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[MonokeHUe 06 WCHOMB30BAHWM IPOCTOM 3NEKTPOHHOM MOAMHCH A BHYTPEHHErO 3JICKTPOHHOTO
nokymenToobopora B MBJIOY netckuit can Ne2 "ConHbIWKO"

1.00u1ue noNoKeHUs

1.1. Hactosimee ITonoxkenue o6 MCMONL30OBAHHM NMPOCTOH 37EKTPOHHOM MOANMCH B HH(OPMALHOHHOH
cucreme (nanee - UIC) MBIIOY netckuit can Ne2 "Connbimko” (nanee - [TonoxxeHue) ABAAETCS JOKATLHBIM
HopmatuBHeiM aktomM MBJIOY perckuit can Ne2 "Conupiiko" (nanee - OpraHuzauus) W OMpenenseT
MOpANOK M YCI0BHSA paboThbl COTPYAHMKOB C IIEKTPOHHBIMH JOKYMEHTaMH B HC, HemocpeacTBEHHO
CB3AHHBIMM C MX TPYAOBOH J€ATENBHOCTBIO, C MPUMEHEHHEM MPOCTOH 3EKTPOHHOH MOAMHCH (nanee -
[1311).

1.2. V4acTHUKAMH 3NEKTPOHHOIO B3aMMOJEHCTBHSA HA YCIOBHSX, ONPEAEACHHBIX HACTOAIMM [Tonoxenuem,
ABNSIOTCA COTPYAHMKH OpraHu3aliuM, MOANMCABIIWE YBEAOMIICHUE 06 o3nakomneHuu ¢ IlonoxeHuem.
O6pasen; YpefomneHuss npueeneH B IIpuiokeHUH Ne 2 k wsacrosmemy [lonoxenuto. Iloanucanue
corpyaHukoM OpraHusauuy YBeJOMJIEHHS PABHO3HAYHO MPUCOCAMHEHHIO K COMALICHHMIO 00 yuacTu BO
BHYTPEHHEM 3JIeKTPOHHOM JIOKyMEHTOO0OpOTe € HCrO/b30BaHHEM [1DI1 Ha ycHOBMAX HAacTOSLLEro
TTonosKeHMs B COOTBETCTBMHM o CT. 428 Ipaskaanckoro koxekca P® ("JoroBop NpucoeAuHeH s ").

1.3. Peanu3alys ONpeJeNeHHBIX HACTOALMM [10N0XKEHHEM YCIIOBHH NPUMEHEHHA MPOCTOH 3NeKTPOHHOMN
noanMcH  obecredMBaeT MpUAAHHE IOPHAMYECKOH CHIbI  BHYTPEHHMM  3/ICKTPOHHBIM  JIOKyMEHTAM
Opranuzauun 8 UC, Tpeyrolum TH4HON MOANKCH COTPYAHHKA, H OTIEPaLUAM C HHMH.

1.4. Hanuuue T3 obecrieunBaeT BHYTPEHHNM 3NIEKTPOHHBIM J0KyMeHTaM B MC:

* MOJIMHHOCTb - MOATBEPIKAEHHE aBTOPCTBA AOKYMEHTa;

* [1IEJIOCTHOCTD - IOKYMEHT He MOXKET OBITh M3MEHEH MOcIie NOANHCAHNS;

* HE OTPHIIAHKE aBTOPCTBA (HEOTPEKAEMOCTh) - ABTOP HE MOMKET OTKA3aThCs OT CBOCH MOAMHCH.

1.5. Jlng noanucaHus 3MeKTPOHHbIX JoKymenTos B MUC ucnone3yercs npocTas

3/eKTPOHHAs MOANMCh - WHpOpMALMA B 3MEKTPOHHOHW (opMe, KOTOpas MNPHUCOCAMHEHA K ApYyTroii
uHGMOpPMALMK B 3NEKTPOHHOM Bopme (MoanMckIBaeMoi HHPOPMALIMH, TOKYMEHTY B EKTPOHHOM BHJE) WK
WHBIM 00pa3’oM CBA3aHHas ¢ Takol MH(OpMauwWed, ¥ KOTOpas MCMONB3YeTCs I OMpeje/CHUA L,
MOANMCHIBAIOILEro HH(OPMALIHIO.

1.6. B kauectBe nyGnmunO# wacth Kmoua I13I1 HCnone3yeTcs YHMKAanibHOE HMs YYETHOH 3almcH,
npHMeHsemMoe 15 aBTopu3aluu nosns3osarens B MC. B kauectse KoH(DHeHUHaNBHOH yacTH Kmoua [1911
MCIIONb3yeTCs Napoib K YUYETHOMN 3aMHCH.

