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HOJOXEHUE
00 MCNO0JIb30BAHUH MPOCTOM JIEKTPOHHOM MOANUCH J1JIS BHYTPEHHEr0 3JIeKTPOHHOI0
AOKYMEeHT0000poTa B MyHHMIMIIAJBLHOM 0I0KeTHOM 00111€00Pa30BaTEJIbHOM YUpeKIeHUn
«Cpennsisi 001meo0pasoBaTebHast MIKOJAa Ne72»

1. O01Me moJoKeHus

1.1. Hacrosiee ITonoxxenue 06 CHOAb30BAHUHU POCTON 3JIEKTPOHHOM TMOANKUCH 711 BHYTPEHHETO
3IIEKTPOHHOTO IOKYyMEHTO000poTa B MYyHUIIMITATHLHOM OO/DKETHOM 001Ie00pa30BaTeIbHOM YUPEKICHUN
«Cpennsas oOmeoOpa3oBarenbHas Imkona Ne72» (manee - IlosmokeHue) sBiIseTCSs JIOKAIbHBIM
HOPMATUBHBIM aKTOM MYHHUIMITaIBHOTO OIOKETHOTO 00IIe0o0pa3oBaTeibHOr0 yupexaeHus «Cpemnss
oOmeoOpa3oBarenbHas 1mkona Ne72» (nanee - Opranuszanus) U onpeAesseT MopsAaoK U YCIOBUS paboOThI
COTPYIHUKOB C DJJIGKTPOHHbIMU JoKkyMmMeHTaMu B WHpopmaunonnoir Cucreme (manee - HUC),
HEIIOCPEICTBEHHO CBA3aHHBIMU C UX TPYAOBOH AESATEIBHOCTHIO, C IPUMEHEHUEM IIPOCTOM 3JIEKTPOHHOU
noanucu (nanee - [1311).

1.2. Y4acTHHKaMM SJIEKTPOHHOIO B3aMMOJCHUCTBUS Ha YCJIOBHUSAX, ONPEAEICHHBIX HACTOSIIUM
[Tonoxenuem, ABISAOTCA COTpyAHUKKM OpraHuzanuu, MOAMNKMCABILINE YBeJOMIIEHHNE 00 O3HAKOMIICHUM C
[Tonoxennem. Ilonnucanue corpyanukom OpraHuzanyuy YBEJOMIIEHUS PAaBHO3HAYHO MPUCOEIUHEHHIO K
COTJIAIIICHUIO 00 Yy4acTHH BO BHYTPEHHEM JJIEKTPOHHOM JIOKYMEHTO0OOpoTe ¢ ucrnosib3oBanueM [1911 Ha
ycnoBuAxX Hactosiero IlonoxxeHuss B cooTBeTcTBUU co cT. 428 I'paxknanckoro koaekca Pd ("lorosop
npucoeuHeHus").

1.3. Peanmsaumst omnpeneneHHbIX HacTosmuM [lonoxkeHneM ycloBHH TNPUMEHEHMsI NPOCTON
JJIEKTPOHHOW TNOJMUCU OOecreynuBaeT MNpUIaHUe OPUIUYECKOW CHIIBI BHYTPEHHHUM AJIEKTPOHHBIM
nokymentaMm Opranunzanuu B C, TpeOyrommM IMYHON MOANKUCH COTPYIHUKA, U OTIEPALIUAM C HUMH.

1.4. Hannuue I1311 oOecnieuriBaeT BHYTPEHHUM AJIEKTPOHHBIM J0KyMeHTaM B UC:

- IOJJIMHHOCTB - IOATBEPKACHUE aBTOPCTBA JOKYMEHTA,

- LIEJIOCTHOCTD - JIOKYMEHT HE MOKET ObITh U3MEHEH 1OCIIE MOANNCAHUS;

- HEOTpUILIAaHUE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXKET OTKA3aThCsl OT CBOEH MOJIITUCH.

1.5. lnsa moamucaHus >3JEKTPOHHBIX ToKyMeHTOB B MC wucmonb3yercs mpocTast 3JI€KTPOHHas
noanuch - MHGOpMAIMs B AJIEKTPOHHOW (opme, KOTOpas MpHCOeAWHEHa K Ipyro uH(opMamuu B
JEeKTpOHHOU ¢opMe (rmoanuchiBaeMord HHGOpPMAIUU, JOKYMEHTY B 3JEKTPOHHOM BHJE) WU HHBIM
o0pa3oM cBs3aHHas ¢ Takod uHopMalMed, U KOTOpas HCIOJIb3YyeTcs s ONpeAeeHUs Julla,
MO/IMKICHIBAIOIIETO HH(OPMAITHIO.

