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ITonozxenue 06 nenosb3oBanuu NPOCTOH 31eKTPOHHON MOANKCH
Mynununansnoro 6romxerHoro AOUIKOJbHOI0 00pa3oBaTe/ILHOIO
Yupexnenuns «lerckuii cag Ne234))

1. O6mee moaoxenne

1.1. Hacrosmee ITonoxenue 06 HCHOMb30BAHMM MIPOCTOH 3NIEKTPOHHOM MmoanucH (gaiee
- llonoxenue) sBngeTcs moKaTBHBIM HODMaTMBHBIM aKTOM MyHHLHUOATBHOIO
OFODKETHOrO  JOIIKOIBHOTO 00pa3oBaTENBHOTO YUPEKACHUS «letckuii cam Ne 234»
(manee MBJIOY Ne 234) u ONPENCIIACT MOPANOK M YCIIOBHS 3aBEPEHHS COTPYIHUKAMHM
MBJIOY Ne 234 snexTpoHHBIX AOKYMEHTOB B MH(OPMAIIMOHHEIX cHCTeMax (nanece — M)
C MPMMEHCHHUEM TIPOCTOM 3JIEKTPOHHOM TOAIHUCH (fHajiee - I131T).

1.2. TISI wucmone3yercs B ClydadxX, Koraa He Tpebyercs HCIoin30s:
KBaIU(DUITMPOBAHHOMN 3JIEKTPOHHOM MOAITHCH.

1.3. Peanmsanms onpeneneHHsIX HacTOSIIHM Ilonoxenuem ycnoBuit npuMeHeHHUs
MPOCTON  3JIEKTPOHHOM MOANUCH obecreynBaer NpUJaHWE IOPUAMYECCKOM  CHITBI
BHYTPCHHUM fokyMeHTaM MBJIOY Ne 234 B HC, Tpebyrommm muaHOlM MOAIKMCH
COTpPYAHMKA, ¥ OIIEPAIUAM C HUMH.

1.4, Hammume IIDI1 o6ecneunBaer BHYTPEHHUM JJIEKTPOHHBIM JIOKYMEHTaM B
MH()OPMAILIMOHHEIX CHCTEMAX:

* MOJJIMHHOCTE;

* HCJIIOCTHOCTB - TOKYMEHT HE MOXKET OBITh U3MEHEH I10CIE MTOAITHCAHHU.

1.5. JlokymenT, moamuceiBaemsiii 1911 B UC AOJKEH OBITh B HE PEOAKTHPYEMOM
¢opmare.

1.6. Jlnd moamucaHus 3eKTPOHHBIX AokyMeHToB B HMC wucnonesyercs 1ipo:
3JICKTPOHHAS TIOAMKCH - MHPOPMAIKA B 3MEKTPOHHOM (opMe, KOTopas IPHCOCAMHEH . K
Apyrod MHGOpPMALMM B OIEKTPOHHOH (opMe (MOAMMUCHIBAEMOl HHQOPMaIHH,
AOKYMCHTY B SJIEKTPOHHOM BHJI€) HIIM MHEIM 06pa30oM CBA3aHHAs ¢ Tako# HHMopMarmeii,
M KOTOpast HCIIOJB3YETCA I ONpPEe/IeHHs JIMLIA, MOIIHCHIBAIOIIEr0 MHMOPMAIIHIO.

1.7. B kauectBe ny6iMuHOM yacTH Kimoua [1911 HCIIOJIE3YETC YHUKAIBHOE UMS YYETHOM
3alluCH, TPUMEHAEMOE [UIA aBTOpM3alMud Tmonb3oBatens B MC. B kadecTse
KOHUACHUHATBHOM YacTH Kiroda [13]1 uenonb3yeTcs Napois K y4eTHON 3amucH.

1.8. M3rotornenue (reHeparuro), Beigauy u peructpanmio B UC ykasaHHEIX B 11.1.7 uMeH
T0JIb30BATEIEH M MapoJieif OCYIECTBIIAET OTBETCTBEHHEIN COTPYIHUK (aAMMHUCTPATOD)
nuc.

1.9. ITapons monp3oBatens UC MoxkeT GBITH U3MEHEH €ro BIagebleM B 060 i
nocie apropusanuu B UC. PekoMeHyeTcs H3MEHATh apoJib HE PEXKE OJHOIO pasa B )
mecsauma. Jlns CHWXKEHMA DpHCKa moab6opa Mapojis M HECAaHKIHMOHHPOBAHHOIO
UCIIONE30BaHUA JPYTHM JIMLIOM KJIK0Ya 3JIEKTPOHHOM IIONIHMCH DPEKOMEHIYETCs He
3aJ1aBaTh MapoJIy, UCIIOIb30BaHHEIE PAHEE.



