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06 ymeeporcoenuu Ilonoocenus
06 UCHONb306aHUU NPOCHOT HNEKMPOHHOT
nodnucy 015 6HYMpeHHe20 NeKMponH0co
doxymenmoobopoma 6 MKY "PIIIIPMC"

Tonoxkenue 06 HCIOIb30BAHAH IPOCTOH 3/1eKTPOHHOI MOANHCH ISl BHYTPEHHETO
3]€KTPOHHOT0 J0KyMEHT0000poTa B MKY "PIIPMC"

1.06mue mONI0KEHHS

1.1. Hacrosmee IlomoxeHue 00 HCIOJB30OBAHHH MPOCTOH ~ 3NMEKTPOHHOH — TOAMHCH B

uHGOPMAI[MOHHON CHCTEME (nanee - MC) MKV "PIUIIPMC" (panee - TMojoxKeHHe) ABILICTCA

nokanbHEM HopMatTMBHEM akroM MKV "PIIIIPMC" (namee - Opranu3amus) H OMNpPEICIeT

IOPS/IOK K yCIOBHS paboTh! COTPYAHHKOB C 9TEeKTPOHHBIMHE JOKYMEHTaMH B VC, HEMOCPEACTBEHHO

CBS3AHHBIME C X TPYJAOBOH JEATENBHOCTHIO, C NPUMEHEHHEM IpOCTOil BMEKTPOHHOH MOITHCH

(naunee - [1O11).
12, VyaCTHHKAMF S/EKTPOHHOTO B3AMMOJCHCTBUS Ha YCIIOBIIIX, OIIpe/Ie/IeHHbIX HACTOAIIIM
[HonokenueM, SBISIOTCA — COTPYIHHKH Opranuzanuy, —IOANHUCABIINE Veenomnenue 00
osmakowyernu ¢ lomoxernem. O6pasen Veemomyienas TpuBesieH B IIpuimoxenny Ne 2 x
HactosimeMy [Tomoxkermo. [Toxmucanue COTPY/HAKOM Opranuzaiiy YBEJOMICHHS PABHO3HATHO
TIPUCOEIHHEHHIO K COIIAIICHHIO 06 y4acTH# BO BHYTPEHHEM B/ICKTPOHHOM NoKyMeHTo000pOTE €
perionpopanreM 1111 Ha YCHOBHSX HACTOALIETO TMonoxenuss B COOTBETCTBHHA CO CT. 428
['pakJaHCKOTO KOZIeKCa P® ("dorosop IpUCOETHHEHHA").

1.3. Peaymzaups OMpEAENCHHBIX HACTOAMINAM [looKeHUeM YCIIOBHH IPHMEHCHHS MPOCTOH

IEKTPOHHOM MOMIHCH OOECTICUMBACT HPHIAHNC JOPH/IUECKOH CHITHI BHYTPEHHHM OJICKTPOHHBIM

noxkymenram OpraHu3allie B WC, TpebylOmUM JIAYHOH TOAIHCH COTpYLHHKA, ¥ OTEpalHiM ¢

HHMH.

1.4, Hamaue TIDI1 obecriedsBaeT BHY TPEHHAM JIIEKTPORHEM noxymenTam. B YIC:

« IOJTHHHOCTH - TIOATBEPIKIEHHAE aBTOPCTBA OKYMCHTA,

+ IEJIOCTHOCTD - TOKYMEHT HE MOMKET OBITh H3MEHCH OCIIe TIO/ITHCAHHS;

* He OTpHIIAHUE aBTOPCTBA (HEOTPEKagMOCTh) - aBTOP HE MOXKET OTKA3aThCs OT CBOEH TIOATIHCH.

1.5. Jlyst MOAIHKCAHHUS MEKTPOHHBIX OKYMEHTOB B WC ucnonp3yercs npocTast

SMeKTPOHHAs TIOMIHCH - HHpOpMAIUS B 3TEKTPOHHOM (popMe, KOTopas MPHCOE/MHEHa X Tpyro#

uHDOPMALUK B NEKTPOHHOR dopme (TomIHCHBACMOH HHGOPMAIHH, IOKyMEHTY B SICKTPOHHOM

Buje) WIH MHBIM 00pasoM CBS3aHHAL © raxoit mHpOpMAIMEH, ¥ KOTOpas HCIOJB3YETC:H IS

OTIpe/ie/ICHNU JTMIA, TIONHUCHIBAIOLIETO wH(OPMAIHIO.

