[Ipunoxenue Nel k npukasy
aupekropa MAYJIO «IXIII r. Kemeposo»
ot 31.05.2024 Ne 102

HOJOXEHMUE
00 HCIOJIb30BAHNH MPOCTOH YJIEKTPOHHOI
NOANMCH JJISt BHYTPEHHEr 0

3JIEKTPOHHOI'0 IOKYMEHT0000poTa
B MAY 10 «AXII r. KemepoBo»

r. KemepoBo



1.00mue moJioxesns

1.1. Hacrosmee Ilonoxenue o6 HCIOJIBb30BAHUM IPOCTON SIEKTPOHHON MOJIHCH B
uH(popMarmonHoi cucteme (nanee - IC) MAYJIO "IXIII r. Kemeposo" (nanee - ITonoxerue)
ABJISIETCSL JIOKAJIbHBIM HOpMaTuBHBIM akToM MAVJIO "JIXII r. Kemeposo" (nanee -
Opranusanus) W ONpENeNseT MOPANOK M YCIOBHS PabOTHI COTPYAHHKOB C IEKTPOHHBIMH
nokymentaMu B MC, HemocpeiCTBEHHO CBA3aHHBIMH C HMX TPYAOBOM JESITENBHOCTBIO, C
IPUMEHEHHUEM ITPOCTOM dIIEKTPOHHOM nojmucu (maiee - [1911).

1.2. YyacTHWKaMM 53JIEKTPOHHOTO B3aMMOICHCTBHS HA YCIOBHSAX, ONPEIEICHHBIX
HacTosmuM llonoxennem, SBISIOTCS COTPYAHUKH OpraHu3anuy, M0IHCaBIIUe Y BeIOMICHNE
06 o3naxomiienun ¢ ITonoxenuem. O6pazer VBenomienus npusener B [punoxenun Ne 2
HacrositieMmy  [lonoxenmio. Ilommucanue corpymumkoM Opranuszanuu Y BeJOMIICHNs
PaBHO3HAYHO MPHCOCAMHECHUIO K COIJIANIEHUIO 00 YYacTHH BO BHYTPEHHEM 3JIEKTPOHHOM
JoKyMeHTooOopoTe ¢ ucnoiub3oBanueM IIDI1 Ha ycnoBusx Hacrtosimero Ilonoxkenus B
cooTBeTCTBHH CO CT. 428 ['paxkmanckoro koxexca P® (" [Jorosop npucoenunenus").

1.3. Peaimsaims onpejeneHnpix HactosmmMm [lonoxeHueM ycioBuil npuMeHeHus
MPOCTOH JIMEKTPOHHOM MOANKMCH 0OECTIeYHBACT NMPUIAHHE OPUIMUECKON CHIIBI BHYTPEHHUM
SNIEKTPOHHBIM oKyMeHTaM Opranusaimu B UC, TpeOyomuM IHYHON MOANUCH COTPY/IHIKA, U
OIepaIusM C HUMH.

1.4. Haymmuue 1911 obecrieunBaeT BHYTPEHHHUM 3JIEKTPOHHBIM TOKyMeHTaM B UC:

* IOJJIMHHOCTS - MOJATBEPIKICHUE aBTOPCTBA JOKYMEHTA;

® IEJIOCTHOCTD - IOKYMEHT HE MOKET ObITh U3MEHEH II0CIIE TOAMTHCAHHUS;

* HE OTPHIIAaHKE aBTOPCTBA (HEOTPEKAEMOCTH) - aBTOP HE MOKET OTKa3aThCs OT CBOEH
HO/IITHCH.

1.5, Jlnst monnmcanus 351eKTpOHHEIX JOKyMeHTOB B VIC ucmoms3yercs IpocTas
JIEKTPOHHAS MOJIHUCH - HH(OPMALKS B 9JIEKTPOHHOM (hopMe, KOTOpast PUCOETMHEHA K PyToi
MHpOpPMAIMK B 3JEKTPOHHOH (opme (moamHMCHBaeMOl uHMOPMALKH, JOKYMEHTY B
OJIEKTPOHHOM BMJIE) HJIM MHBIM 00pa3soM CBf3aHHAs C Takod uHGbOpMarumeil, u KoTopas
MCIOJIB3YETCsl JUISL OTIPE/ICIICHHSI JIUIIA, TIOIHACHIBAIONIEr0 WH(POPMAITHIO.

