[Tpunoxenue k npukazy Ne 228-11 ot 19.07.2024

IHosi0:keHne 00 UCIOJIBL30BAHUM NMPOCTOM JIEKTPOHHOM MOAIMUCH
JJISi BHYTPEHHEr 0 3JIEKTPOHHOTI'0 IOKYMEHT0000poTa
B MBYK MOCP "Mexnocesenueckasi 0udauorexa'

1.001me monoXeHu

1.1. Hacrosimee IlomoskeHne 00 HCIONB30BAaHUM TPOCTOM HIEKTPOHHOH MOANUCH B HH()OPMAIIMOHHON
cucteme (manee - MC) MBYK MOCP "Mexnocenenueckas oubianoreka" (manee - Ilomoxxenue) siBiaseTcs
nokanbHBIM HopMaTuBHEIM akToM MBYK MOCP "Mexnocenenueckas 6ubnmnorexa" (nanee - Opranuzaiusi)
U OIpeensieT MHOpSAOK M YCIOBUS paboOThl COTPYIHHKOB C 3JEKTPOHHBIMU JokymeHTamu B UC,
HENOCPEACTBEHHO CBSI3aHHBIMM C UX TPYIAOBOM JAESITEIBHOCTHIO, C IPUMEHEHUEM MPOCTOM 3IIEKTPOHHOMN
noanucu (nanee - [19I1).

1.2. YyacTHUKaMH 3J€KTPOHHOIO B3aUMOJICHCTBUS HA YCIOBHSX, ONpeAeieHHbIX HacTosAamuM [lonoxenuem,
ABIISAIOTCS coTpyAHMkM OpraHu3anuy, NOJNMCaBIIME YBeaoMieHHe o0 o3HakomieHuu c IlonoxkeHuem.
Obpazenr YBemomuienusi npuBeneH B [lpuwnoxenmm Ne 2 k Hactosmemy [lomoxenwro. [lomnmucanwue
coTpyaHukoM OpraHuzanuu YBeIOMIIEHUS PaBHO3HAYHO NMPUCOEAMHEHHUIO K COIJIAIICHUI0 00 Y4acTHH BO
BHYTPEHHEM 3JIEKTPOHHOM JIOKyMEHTooOOopoTe ¢ wucnonb3zoBanuem IIDIl Ha ycnoBusx Hacrosiero
[TonoxeHus B COOTBETCTBUH cO CT. 428 ['pakmanckoro kojaekca PO ("Iorosop npucoeauHeHus").

1.3. Peanuzanus omnpeneneHHbix HactosumM [losnoxeHneM yciaoBH NPUMEHEHMsI IMPOCTOW 3JIEKTPOHHOMN
NOJNMCH 00ecHeunBaeT MpHJAHUE HOPUAMYECKONW CHIJIbI BHYTPEHHMM 3JIEKTPOHHBIM JIOKYMEHTaM
Opranuszanuu B UC, TpeOyromum JIMYHON MOANKUCH COTPYJHUKA, U ONEPALUIM C HUMHU.

1.4. Hanmmuue 1311 o6ecrieunBaeT BHYTPEHHUM JIEKTPOHHBIM 10KyMeHTaM B UIC:

* IOJJIMHHOCTb - MOATBEPKACHUE aBTOPCTBA JOKYMEHTA;

* LIEJIOCTHOCTD - IOKYMEHT HE MOXET ObITh U3MEHEH I10CJIe MOANNCaHMS;

* HEe OTpUIIAHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET OTKa3aThCsl OT CBOEH MOJIHUCH.

1.5. JInst moanucanus 31eKTPOHHBIX T0KyMeHTOB B MC ncnonb3yercs npocrast

AJIEKTPOHHAs MOAMNKCH - HHPOpMAaIUs B JJIEKTPOHHOH (popMe, KOTopast MPUCOEANHEHA K Ipyroi nHpopMaluu
B DJIEKTPOHHOH (opme (moamuceiBaeMoll HH(POpMAIUHM, IOKYMEHTY B JJIEKTPOHHOM BHJIE) WIM HHBIM
oOpa3oM cBsi3aHHas C TakoW uWHQoOpmanuend, M KOTOpas MCHOJIb3yeTCs JUIsl OIpeNeieHus JInua,
MOJINHMCHIBAIOIEr0 HH(pOpMAIHIO.