2. Tepmunbl u omnmpeneJieHus

B nannom Ionoxenun HCTIOIB3YIOTCA CIIEYIOLME TEPMHUHEI H HX OIIpEACICHHS ;

2.1. Bnagenen IPOCTON 3JIEKTPOHHOM TOAMHCH - COTpyauuk MBJIOV Ne 234,
HaJIeICHHBIN IOTHOMOYMAMY MOAMHCH AOKYMEHTOB, HCTIONB3YIOWMI MMS [0/Ib30BATELs
M [1apons ans aBTopusanuu B MC;

2.2. DnexTpoHHmi MOKyMEHT (nmajee - JlokymeHT) - AOKYMEHT OJIHOTO H3 He
PCIAKTHPYEMBIX THIIOB JOKyMEHTOB, CO3/IaHHEIH B SIEKTPOHHOM hopme u NOITUCAHHKII
SJIEKTPOHHOH MOANMCEIO COTPY AHMKA;

2.3. Kmou SJICKTPOHHOH MOANHMCH - YHHKaTbHas MTOCJIEIOBATENNLHOCTE  CHM R
TIPEIHA3HAYEHHAs I TIOATBEPKIEHHS C HCTOIB30BaHueM cpenctB MIC momummiio
11T,

2.4. IlpocTas sneKkTponHas noamuce (I1311) - uapopmarms B SIICKTPOHHOM (opme B HIC,
BOSHHUKAIOIas B MOMEHT BEINOTHEHHS BITJICIBIIEM SJIEKTPOHHOM MOIIHMCH KOMaH 151
lnoanmucanus JlokymeHra B uHTepdeiice UC, IIOATBEpXKAAKOIAs  [TOJTHHHOCTE
JlokymeHTa w/umn dakT o3HakoMIeHHs Blanensua IIDIT ¢ JlokymeHTowm, KOoTOpas

2.5. Wramn II9I7 - BU3yallbHast OTMETKAa 06 3J1eKTpOHHOI IIOAIIMCH, BKJTIOYAIOIIAS
PeKBH3UTEI [IDI1, koTopas aBTOMaTHUeCKH cosnaercsa cpenctsamu MC npu oTKphrTvu
(Bu3yanusanum) AOKyMeHTa, mnoamucanHoro IIDII, B uHTepdetice MC: Bpewms
¢opmuposanus 1311 0ToOpakaeTcs B ITamIie mo 9aCoOBOMY IOACY Moib30BaTeIs MC

3. OGecneyenne IOPHAHIECKOH CHILI BHYTPEHHHX 3JIEKTPOHHBIX T0KYMEHTOR

1. JXKusnennsrit muxn Hoxymenra B UC Bximouaer: CO3JJaHUE W IpOYHE NECUCTBHS 110
€ro o6paGoTke, oTpakeHHe B yuere, a Ttaioke xpaHenne B UC. UC obecrneunsact
PETUCTpaluIO NEACTBUM monb30BaTeel ¢ JoxymenTom (morupoBaHue) B TeueHHe
KU3HEHHOI'O I[UKJIa.
3.2. Bee Bnagensusr IT911 IIPU3HAIOT PaBHO3HAYHOCTE CBoeii I17I1 COOCTBEHHOPYYHOIA
TIOAMUCH Ha OyMaXKHOM HOCHTEJIE.
3.3. Cosnanme IIDII B UC HHUIUUPYETCS COOTBETCTBYIOIUM NeHCTBHEM BJIaJIENIb1A
IIDI1, T.e. He BEIMONHICTCS aBTOMaTHY€CKH MIIM HE3aMETHO [u1s Biiaaensia [11T.
3.4. TTonHOMOYHMS Brnagensua 1311, nmoamucaBsuiero JloxymeHnr, IIOATBEPKIAFOTCS B
MOMCHT noanucanus Jlokymenra B UC aBToMaTHueck 1o TIOJTOXKHUTEIBLHOMY PE3YIILTATY
CICIYIOIIUX MIPOBEPOK: _ :
* COOTBETCTBYIOIIMH II0NIb30BaTENh aBTOPU30BaH B UC,
* COOTBETCTBYIOIIMH KIIOY 3JIEKTPOHHON MOINMCH BKIIOYEH B PEECTp BEITAHHBIX
KIIFOYEH 3JIEKTPOHHOM MOIHUCH,
* COOTBETCTBYIOLIMHI KIIFOY 3JIEKTPOHHOM MOMIUCH OTCYTCTBYET B PEECTPE OTO3BAHHEIX
KIIFOYEH 3JIEKTPOHHOM IIOAITHCH.
3.5. Bpems popmupoBanus 3/ICKTPOHHOM MOANKUCH (pHUKCHpyeTcs cpeacTtBamu VIC.
3.6. BHyTpeHHHEe 31€KTpOHHBIE AOKYMEHTBI, mnoamucanuele IIDI1, mnpusHatoTcs B
MBIOY Ne 234 paBHeIMEH O IOPHIIMMECKON CHJIE JIOKYMEHTaM Ha GyMaKHBIX
HOCHTEJIAX, 3aBEPEHHBIM COOCTBEHHODYYHOM IOMIHCHIO, 3a HCKIFOUEHHEM Clly4yaeB
HEOOXOAUMOCTH  MCIIO/IB30BAHHUA KBaTM(QUUHPOBAHHON 3NIEKTPOHHOM TMOAMHCH &
COOTBETCTBUH C 3aKOHOAATETHCTBOM PD.
3.7. Ionk3oBatenu UC npusHaioT, uto Bu3yasnsauusa mramna 1911 npu nemonctpai
HlokymenTa B unrepdeiice IC, BrImonHeHHas cpeacteaMu UC, saBnsercs HeocropuMeiy