1.6. B xauecrse my6mmunoi wactm wimoua IIDI1 mcnombsyercs YHUKJIBHOE WM
YYCTHOW 3allUCH, INPUMEHSEMOEe s aBTOpH3alMu moib3oBarens B MC. B xagecrse
KOH(HAeHIHaTbHOH YacTh Kmoua [T]] uenonbsyeTcs mapois K y4eTHo# 3ammcy.

1.7. Usrorosnenue (remeparuio), Bbijady u perucrparuio B UC YKa3aHHBIX B I1.1.6
MMEH 10JIb30BarTenedl u naposeit ocymectsisier [Toakonaes P. B. (nanee - OtsercTReHHBIH 38
TEXHUYECKYIO noanepxky UC).

1.8. TTaposb mone3oBatenst IC MOKeT GBITh H3MEHEH ero BIajeNbIeM B 000 MOMEHT
nocye asropusanuu B MIC. Pekomennyercs M3MEHSITh maponb He pexe OIHOrO pasa B TpH
Mecsma. Jist CHWKeHHs pHCKa 1oabopa Mapoiis M HECAHKIMOHHPOBAHHOTO KCTIOJB30BAHIS
APYTHM JIALOM KIIOYA OJICKTPOHHOM IOIIMCH PEKOMEHIyeTCs He 3a1aBaTh Tapoli,
HCIIOIb30BaHHBIE paHee.

2. Tepmunsb! u onpenenenns

B nannom Ilonoxennn nCmonb3yroTes: ciieyiomue TepMUHbL B HX OIIpEeICIICHUSL:

2.1. Baajgejgen mHpocTod 3JIEKTPOHHONH NOXIHMCH - corpyaHuk Opranuzaium,
NOJMHUCABIIAN Y BEIOMIIEHHE 00 03HAKOMJIEHHH C HACTOSAIINM 1losi0%eHneM u HCTIONB3YIOIIN I
UM [TOJIB30BATENIs M IIapoJib s aBTopusaimu B YC;



2.2. BHYTpeHHHH 3JIEKTPOHHBII JOKYyMeHT (1asee - JIOKyMeHT) - TOKYMEHT OJIHOTO 13
TUIIOB JOKYMEHTOB, IIPUBEJICHHBIX B IIpunoxenun 1 x Hacrosmemy Ilonoxenuro, cosnanmbiii
B MC B onekrpoHHOH (opMe ¥ IONIMMCAHHBIA BJIEKTPOHHOM MOMMUCHIO COTPY/IHUKA
(IEKTPOHHBIMH TTOIIHUCSIME COTPYAHUKOB) OpraHnu3ammm;

2.3, K109 3JIEKTPOHHOH MOANHCH - YHUKAIbHAS IOCIENOBATEILHOCTE CUMBOJIOB,
NpeaHa3sHaYeHHas IS MOATBEPIKACHUS ¢ ucnoab3oBanueM cpeacts MC nommuuauoctu 11911 B
Jloxymenre;

2.4. peecTp BBIIAHHBIX KJII0Yeil 2IEKTPOHHOM moamucH - Xpausumiics 8 UC crnimcox
YHUKQJIBHBIX IIOCJICIOBATEILHOCTEH CUMBOJIOB, COJIEPIKAINMXCS B BBIIAHHBIX IMOJIB30BATENSM
HMMEHAaX YYeTHBIX 3aluCeil U mapoJIsax;

2.5. peecTp OTO3BAHHBIX KJIIOUYeH 3IEKTPOHHON moamucH - xpamsumuiics B WC
crucok nosb3oareneit MIC, y KOTOPBIX KITIOUM 31eKTPOHHOM MOANUCH K MOMEHTY 00parieHust
K JIaHHOMY peecTpy ObUIM OTMEYEHBI KaK HeJAEeHCTBUTEILHBIE,

