


MOIMMCHIBAIOIIETO WH(OPMAIIHIO.

1.6. B xauectBe myOnmunol yactu kirova 1911 ucmonp3yercss yHUKaabHOE UMsI YIETHOW 3aITHCH,
npUMeHsieMoe IS aBTopu3anuu nojis3osarens B IC. B kauectBe koHpuaeHIManbHOM yacTu kitoya [1911
UCIIOJIB3YETCS IapOjb K YUETHOM 3aIKCH.

1.7. WsrotoBienue (renepauuio), Bbimauy u peructpanuio B MC ykazanueix B m. 1.6 umen
MOJIb30BaTeNe M Mapojiell OCYIIECTBISET COTPYIHUK (agMUHHUCTpaTop) (nanee - OTBETCTBEHHBIN 3a
TexHudeckyto noaaepxky HUC).

1.8. ITaponp monw3oBarenss MMC MokeT ObITH M3MEHEH €ro BIaJeiblieM B JII0OOOH MOMEHT IOCIE
aBropuzauuu B C. PekoMenayeTcss U3MEHATh IapoJib HE PeXe OJHOro pa3a B Tpu Mecsa. [[ist cHuxeHust
pHCcKa Mmoadopa Mapojs U HeCAaHKIIMOHUPOBAHHOTO HMCIOJIb30BAaHUS JIPYTHM JIMIIOM KIF0Ya 3JIEKTPOHHOU
HOJIUCU PEKOMEHAYETCs HE 3a/1aBaTh M1apOJIH, CIOJIb30BAHHBIE paHee.

2. TepMuHbI U onpeaeIeHUsE

B nannom [losoxxeHnn ncnosb3yroTes CIeyIOKUe TEPMUHBI U UX ONPEAEICHMUS:

2.1. Baagenen mpocToil 3j1eKTpPOHHOI moamucu - coTpyanuk MBJIOY Ne 9, momnucasmimii
YBenomiienne o0 o3HaKomiieHUU ¢ HactosmuM [lonokeHneM M MCHONB3YIOLIUN UMS MOJIb30BaTeNs U
naposb Juis apropusanuu B 1C.

2.2. BHYTpeHHHU# 3JIeKTPOHHBIH JOKYMeHT (1ajiee - JIOKYMEHT) - TOKYMEHT OJHOTO W3 THIIOB
JOKYMEHTOB, co3fgaHHbli B MC B »1ekTpoHHOM (opMe U HOANMCAHHBIA 3JIEKTPOHHOW IOANHUCHIO
COTpYIHUKA (3JIEKTPOHHBIMU MOAMUCIMH COTPYAHUKOB) OpraHuzanuu.

2.3. Koy 3/1eKTpPOHHOW TMOANMCH - YHUKaJbHas IOCJIENOBATEIbHOCTh CHUMBOJIOB,
npeJHa3HayeHHast IS MOATBEPkKACHUS ¢ ucnoibzoBanueM cpeacts MC nognmuunoctu 11911 B Jlokymenre.

2.4. PeecTp BBIIAHHBIX KJIIOYEld 3JIeKTPOHHOW moamucu - xpaasmumiici B HMC crnmcok
YHUKQJIbHBIX IIOCJIEI0BAaTEIbHOCTEN CHUMBOJIOB, COJEPKAIIMXCA B BBIIAHHBIX I10Jb30BATENSIM HMMEHAX
YUYETHBIX 3aIllUCeN U NMaposiX.

2.5. Peectp 0TO3BaHHBIX KJIIOYeH 23J1eKTPOHHON moamucu - xpassmmiics B MC crucok
nosnb3oBareneid MC, kioun 3JeKTPOHHOM MOJNMCH KOTOPBIX K MOMEHTY OOpalleHUs K JTaHHOMY peecTpy
OBLIIM OTMEYEHBI KaK HeJACHCTBUTEIIbHBIE.

2.6. Ilpocras 3iaextponHasi noanuch (IIIIT) - undopmanus B snekrponHoi ¢opme B UC,
BO3HUKAIOIIass B MOMEHT BBINOJIHEHHSI BIAAENbLEM D3JIEKTPOHHON MOANMCH KOMaHAbl MOJIHCAHUS
Hokymenra B unrepdeiice IC, noarsep:kaatomas noyIMHHOCTh JloKkyMeHTa W/uiau (pakT 03HAKOMJIEHHUS
Bnazenbia [1311 ¢ JlokyMeHTOM, KOTOpasi B3aMMHO OJTHO3HAYHO CBSA3BIBACTCS ¢ JJOKYMEHTOM U BIaACNIbIIEM
HOJITUCH.