1.6. B xauecTse mMyOIHUHON JacTH Kitoda [I3I1 uenonb3yeTcsl YHUKAIBHOC HMA yUEeTHOH 3aIlHCH,

IPIMEHAEMOE /1A aBTOPH3AIUH IIOMB30BATEI B MC. B xauecTBe KOHGOUACHIMATBHON JaCTH KIIKO9a

[I211 ucnoap3yeTcs Mapoib K yueTHOM 3aIiCH.

1.7. WsrorosneHne (TeHEpalMio), Bbiady M PETHCTPALWMIO g MC yxazauHeX B I.1.6 HMEH

monp3oBareneil u maponed OCyIIeCTBIACT ['n. 6yxranrep JaBpriosa T.H. (nanee - OTBETCTBEHHBIH

1a Texaugeckyio mopuepxky MC).

1.8. Tapoms nomssosarens MC moxer LT W3MEHEH €ro BiafelbleM B JE000H MOMEHT MOCIC

apropusanuy B VIC. PexoMeHyeTCs H3MEHATD [apoyTh HE PEske OHOTO pasa B TPH MCECALA. st

CHIDKEHWs pHcKa mondopa mapons H HECAHKIMOHHPOBAHHOIO HCIONB30BAHAST JAPYTHM JHIIOM

KITI04a DJIEKTPOHHO TOIIACH PEKOMCHITYCTCA HE 3a1aBaTh IAPOJIH, HCIIONB30BAHHBIC PAHEL.

2. TepMUHBI H OTIPESACIICHHSA



B nanzoM [TONOXKEHHH HCIIONB3YFOTCA CIEAYIOMHE TEPMEHEI H HX OTPEJIEICHUS:

2.1. Bnamenern ImpOCTOH SMEKTPOHHOM MOMIACH - COTPYIAHHMK Oprasuzaniy, [OZMHACABIITHI
VeegomieHne 06 03HAKOMIICHHH ¢ HACTOAIINM TTo/IOKESHIEM U HMCIIOB3YEOIIHH AMs IIOIb30BATE/LA
¥ IIapoJib I aBTOPH3AIKH B ncC;

2.2. BHyTpeHHHH 3IEKTPOHHBIA [OKYMEHT (Janee - JIoKyMEHT) - JOKYMEHT OJXHOTO M3 THIIOB
[OKyMEHTOB, MPHBEICHHBIX B [IpunoxkeHuy 1 K HACTOALIEMY [lonoxenuto, co3nanubii B UC B
SIeKTpoHHOH dopme H ONTACAHHEN MEKTPOHHOH NOAMHCHIO COTPYIHHMKA (27IeKTPOHHBIMHE
[TO/MACAMHE COTPYAHHKOB) OpraHu3alliH;

2.3, K504 SMeKTPOHHOH MOIIHCH - yHUKAIbHAA [I0C/TeIOBATEIFHOCTE CHMBOJIOB, IPE/HA3HATCHHAs
JUTS TIOATBEPIKJIEHHS C HCTIOMB30BAHHEM CPEACTE VC nommaasocTE [I2I1 B JloKyMenTe;

2.4. PeecTp BBIAHHBIX K04l 5IEKTPOHHOM TOATHUCH - XpaHsIEics B UC crnucoK yHHKAJIBHBIX
[10C/TeIOBATEFHOCTEH CHMBOIIOB, CONCPHKAIIUXCA B BBIIAHHBIX TIONMB30BATE/LIM MMEHAX yHeTHBIX
3anuced U napoiix;

2.5, PeecTp OTO3BAHHBIX KIIOUCH 5IEeKTPOHHOH MOANMCH - xpansmmatics B WC  CIACOK
momnp3osareneit VC, y KOTOPBIX KIIHOUH 3NEKTPOHHOM TOJIHCH K MOMCHTY obpalieHus K JaHHOMY
peecTpy OBLTH OTMEHUEHBI KaK HeIeHCTBATENIBHBIE;