IOATBEpXK/IcHHEM (haKTa MOMMMCAHUS TOKYMEHTa COOTBETCTBYIOIIMM BIIA/CNLIEM [1211
(HOJIMHHOCT U HEOTPEKAEMOCTH).

3.8. Xpanenue JIOKyMEHTOB OCYILIECTBIIACTCS IyTEM 3aUCH cBeaeHuii 0 JlIokyMeHTax B
apXMB 3JIEKTPOHHBIX JOKYMEHTOB, KOTOPBIH ABIIACTCS YaCThiO HC.

3.9. MBJIOY Ne 234 ofecrieduBacT TEXHUYECKHMH M OPraHU3aLMOHHBLIMM MEpaMH
3aIUTy OT HECAHKUMOHHPOBAHHOTO JOCTYNA M NPEIHAMEPEHHOTO YHUUTOMCHIA i1
JCKa)KeHMs CBefeHUH 0 JIOKyMEeHTaxX B apXHBE JIEKTPOHHBIX JTOKYMEHTOR HC, :
rapaHTHPYET MOATBEPKICHHE aBTOPCTBA JIOKyMEHTa, MOAMHCAHHOTO I13IT aBTOpa, B
ypcIe TMyTeM YTBEPXKACHHA MOMMEHHOTO OrpaHW4YeHHOro CIUCKa JIMIL, UMEFOIINX
pacumMpeHHble  (aIMMHMCTpaTHBHBIC) @paBa JOCTyma K  apXuBy 3JIEKTPOHHBIX
nokymentoB MC.

3.10. TokymeHTsI xpanstcs B IC B ToM popmaTe, B KOTOPOM OHH OBLIN CO3/IaHBI.

3.11. Komusi 5JIEKTPOHHOTO IOKYMEHTa MOXKET OBITh HM3TOTOBICHA (pacnieyaTaHa) Ha
GymaxksoM Hocurene cpeacteamu MC u 3aBepeHa COOCTBEHHOPYYHOH TOMHUCHIO
pinamenpua [1DI1. Komus 371€KTpOHHOrO NOKYMCHTa Ha OyMaXHOM HOCHUTEJIE JOJUKHA
CoZIepKaTh BU3yaIM3alMIO IITaMIIa (mrramnoB) 1211, moATBEPIKIAIOIYIO, YTO OPUTHHAT
JloxymenTa noanucad [1311. AyTeHTHIHOCTE 3JICKTPOHHOTO IOKyMEHTa U €ro KOomuy Ha
6yMayKHOM HOCHTeNE 00eCeurBaeTCs CpeICTBaMK ncC.

