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IToJsi0:eHMe 00 HCI0JIL30BAHUY NPOCTO 3J1€KTPOHHOI MOANKMCH

1.00mue moJioKeHus1

1.1. Hacrosimiee ITomoxenue 06 UCIIOIB30BAHUM POCTO JIEKTPOHHOM MOMUCH (j1aee

- Ilonoxxenue) sBISETCS JOKAIbHBIM HOPMAaTUBHBIM aKTOM MYHHUIIUMMATBHOTO OOKETHOTO
JIOIIKOJILHOTO 0Opa3oBatesibHOT0 yupexaeHus «Jlerckuii can Ne 231» (manee MBIOY Ne 231)
U ONpeneNsaeT NOpsIoK U ycioBus 3aBepeHus: corpyaHukamu MBJIOY Ne 231 sneKTpOHHBIX
JOKYMEHTOB B HH(OpManmMoHHbIX cucreMax (mamee — HWC) ¢ npuMEHEHHEM MPOCTOM
ANEeKTpOHHOU moamnucu (nanee - [191T).

1.2. TIDII wucmone3yercs B Cciydasx, Korma He  TpeOyeTcst — HCIIOIb30BaHUE
KBTM(DUIIMPOBAHHOMN SJIEKTPOHHOM MOAMHCH.

1.3. Peanuzanus onpeseseHHbIX HACTOSIMM [loJI0KEHHEM YCIIOBHH TPUMEHEHHS TPOCTON
3JIEKTPOHHOHN MOAMUCH 00ECTIeYMBACT MPHUIAHUE IOPUINIECKON CHIIBI BHYTPEHHUM JIOKYMEHTaM
MBJIOVY Ne 231 8 UC, TpeOyronum JIMYHON MOANKMCH COTPYIHUKA, U ONIEPAIUsIM C HUMHU.

1.4, Hammume TIDII obecrieyrBacT  BHYTPEHHHM  OJIEKTPOHHBIM  JTOKYMEHTaM B
MH(OPMAIIMOHHBIX CUCTEMAX:

* IOJITHHHOCT;

* [IEJIOCTHOCTb - JOKYMEHT HE MOKET ObITh U3MEHEH I0CJIE MOANNCAHNUS;

1.5. Jokyment, noanucsiBaemsiii [TD11 B IC momkeH ObITh B HE pelakTHPyeMOM (opmarte.

1.6. Jlns moamucaHus 3IEKTPOHHBIX JOKyMeHTOB B MIC HMCIONB3yeTCs mpocTast 3JeKTPOHHAS
MOJIHUCH - HHPOPMAIKS B 3JICKTPOHHOU (opMe, KOTopasi IPUCOEAMHEHA K Ipyroil nH(popManun
B JIGKTPOHHOH opMe (ToamuchiBaeMoil WH(MOpPMAIMU, TOKYMEHTY B JICKTPOHHOM BUJIE) WU
MHBIM 00pa3oM CBsi3aHHAs C TaKOW WH(pOpMaLUei, U KOTopasi UCIIOJIb3YETCs JUIsl ONpeeIeHUs
JUIa, TOANKCHIBAIOLIETO HHPOPMAIIHIO.

1.7. B xauectBe mybnmuHO# uactu kimroua IIDI1 wWCmonab3yeTcss YHHKaIbHOE WMs YYETHOM
3amucH, IpUMEHseMoe NIl aBTopu3anuu monb3osarelns B MC. B kauecTBe KOH(PUIACHIIMATHHON
yactu kiroya [1911 ucnonpzyercs naposib K y4eTHOM 3aIHCH.

1.8. Usrorosinenue (renepanuio), Beimauy u perucrpanuio B MC ykasanesix B 1m.1.7 umeH
MOJIb30BaTeNei U maposeil OCyecTBIsAeT OTBETCTBEHHBIN coTpynHuK (agmunuctpatop) UC.

1.8. IMapons mone3oBatens IC MoxkeT OBbITh M3MEHEH €r0 BIaJIEIIbIIEM B 000 MOMEHT Iocie
aBTopu3anuu B C. PexoMeH1yeTcs U3MEHSTh Mapoiib HE pexke OJTHOTO pas3a B TpuMecsua. s
CHIDKEHHS PHCKa MoI00pa maposisi ¥ HECAHKIIMOHUPOBAHHOTO

UCIIOJIb30BAaHUsL JIPYTUM JIMIIOM KIIF0Ya AJIEKTPOHHOW MOJIMKCU PEKOMEHJIyeTCs HEe 3a/laBaTh
MapOoJIH, UCII0JIb30BAaHHBIE paHee.

