
JaTax MOJIyYeHUsI U MPEKpallleHus ux AeucTBUs (3bsaThsl) Xpanarca B IC mocTosHHO.

5.3. IIpu npekpamienun y corpyaanka OpraHu3anuu JOKHOCTHBIX OOS3aHHOCTEH IO
00paboTKe BHYTPEHHHMX JOKYMEHTOB C wucrnosib3oBanuem [IDI1 wnm yBonbHEHUI
COTPYIAHHUKA €T0 KIIF0Y BHOCUTCA B PEECTP OTO3BAHHBIX KIHOYEH 3JIEKTPOHHON MOANHUCHU
OTtBeTcTBEHHBIM 3a TexHHueckyro mnoanepxkky MC. C MomeHTa BHECEHMs KIO4Ya B
peecTp OTO3BAaHHBIX KIKOYEH 3JIEKTPOHHOM IOANUCH BCE MOcienyromue J[oKyMeHTHI,
noanucanueie 3Toi 131, He cuMTaroTCa MOANMMCAHHBIMHU HAJIEKAIUM 00pa3oM, T.€.
MOJIIKCHIO, PABHO3HAYHOU COOCTBEHHOPYYHOI.



6.3aKIIIOUUTENIbHBIC MOJI0KEHUS
6.1. Hacrosimee 1losioxkenne BCTynaer B CHILy C AaThbl YTBEPKACHUS.

6.2. Tekcr Ilonoxenus pasmemaerca B MC. Crnocob noctyna K akTyajdbHOW BepCUU
[Tono>xeHust ONMUCHIBAETCS B TOJIB30BATEIbCKOM JokyMeHTaruu k MC.

6.3. loxkymenTtsi, co3nannabie B UC u mognmucanasie [I13I1 B COOTBETCTBUH ¢ HACTOSIITIM
MOJI0KEHUEM, IPU3HAIOTCS IOPUIMUECKU 3HAUYUMBIMU C JaThl yTBepKAeHUs [lonoxeHus.
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