1.7. Usrotosnenue (reHepauuio), Bbiaady U peructpauuio B UC ykasaHHBIX B n.1.6 UMEH NoNb30BaTENEH H
naponeii ocywectenser [loprHosa Enena AHatonbeBHA (nanee - OTBETCTBEHHBbIH 3a TEXHHUYECKYHO
noanepxkky MC).

1.8. Tapons nons3osarens HC MoxeT ObITh H3MEHEH €10 BAfeNbUEM B 060K MOMEHT 110C/e aBTOPH3aLIMH
B UC. PexoMeHayeTCs H3IMEHATh NMapo/ib HEe pexe OHOIO pasa B TpH MecsiLa. Jlns cHWKeHHs pHcKa noadopa
mapois M HECAaHKUMOHMPOBAHHOIO HCIIOJB30BAHHA [ADPYrMM JIMLOM KiKO4a 3NEKTPOHHOH NOANKCH
PEKOMEH/IYeTCs He 3aaBaTh Mapo/iH, HCMONb30BAHHBIC paHEee.

2. TepMHHBI ¥ ONIpEIEAEHUS

B nanHoM [10710KEHHH HCMONB3YIOTCA CAEAYIOLIHE TEPMUHBI M HX OTPEACICHHS:

2.1. Bnajenel MpocToil AMEKTPOHHOM MOAMKCH - COTPYAHHK OpraHu3aiiy, NOANMUCaBLINK YBEIOMIIEHHE 00
O3HAKOMJIEHHM ¢ HacTosiiuMMm [loJoJKEHHEM W UCMOJB3YIOLMA WMA MOAB30BATENA M nNapoib  And
asropuzauum B UC;




2.2. BHyTPEHHHH 2EKTPOHHBIH JOKYMEHT (nanee - JIOKyMeHT) - AOKYMEHT OIIHOTO U3 THIIOB JIOKYMEHTOB,
npuBeaeHHbIX B [Tpunokernn 1 K HacTOALIEMY TMonoxenmio, co3nanubiii B UC B 2MeKTpOHHON (popme H
[OANMCAHHbBIH  3MNEKTPOHHOH TMOAMHMCHIO  COTPYAHHKA (3NEKTPOHHBIMH  TOAMHCAMH  COTPYAHHKOB)
OpraHu3aLuH;

2.3. KII04 EKTPOHHOM MOAIKMCH - YHHKAIbHAS MOC/IENOBATE/]BHOCTL CHMBOIIOB, npeAHa3Ha4YeHHas s
MOATBEPIKAEHHSA C HCIOJIL30BAHUEM CPEACTB WC noanuunoctu [1311 B JIoKyMeHTE;

2.4. peecTp BbIJAHHBIX KiIKOueHd 3/IEKTPOHHOH MOANMCH - xpansiguiics B MC COMCOK yHHKAIbHBIX
[10C/IeIOBATEIBHOCTEH CHMBOJIOB, CONEPKAIIMXCS B BbIIAHHBIX MO/IE30BATE/IAM HMCHAX YUYETHBIX 3anHceH 1
napoJsx;

2.5. peecTp OTO3BAHHBIX KJIKOHEH NEKTPOHHOMN TMOAMHCH - xpansmmiics B UC cnncok none3oparesnei UC, y

KOTOPBIX KITHOUH 3NIEKTPOHHOM MOAMHUCH K MOMEHTY obpalleHust K JaHHOMY pecCTpy ObLJIM OTMEYEHBI KakK
HeelCTBUTEIbHBIE!

2.6. npoctas 3MeKTPOHHAs MOANHUCH (TT3IT) - uHdopMauKs B HMEKTPOHHOH dopme B MC, Bo3HuKatollas B
MOMEHT BBIMONHEHHMS BIAAEbLEM 3eKTPOHHON MOAMUCH KOMAH/IbI MOAMHCaHHA JlokymeHnTa B uHTepdeiice
WUC, noaTBepxaaromas MOMLTHHHOCTE Jlokymenta w/nnu (akT O3HAKOMJCHHA Braje/bla [3I1 ¢
JIOKYMEHTOM, KOTOpas B3aWMHO OJIHO3HAYHO CBA3BIBACTCA C JIOKYMEHTOM M BJafie/IbLieM MOANHUCH;