2. TepMHHBI U onpeeIeHHsA

B nannowm [lonosxeHuu MCHoab3yrOTCS CIEAYIOUEe TEPMUHBI U UX ONpeIeTICHUS:

2.1. Bnaodeney npocmoit 31exkmponnoii noonucu - corpyaauk MBJIOY Ne 231, HajieieHHbIN
MTOJIHOMOYHSIMU MOAMKUCH TOKYMEHTOB, UCTIONB3YIOIIMIA UM MOJIb30BATESIN MTapOJIhb s
aBropusauuu B UC;



2.2. Dnekmponnwtit dokymenm (nasnee - JJOKyMEHT) - IOKYMEHT OJJHOTO U3 HE PEIAKTHPYEMbIX
TUIIOB JIOKYMEHTOB, CO3/IaHHBIN B 2JIEKTPOHHON (JOpME U MOAMHUCAHHBINAIEKTPOHHON MOITUCKIO
COTPY/IHHKA;

2.3. Kuou snekmponnoii nodnucu - yHWKaJIbHas I[OCIICJOBATEIbHOCTh CHMBOJIOB,
MpeHa3HauYeHHas JJ1s HOATBEPKAeHUs ¢ ucnosb3oBanueM cpeactB MC nogmuunoctu 1011

2.4. IIpocmas snexkmponnasn noonuce (I1311) - vapopmanus B 3J€KTPOHHOM

¢opme B UC, BO3HMKaOImas B MOMEHT BBIIIOJIHEHUS BIAJENIbLEM AJIEKTPOHHON MOJMUCU
koMaHabsl nonnucaHus Jlokymenrta B wuHTepdeiice MC, moarBepxknaromas MOIIHHHOCTh
JoxymenTta w/unu ¢akt o3zHakomsieHus Biagenbia [I9I1 ¢ JlokymeHTOM, KOTOpas B3aWMMHO
OJIHO3HAYHO CBS3bIBAETCs C JJOKyMEHTOM U Bia/€bLEM OIIUCH;

2.5. Hlmamn II2IT - BU3yalbHAas OTMETKa OO0 OJIEKTPOHHOM TMOJMHCH, BKJIIOYAIOIIas
pexBu3uthl [IOII, koTopas aBTomMaTMuecku coznaercsi cpeactBamu MWMC mpu  oTkpeiTHH
(Bu3yanuzauuu) AokymeHta, nognucanHoro 1311, B untepdeiice MC; Bpems dbopmupoBanus
[1211 orobpaskaercs B mITaMIie 1o 4acoBOMY Mosicy nojb3oBatess VC.

3. ObecnieyeHue PUINYECKOH CHIIbI BHYTPEHHHX YJIEKTPOHHBIX IOKYMEHTOB

3.1. Kusnennsni nukn JJokymenta B MC BKIIOYaeT: CO3MaHHE M IPOYME ICHCTBHS II0 €TI0
o0OpaboTke, oTpaxeHue B ydere, a Takke xpanenue B MC. MC obecredywBaeT perucTparnio
NeicTBHI nonb3oBartenei ¢ JJokyMeHTOM (JIOTUpOBaHKE) B TEUEHUE )KU3HEHHOTO ITUKJIA.

3.2. Bee mmagensisl [I311 mpusHaoT paBHO3HAYHOCTH cBoed IIDI1 coOGCTBEHHOPYYHOM
MOJAMUCH Ha OyMa)KHOM HOCHUTEIIE.

3.3. Coznanue 1911 B C uHUIMUPYETCS COOTBETCTBYIOLIMM AeiicTBHEM Bianensia [1911, 1.e.
HE BBITIOJIHAETCS] aBTOMATHUECKHU WJIM He3aMeTHO JJis1 Biazensia 1911

3.4. Tlonnomouwms Bianensna IIDI1, moamucasniero J{OKyMEHT, TMOATBEPKIAIOTCS B MOMEHT
noanucanus Jlokymenra B C aBTOMAaTM4eCKH IO IMOJOKUTEIBHOMY PE3yJbTaTy CIAEAYIOIIHNX
IIPOBEPOK:

* COOTBETCTBYIOIIMI MOJIB30BaTENb aBTOpU30BaH B C,

* COOTBETCTBYIOIIMI KJIIOY 3JIEKTPOHHOM MOAMMCH BKIKOYEH B PEECTP BBIJAHHBIX KIFOUEH
3JEKTPOHHOMU MOJIHUCH,

* COOTBETCTBYIOIIMI KJIKOY 3JEKTPOHHON MOJIHUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
AJIEKTPOHHOMN MOJIHUCH.

