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00 HCI0JIb30BAHMY NPOCTOM 3JIEKTPOHHOM IOANUCH

1. O0mue nosnoxeHust

1.1. Hacrosimee TTonmoxenne 00 UCIOIB30BaHUH TIPOCTOM JIEKTPOHHOM MMOAIKCH (Janee
- Ilonoxenue) sABnseTcs JIOKAIbHBIM HOPMAaTUBHBIM akTOM MyHUIUIIAIBHOTO
OIO/IPKETHOTO JIOIIKOJIBHOIO 00pa30oBaTEbHOTO yupexkaeHus: YyTbIpcKOro AEeTCKOro caja
(manee VYupexieHue) U OIpeneNsieT NOpSAJOK U YCIOBUS 3aBEPEHHS] COTPYIHUKAMU
VYupexaeHus 3MeKTPOHHBIX JOKYMEHTOB B MH(opMannoHHbIX cuctemax (nanee — MC) ¢
MIPUMEHEHHEM MPOCTOH 3eKTpoHHOM noanucu (aanee - [1911).
1.2. TIDII wcnome3yercss B Cioydasx, KoOrja He TpeOyeTcs HCIOJIb30BaHHE
KBJIM(UIIMPOBAHHOMN AJIEKTPOHHOM MOIHCH.
1.3. Peanmsanus ompeneseHHbIX HAacTOSAMMM [I0J0KEHHEM YCIOBH TPUMEHCHUSI
MPOCTOM  BNMEKTPOHHON TMOANUCH oOOecreynBaeT NpUJaHUE IOPUAWYECKON  CHIIbI
BHYTPEHHUM JIOKYMEHTaM YUpeXJEeHUs, TPeOYIOUIMM JUYHON MOANUCU COTPYAHHUKA, U
OTepanusM C HUMH.
1.4, Hamuume TIDII oOecneynBaeT BHYTPEHHUM O3JEKTPOHHBIM JOKYMEHTaM B
MH(GOPMAIMOHHBIX CHCTEMAX:

- NOJJIMHHOCTB;

- IIEJIOCTHOCTb - IOKYMEHT HE MOKET ObITh U3MEHEH I0CIIE TOANUCAHMS;
1.5. Joxymenr, nommuceiBaecMbiii 1911 B MC noskeH OBITH B HE DPENAKTUPYEMOM
dhopmare.
1.6. Jns noamucanuss SIeKTpOHHBIX HoKymeHToB B MC wucnomb3yercs mpocTas
3JIEKTPOHHAsI NOJNKCh - UH(POpPMaLUs B 3IEKTPOHHOH (hopme, KOTOpasi MPUCOEAUHEHA K
Apyroil MHGOpPMALUH B 3IEKTPOHHOH (opme (moamucbiBaeMoil MH(OpMaIK, TOKYMEHTY
B 2JIEKTPOHHOM BMJIE) WJIM MHBIM 00pa3oM CBsi3aHHas C Takod MHQpOpMauuel, U KoTopas
UCHOJb3YyeTCs Ul ONpe/IeNIeH s JInla, HOJIUChIBAIOIIEro HH(POpMAaIHIO.
1.7. B kauectBe myOmuynON yactu Kitoua [1D11 ucmonb3yercst yHUKAIbHOE UMSI YUETHOM
3allUCH, TpUMeHseMoe i1 aBTopu3auuu nonb3oBarens B HMC. B kadecte
KoH(¢uAeHManpHOU yacTy kiatoda [1311 necnonb3yercs maposb K yUeTHOM 3alMCH.
1.8. Usrorosnenue (rerepamuio), Boiaady u perucrpanuio B UC ykazanubix B m.1.7 uMen
M0JIb30BaTENeH U MapoJiell OCYIIECTBISET OTBETCTBEHHBIM COTPYIHHUK (aJIMHUHHCTPATOP)
nc.
1.8. IMaposb nmonb3oBarenst MC MoxeT ObITh M3MEHEH €ro BIAesbIeM B JII000H MOMEHT
nocsie apropusanuu B C. Pexomenayercs M3MEHATh NapoJib HE PeXe OJHOIO pasa B TpU
Mmecsma.  Jlng  cHWwKeHMs pucka nojgdopa mapojii M HECAaHKIMOHHUPOBAHHOTO
WCIIOJIb30BAHUS [JPYTMM JIMIIOM KJIIO4Ya D3JIEKTPOHHOM MOAMHMCH PEKOMEHAYETCsS He
3aJ1aBaTh NapoJIX, UCIIOJIb30BAaHHBIE PAHEE.