1.6. B xauectBe myoauuHoit yactu kimova [1311 ncnonp3yercss yHUKaIbHOE UMS YYETHOM 3aIUCH,
IpUMEHsIeMoe JJisl aBTopu3aluu nojib3onarens B C. B kauectBe koHpuaeHInaapHON yacTu kimroyda 1911
MCIIOJIb3YETCSI TapOJIb K yUYETHON 3aIUCH.

1.7. WUsroroBnenue (reHepauuio), Bbinady u peructpauuio B MC ykazanHbix B 1. 1.6 nmen
II0JIB30BATENEN U MapoJieil OCYIECTBISAET COTPYIHUK OpPraHU3allii, Ha3HAYEHHBIN MPUKAa30M THUPEKTOpa
(manee - OTBeTCTBEHHBIN 3a TeXHUYECKYI0 noasepxky UC).

1.8. ITapoas nomb3oBarenst UC MoxeT ObITh M3MEHEH €ro BiaJielblieM B JII000H MOMEHT Mocie
apropuszauuu B MC. PekomeHayercs M3MEHSATh Mapojib HE peXe OJHOro pasa B Tpu Mecsua. [lns
CHIDKEHHSI pHCKa Moa0Opa mapoJii M HECAaHKIIMOHHMPOBAHHOTO HCIOJIb30BAHUS JIPYTMM JIMIOM KIHOYa
JJIEKTPOHHOMU MOJIUCH PEKOMEHAYETCS HE 3a1aBaTh MAapOJIH, UCIIOJIb30BaHHBIC PAHEE.
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2. TepMUHBI U onpee/IeHUsA

B nannowm [lonoxxeHuu UCToNb3ylOTCs CASAYIONINE TEPMUHBI U UX ONPEICIICHUS

2.1. Baagesen mpocToil SJIEKTPOHHON TOANMUCH - COTpyAHMK OpraHuzanuu, MNOJIUCABIINN
VYBenomienue o0 03HAKOMJIEHMM C HAacTOSIIMM llonojkeHueM M MCHOJB3YIOUIMI MMS I0JIb30BaTENsl U
naposib A1 aBropusaiuu B MC.

2.2. BHYTpeHHHU# 3JIeKTPOHHBIH JOKYMeHT (1ajiee - JIOKYMEHT) - TOKYMEHT OJHOTO W3 THIIOB
JTOKYMEHTOB, mnpuBeAeHHbIX B [Ipmioxkennn N 1 x Hacrosuemy llonmoxkenuto, co3manueii B MC B
AJIEKTPOHHON (hOpME U TOANMKMCAHHBIN JICKTPOHHON MOMAINUCHI0 COTPYIHUKA (AIEKTPOHHBIMU TOITUCIMU
coTpyaHukoB) OpraHu3anuu.

2.3. Kuwu 3JIeKTpPOHHOIi TNOANMUCH - VHHUKaJIbHAs IOCJIEIOBATEIIbHOCTh CHMBOJIOB,
NpeHa3HauYeHHas )il MOATBEPKAeHUs ¢ ucnoiibzoBanueM cpeactB MC nognmuunoctu 11211 B JlokymenTe.

2.4. PeecTp BBIIAHHBIX KJIIOYell JJ1eKTpPOHHON moanmucu - xpansmmiica B WC coucok
YHUKAJIBHBIX IOCJIEIOBATEIbHOCTEN CHMBOJIOB, COAEPKALIUXCS B BBIAAHHBIX I10Jb30BATENSIM HMEHAX
YYETHBIX 3alIUCEH U MapOJIsX.

2.5. PeecTp 0TO3BaHHBIX KJIIOYeH JJIeKTPOHHOW moamucu - xpassmuiics B NMC crnmcok
nosb3oBareneil UC, kiaroun 351eKTpOHHON MOAMKUCH KOTOPBIX K MOMEHTY OOpaleHHs] K JaHHOMY peecTpy
OBLIIM OTMEYEHBI KaK HeJACHCTBUTEIbHBIE.

2.6. Mpocras 3nexkrponnas mnoanuch (IDI1) - uadopmanus B snekrpoHHor (opme B UC,
BO3HMKAIOIIAass B MOMEHT BBIIIOJHEHUS BIAACJIbIEM 3IIEKTPOHHOM NOANMHUCH KOMaHAbl IOANHCAHUS
Jokymenta B untepdeiice UC, moarBepxparomas moauHHOCTh JlokyMeHTa u/wmim (hakT O3HAKOMIICHHS
Brnagensia IIOI1 ¢ JlokymeHTOM, KOTOpasi B3auMMHO OJHO3HA4HO CBsi3biBaeTcsa € JlOKyMEHTOM u
BJIQ/I€IbLIEM MOAMKCH.