1.6. B xauectBe nyOnumuHod uactu kimtoya [IOI1 wucnonb3yercs yHHKanbHOE HMMSI YYETHOM 3allucCH,
npUMeHsieMoe i aBTopu3anuu nonb3oBatens B MIC. B kauecTBe koH¢puaeHImanpHoW yactu kioya 1911
HCIOJIb3YETCS MMApPOJIb K YUETHOM 3alKCH.

1.7. U3roroBnenue (reHepaiuio), Beigauy u perucrpanuio B MC ykazaHHbIX B 11.1.6 MMeH nosb3oBareneil u
naposieir ocymiectsisier [lonskoBa A. C. (3amectutens aupektopa o AXY) (manmee - OTBETCTBEHHBINH 3a
TexHu4eckyro noauepxky MC).

1.8. [Tapose monb3oBaTenst UC MokeT ObITh H3MEHEH €T0 BIAJENbIIEM B JIFOOOW MOMEHT TI0CIIe aBTOpU3AIlIU
B UIC. PekomeHryeTcst M3MEHSTh MapoJib HE PeKe OJJHOTO pas3a B TpU Mecsna. [ cHukeHus pucka nogdopa
napojisi M HECaHKUHOHMPOBAHHOTO HCIOJB30BAaHUS JAPYTUM JIMLIOM KJII0Ya JJIEKTPOHHOM MOANUCH
PEKOMEHIYETCSI HE 3a]1aBaTh NIapOJIM, UCIIOJIb30BaHHBIE PAHEE.

2. TepMuHBI U onpeneneHus

B nannoM [lonoxeHnn nCronb3yroTCs CIEAYIOMNUE TEPMUHBI U UX ONIPENEIICHUS:

2.1. Bnagener MpocToi 3JIEKTPOHHOM MOAMKCH - COTpYAHUK OpraHusanuu, MOJMUCAaBIINN YBenomieHue 00
03HAaKOMJIEHHH ¢ HacTosmuM [lonokeHrneM M UCIIOIb3YOMNNA UMl TIOJIB30BATEIsl M apOJb IS aBTOPU3ALIUN
B UC;

2.2. BHYTpEHHUI 3JIEKTPOHHBIN JOKYMEHT (najnee - JIOKyMEHT) - TOKYMEHT OJHOTO M3 THIOB JIOKYMEHTOB,
npuBeneHHbIX B [Ipunoxenun 1 x Hactosmemy [lonoxkenuto, co3gannslii B IC B a3nekTpoHHOH (opme u
MNOJIMCAHHBIA  DJIEKTPOHHOM MOJINMCHIO COTPYAHUKA (DJIEKTPOHHBIMU TMOAMUCAMHU  COTPYAHHUKOB)
Opranuzanuu;

2.3. KJIIOY 3JEKTPOHHOM NOJIMUCH - YHHKaJIbHAas IOCIENOBATEIbHOCTH CHUMBOJIOB, NPEAHA3HAYCHHAS MJIA
MOATBEPKIeHUS ¢ ucnonb3oBanueM cpeacts UC nopmunanoctu 11311 B lokymenTe;



2.4. peecTp BBIJAHHBIX KJIHOYEHW D3JIEKTPOHHOW mnoamucu - Xpansaumiics B MC cnucok yHHKalbHBIX
M0CJIEI0BATENBHOCTEN CUMBOJIOB, COJEPXKAIUXCSA B BBIAAHHBIX 10JIb30BATEISIM UMEHAX YYETHBIX 3allucei u
napoIsx;

2.5. peecTp OTO3BAHHBIX KJIIOYEH 3JIEKTPOHHOM moamucu - xpansamuiics B UC cnucok nmons3zoBateneit UC, y
KOTOPBIX KJIIOUM 3JIEKTPOHHOM MOANUCU K MOMEHTY OOpallleHHs K JIaHHOMY pEeecTpy ObLIM OTMEUEHBI Kak
HE/IEHCTBUTEIbHBIE;

2.6. mpocras snektponHas noamnuchk (I13I1) - uadopmanms B snexkrponnoit popme B MC, Bo3HHKaromIas B
MOMEHT BBIIIOJIHEHUS BJIAJEIbIEM 3JIEKTPOHHON MOANUCH KOMaHAbl oanucanus JJokymenTa B uHrepdeiice
NC, noarsepxkaaromas mnoMHHOCTh JlokymeHTa w/mnm ¢akT o3HakomyeHus Biagensia [IOI1 ¢
JIOKyMEHTOM, KOTOpasi B3aMMHO OJTHO3HAYHO CBsI3bIBaeTCs ¢ JJIOKyMEHTOM U BJIaJIEIIbLIEM [TOAIUCH;