2.6. mpocras snekTponnas noanuch (IIII1) - uadopmarms B MeKTPOHHOI dopme B
WC, Bo3HMKarOImas B MOMEHT BBIIOJHEHHS BIAAETbIIEM 3JIEKTPOHHOM MOIITUCH KOMAH/IBI
noxnucanust Jlokymenra B mHTepdeiice MC, moarsepxkmaromasi moIIHHHOCTE JlokymenTa
u/mmi daxt ozHakomnenus Biaageinsia [1911 ¢ JIOKyMEHTOM, KOTODAs B3aWMHO OJHO3HAUHO
CBs3bIBACTCS ¢ JIOKYMEHTOM U BIIAJIEIBIEM TOIIHCH;

2.7. mramn II3I1 - Bu3yansHas oTMETKa 00 JNMEKTPOHHOM MOIIKCH, BKIIOYAIOMIAS
pexsusutel IIOII, koropas asromarumueckum cosmaercs cpexactBamu MC mpu OTKPBITUU
(Bu3yanusauum) noxymenra, noxmucarsoro 1911, B untepdeiice VC; BpeMsi hOopMHUpOBaHUS
[ISIT oToGpaxaercs B mTaMIIe 10 YacoBOMYy T0sicy moib3oBaress UC;

2.8. o0paboTka 7JeKTPOHHOrO0 [JOKyMeHTa -  jeWcTBHS mojiw3opatens MC ¢
SJICKTPOHHBIM JIOKyMEHTOM cpenctBamu MC, Bkmrowas, HO He OrpaHHMuUMBAsCH: CO3JAHUE,
nposepka, noxnucanue IIDII, undopmuposanume apyroro momszosarens UC o JIOKYMEHTe,
TIOATBEPXKICHUE TIOTyYEHHS, O3HAKOMIICHHE, CO3JaHME KOIMH Ha OyMa)KHOM HOCHTEJE,
OTKJIOHEHHE, yJIaJIeHHE.

3. Obecneyenne IOPHIMIECKON CHIILI BHY TPEHHHX 3J1€KTPOHHBIX JOKYMEHTOB

3.1. XKusnennsni mukn Jlokymenra B UC BKIIIOYAET: CO3JaHue U [Ipoyue NEUCTBHUS TI0
ero o0paboTke, OTpaxkeHHE B yueTe, a Takxke xpanenue B UC. VIC obecrieunBaer pEerucTpanmro
ACUCTBHH n0Mb30BaTenel ¢ JIokyMeHTOM (JIOPMpPOBaHKE) B TEUCHUE KU3HEHHOTO [IHKIIA.

3.2. Bee Bramensist [1D11 npusHaroT paBHO3HAYHOCTE cBoei T19I1 COOCTBEHHOPYUYHOU
HOJIKCH Ha OYMa)XKHOM HOCHTEIE.

3.3. Cosnanue I10IT B UC HHALMUPYETCH COOTBETCTBYIOLIUM IEHCTBHEM BIIANEILIA
[IO11, T.e. He BBIMOIHACTCS ABTOMATHYECKH HITH HE3aMETHO JUIs BIAIEIIBIA.

3.4. Tlomaomouust Bnanensua 1911, mosmucaBimero JIOKYMEHT, HOATBEPIKNAIOTCS B
MOMEHT mnojnucanust Jlokymenta B MC aBTroMaTtuyecku 1o MOJIOKHUTEIBHOMY DE3yJIbTaTy
CJIEYIOIIUX ITPOBEPOK:

* COOTBETCTBYIOIIMH I10JIb30BaTeNb aBTOpU30BaH B VIC,

* COOTBETCTBYIOIIMH KIHOY OJIEKTPOHHOH IIOJIHCH BKIIOYEH B PEECTp BBLIAHHDBIX
KITFOYEH 3JIEKTPOHHOM MOJIIUCH,

* COOTBETCTBYIOMMH KIIFOY JIEKTPOHHON MOJIIMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJTFOUEH 3JIEKTPOHHOM TOITHCH.



3.5. Bpemst opmupoBaHus 3MeKTPOHHON moxmuck dukcupyercs cpexcrsamu UC 1o
rpuaBrdckomy Bpemenu (UTCHO).

3.6. BHyTpeHHHUE 5/IEKTPOHHBIE IOKYMEHTEL, IIepedrciennbie B [lepeune, mpuseaeHHOM
B Ilpmroxennn Ne 1 x wnacrosmemy ITomoxenuio, mommucammbie IIDI1, npusmaorcs s
OpraHuzaniy paBHBIME 110 FOPHIMYECKOH CHJIE NOKYMEHTaM Ha OyMaKHBIX HOCHTEISX,
3aBEPEHHBIM COOCTBEHHOPYUYHOM MOIIIHCHIO.