2.6. Tlpocras BNEKTPOHHAS IOAIHCE (IIDI1) - wHbopMalusL B snexTpoHHOH dopme B UC,
BO3HMKAIONAS B MOMEHT BEIIOJIHEHHA BIaZICIbIEM 3NEKTPOHHOMN TOIIHCH KOMAH/IBL TIOAMUACAHUA
JlokymMeHTa B narepdeiice MC, monTBepxaaromad TOUTMEHOCTE  JIOKYMEHTa wmna  QakT
osmaxownerns siagensa TIOT1 ¢ JlokyMeHTOM, KOTOPad B3AMMHO OIHO3HAYHO CBA3BIBACTCA C
JIOKyMEHTOM M BII8/IEIbIEM IOMTHCH;

2.7. Iitamn IIDI1 - BH3yanpHas OTMETKA 00 DJICKTPOHHOH IIOMIIKCH, BKIIOHAIOIIA PECKBH3UTHL
[0, xoTopas ABTOMATHYECKH CO31aeTCH cpenctBamu VIC mpH  OTKPBITHA (BU3yaIH3AIIAN)
JIOKYMEHTa, TIOAIHCAHHOro TI211, & unrepdeiice VIC; Bpems dopmmpoanms [TOL1 oTobpaskaercs B
[rTaMmIie 10 YacoBOMY I0SCY IIOIB30BaTEIA uc;

2.8. OGpaboTka SJIEKTPOHHOTO JOKYMEHTA - nelicTBHs IOIB30BATEIL HC ¢ SNeKTpOHHBIM
JOKYMEHTOM CpPEACTBAMH JIC, BJIEOUAsi, HO HE OTPAHMYHMBAACH: CO3/AHHC, TIpoBepKa, MOAIHCAHHE
I111, nebOPMAPOBAHKE APYroro IOMB30BATEIL YIC o0 noKyMeHTe, NONTBEPHKICHAE IONMYHCHH,
03HAKOMIICHHE, CO3/IaHue KOTINH Ha OyMajKHOM HOCHTEIES, OTKJIOHEHHE, YIATCHHE.

3. OGecreueHne FOPHIHIEeCKOH CHITEI BHY TPCHHHX 3JIeKTPOHHBIX JIOKYMEHTOB

3.1. KusHennpli 1uKn JIOKyMeHTa B WC BKIIOYaeT: CO3[aHHe W TPOTHE [eicTBUSA IO ero
o6paboTKe, OTpaXKeHHE B yHeTe, & taxxe xpanemme B MC. WC obecmeunBaeT PETHCTPALHIO
JeffcTBIH TONB30BaTeNel ¢ JIOKyMEHTOM (10TMpOBAHKE) B TEHUEHUE KUSHEHHOTO LHKIIA,

3.2. Bee pnafensiisl [1D1] mpusHaoT paBHOSHATHOCTE cpoeit TIDTI cobeTBeHHOPYYHOM MOITHCH Ha
GyMaXXHOM HOCHTEJE.

3.3. Cosmanne [1211 B IC nHAIMAPYCTCA COOTBETCTBYIOIIMM JIEHCTBHEM BIIaIeiblia T1311, T.e. HE
BBITIOHSIETCS ABTOMATHIECKY WM HE3aMeTHO LA BJIa/ICIIBIIA.

3.4. Tlonsomouns Biagensna IIOII, MOAIHCABIICTO JIOKyMeHT, TOATBEPHKJAIOTCA B MOMEHT
noxmucanus J{OKyMeHTa B WC apToMarddecKd MO TOJNOXATEIBHOMY pe3ysBTaTy CJEIyROIIHX
IIPOBEPOK:

« COOTBETCTBYIONINH TOMb30BATENb ABTOPU3OBAH B HcC,

e COOTBETCTBYIOIIHH KIIOY 3NMEKTPOHHON TOMIIHCH BKIIOUCH B peecTp BBIIAHHBIX KITHOUeH
STEKTPOHHOM MOAITHCH,

* COOTBETCTRYIOIIMH K09 3JIEKTPOHHOH TOIIHUCH OTCYTCTBYET B peecTpe OTO3BaHHBIX KITFOueH
9JIEKTPOHHOH ITOIIHCH.