2.7. mrramn [1311 - Bu3yanpHast oTMETKa 00 3JEKTPOHHOM MOAMMCH, BKIItoyaromasi pekBu3uThl 11311, koropas
aBTOMaTH4eckH co3naercs cpeacrBamu MC npu oTKpbITHH (BU3yalu3alMy) 10OKyMeHTa, noanucanHoro I1911,
B untepgetice UC; Bpems popmuposanus [1911 oToOpaxaercss B mTamie 1o 4aCOBOMY IMOSICY MOJIb30BaTeNs
% (O

2.8. 00paboTKa 3JIEKTPOHHOTO JOKYMEHTa - JedcTBus moib3oBarenss VC ¢ 3eKTpOHHBIM JTOKYMEHTOM
cpeactBamu  MC, Britoyas, HO HE OIpPaHUYMBAsACH: CO3JaHMe, TMpoBepka, mnoanucanue I[IOI1,
uHpopMupoBaHue Apyroro nosb3oBatenss MC o AOKyMeHTe, MOATBEP)KICHHUE IOIydeHHsI, 03HAKOMIICHHE,
CO3JlaHHE KOIIMM Ha OyMa)KHOM HOCHUTEJIE, OTKJIOHEHHE, yIalleHHE.

3. OGecneuenne IOpH,Z[H‘ICCKOﬁ CHJIbl BHYTPCHHUX 3JICKTPOHHBIX TOKYMCHTOB

3.1. XKusnennsrii nukn Jlokymenra B MC BKIIOYAaeT: CO3MaHHME W MPOYUE JCUCTBHS MO €ro oOpaboTke,
oTpakeHHe B yuere, a Takxke xpaHeHue B MC. IC obecnieunBaeT perucTpanuio AeHCTBUN MOJIb30BaTENEH C
JlokyMeHTOM (JIOTMpOBaHHUE) B TEUEHUE KU3HEHHOIO LIUKJIA.

3.2. Bce Bmagenbust [IDI1 mpusnator paBHO3Ha4HOCTH cBoed [IDIl coOcTBeHHOPYYHOH MOANMKMCH Ha
OyMa)KHOM HOCHUTEIIE.

3.3. Cozpanue IIDII B MC wuHuMumuupyercs CcOOTBETCTBYHOIIMM aeiicTBueM Biaaenbua [IOII, T.e. He
BBITIOJIHSETCS] aBTOMAaTUYECKH UJIM HE3aMETHO JJIs BiaJieiblia.

3.4. Ilonnomouns Bnazensua 1011, moamucaBmero /IoKyMeHT, NMOATBEPXKAAIOTCS B MOMEHT IOANHCAHUS
JokymenTa B IC aBTOMaTHYEeCKH 1O MOJIOKUTEIBHOMY PE3YNbTATy CIAEAYIOLIUX TPOBEPOK:

* COOTBETCTBYIOIIMM MTOJIb30BaTENb aBTOpU30BaH B MC,

* COOTBETCTBYIOIIMM KIIFOU AJIEKTPOHHOM MOJIMCH BKIIOYEH B PEECTP BBIIAHHBIX KIKOYEH JJIEKTPOHHOU
MIOJIINCH,

* COOTBETCTBYIOIINI KIIFOY 3JIEKTPOHHOM MOJIMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOUEH DJIEKTPOHHOU
MOJIINCH.

3.5. Bpems ¢dopmupoBaHus 3eKTpoHHOW mnoamnucu ¢ukcupyercs cpeacrsaMmu MC 1o rpUHBHUCKOMY
Bpemenu (UTCH0).

3.6. BHyTpeHHUE 2JIEeKTPOHHBIE JOKYMEHTHI, nepeuncieHHble B [lepeune, npusenennom B [Ipunoxennn Ne 1
K HactosmeMy [lonoxenuto, nognucannsie 11911, npusHatorca B Opranuzanny paBHbBIMU IO IOPUAHYECKON
CHJIe JOKYMEHTaM Ha OyMaKHBIX HOCUTENSX, 3aBEPEHHBIM COOCTBEHHOPYYHOM MOANUCHIO.