3.7. Tlome3oparemn WMC mnpusHator, u9to Bu3yammsamus mramna 11911 pH
AemoHctpanun Jlokymenta B unTepdeiice MC, Bbmonnennas cpejnctBamu UC, smisercs
HEOCIIOPUMBIM ~ IOATBEPXKJICHHEM  (DakTa DONMMCAHUS JOKYMEHTa  COOTBETCTBYIOLINM
BraziesiprieM [IOI1 (Mo yTMHHOCTE ¥ HEOTPEKAEMOCTR).

3.8. Xpanenue JIoOKyMEHTOB OCYLIECTBIISIETCS IYTEM 3aITACH CBEIEHHUH O JlokymeHTax B
apX¥B 3JICKTPOHHBIX JOKYMEHTOB, KOTOPBIH siBiisieTcs 9acThio VIC.

3.9. Opranm3zanys oOecredrBaeT TeXHUUECKMME M OPraHU3aIHOHHBIME MEpaMu 3alUTy
OT HECAaHKIMOHHUPOBAHHOTO [OCTYNa M IPEAHAMEPEHHOTO YHHUTOKEHHS W/WIH HCKAKEHUS
cBefieHul O JIOKyMEHTaX B apXWBE JIEKTPOHHBIX NOKyMeHTOB MC, a Taxie rapaHTHpyeT
TIOATBEPIKICHUE aBTOPCTBA JOKyMeHTa, mopnucanHoro IIOIT aBropa, B Tom umcie mytem
YTBEPHKICHUS ~ [IONMEHHOIO  OTPaHMYCHHOTO CIMCKA JIMI, MMEIOMMX  pPACIIMPEHHbIE
(aXMUHUCTPATHBHEIE) IIPABa JJOCTYIIA K APXUBY IIEKTPOHHBIX noxkymenTos VC.

3.10. loxymenTrr xpansitest B IC B Tom opmate, B KOTOpOM OHM ObuTH co3aanbl. Cpok
XpaHeHus: JIoKkyMeHTOB M cBefeHHN O J[OKyMEHTaX He MOXET OBITh MeHee 3 (Tpex) ner u
ONpENCIACTCS B COOTBETCTBUHU C JIOKAJIbHBIMA HOPMATHBHBIMU akTamMu OpraHu3anuy Win ce
CTPYKTYPHBIX TTOApa3eIeHUHA.

3.11. Komus 371€KTPOHHOIO JOKYMEHTAa MOXKET OBITh H3rOTOBJICHA (pacnievarana) nHa
OymaxcHom HocuTerne cpencrBamu MC u 3aBepena COOCTBEHHOPYYHOM MONUCHIO Blae/bla
[IDI1 6o wneHamMu KOMHCCHMH, BKITIOUAIOMEH B cebs Kak MHUHHUMYM PYKOBOJUTEIIS
Opranusanuu 1 JIMIO, HMEIOIIee PACIIHPEHHbIE (aIMHHHCTPATHBHEIE) IIpaBa JOCTYNA K apXHBY
SNICKTPOHHBIX OKyMeHTOB MIC. Kommst s1eKTpoHHOro moKyMeHTa Ha OyMa)KHOM HOCHTENE
AOJDKHA  CONCpXkaTh BU3yamusanuio mramna (mramno) II9I1, moxrsepxaromyo, uto
opurusan Jlokymenra nommucan [1911. AyTeHTHYHOCTS AJIEKTPOHHOI'O JOKYMEHTA M €0 KOITUH!
Ha OyMaxHOM HOcHTele obecrieunBaercs cpencramu VC,

4. Ilpasa, 06513aHHOCTH H 0TBETCTBEHHOCTh BJIANEIbIA 3JIeKTPOHHOM MO IKCH

4.1. Bnagener I19I1 umeer npaso:

* obpamarecst k OTBeTCTBEHHOMY 3a TEXHUYECKYI0 monanepxky KMC s
aHHYIMPOBaHHs (OT3BIBA), MPUOCTAHOBKH (BO30OHOBICHNS) AEHCTBUS NPUHAJUIEXKAIETO eMY
KJII0Ya 3JICKTPOHHOM MOIImucH;