2.7. wramn [1211 - Bu3yanbHas OTMETKa 06 3MEKTPOHHON MOANHCH, BKITIOUAKOLLAs pekeuzuthbl [1311, koTopas
aproMaruuecku cosznaercs cpeactsamu MC npu OTKpBITHH (BM3yanusauMyu) JOKyMEHTa, MOAMMCAHHOTO
1311, & unrepdeiice UC; Bpems (opmMuUpOBaHHA [ID11 orobpaxkaeTcsas B LITAMMe MO 4YacOBOMY MOACY
none3osarens MC;

2.8. 06paboTKa 371EKTPOHHOTO AOKYMEHTa - ACHCTBHA MO/b30BATE/H UC ¢ 31eKTPOHHBIM [OKYMEHTOM
cpencreamu  MC, Bimodas, HO HE OrpaHH4YMBasACh: CO3JaHHE, MpOBEpKa, noanucanue [1OI1,
MHOOPMHPOBAHHE APYTOro Mojib30BaTe/s UC o JoKyMeHTe, TOATBEPAKAEHHE MOTY4EHHUs, O3HAKOMIECHHE,
cO3/1aHHe KONMHUH Ha OyMaXKHOM HOCHTEJE, OTKIIOHCHHE, yAaICHHE.

3. ObecrieyeHne FOpUAMIECKOi CHIbI BHYTPEHHHX JMIEKTPOHHBIX JOKYMEHTORB

3.1. Wusnennsiii mukn Jloxymenra B MC Brmrouaer: co3jaHne H NpoHHe neitcteus no ero obpaborke,
OTpayKeHHe B Y4eTe, a TAKKE XpaHEeHHE B UC. UC obecneunBaeT perncTpauuio AeHCTBHH MoNB30BaTENEH C
JTOKyMEHTOM (IOTHpPOBaHKE) B TEHEHHE HKHU3HEHHOTO LIUKIIA.

32. Bee miagensust T1OI1 mpusHaioT paBHO3HauHOCTh cBoei TIOI1 coOCTBEHHOPYHYHOH MOANMCH HA
OyMa)KHOM HOCHTENE.

3.3. Cosnanue IID2IT B MC uHHUMHpYyeTCS COOTBETCTBYIOLIMM neiicteuem Biaagensua I19I1, Te. He
BBIMOJIHAETCA ABTOMATHUYECKH MJTH HE3aMETHO [UIs BllajeibLa.

3.4. TlonHomouus enagenbua I13I1, moanwucapiwero JIOKyMEHT, MOATBEPKAAOTCA B MOMCHT NMOANMMCAHUA
TlokymeHTa B UC aBTOMaTHYECKH MO MOMOKHUTENBHOMY PE3yNIbTaTy CACAYIOLIHX NpOBEPOK:

* COOTBETCTBYIONIMI NOB30BaTeNb aBTOpH3oBaH B MIC,

« COOTBETCTBYIOUIMI K/IIOY 3MEKTPOHHON MOAMMCH BKIKOYEH B PeeCTp BBIAAHHBIX KJIHO4uel SMeKTpOHHON
MOANKCH,

*+ COOTBETCTBYIOIUIMHA KIOY 3EKTPOHHOH TMOAMMCH OTCYTCTBYET B peecTpe OTO3BaHHBIX KIIIOUCH
ANEKTPOHHOM MOAMHUCH. ‘o
3.5. Bpema (opMHpOBaHHA D3/IEKTPOHHOH MOAMHUCH dukcupyercs cpeactsamu MC no rpuHBAHCKOMY
spemenn (UTCH+0).

3.6. BHyTpeHHHE 3/IEKTPOHHbIC JOKYMEHTBI, MEPEUHCIICHHLIC B Ilepeune, npuseneHHoM B [Ipunoxenun Ne 1
K Hactosiemy [lonoxKeHHIo, NoANHCAHHbBIE 1211, npusnatotcs B OpraHu3alyH paBHbIMH 110 HOpPUIHYECKOH
cuie JOKyMeHTaM Ha OyMaXKHbIX HOCHTEAX, 3aBEPCHHBIM coOCTBEHHOPYYHOH MOANMKCHIO.

3.7. TMonb3oBarend MC nmpu3HaoT, 4TO BU3yalu3auus LiTamna [I2I1 npu aemoncTpanuu JIoKyMeHTa B
unrepdeiice MC, BbIMONHEHHas CpeACTBaMH UC, sBnseTcs HEOCTIOPMMBIM MOATBEPKACHHEM daxTa
MOAMKCAHHSA JOKYMEHTa COOTBETCTBYIOLIMM BlaAC/IbLEM [1311 (MOATMHHOCTL W HEOTPEKAEMOCTB).