3.7. Ionp3zoBarenn WMC npusHaror, yto Busyanusauus mramna [I9I1 mpu gemonctpaunn /loxymeHTta B
untepdeiice MC, BeimonnenHas cpenactBamu HWC, sBiseTcs HEOCHOPUMBIM MOATBEpKIEHUEM (akTa
MOJITMCAHUS JIOKYMEHTa COOTBETCTBYIOIIUM BiajienblieM [1911 (moanTuHHOCTh U HEOTPEKAEMOCTh ).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIISIETCSA MTyTEM 3alMCU CBEACHUN O JIOKyMEHTax B apXuB JIEKTPOHHBIX
JOKYMEHTOB, KOTOPbIi1 siBisiercs yactbio MC.

3.9. Opranuzanmuss oOecreynBaeT TEXHUYECKMMHM M OpPraHM3allUOHHBIMH  MEpaMH  3alluTy OT
HECAHKIIMOHMPOBAHHOTO JIOCTYNa M TPEJIHAMEPEHHOI'0 YHUYTOXKEHUS W/WIM HMCKaKEHUS CBEIECHUH O
JlokyMeHTax B apXuBe 3JIEKTPOHHBIX AokyMeHToB MC, a Takke rapaHTHUpyeT MOIATBEP)KICHHE aBTOPCTBA
NOKyMeHTa, noanucanHoro IIDI1 aBTopa, B TOM uuncie MyTeM YTBEPKIAEHHUS MOMMEHHOTO OrpPaHUYEHHOTO
CHHUCKa JIUI, UMEIOUIMX pacllUpeHHble (aIMUHUCTPATUBHBIE) IpaBa JOCTyNa K apXHUBY 3JIEKTPOHHBIX
nokymenTo MC.

3.10. Joxymentsl xpansatrcs B MC B TOM Qopmare, B KOTOpOM OHH OblIM co3faHbl. CpoK XpaHEHHUS
JIOKyMEHTOB U cBefieHuH 0 JIokyMeHTax He MOXKET ObITh MeHee 3 (TpeX) JIeT ¥ ONpeeNsieTcs B COOTBETCTBUU
C JIOKaJIbHBIMH HOPMAaTUBHBIMU akTaMy OpraHu3aluu WIK €€ CTPYKTYPHBIX MOAPA3ACICHUM.



3.11. Konust 31eKTpOHHOIO JOKYMEHTa MOKET OBITh M3TOTOBJIECHA (pacriedyaraHa) Ha OyMa)kHOM HOCHUTEIe
cpenctBamu MIC u 3aBepeHa coOCTBEHHOpY4YHOUH moanuchio Biaaenbia [IDI1 nubo dieHamMu KOMHCCHH,
BKJIIOYAIONIEl B cebst Kak MHHUMYM pykoBoautTens OpraHuzaiuy M JIMLO, HMMEIOIIee paclIupeHHbIe
(aIMMHMCTpAaTUBHBIE) IpaBa JOCTyHNa K apXWBY 3J1EeKTpOHHBIX aokyMeHToB MC. Komus 31eKTpoHHOro
JIOKyMEHTa Ha OyMa)XHOM HOCHTEJE JOJDKHA COJAepKaTh BU3yanu3anuio mramna (mrammno) [1911,
HOJTBEPKAAOLIYI0, 4TO opuruHai Jlokymenta noanucad [1911. AyTeHTHYHOCTD 371€KTPOHHOTO JOKYMEHTa U
€ro KoMy Ha OyMa)KHOM HocuTelne obecreunBaetcs cpenctamu VC.

4. IlpaBa, 00s13aHHOCTH U OTBETCTBEHHOCTD BIIa/I€JIbLIA 3JIEKTPOHHOMN MOANNUCH

4.1. Bnagenen I13I1 umeet npaso:

* oOpamarbcs kK OTBETCTBEHHOMY 3a TeXHHMYecKylo mnozauepxkky MC s anHynupoBaHusi (OT3bIBA),
MPUOCTAHOBKU (BO30OHOBIICHUS) IEHCTBUS IPUHAIUICKAIIETO MY KIIF0Ua JIEKTPOHHON MOJIIUCH;

* B cCllyyae HEOOXOAMMOCTH 3aMEHbBI, BOCCTAHOBJICHHS KJIIOYa OHJICKTPOHHOH TMOAMUCH OOpaTUTBCS K
OTBETCTBEHHOMY 3a TeXHUYECKYIO moaepkky MC ¢ cooTBETCTBYIOMIEH MPOCKOOH M MOJTYYUTh HOBBIN KITFOY
3JIEKTPOHHOU IOJITHCH;

* o0Opatatecsi K pykoBoJACTBY Opranuzanuu ais pazdopa KOH(QIUKTHBIX CUTYaluil (CIOPOB), BO3HUKAOIIUX
npu npumenenuu 1911 B YIC.