* B Clly4ae HEOOXOIMMOCTH 3aMEHbI, BOCCTAHOBJIEHHS KIIOUA SIIEKTPOHHOMN IMOIIUCH
oOpatutbess K OTBETCTBEHHOMY 3a TEXHHYECKYIO noanepxky MC ¢ coorBerctByromeit
IIPOCHOOH U MOJTYUHTH HOBBIH KIHOY SMEKTPOHHOM HOHCH;

* obpamarbcs K pyKoBOACTBY OpraHu3amuy Jyist pasbopa KOHQIMKTHBIX CUTyaluii
(criopoB), Bo3HHKAOMMX T1pH ipuMerennu 1111 B UC.

4.2. Brapener [1211 o06s3an:

* BECTH 00pabOTKy BHYTPEHHHX SJICKTPOHHBIX JOKYMEHTOB B UC B COOTBETCTBUMM CO
CBOMMH JIOJDKHOCTHBIMH O0SI3aHHOCTSIMH,



* IIPUHAMATbH BCE BO3MOXKHBIE MEDBI JUIS MPENOTBPALICHHS HECAHKIMOHMPOBAHHOIO
HCII0JIb30BaHUS CBOETO KITIOYA dJIEKTPOHHOM ITOIIKCH;

* HU IIPY KaKUX yCJIOBHUSIX HE TIE€PEaBaTh KIIFOY JJIEKTPOHHOM ITOITHCH JPYTUM JIMLAM;

* Npd KOMIIPOMETAIlMM CBOEr0 KIIOYa JJIEKTPOHHOH IONIUCH HE3aMeTUTETHHO
oOparuThest K OTBETCTBEHHOMY 3a TEXHHUECKYIO oiepkky MC 11 mpHOCTaHOBKHY JieiicTRYs
IPHUHAJIEKAIIET0 eMYy KITI0Ua 3JIeKTPOHHOM IO/ IITHCH.

4.3. Baazenen I1DI1 HeceT NMUYHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTH CBOErO KIHOYA
BIICKTPOHHOM MOJIUCH H €T0 3aLIUTY OT HECAHKIIHOHHPOBAHHOIO UCTIOIH30BAHHS.

S. TexnoJsiorust npumenenust cpeacrs I B UC

5.1. Ins npumenenus [19I1 8 VIC Bnagesnsiry [1911 Heo6xoaumo aBTopusoBathes B UC
C UCTIOJIb30BaHUEM IyOJIMYHOM U KOHDHUICHIHATBHOM yacTeit kmoga [12I1 (mMs mos30BaTesis
¥ napoiib). [loxnucanue JJokyMeHTa BBIIOIHSIETCS ITyTeM HaxkaTwsi Ha kHorky "[Tomucars” B
unreppeiice YIC.

5.2. Mndopmanus 060 Beex BBITAHHBIX MOJIB30BATENIO KIFOYAX 3JIEKTPOHHOMN TOJIITHCH,
AlaTax MoJlyuYeHHs U MPEKpaleHus uxX AercTBus (u3bsaTus) Xpanures B MC nocrostHHO.

5.3. Ilpu mpekpamenun y cotpyanuka Opranu3anuy J0KHOCTHBIX 00S3aHHOCTEN 110
00paboTKe BHYTPEHHHMX OJIEKTPOHHBIX JOKYMEHTOB C HCHoib3oBaHueM I[IDI1 wiu 1pu
YBOJIbHEHMH COTPYJHHKA €0 KJII0Y BHOCHTCS B PEECTP OTO3BAHHBIX KIHOYEH 3JIEKTPOHHOMN
noamucu OTBETCTBEHHBIM 3a TeXHHYeckyio moiepkky MC. C MOMEeHTa BHECEHMS KIoYa B
PEECTp OTO3BAaHHBIX KIIOYEH OJNIEKTPOHHOM MOAMMCH BCe MOCHeayIonme J{OKyMEHTEL,
noanmucanuble  9Tod [IDIl, He CYMTAIOTCS MOMNMCAHHBIMEM — HAUIEXAIIUM  00pazoM,
T.C.IOAIKCHIO, PABHO3HAYHOM COOCTBEHHOPYYHOA.