3.8. Xpanenue JIoKyMEHTOB OCYLUECTBIAETCS MyTEM 3aMNCH cBeneHuit 0 JIOKyMeHTax B apXuB 31EKTPOHHBIX
JAOKYMEHTOB, KOTOPbIH ABNAETCS 4aCThIO WUC.



3.9. Opranusauus oOecnevdnBacT TeXHWUYECKMMH M  OpraHW3alHOHHBIMM  MCpaMH 3aluTy OT
HeCaHKIMOHMPOBAHHOTO J0CTyNna H MpeJHaMEePEHHOTO  YHHUTOKCHUA W/WIKM WMCKAKEHMsI CBEIEHHH O
JlokyMeHTax B apXWBe 3NEKTPOHHBIX nokymentoB MC, a TakKe rapaHTHpYeT MOATBEPIKIAECHUE ABTOPCTBA
ZIOKyMEHTa, NMOAMHCAHHOTO [I311 aBTOpa, B TOM YMCHE MYTEM YTBEPKACHHA MOMMEHHOTO OrpaHH4EeHHOro
CTIMCKA JWIl, MMEIOLIMX PpacllMpeHHBIC (aAMMHHCTpPaTHBHBIE) MpaBa JoCTyna K apXuBy 3JIEKTPOHHBIX
noxymentos UC.

3.10. Tlokymentsl xpansarcs B MC B TOM dopmare, B KOTOPOM OHH 6t cosgaHbl. CpoK XpaHEHM:A
JIOKyMEHTOB H ceenennii 0 JloKyMeHTax HE MOKET 6piTh MeHee 3 (Tpex) NneT U onpeaenAeTcs B
COOTBETCTBHH C JIOKAILHEIMH HOPMaTHBHBIMH aKTaMH OpraH13aliy WK ee CTPYKTYPHBIX nozpa3ieneHu.
3.11. Konus 3NeKTPOHHOIO JOKYMEHTa MOXKET 6bITh M3rOTOBNEHA (pacneyarana) Ha OyMaXKHOM HOCHTENE
cpencteamu UC u 3aBepeHa cOBCTBEHHOPYYHOH MOAMHKCHIO BJAAC/bLA [1211 nubo 4jJeHaMH KOMMCCHH,
proTiovarolleli B cebs KaKk MHHMMYM PYKOBORWTENA OpraHu3alyy 4 JHLO, HMEIOLIEE paclMpeHHbIe
(aIMMHHCTPAaTHBHBIE) Mpasa A0CTyTa K apXWBy ONEKTPOHHBIX [AOKYMCHTOB MUC. Konua >NEKTPOHHOTO
[OKymeHTa Ha OyMaXHOM HOCHUTEIE JOMKHA CONAEPXATh BH3yalIH3alMiO LITaMna (wramnos) 1911,
MOATBEPHKAAOILYO, YTO OPHIHHAI JIoKyMeHTa noaAnHcaH [TOI1. AyTEHTHYHOCTb 3JEKTPOHHOIO JOKyMEHTa
1 ero Konuu Ha OyMa)KHOM HOCHTENC obecreunsaercs cpeacreamu MC.

4. TpaBa, 0653aHHOCTH H OTBETCTBEHHOCTD BAajieNblia 2IeKTPOHHOM NOANKUCH

4.1. Bnapgeneu [1211 umeeT npaso:

» obpamarsca K OTBETCTBEHHOMY 3 TEXHUYECKYIO MOLAEPKKY HUC pans aHHYJIMPOBaHHA (oT3bIBa),
NPUOCTAHOBKH (B0300HOBNEHHS) ACHCTBUS NpHHAAIEKALLETO eMy Kilfoua 3MEKTPOHHON MOAMHCH;

+ B ciyuae HeoOXOAMMOCTH 3aMEHBI, BOCCTAHOBJEHMS KJIKOYA JNEKTPOHHOH NOAMHMCH oOpaTuThCi K
OTBETCTBEHHOMY 38 TEXHHYECKYIO MOANCPIKKY WC ¢ cooTeTCTBYyIOMEH MPOCLOOM U NOMYUHTh HOBBIH KJIKOY
3EKTPOHHOH MOANHCH]

« obpalaTbcs K pyKOBOACTBY Opranuzauny uis pasbopa KOH(IMKTHBIX CHTYaLuH (copoB), BO3HHKAIOWMX
npu npumenennu [1911 B HC.