3.5. BpeMms popMupoBaHus 3JIEKTPOHHOM moAnucH pukcupyercs cpeacrsamu MC.

3.6. BHyTpeHHHE 3IEKTPOHHBIE JOKYMEHTHI, noAnucannsie [ID11, npusHatotcs B MBIIOY Ne
231 paBHBIMH MO FOPUIUYECKOM CHJIE JOKYMEHTaM Ha OyMaKHBIX HOCHUTENSIX, 3aBEPEHHBIM
COOCTBEHHOPYYHOUM MOANMCHIO, 32 HCKJIIOYEHHEM CIydyaeB HEOOXOIUMOCTH HCIOJIb30BAHUS
KBTM()UIIMPOBAHHOMN 2JIEKTPOHHOM MOAMICH B COOTBETCTBUHU C 3aKOHOIATEIHCTBOM PO.

3.7. Tonw3oBarenmu MC mnpusHaroT, 4ro BH3yanmsanus mramna [IDI1 mpu aemMoHCTpanuu
Hokymenta B uHTepdeiice UC, BemonHeHHas cpenctBamu HMC, sBIsIeTCsl HEOCTIOPUMBIM
MOATBEpKJIeHHeM (akTa TONAMUCAHUS JOKYMEHTa COOTBETCTBYIOIIMM Biaxenbiiem [1O11
(MOITUHHOCTH U HEOTPEKAEMOCTb ).

3.8. Xpanenune JIOKyMEHTOB OCYIIECTBIISICTCS IIyTEM 3aIHCH CBEACHUN 0 JIOKyMEHTax B apXuB
3JIEKTPOHHBIX JOKYMEHTOB, KOTOPbIH sBisieTcs yacThio MC.

3.9. MBIOVY Ne 231 obecrieunBaeT TEXHUYECKUMU U OPraHU3al[MOHHBIMU MEPAMHU 3allUTy OT
HECAHKIMOHUPOBAHHOTO JIOCTYNa U MPEJHAMEPEHHOTO YHUYTOXKECHHSI W/WIM HCKaKEeHUs
cBefeHU 0 JloKyMeHTax B apxuBe AJIEKTpPOHHBIX AokyMeHTOoB MC, a Takke rapantupyer
MOATBEPXKJCHUE aBTOPCTBA JOKyMeHTa, noanucaHHoro I[IDII aBropa, B TOM uucie myrem
YTBEPXKACHHUS IOMMEHHOIO OrPaHWYEHHOIO CHHMCKa JIMI, HWMEIOUIMX PpacIIMpEeHHbIE
(aIMHUHHCTPATHUBHBIC) MTpaBa JAOCTYIA K apXUBY 3JEKTPOHHBIX JokyMeHTOB VC.

3.10. ToxymenTts! xpausites B IC B ToM (hopmaTe, B KOTOPOM OHH OBLTH CO3/IaHBI.

3.11. Komwus 3J€KTPOHHOTO JIOKYMEHTa MOKET ObITh H3rOTOBJICHA (pacreyaTana) HaOyMaKHOM
Hocutene cpencrBamu MC u 3aBepeHa coOCTBEeHHOPYYHOU moanuckio Biaaenbia [1911. Konus
3JIEKTPOHHOTO JIOKyMEHTa Ha OYMa)kKHOM HOCHUTEIE TOJKHA COJEpPKATh BU3YAIN3ALUIO ILITAMIIA
(mrrammoB) [I911, moaTBepxaronyto, uto opuruHan/lokymenrta nmoamnucan [1911.
AYTEHTHMYHOCTh JJIEKTPOHHOTO JOKYMEHTa M €ro KONUM Ha OyMaXHOM HOCHTENe
obecnieunBaetcs cpencreamu MC.