4. TIpaBa, 00513aHHOCTH H OTBETCTBEHHOCTDb BJIajeabUa 3JIeKTPOHHOM NOANKCH

4 .1. Bnanenen I19I1 umeer npaso:

« 06pamaThcsa K OTBETCTBEHHOMY 33 TEXHUYECKYIO MOMICPHKKY UC i aHHYJIMPOBaHUA
(oT3BIBa), MPHUOCTAHOBKU (B0306GHOBNIEHMS) ACHCTBUS MpPHHAIEKAIIETO €My Kitota
9JIEKTPOHHOM MOIMKCH;

* B ciydae HEOOXOIMMOCTH 3aMEHEI, BOCCTAHOBJICHMA K04 3JEKTPOHHOH MOAMUCH
06GpaTHTBCA K OTBETCTBEHHOMY 33 TEXHUYECKYIO MOIICPKKY UC ¢ COOTBETCTBYIOILEH
TpocK60i U MOTYYHTh HOBBIH KITFOY 3JIEKTPOHHOM ITOJITHCH;

+ o0pammarbcs K 3aBeAyIOIEMY MBJIOY Ne 234 st pa3bopa KOHQIMKTHBIX CUTyalluH
(crIopOB), BO3HUKAIOIIKX MPH MPUMECHCHUH 1311 B UC.

4.2. Bnagener 111 o6a3an:

« BecTH 0OpabOTKYy BHYTPEHHMX 3JICKTPOHHBIX NOKYyMCHTOB B HIC B COOTBCTCTB
CBOMMH JOKHOCTHEIMU 00A3aHHOCTSAMH,;

* TPUHHMATh BCE BO3MOXHEIE MEDBI A TpEOTBPAIICHUS HECAaHKIIMOHUPOBAHHOTO
MCIIONB30BAHMS CBOETO KJII0Ya HIEKTPOHHOM IOTMUCH;

« HU IIpY KAKUX yCJIOBHMAX HE NEpEaaBaTh KiIko1 3JTEKTPOHHOM MOTHMCH APYTHM JIHLAM;

« TIpUd KOMIPOMETALMK CBOEro KIo4a JIEKTPOHHOM TIOJMKMCH HE3aMETUTCIbHO
06paTHTECS K OTBETCTBCHHOMY 32 TEXHMHYCCKYIO noagepxky VIC s mpHOCTaHOBKH
JeicTBHS IIPUHAIIEKALIETO EMY Kito4a 3JIEKTPOHHOM IOITHUCH.

4.3. Brnagenen I1DI1 HeceT IMYHYHO OTBETCTBEHHOCTDH 32 COXPaHHOCTh CBOETrO Kiio4a
3JIEKTPOHHOM MOJMKCH ¥ €r0 3aluTy OT HECAHKIIMOHUPOBAaHHOIO UCTIOIh30BAHUA.

5. TexHoJIOrus NMpHMeHeHHs CPeACTB 211 8 UC

5.1. Jlna mpumerenusa [1011 B UC praaensiy II2I1 He06XOMMMO aBTOPH30BATHCA B 4
HCIIONB30BaHAEM IyOnMYHOH H KOH(HAEHIMATBHOM YacTeH KIodYa TDI1  (ums
nonp3oBatens ¥ mapouss). Iloamucanue JIoKyMeHTa BBHIMOJIHACTCA ITyTEM Haxkatus Ha
xuonky "[Tomucars" B HHTEpdEHce ncC. }

5.2. Undopmarus 060 BCEX BhIAAHHBIX [10JIB30BATENIO KIIOUaX 3JIEKTPOHHOM MOIHCH,
JaTax MOJTydYeHus U MPeKpaeHus ux neicTBHA (M3bSTHSA) XPAHUTCA B HC noCcTOAHHO.



5.3. Ilpu npekpamenuu y corpyauuka MBJIOY Ne 234 1omkHOCTHBIX 0653aHHOCTEH TI0
00paboTKe BHYTpEHHHX SJIEKTPOHHBIX JIOKYMEHTOB C HCMOJIb30BaHHeM [13IT wim npu
YBOJIPHCHHHM COTpYJHHMKAa €ro K04 BHOCHUTCS B PEECTp OTO3BAHHBIX KIIOYEH
3JIEKTPOHHOM noamucu. C MOMEHTa BHECEHMS KIOua B PEECTp OTO3BaHHHEIX KJIIOYEii
JICKTPOHHOM MOANKCH BCE IOCIEAYIOIHE JIOKYMEHTBI, MOANMMCAHHEIE STOM II211, ne
CUMTAOTCA MOANMMCAHHBIMM HaJUIeKallkuM o6pas3oM, T.e. HNOJIIUCBIO, PaBHO3HAYHOM
COOCTBEHHOPYYHOI.

6. 3akmounTeLHOE MOJI0KEHHE
6.1. Hacrosiee TTonosxenue BCTYNACT B CUJIY C JaThl yTBEPIKIECHHUS.
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