2.7. ramn II3II - Bu3yanpHas oTMETKa 00 3JIEKTPOHHOW TOIIMCH, BKIIOYAIONIAS PEKBU3UTHI
[13I1, koTopas aBTOMaTHuecku co3paercs cpenactBamu MC mpu OTKpHITUHM (BU3yalM3allMK) JOKYMEHTa,
noanucanHoro IO, B mutepdeiice UC; Bpems dopmupoBanus IIDI1 oroOpaxkaercs B mrtamme Io
yacoBoMy nosicy noss3osarens UC.

2.8. O0padoTKa JJIEKTPOHHOr0 JAOKYMeHTa - jaeicTBHs Toib3oBarenst MC ¢ 3JIeKTpOHHBIM
JNoKyMeHTOM cpenctBamu MC, Bkitouas, HO, HE OrpaHUYMBASICh: CO3JAaHUE, NTPoBepKa, noanucanue 11011,
uH(popMupoBaHue apyroro nosb3osarens MC o qokyMeHTe, MOATBEPKIEHNE MMOTYYeHHsI, O3HAKOMIIEHHE,
CO3/1aHMe KOMMH Ha OyMa)KHOM HOCHUTEJIe, OTKIIOHEHUE, yIaJIeHUE.

3. O0ecneyeHne IOPUANYECKON CHJIbI BHYTPEHHHMX 3JICKTPOHHBIX IOKYMEHTOB

3.1. JXKXusnennwnii nukn Jlokymenra B MC BrirodaeT: co3gaHue U MPOYME AEMCTBHS IO €ro
o0paboTke, oTpaxxeHue B ydere, a Takke xpaHeHue B MC. MC obecneunBaeT perucTparuio JeHCTBUM
noJsip3oBarenel ¢ JlokyMeHTOM (JIOrMpOBaHHUE) B TEUEHNE )KU3HEHHOTO LIUKJIA.

3.2. Bee Bnagensipl [1911 mpusnatoT paBHO3HauHOCTH cBoei 1911 coOcTBeHHOpYUHOI noAnKcH Ha
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OyMa)KHOM HOCHUTEJIE.

3.3. Coznanue 1911 B UC nnuumuupyercsi COOTBETCTBYIOIIUM JielcTBUEM Biaaenbua 11311, T. e. He
BBITNOJIHAETCS] aBTOMAaTUUECKH UM HE3aMETHO /IS BiaJienblia.

3.4. Tlonmnomouus Buagensua II911, moanmucaBmero JlOKyMeHT, MOATBEPKAAIOTCS B MOMEHT
noanucanus Jlokymenra B UC aBTOMaTHUECKHU 110 MOJIOKUTEIBHOMY PE3YyJIbTaTy CIEAYIOIINX IPOBEPOK:

- COOTBETCTBYIOLIUH MOJIb30BaTENb aBTOpU30BaH B IC,

- COOTBETCTBYIOIIMU KIIIOY JJICKTPOHHOW IIOANMCHU BKIIOUEH B PEECTP BBIJAHHBIX KIIIOYEH
JJIEKTPOHHOMU MOJIINCH,

- COOTBETCTBYIOLIUM KIIXOU 3JIEKTPOHHOM IOJIHUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIHOYEH
3JIEKTPOHHOM MOAMUCH.

3.5. Bpems ¢opmupoBaHus B3IEKTPOHHOM mnoanucu ¢uxcupyercss cpeacrsamu HMC  mo
rpuaBruckomy BpemeHu (UTCHO0).

3.6. BHyTpeHHHE 3J€KTpOHHbIE JOKyMEHTbI, noanucanusle [I19I1, npusnatorcs B Opranuzauuu
PaBHBIMHU 110 FOPUAUYECKON CUIIE TOKYMEHTaM Ha OyMa)XHbIX HOCUTESIX, 3aBEPEHHBIM COOCTBEHHOPYYHOM
HOJIHUCHIO.

3.7. Ilonb3oBarenu WC mnpusnHaroT, yto Busyanuzauus wmramna [I9I1 mpu nemoHcTpauuu
Hokymenta B untepdetice IC, BemonnenHas cpencramu MC, siBiseTCsl HEOCTIOPUMBIM TIOATBEPKICHHUEM
(akTa nmoAnucaHus JOKyYMEHTa COOTBETCTBYIOUIMM BiazenbleM 1311 (moIMHHOCTE M HEOTPEKAEMOCTb ).