4. IlpaBa, 00513aHHOCTH M OTBETCTBEHHOCTH BJIA/IeJIbI[A YJIEKTPOHHOM MOAMUCH

4.1. Bnanenen 1211 umeer npago:

* oOpamarsCsi K OTBETCTBEHHOMY 3a TEXHHYECKylo mnomuepxky WC nans aHHyTupoBaHHSA
(oT3BIBa), TIPUOCTAHOBKK (BO30OHOBJICHHS) JECWCTBUS MPHUHAICKAIIETO €My KJIoYa
3JIEKTPOHHOU IMOJIHCH;

* B cllyyae HEOOXOJUMOCTH 3aMEHbI, BOCCTAHOBIIEHHS KJIIOYa OHJIEKTPOHHOH MOAMHUCH
00paTUTHCA K OTBETCTBEHHOMY 3a TeXHHUECKYI0 noanepxkky C ¢ cooTBeTCTBYIOIIEH MPOCKOOit
Y TIOJIYYUTh HOBBIN KITOY 3JIEKTPOHHOM MOIUCH;

* obpamatbes k 3aBeaytomiemy MBJOY Ne 231 ngns pazbopa KOH(JIMKTHBIX CHUTYyalui
(ciopoB), Bo3HuKatouux npu npumernenuu 11911 B MIC.

4.2. Bnapeneu [1211 o0si3an:

* BeCTU 00pabOTKYy BHYTPEHHHUX 3JIEKTPOHHBIX JTOKYMEHTOB B MIC B COOTBETCTBUHM CO CBOMMU
JOJKHOCTHBIMU 00SI13aHHOCTSIMU;

* IPUHUMATh BCE BO3MOXHBIE MEpHI [JJIS MPEJOTBPALICHHS HECAHKIIHOHUPOBAHHOTO
HCII0JIb30BAaHHUs CBOETO KJIH0Ya EKTPOHHON MOJIUCH;

* HU IIPU KaKUX YCIOBUSX HE MEpPeaBaTh KIHOY 3JIEKTPOHHOM MOANUCH APYTUM JIULAM;

* IIpU KOMIIPOMETALMU CBOEr0 KJIK0Ya AJIEKTPOHHOM MOANHUCH He3aMeJIUTEIbHO OOPaTUTHCS K
OTBETCTBEHHOMY 3a TexHHMuYecKyro mnoanepxkky MWC 18 nOpUOCTAaHOBKM — JIE€UCTBHSA
MIPUHAJICKAIIETO eMy KITF04a 3JIEKTPOHHOM MOIIUCH.

4.3. Bnageneny IIDI1 HeceT IMYHYKO OTBETCTBEHHOCTh 3a COXPAHHOCTH CBOErO KIKOYa
3JE€KTPOHHOW MOJANKMCH U €r0 3alIUTy OT HECAHKIMOHUPOBAHHOTO UCTIOJIb30BAHMS.

5. Texnonorusi npumenenus cpeacts 1311 B UC

5.1. ns npumenenus 1211 B UC Bmagensiry IIDI1 HeoOxomumo aBTopusoBathesi B UC ¢
WCIIOJIb30BaHUEM MYOJMYHONW M KOH(pUACHIManbHOW 4dactei kimoua [1D11 (ums monp3oBatens
u napois). [loanucanue JlokymeHTa BBINOJNHSETCS IMyTeM HaxkaTus Ha kHomnky "[lognucats" B
unrepdeiice MC.

5.2. Uudopmanust 060 BCeX BBIIAHHBIX MOJIB30BATEN0 KIKOYaX 3JIEKTPOHHOW IOJIHCH, JaTax
MOJTyYeHUs ¥ IPEKpaIIeHus ux AeicTBus (u3batus) xpanutcst B UC mocTosHHO.

5.3. IIpu npekpamenun y corpyaauka MBJIOY Ne 231 HODKHOCTHBIX 0O0S3aHHOCTEH 10
00paboTKe BHYTPEHHUX OJIEKTPOHHBIX JIOKYMEHTOB ¢ wucnonb3oBanueMm [IOI1 wmm npum
YBOJBHEHUH COTPYAHHKA €ro KII0Y BHOCHTCS B PEECTp OTO3BAHHBIX KIIIOYEH 3JIEKTPOHHOM
noanucu. C MOMEHTa BHECEHHS KIOYa B PEECTp OTO3BAaHHBIX KIIIOUEH 3JIEKTPOHHOM
noanucu Bce mnocnenyromue JoxkymeHntel, mnonamucanueie 3tod [IDII, He cumrtarorcs
MOJIMMCAHHBIMU HaJIJIEKAIIUM 00pa3oM, T.e. MOJIICHI0, PABHO3HAYHOW COOCTBEHHOPYYHOH.

6. 3ak/04uTeIbHOE M0JI0KEHH e

6.1. Hacrosiiee [TonoskeHne BCTYIIAET B CHILY C JAaThl yTBEPIKIACHHS.
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