4.2. Baapenen 1311 o6sa3an:

* BecT 00pabOTKy BHYTPEHHHX JJICKTPOHHBIX JOKYMEHTOB B MIC B COOTBETCTBUU CO CBOMMH JIOJKHOCTHBIMH
00513aHHOCTSIMU;

* IPUHUMATh BCE BO3MOXKHBIE MEPHI JUIsl MPEJOTBPAIIECHNU HECAHKIIMOHUPOBAHHOTO HMCIIOIb30BaHUS CBOETO
KJIF0Ya 3JIEKTPOHHOM MOANUCH;

* HU MPY KaKUX YCJIOBUSX HE MEepPeaBaTh KIIOY 3JIEKTPOHHOM MOIMUCH APYTUM JIULIAM;

* IpU KOMIIPOMETAllMM CBOEr0 KII0Ya OJIIEKTPOHHOW TMOJMHCH HE3aMeUIUTEIbHO OOpaTUThea K
OTBeTCTBEHHOMY 3a TexHH4YecKyro nomnepkky MC ansg npuoCTaHOBKM JIEHCTBUS MPUHAIJIEKAILETO €My
KJIF0Ya 3JIEKTPOHHOM MOAMKCH.

4.3. Bnagenen [131I1 Hecet IMYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTH CBOETO KJIF0YA AJIEKTPOHHOW TOANNCH
U €ro 3alllUTy OT HECAHKIIMOHUPOBAHHOT'O MCIOJIb30BaHUSI.

5. Texnonorus npumenenus cpeacts 1911 B UC

5.1. dns npumenenus 1311 B UC Bnapensiy 1311 Heobxoaumo aBTopusoBatkes B IC ¢ ncnosnab3oBaHueM
nyonuyHOM M KoHpuAeHUManbHOW wacted kmoua [IOI1 (ums mosb3oBarens u mapousb). Ilonmucanue
JIoKyMeHTa BBINIOJHsIETCS MyTeM HaxkaTus Ha kHonky "[loanucars” B untepdeiice VC.

5.2. Undopmanust 060 BceX BBIAAHHBIX MOJIB30BATEIIO KIHOYaX AJIEKTPOHHOW MOJIMUCH, JaTaX MOJy4yeHUs U
IpeKpalieHus ux aeictsus (u3bsatus) xpanutcs B MC nocTosiHHO.

5.3. Ilpu mpekpamieHun y corpyanuka OpraHuzanuy JOHKHOCTHBIX OOs3aHHOCTEH 10 00paboTke
BHYTPEHHHUX JJIEKTPOHHBIX JOKYMEHTOB C ucnoiab3oBaHueM [IOIl wnm mpu yBOJIBHEHHMM COTpPYJHHKA €rO
KJIFOY BHOCHUTCSI B PEECTP OTO3BAHHBIX KIIIOUEH AJIEKTPOHHOW moanucu OTBETCTBEHHBIM 3a TEXHUYECKYIO
noaaepxkky MC. C MomeHTa BHECEHHUs KIIOYa B PEECTP OTO3BAaHHBIX KIIIOUEH AJIEKTPOHHOM IOJIMUCH BCE
nocnenyomue JlokymeHTsl, noanucaHHble 3Tod [IOII, He cyuTarTCAd NOANMCAHHBIMU HAJICKAIIUM
00pa3om, T.e.NMOAMUCHI0, PABHO3HAYHOM COOCTBEHHOPYYHOM.

6. 3aKIIrOUUTENbHBIE TTOJIOKEHUS

6.1. Hacrostiee [1onoxeHne BCTyIaeT B CUITY C JaThl YTBEPKIACHUS.

6.2. Tekct Ilonoxenus pasmemaercas B MC. Cnoco® noctynma k akryansHoW Bepcun IlonmoxeHus
OMMCBIBAETCS B MOJIb30BATENbCKOM JOKyMeHTanuu k HC.

6.3. Tekct ITonoxxenus xpanutcs y Ionskosoit A.C. (3amectutens aupexropa no AXY) u npenocraBisercs
corpyaHukaM OpraHusanuu 1o 3amnpocy.

6.4. loxymentsl, co3gannsle B MC u noxanucannele IIDI1 B coorBercTBUM ¢ HactrosmuMm IlonmoxxeHuewm,
MIPU3HAIOTCS FOPUANYECKN 3HAUUMBIMHU C JaThl yTBepKAeHUs [lonoxxenus.