3.8. Xpanenue /[oKyMEHTOB OCYILECTBISETCS IyTEM 3allUCU CBEACHUN O JlIoOKyMeHTax B apXuB
JJIEKTPOHHBIX IOKYMEHTOB, KOTOPBIN siBsieTcs yacTbio HC.

3.9. Opranuzanus 00ecreyrBaeT TEXHUYECKUMH U OpPraHU3alMOHHBIMM MEpaMu 3allluTy OT
HECAaHKIIMOHMPOBAHHOTO JIOCTYNa W IPEeIHAMEPEHHOI0 YHHUYTOXKEHUS W/WIM MCKAKEHHUS CBEICHMH O
JlokyMeHTax B apXuBe IEKTPOHHBIX TOKyMeHTOB MC, a Taxke rapaHTHUpPYeT MOATBEPXKIACHUE aBTOPCTBA
JNOKyMeHTa, noanucanHoro 11911 aBTopa, B ToM 4yuciie myTeM yTBEPKACHHUS IOMMEHHOTO OrPAaHUYEHHOIO
CIUCKa JIML, UMEIOUIMX pPAaCUIMpEHHbIe (aAMHHHMCTPATUBHBIE) MpaBa JOCTYNAa K apXHUBY 3JIEKTPOHHBIX
nokymenToB UC.

3.10. HokymenTsl xpansresa B IC B Tom ¢popmaTe, B KOTOPOM OHU ObUIH co3/1aHbl. CpOK XpaHeHus
JlokyMeHTOB U cBeleHMH O JlokymMeHTax He MOKeT ObITh MeHee 3 (Tpex) JIeT M ONpenensercs B
COOTBETCTBUHU C JIOKAJTbHBIMU HOPMATUBHBIMU akTaMyu OpraHu3aliuy UM €€ CTPYKTYPHBIX N0Ipa3iesIeHuH.

3.11. Konust 351eKTpOHHOTO JIOKyMEHTa MOET ObITh M3TOTOBJIEHA (pacreuyaTaHa) Ha OyMa)XXHOM
Hocutene cpeacrBamu MC u 3aBepeHa cOOCTBEHHOPYYHOU moanuchio Bianensiia [1311, nubo wienamu
KOMMCCUH, BKIIOYammeil B ce0s Kak MHUHUMYyM pykoBoauTens OpraHuzaluy W JIUIO, HMEoIee
pacipeHHble (aAMMHHUCTpPATUBHBIE) MpaBa JOCTYyNa K apXuBY 3JIEKTpoHHBIX AokymeHTOoB MC. Komus
3JIEKTPOHHOTO IOKyMEHTa Ha O0yMa)>KHOM HOCHUTEJIE JI0JKHA COJIep KaTh BU3yaIM3allMIo MITaMna (IITaMIIoB)
[1211, nmoarBepxkaaromyto, yto opuruHan Jlokymenrta noanucad I[19I1. AyTeHTHMYHOCTH 3JE€KTPOHHOTO
JIOKYMEHTa M €ro KoUK Ha OyMakHOM HocuTese oOecnieunBaercs cpeactsamu VC.

4. IIpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh BJIA/Ie/IbLA 3JIEKTPOHHOMN MOANHUCH

4.1. Bnanenen 1311 umeer npaso:

- oOpamarbest K OTBETCTBEHHOMY 3a TeXHUYecKyto noaiaepkky C st annyaupoBanus (0T3bIBa),
NPUOCTAHOBKH (BO30OHOBJIEHHUS) IEHCTBUS MIPUHAJISIKAIIETO eMY KITI0ua 3J1eKTPOHHON MOANMCH;

- B cllydae HeoOXO0IMMOCTH 3aMEHbI, BOCCTAHOBJICHHSI KJTF0Ua JIEKTPOHHOU MOANUCH 00paTUTHCS K
OTBeTcTBEHHOMY 3a TexHHUYecKyto nojuepxxky MC ¢ cooTBeTcTByIOLIEH Mpoch00il M MONy4YUuTh HOBBIN
KJIFOY 3JICKTPOHHOU MOAMUCH;

- oOpamarbes K pykoBojacTBY OpraHuzanuu mis pa3dopa KOH(PIUKTHBIX CUTyaluid (CHOpOB),
BO3HMKaromux npu npuMmenennu [1911 B C.