2. TepMuHBI U onipeaeIeHUst

B nannoM IlonoxeHnu HCIONB3YIOTCS CIIEAYIOIINE TEPMHUHBI U UX OTIPEIEICHUS:

2.1. Bnaoeney npocmoii 31eKmMpoOHHOU NOORUCU - COTPYAHUK YUPEKICHHUS,
HAQ/ICJICHHBI  MOJIHOMOYMSMHU  TMOJMUCH  JIOKYMEHTOB,  HWCHOJNB3YIOIIUHA UM
MOJIL30BATENS M apoJib s aBTopusauuu B 1C;

2.2. nekmponnstit O0okymenm (nanee - JIOKyMEHT) - JOKYMEHT OJHOTO U3 HE
pelaKTUPYEeMbIX TUIIOB JOKYMEHTOB, CO3JJaHHBIM B 3JICKTPOHHOH (hopMe U MOANMCaHHBIH
AJIEKTPOHHON TOJIMHCHIO COTPYAHUKA;



2.3. Kniwou 3rnekmpounoii noonucu - yHUKaJIbHas IOCIEIOBATEIBHOCTh CHMBOJIOB,
IIpelHa3HaueHHasl JJI MOATBEP)KJAEHUs ¢ ucnojb3oBaHueM cpencts MC noamuHHOCTH
1911,

2.4, IlIpocmasn r3nekmponnasn noonuce (I1311) - nupopmarys B 3IEKTPOHHON

¢dopme B MIC, Bo3HMKAIONIAsi B MOMEHT BBITIOJTHEHUS BJIAJICIBIIEM 3JIEKTPOHHOU MOAMUCH
KoMmaHel noxanucanus Jlokymenrta B uHTepdetice MC, moarBepkaaromas moaIuHHOCTD
JoxymenTa w/wim akt o3HakoMieHus Biaaenbia [1911 ¢ [lokymeHTOM, KOTOpast B3aUMHO
OJIHO3HAYHO CBSA3bIBAETCS C JIOKyMEHTOM U BJIaJIeNbLIEM MTOANNCH;

2.5. HImamn II3II - BusyanbHas OTMETKa 00 S3JEKTPOHHOW MOJIHCH, BKIIFOYAIOIIAS
pexBu3uThl 1911, koTOpas aBTOMarmuecku cosnaercs cpeacrBamu MC mpu oTKpbITHH
(Bu3yanuzauuu) gokymeHrta, mnoanucannoro I[IDII, B wunHTepdeiice UC; Bpems
dbopmupoBanwmst [1311 oToOpakaeTcs B mTamIie 1Mo 4acoBoMy nosicy noin3oBarenst VC.

3. ObecneyeHne IPUIHIECKOI CHJIbI BHYTPEHHUX YJIEKTPOHHBIX TOKYMEHTOB
3.1. Kwusnennsiii mukn Jlokymenta B C BKITFOYAET: CO3JaHHUE U MTPOYHE JCUCTBUS IO €T0
00paboTke, oTpaxkeHue B yuere, a Taoke xpanenue B IC. UC obecnieunBaeT peructpariiio
NeNcTBUI moap30Barenel ¢ JIokyMeHTOM (JIoTUpoBaHUE) B TEYCHHUE JKM3HEHHOTO TUKJIA.
3.2. Bce Bnanensier 11911 mpusHaror paBHO3Ha4HOCTH cBoel [1DI1 coOcTBeHHOpYUYHOMH
MOANKCH Ha OyMa)kHOM HOCHTEIE.
3.3. Coszmanme II9I1 B MC wHUIMUpPYeTCS COOTBETCTBYIOIIMM JCHCTBHEM BJaJieNblla
IIDI1, T.e. He BRIMIOIHICTCS aBTOMAaTHUYSCKH MJIN He3aMETHO M1 Biagenbiia 11911
3.4. Tlomaomoums Bnagensia [IOI1, moammcaBmiero JlOKyMEeHT, TOATBEPIKIAIOTCS B
MoMeHT noanucanus Jlokymenta B MC aBToMaTHu4ecKku Mo MOJIOKUTEIBHOMY PE3YJIbTATy
CJIEIYIOITUX MPOBEPOK:

- COOTBETCTBYIOIIMI MOJIb30BaTENb aBTOPU30BaH B C,
- COOTBETCTBYIOLIMI KJIKOY 3JIEKTPOHHOM MOJANMCH BKJIIOUYEH B PEECTP BBIAAHHBIX KIIFOYEH
3JIEKTPOHHOM MOJIKCH,
- COOTBETCTBYIOIIMN KIKOY 3JIEKTPOHHOW IMOJNUCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH 3JIEKTPOHHOW MOIKCH.
3.5. Bpems ¢popmupoBanus 3neKTpoHHON noanucu Gukcupyercs cpeacrsamu UC.
3.6. BHyTpeHHHME »JJCKTPOHHBIE JOKYMEHTHI, moamucanHble I[IDI1, mnpusHaroTcs B
VYupexIeHun paBHBIMU I0 IOPUAWYECKON cuiie JOKYMEHTaM Ha OyMa)KHBIX HOCHTEISIX,
3aBEPEHHBIM COOCTBEHHOPYYHOU MOAIMUCHIO, 32 MCKIIOUYEHUEM CIIydaeB HEOOXOJUMOCTH
WCIOJIb30BaHUS  KBaTU(UIUPOBAHHOM SJIEKTPOHHON MOANUCH B COOTBETCTBUU C
3aKOHOIaTEILCTBOM PO.

3.7. INonwzoBarenu MC npusHatot, yro Buzyanuzauus mrammna [13I1 npu nemoHcTpanuu
HokymenTa B unrepdetice C, BoimonHenHas cpeiacrsamu MC, sBisercss HEOCHOPUMBIM
MOJATBEPXKACHUEM (paKTa MOAMUCAHUSA JOKYMEHTa COOTBETCTBYIOIIMM BiajaenbueMm 1311
(MOATMHHOCTD U HEOTPEKAEMOCTB).

3.8. Xpanenue J[oKyMEHTOB OCYIIECTBIISIETCS IyTE€M 3alUCU CBeleHUH o JlokymeHTax B
apXMB JIEKTPOHHBIX TOKYMEHTOB, KOTOPBI siBisieTcs yacTtbio MC.

3.9. VupexneHue obecreunBaeT TEXHUUYECKUMHU U OPraHW3aLMOHHBIMU MEpPaMHU 3alLIUTy
OT HECAaHKIIMOHUPOBAHHOTO JOCTYMA U MPeAHAMEPEHHOTO0 YHUUYTOXEHUS U/WIIN UCKA)KEHUS
cBesleHUH o JIokyMeHTax B apXHBe JIEKTPOHHBIX JokyMeHTOB MC, a Takxke rapaHTupyeT
MOJITBEPXKIEHUE aBTOPCTBA AOKyMeHTa, nojanucanHoro [13I1 aBTopa, B TOM umcie myrem
YTBEP)KJCHHUS TOMMEHHOTO OTrPAaHMYEHHOTO CIHCKAa JIMI, MMEIOIIUX pacIIUpEeHHbIe
(aIMUHHMCTpATUBHBIE) MTpaBa JIOCTYyIa K apXUBY 3JIEKTPOHHBIX AJokymMeHToB MC.

3.10. Joxymentsl xpausatcs B UC B Tom Gopmare, B KOTOPOM OHH OBLIIM CO3/1aHBI.

3.11. Komus »1MeKTPOHHOTO JOKYMEHTa MOXET ObITh H3rOTOBJIEHa (pacmeyaTaHa) Ha
OymaxkHoM Hocutene cpenctBamu MC u 3aBepeHa COOCTBEHHOPYUHOM IOIMHCHIO
Brazenbua [19I1. Komust snekTpoHHOTO JOKyMeHTa Ha OyMaKHOM HOCHUTeNe JOJDKHA
coJiepkaTh BU3yasn3auuio mramma (mramnoB) 1911, moaTBepkaaoNnIyt0, 4TO OpUTHHAT
HoxymenTa nognucas 1311

AYTEHTHUYHOCTh 3JEKTPOHHOTO JOKYMEHTa M €ro KOMHWUW Ha OyMa)KHOM HOCHTENe
oOecnieunBaercs cpeactamu MC.



4. TlpaBa, 0013aHHOCTH M OTBETCTBEHHOCTD BJIA/IeJIbLA 3JIEKTPOHHOI MOAMUCH

4.1. Bnanenen 1311 umeer nipaso:

- oOpaImarbcs K OTBETCTBEHHOMY 3a TE€XHUYECKYHO mojyepxkky MC nns aHHyTupOBaHHS
(oT3BIBa), TPHOCTAHOBKH (BO30OHOBJICHMS) JCHCTBUS MPUHAMISHKANETO €My KIo4a
3JIEKTPOHHOM MOJIKCH;

- B cllyyae HEOOXOJMMOCTH 3aMEHbI, BOCCTAHOBJIECHUS KJO4Ya 3JIEKTPOHHOM MOJIHUCH
0o0paTUThCSI K OTBETCTBEHHOMY 3a TEXHHMYECKYyI mnojiepkky MC ¢ cooTBeTcTBYyIOIIEH
MPOCHOO U TOTYIUTh HOBBIN KITFOY JICKTPOHHOU TTOIITHCH;

- oOpamiatbcss K 3aBeAylolIeMy YUpexaeHHs i pa30opa KOH(MIMKTHBIX CHUTYaIHi
(ciopoB), Bo3HuKarouux npu npumenenuu 11911 B IC.