2.7. Wramn MIII - Bu3yanpHas OTMETKa 00 3JEKTPOHHOW MOJMUCH, BKIIIOYAIONIAs PEKBU3UTHI
[I3I1, xoTtopasi aBTomMaTudecku co3naercsi cpeacrBamu MC npu OTKpbeITHH (BU3yalu3alliu) JTOKYMEHTA,
noanucanHoro [IDII, B untepdeiice UC; Bpems dopmupoBanus [IDI1 orobpaxkaercs B ImTamme Mo
yacoBoMy mnosicy nosb3oparens NUC.

2.8. O0paGoTka 3J1eKTPOHHOr0 JAOKYMeHTa - feiicTBus monb3oBarenst VC ¢ 31IeKTpOHHBIM
nokyMmeHToM cpenctBamu MC, Bkitouasi, HO HE OTpaHUYMBAsACh: CO3aHKe, IpoBepka, noanucanue 11011,
uH(popMupoBaHue aApyroro nonb3oBarens UC o JokyMeHTe, TOATBEPKACHUE MOTYUYSHHsI, 03HAKOMIICHHE,
CO3/1aHH€ KOITMHU Ha OyMa)KHOM HOCHUTEJIE, OTKJIOHEHHUE, YAalleHuE.

3. O0ecneyenne IOPUANIECKONH CHJIbI BHYTPEHHHX 3JIEKTPOHHBIX IOKYMEHTOB

3.1. XKusnennsiii uukn Jlokymenra B MC Bkiroyaer: co3laHue M MpOYME JACUCTBUS MO €ro
o0paboTke, oTpaxeHue B ydere, a Ttakxke xpaHeHue B MC. C obecnieunBaeT perucTparyio IeHCTBUMA
noJnp3oBarenei ¢ JlokymeHTOM (JIOTMpOBaHKE) B TEUEHUE )KU3HEHHOTO ITUKJIA.

3.2. Bcee Bnazaensupl 11311 npusnatoT paBHO3HAYHOCTH cBoeil I1DI1 cobcTBeHHOPYUHON MOaIMCH
Ha OyMa)XHOM HOCHTEJIE.

3.3. Coznanue 1911 B UC nHnnmmpyercsi COOTBETCTBYIOIMM JieicTBUEM Bianenbua 11311, T. e. He
BBITIOJIHSIETCS] aBTOMATUYECKU WJIM HE3aMETHO JJIs BIIaJIeblia.

3.4. Tlomnomouusa Buanensua [IDI1, mognucaBmero J{OKyMEHT, MOATBEPKAAIOTCS B MOMEHT
noanucanus Jlokymenta B IC aBTOMaTHYECKHU 110 TOJIOKUTEIBHOMY PE3yJbTaTy CIEIYIOLUIUX MPOBEPOK:

- COOTBETCTBYIOIINH MOJIb30BaTENb aBTOpU30BaH B MC,

- COOTBETCTBYIOIIMU KIIOU 3JIEKTPOHHOW TMOAMKMCH BKIIOUEH B PEECTP BBIJAHHBIX KIIOYEH
3JIEKTPOHHOM MOJIHCH,

- COOTBETCTBYIOLIUM KIFOU 3JIEKTPOHHOM MOJIKCH OTCYTCTBYET B PEECTpe OTO3BAHHBIX KIIHOUEH
AIEKTPOHHOM MOJIHCH.

3.5. Bpems ¢opmupoBaHus 3IEKTpPOHHOM mnoanucu ¢uxcupyercs cpeacrsamu HMC  mo
rpuaBuyuckomy Bpemenu (UTCH0).

3.6. BHyTpeHHUE »>JEKTpOHHBIE JOKYMEHTHI, MepeducieHHble B Ilepeune, mpuBeAEHHOM B
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[Ipunoxxennn N 1 k nHactosmemy Ilonoxxenuro, moamucanawie [IDI1, mpusnatrorcs B OpraHuzanuu
PaBHBIMH T10 FOPUINYESCKON CUJIE TOKYMEHTaM Ha OyMa)KHBIX HOCUTEIISX, 3aBEPEHHBIM COOCTBEHHOPYYHON
MOAMUCHIO.