4.2. Bnaneneu 1311 o6s13aH:

- BecTH 00pabOTKy BHYTPEHHHUX 3JIEKTPOHHBIX JOKyMeHTOB B MC B COOTBETCTBUM CO CBOMMU
JOJKHOCTHBIMU OOSI3aHHOCTSIMU;
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- IPpUHUMATDb BCC BO3MOXKHBIC MCPLI JJI1 TPEAOTBpAICHUA HCCAHKITMOHUPOBAHHOT'O UCITIOJIb30BAHUA
CBOETO KJII0Ya 3JIEKTPOHHOH MOJIINCH;

- HY IIpY KAKUX YCJIOBMSAX HE IEPEJaBaTh KJIFOY 3JIEKTPOHHOU IMOAIUCH APYTHUM JIMLAM;

- NP KOMIIPOMETALMH CBOETO KII0Ya JIEKTPOHHOW IMOJNHMCH HE3aMEIIUTENBHO OOpaTUTBCS K
OTBeTCTBEHHOMY 3a TeXHUUYECKYIo nozajaepxky MC i npuocTaHOBKM IEHCTBUS MPUHAAIEKALIETO EMY
KJTFOYa JIEKTPOHHON TOAIHUCH.

4.3. Bnanenen 11011 HeceT TMYHYIO0 OTBETCTBEHHOCTD 32 COXPAHHOCTh CBOETO KJIK0Ya 3JIEKTPOHHOM
HOAIKUCH U €T0 3aIIUTY OT HECAHKIIMOHUPOBAHHOTO UCIIOJIE30BAHUSI.

5. Texnosnoruss npumenenusi cpeacts I1I11 B UC

5.1. Jna mpumenenus I19I1 B UC Bmagensiry IIDI1 HeoObxomumo aBtopusoBatbesi B MC ¢
UCTIOJIb30BaHUEM MyOJIMYHON M KOH(HIeHIMaIbHOH yacTeit kimtouya 1311 (uMs monp3oBaTens U napossb).
[Tonnucanue JlokymMeHTa BBIOTHSAETCS MyTeM HaxkaTus Ha kHomnKy "[loanucars" B unTepdetice NUC.

5.2. Nadopmammsi 000 BceX BBITAHHBIX IMOJIH30BATEIIO KIFOUAX JIEKTPOHHON MOAMUCH, aTax
MOJTyYeHUs ¥ MPEKpaIleHus ux neincTBus (u3bsitus) xpanutcs B IC noctosiHHO.

5.3. Ilpu npekpamiennu y corpyaanka OpraHu3anuu JOHKHOCTHBIX 00sS3aHHOCTEH 10 00paboTke
BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB C McnoJib3oBaHueM [I1DI1 i npu yBoIbHEHUU COTPYAHHUKA €ro
KJIF0Y BHOCUTCS B PEECTP OTO3BAHHBIX KIIOYEH 3JEKTPOHHOM moanucu OTBETCTBEHHBIM 32 TEXHUUYECKYIO
noanepxky MC. C MoOMeHTa BHECEHHsI KJIK0Ya B PEECTP OTO3BAaHHBIX KIIFOUEH AJIEKTPOHHOM MOJINHCH BCE
nocinenytonme JlokymeHntsl, noamnucaHueie »Toi [1DIl, HEe cuWTarOTCS MOANUCAHHBIMHU HAJJISKAIIUM
o0pa3om, T. €. MOJANUCHI0, PABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3aka0unTeIbHbIE MOJOKEHHS

6.1. Hacrosiiee [TonmoxeHne BCTymaeT B CHITY € JaThl yTBEPKICHUS.

6.2. Tekcr [lonoxenus pazmeniaerca B MMC. Crnoco6 goctymna K akTyaiabHOW Bepcuu llomoxkenus
OTIHCHIBAETCS B MOJIBb30BaTENbCKON JokyMeHTamu k MC.

6.3. Texct IlonmoxxeHuss XpaHUTCS Yy aJIMHHHUCTpAaTopa M TPEAOCTABISACTCA COTPYAHUKAM
Opranu3zanuu 1o 3armpocy.

6.4. Hoxymentsl, co3ganubie B WMC u moamucannueie [IDI1 B COOTBETCTBMM C HACTOAIIUM
[TonoxeHneM, MPU3HAIOTCS IOPUINUYECKH 3HAUUMBIMU C AaThl yTBep:kaeHus [lomoxxeHus.
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