4.2. Brnagenen [1311 o0si3an:

- BeCTH 00pabOTKy BHYTPEHHHX JJIEKTPOHHBIX NOKyMeHTOB B MC B COOTBETCTBHH CO
CBOMMH JIOJDKHOCTHBIMH OO0SI3aHHOCTSIMH;

- TPUHUMATh BCE BO3MOXKHBIE MEpBI JUIsI TMPEJOTBPAIICHUS HECAHKIIMOHUPOBAHHOTO
HCII0JIb30BAHUS CBOETO KJIK0Ya AIEKTPOHHOU MOJIUCH;

- HU TIPH KaKUX YCIIOBHSIX HE MEPEIaBaTh KIIFOY AJICKTPOHHOU MOAMKUCH JIPYTUM JIMIIaM;

- NpU KOMIPOMETAallMM CBOEro KJII0Ya »JJIEKTPOHHOW TMOANHUCH HE3aMEeIUTEIbHO
00paTUTbCS K OTBETCTBEHHOMY 3a TEeXHHYECKyI0 mnoaaepkky MC nmias mpuoCTaHOBKH
NEeMCTBUS MPUHAAIEKAIET0 eMy KITfo4a 3JIEKTPOHHOM MOAMHCH.

4.3. Bmanmenen 1211 HeceT NUYHYIO OTBETCTBEHHOCTh 33 COXPAHHOCTH CBOETO KITFOYA
AJIEKTPOHHOW MOJIMTUCH U €0 3alIUTy OT HECAHKIIMOHUPOBAHHOTO UCIIOJIb30BAHUS.

5. Texnoqorusi npumenerus cpeacts 1311 B UC
5.1. JIna nmpumenenus [1911 B UC Bnapensiy [19I1 HeoObxoaumo aBTopu3oBatbes B UC ¢
WCIIOJIb30BAaHUEM MYOIMYHON M KOHPUACHIMANbHOU "acTen kimroda [1911 (mms

moJik30BaTeNs U mapoib). [lomnucanne JloKyMeHTa BBIMOJHSAETCS IyTEM Ha)KaTHS Ha KHOTIKY
"[Toxnmucats" B uaTepdetice NC.

5.2. Undopmarust 000 BCeX BBIIAHHBIX TOJIb30BATENIO KIFOUAX AJIEKTPOHHOM MOJIHUCH, JaTax
MOJIYCHUS U MPEKPAIeHUs UX AeUCTBUS (M3bsATHs) XpaHuTcs B VIC OCTOSHHO.

5.3.Ilpn mpekpalieHUd Yy COTPYOHHKA YUPEXKIEHUS JODKHOCTHBIX O0Osi3aHHOCTEH 10
00paboTke BHYTPEHHUX OJIIEKTPOHHBIX JOKYMEHTOB ¢ wucnoib3oBanueM [IDI1 wmu npu
YBOJIBHEHUU COTPYAHHKA €ro K4 BHOCHTCS B PEECTp OTO3BAHHBIX KIIOUEH 3JIEKTPOHHOMN
noanucu. C MOMEHTa BHECEHHUS KJI04a B pEeCTp  OTO3BAHHBIX KIIIOUEH SJIEKTPOHHOM
noanucu Bce mnocnenyoomue JloxkymeHntsl, noanucanaeie 3Toi IIDIl, He cumrarorcs
MOANMKUCAHHBIMH HaJUIeKAIIUM 00pa3oM, T.€. ONIChI0, pABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3aKJII0UYUTEIbLHOE MOJI0KEeHHE
6.1.  Hacrosmiee [TonokeHue BCTynaeT B CHITy C AaThl YTBEPIKICHHUS.



	1. Общие положения
	2. Термины и определения
	3. Обеспечение юридической силы внутренних электронных документов
	4. Права, обязанности и ответственность владельца электронной подписи
	5. Технология применения средств ПЭП в ИС
	6. Заключительное положение

		2024-11-11T11:23:50+0300
	Леконцева Людмила Петровна