4.2. Bnapeneu [12I1 oba3aH:

« BecTH 00paGOTKy BHYTPEHHHMX O/ICKTPOHHBIX nokymentos B HC B COOTBETCTBHH CO CBOUMH
JAOMKHOCTHBIMK 00A3aHHOCTAMH;

* IPUHMMATB BCE BO3MOXHbIC Mepbl 1f NpeloTBpallieHAA HeCaHKLMOHHMPOBAHHOTO MCMOIB30BAHMA CBOEIO
KJIKOUA 3/1eKTPOHHOM MOAIHCH;

+ HU NIpM KaKUX yCJIOBUAX HE Nepe/iasath KJTFOY 2MEKTPOHHOMN MOAMHUCH APYTHM JIHLIAM;

* mpM KOMMpOMETAaUWH CBOETO KIKo4a  JIEKTPOHHOH —MOAMMCH HelaMeUINTENbHO  00paTuThed K
OTBETCTBEHHOMY 3@ TEXHHUYECKYIO MOIICPKKY MC a1 NpUHOCTAHOBKM NEHCTBHA NpHHAIEKALIETO EMY
KJTIOYA EKTPOHHOM MOJAMHCH.

4.3. Bnapeneu 1311 HeceT JIMYHYIO OTBETCTBEHHOCTbH 3a COXPaHHOCTh CBOETO KiHHa 3NEKTPOHHOMH MOAMUCH
} €ro 3allMTy OT HeCaHKIIMOHHPOBaHHOTO UCTIOIB30BAHKA.

5. TeXHONOrHWs MPUMEHECHHA CPE/ICTB 201 8 UC

%y
5.1. Jlna npumenenus 1311 B WUC pnanensity [TOI1 HeoOX0AMMO aBTOPH30BATLCH B UC ¢ ucrons30BaHueM
nyOnM4YHOM U KOH(MIEHUMANBHON YacTeH Kio4a [201 (ums nonb3oBaTens W napons). [loanucanue
JIOKyMEHTa BbITOJIHAETCs MTYTEM HAXATH: Ha kHonky "Tloamucars" B untepdeiice UC.
5.2. Uudopmauua 060 BCEX BbIAAHHBIX [HOJTB30BATENIO KIIK0YAX 3EKTPOHHON MOAMHMCH, AaTax MOTyHeHHA U
nmpeKpaLieHus UX AeHCTBUA (u3baATHA) XpaHuTCs B UC MOCTOSHHO.
5.3. Tlpu npeKpalleHdH Yy COTPYAHHKA OpraHu3auuy JA0MKHOCTHBIX oGszanHOCTE Mo 0OpaboTke
BHYTPEHHHMX 3/EKTPOHHBIX JIOKYMEHTOB C ucrons3oBanuem [IDI1 WK MpH yBOJIBHEHHHM COTPYAHHKA €ro
KoY BHOCHTCS B PEECTp OTO3BAHHBIX KIIIOUEH snexTponHol noanucH OTBETCTBEHHBIM 32 TEXHUHECKYIO
nomaepikky MC. C MOMEHTa BHECEHHA KilKO4a B peecTp OTO3BAHHBIX KIIOUE ANEKTPOHHOH MOANMCH BCE
nocneaytomue JIOKyMEHTSL, noanucantsie 3toi 1911, He CHMTAIOTCA NOAMUCAHHBIMK HaANEKaUIHM
o6pa3oM, T.€.NMOANHCEIO, paBHO3HAYHOM coBCTBEHHOPYYHOM.



6. 3aKIIOYHATENBHEIE TIOJIOKEHH A

6.1. HacTosimee [TonoxeHue BCTYNaeT B CHILY € 1aThbl yTBEPIKACHHA.

6.2. Texcr Tonowenus pasmemaerca B HC. Criocof nocTynma K akTyaiabHo# Bepcud IlonoxeHws
OMUCHIBAETCS B MONB30BATENbCKOM fokymeHTauuu k MC.

6.3. Texcr TMonowenuss xpauurcs y Iloprrosa Enena AHaTONBEBHA M MPEIOCTaBNAETCS COTPYAHHKAM
OpraHu3alluH 1o 3anpocy.

6.4. JIOKYMEHTbI, CO3/1aHHBIE B UC u noanucauusie 121 B cOOTBETCTBUM C HACTOALLHM [TonosKeHHUEM,
[PU3HAIOTCS IOPHIMYECKH 3HAYMMBIMH C JaThl Y TBEPAACHHA [TonoxeHus.
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