3.7. Tlonws3oBatenn WC mnpusHaror, uro Busyanuszauus wramna [IOI1 nmpu agemoncTpauuu
HoxymenTta B untepdeiice C, BeimonHenHas cpeacramu MC, sBisieTcss HEOCIOPUMBIM TOATBEPIKICHUEM
(axTa moanmucaHus JOKYMEHTa COOTBETCTBYIOUIMM BiaenbleM 1911 (moyIMHHOCTh U HEOTPEKAEMOCTB ).

3.8. Xpanenue [[oKyMEHTOB OCYIIECTBJISECTCS MyTEM 3allUCH CBeleHHH O JIOKyMEHTax B apXuB
AJIEKTPOHHBIX JIOKYMEHTOB, KOTOPHBIH siBisieTcs yacThio C.

3.9. Opranuzamus obOecreyrBaeT TEXHUYECKMMH U OpPraHM3allMOHHBIMM MEpaMu 3alluTy OT
HECAHKIMOHUPOBAHHOTO JIOCTYNA W MPEAHAMEPEHHOTO YHUYTOXEHUS W/UIM WCKAKEHUS CBEICHUH O
JlokymeHTax B apxuBe 3JEKTPOHHBIX NOKyMeHTOB MC, a Taxke rapaHTUpyeT MOATBEPKIECHUE aBTOPCTBA
JOKyMeHTa, noanucasHoro 11311 aBTopa, B TOM 4ucCIie yTEM YTBEPXKACHUS IIOUMEHHOTO OTPaHUYEHHOTO
CIHUCKa JIMI, UMEIOUINX pacUIMpeHHble (aAMHUHHCTpPATHBHBIC) MpaBa JOCTYNa K apXHUBY 3JIEKTPOHHBIX
nokymenToB MC.

3.10. HokymenTtsl xpansarcsa B IC B Tom ¢opmaTe, B KOTOPOM OHU ObUTH co3/1aHbl. CPOK XpaHeHUs
JlokyMeHTOB M cBeieHHA O JIOKyMEHTax HE MOXKeT OBITh MeHee 3 (Tpex) JIeT W ONpeAeiseTcs B
COOTBETCTBUM C JIOKAJbHBIMM HOPMATHUBHBIMM akTamu OpraHu3aluu WIM €€ CTPYKTYPHBIX
IIOAPA3/ICIICHAN.

3.11. Konust 37€KTpOHHOTO JOKYMEHTa MOXET OBbITh M3rOTOBJIECHA (pacredyaraHa) Ha OyMa)KHOM
Hocurene cpencrBamu MC u 3aBepeHa cOOCTBEHHOPYUYHOW moanuchio Biaaenwiia [I0I1, mubo uneHamm
KOMHUCCHH, BKIIOUaroleil B ceds Kak MUHUMYM pyKoBoautens OpraHuzali W JIMIO, UMEIolIee
pacumpeHHbie (aIMUHUCTPATUBHBIC) MpaBa JOCTyNa K apXWUBY 3JeKTpOoHHBIX aokyMeHToB MC. Komus
JJIEKTPOHHOTO JIOKyMEHTa Ha OyMaXHOM HOCHUTelle JOJDKHA COJAepkaTh BHU3YaIW3allMI0 IITaMIa
(wramnos) [I9I1, moarsepxparomyto, yro opuruHan Jloxymenrta noxamucan IIOII. AyreHTHuHOCTH
3JIEKTPOHHOTO JOKYMEHTA U €ro KoUK Ha OyMakHOM HocuTene obecrieunBaetcs cpeacrsamu VC.

4. IIpaBa, 0013aHHOCTH U OTBETCTBEHHOCTDb BJIA/Ie/IbLA JJIEKTPOHHOM NOANUCH

4.1. Bnagenen 1311 numeer npaso:

- oOpamarbest K OTBETCTBEHHOMY 3a TeXHUYECKYo noanep:xkky UC nns anHynupoBaHus (OT3bIBa),
IPUOCTAHOBKH (BO30OHOBIICHHUS) NEHCTBHSI MPUHAMIEKAIIETO €My KIIF0Ua JIEKTPOHHON TIO/IHCH;

- B cllydae He0OXO0IMMOCTH 3aMEHbI, BOCCTAHOBJICHUSI KJTI0Ua AJIEKTPOHHON MOANUCH 00paTUTHCS K
OTBeTcTBEHHOMY 3a TexHHuecKyro nojuepxxky MC ¢ cooTBeTcTByroLIe Mpock00il U MONydyuTh HOBBIN
KJIIOY 3JIEKTPOHHOM MOJIINCH;

- oOpamarbcsd K pykoBojacTBY OpraHuzanuu A pa3dopa KOH(IUMKTHBIX CUTyalui (Cropos),
BO3HUKarImuX npu npuMenenuu 11011 8 UC.