6. 3aKII0UHTEeIbHbIE TOJ0MKEHUS

6.1. Hacrosimee Ilonosxxenue Berymaer B cuity ¢ 01.07.2024.

6.2. Texer Ilonoxenus pasmemaercst B IC. Cioco6 gocTyna K akTyaabHON Bepcuw
[TooxeHus OMUCHIBAETCSI B TI0JIB30BATEILCKOM JOKyMeHTaun K VC.

6.3. Texkcr Ilomoxenus xpautrcs y Illepbununoit E.A. u mnpemocrasisercs
corpynHukam OpraHu3zaiiiu 1o 3amnpocy.

6.4. JloxymeHTbl, co3nanubie B VIC u moamucannsie [1311 B COOTBETCTBHIY ¢ HACTOSIINM
[lonoxenuem, IPU3HAIOTCS IOPUINYECKH 3HAYMMBIMHE C Tl yTBEP:KIeHUS [ 100K NS,



Ipunoxenue Nol
K [ToyroxeHHIO 00 HCIIOIB30BAHKM TIPOCTOM

3IIEKTPOHHOMU MOAIHKCH ISl BHYTPEHHETO JOKyMEHT0000pOoTa
B MAV]JIO «IXIII r. Kemeposo»

Ilepeuens 1oxkymeHTOB

Y4acTHHKH BHYTPCHHETO 3JIEKTPOHHOI'O ,Z[OKYMGHTOO6OPOTa

B MAV]IO «IXII r. KemepoBo» HCIONIB3YIOT MIPOCTYIO 3IEKTPOHHYIO TIOAIHACEH pu oopaboTke
CJIEAYIOIIUX IEKTPOHHBIX TOKYMEHTOR:

°* aBAHCOBBIM OTYECT,

* PaCXOJHBIN KacCOBBIH Opiep;

¢ MHBCHTApHU3allMOHHAs ONMCh TOBAPHO-MaTEePUaIbHBIX [[EHHOCTEH;

® HakJIalHasi Ha BHYTPEHHEE IIepEMEIICHUE TOBAPHO-MATEPUAIBHBIX IIEHHOCTEMH,
¢ UHBIC JOKYMEHTHI.



ITpunoxenue No2

K [Tonoxenuio 06 ucrob30BaHUM TPOCTO

SJIEKTPOHHOMU MOAIMCH [Isl BHYTPEHHETO JOKYMEHTO060pOTA
B MAVYJIO «IXII r. KemepoBo»

YBEJIJOMJIEHUE

(Damunus, ums, omyecmeo notHocmvio)

HMCHYEMBIii (-as1) B aibHelmem "PaGoTHUK", HACTOSIIAM OITBEPIK/IAET, YTO O3HAKOMHIICS
(-acp) u cornacen (-Ha) ¢ ITonoxeHreM 06 HCIONB30BAHUH IPOCTOMN SJIEKTPOHHOM MOJIUCH JUIs
BHYTPEHHETO JJIEKTPOHHOI0 JOKyMeHTOoOopoTa B MAYJIO "IXIII r. Kemeposo", a umeHHO:

PaboTHUK IpH3HAET paBHO3HAYHOCTH CBOEH IPOCTOM BIEKTPOHHOM mojmucu (nanee -
[I9I1) cobecTBeHHOPYUHOM MOAMMCH Ha GyMaXKHOM HOCHTENE M 3asBISIET O IIPUCOEIMHEHHUH K
COTVIAIIEHHIO 00 y4aCTHH BO BHYTPEHHEM 5IEKTPOHHOM JOKYMEHTOOGOPOTE ¢ UCIIO/B30BAHIEM
[I9IT na ycnosusx Ilomoxenuss 06 HCMONB30BAHMH HPOCTOM 9JICKTPOHHOM MOJIUCH JIJIsl
BHYTPEHHETO 3JICKTPOHHOTO JIOKyMeHTOOoOOpota B MAVJIO "IXII r. Kemeporo" B
COOTBETCTBUH CO CT. 428 I'paxknanckoro koxexca PO ("J{orosop mpucoemunenns') ¢

(0oama)

(0ama noonucanus)

(noonuce)