4.2. Bnapeneu I1311 o6s13an:

- BecTd 00paOOTKY BHYTPEHHMX JJIEKTPOHHBIX TOKYMEHTOB B MC B COOTBETCTBHH CO CBOMMH
JOJIKHOCTHBIMU 00SI3aHHOCTSIMU;

- I[pUHUMAThb BCE BO3MOXHBIE MEpbl Uil MNPEAOTBpAIlEHUs HECAHKIMOHMPOBAHHOIO
HCIIOJIb30BaHUs CBOETO KJII0Ya AJIEKTPOHHOM MOJIITUCH;

- HU IIPU KaKUX YCIIOBUSX HE NEPENaBaTh KU SJIEKTPOHHON MOANNCH APYTUM JINLAM;

- IpU KOMIIPOMETALIMK CBOErO KIII0Ya SJIEKTPOHHOW IMOANHUCH HE3aMEIJIUTENIbHO OOpaTUTHCS K
OTBeTCTBEHHOMY 3a TeXHHUYECKYI0 noajaepxky MC g npuocTaHOBKM IEHCTBUS NMPUHAAIEKALETO EMY
KJIFOYa 3JIEKTPOHHOU ITOATIHCH.

4.3. Bnanenen 11011 HeceT MTMYHYIO0 OTBETCTBEHHOCTD 32 COXPAHHOCTh CBOETO KJIK0Ya 3JIEKTPOHHOM
MOJIHUCH U €T0 3alllUTy OT HECAHKIIMOHUPOBAHHOTO HCIIOJIb30BAHHUS.

5. Texnonorust npumenenus cpeacts 1911 B UC

5.1. Jns mpumenenus IIOI1 B UC Bnagensiry IIOI1 HeoOxommmo aBropu3oBatbes B MC ¢
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HCITOJIB30BaHUEM MyOJMYHON M KOHpUAEHIIManbHOW yacTed kiroda [IDI1 (ums mosmb30BaTeNst U MapoJib).
[onnucanue JlokyMeHTa BBINONHAETCS MyTeM HaxkaTus Ha KHorKy "Iloanucars" B unTepdeiice UC.

5.2. Uudopmanusa o000 Bcex BBIAAHHBIX IMOJIB30BATENIO KIIOYAX SJIEKTPOHHOI IMOANKCH, JaTax
NOJIyYEHUS U MPEKpaIleHus ux aencTBus (u3bsatust) xpanurcs B IC nocrosiHHO.

5.3. [Ipu npekpamienuu y corpynnuka Opranuszalnuu JODKHOCTHBIX 00si3aHHOCTEH 1o 0OpaboTke
BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB ¢ ucnojb3oBaHueM IIOI1 ninm npu yBOJIbHEHUM COTPYAHHKA €TO0
KJIFOY BHOCUTCSI B PEECTP OTO3BAHHBIX KIIIOUEH 3JIEKTPOHHOM moanucu OTBETCTBEHHBIM 32 TEXHUYECKYIO
noanepxky MC. C MOMeHTa BHECEHHSI KJII0Ya B PEECTP OTO3BAaHHBIX KIIFOUEH AJIEKTPOHHOM MOJIMKCH BCE
nocneaytomme JlokymenTsl, noanucanubie 3Tod [IDII, He cuMTarOTCS MOAMMCAHHBIMU HaJJISKAIIUM
00pa3om, T. €. HOJNKIChIO, PABHO3HAYHOW COOCTBEHHOPYYHOH.

6. 3aka0unTebHbIE TOJ0KEeHUS

6.1. Hacrosiiee IlonoxeHne BCTymaeT B CHITy € JaThbl yTBEPKICHUS.

6.2. Tekcr [lonoxenus pasmemraercs B MC. Cnoco0 gocrtyna k akTyanbHOUM Bepcuu Ilonmoskenus
OIMCHIBAETCS B M0JIb30BATENbCKON JoKkyMeHTauuu k MC.

6.3. Hokxymentsl, co3ganusle B MC u mnonmucanusie [IDI1 B COOTBETCTBHHM C HACTOSIIUM
[Tonoxxenuem, MPU3HAIOTCS IOPUIUYECKU 3HAUUMBIMU C JaThl yTBepkaeHus [lomoxxenus.
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