3.5. Bpems ¢opmupoBaHHA MEKTPOHHOH  MOJIUCH duxcupyeTcss  CpencTBaMH UC mo
TPHHBHYCKOMY BPEMCHH (UTC+0).

3.6. BHyTpeHHHE OJICKTPOHHEBIC JOKYMEHTEI, TIEPEIHCIICHHBIC B [lepeune, IPUBEICHHOM B
[TprToKEeHUA No 1 k mactosmeMy [ToI0XKEHHAIO, noxmucanakpie 11011, npu3HAOTCA B Opranu3aii
paBHBIMH IO IOPHIMYECKOH CHIe JIOKyMEHTaM Ha OYMAKHEIX HOCHTEIIX, 3aBCPCHHEIM
cOBCTREHHOPYUHOM IOATHUCHIO.



3.7. Tlomssosaremd MC mnpH3HAKOT, YTO BH3yalH3alusd ITaMIla [IDI1 1tpu JEMOHCTpalH
JloxymenTta B uuTepdeiice VIC, BBMONHEHHAS CpeNCTBAMHU WC, sBnsiercs HEOCTIOPHMBIM
MoNTBEpXK/IEHHEM (akTa IMONNMCAHHA JOKyMEHTa  COOTBETCTBYIOMHM snagensiem 1011
(ILOJUTHHHOCTD 1 HEOTPEKAEMOCTB).

3.8. Xpanenue J[OKYMEHTOB OCYyIIECTBJLAETCS IyTEM 3aIlMCH ceenenni o JIoKyMeHTax B apXuB
3IIEKTPOHHBIX JOKYMEHTOB, KOTOPBIH SBIAETCS 9aCTBIO HC.

3.9. Opranmszaius 00ecreYHBaeT TEXHUYCCKHMH H OpraHu3alMOHHbEIMA MEpaMH  3alUTy OT
HECAHKIIMOHAPOBAHHOIO JOCTYTA H IPE/HAMEPEHHOIO YHHHTOKCHIA H/WIM ACKaKEHHUs CBENCHHH
o JIoKyMeHTaX B apXuBe 3ICKTPOHHBIX JOKYMCHTOB UC, a Takke rapaHTHPYET IOATBEPIKCHHE
ABTOPCTBA JOKYMEHTA, IIOJITHCaHHOTr0 [I311 aBTOpa, B TOM YHCIIE yTeM YTBEPHKICHHAS IOMMEHHOIO
OrpaHHYECHHOTO CITACKA JIAL, MMEIOIMX PacIIMpEHHBIC (amMAHACTPATHBHBIE) IIpaBa A0CTyna K
apXHBY JIEKTPOHHBIX JoKyMenTos UC.

3.10. Joxymentst xpanstes B IC B Tom dopmare, B KOTOPOM OHH OBLTH CO3/IAHDL. Cpok XpaHeHwus
JlokyMeHTOB W cBefieHHi 0 JIOKyMEHTax HE MOKCT 6BITh MeHee 3 (Tpex) JIeT H ONpEHENICTCs B
COOTBETCTBHE C JOKANBHBIME HOpPMarMBHEIMM akramu OpraHusaluy Hii €€ CTPYKTYPHBIX
OJpa3/ieIeHHH.

3.11. Konus 2I€KTPOHHOIO MOKYMECHTa MOMKET GRITH M3TOTOBJICHA (pacredarana) Ha OyMaxKHOM
mocutene cpenctBamu MC m 3aBepena COOCTBEHHOPYYHOH IOMMHCHIO Biajae/abLa TI2I1 mmbo
YIeHaMH KOMMCCHY, BKMoJaomedl B cebd KaKk MHHHMYM DPyKOBOIMTCIL Opranu3zanuyi | JHLIO,
AMEIOIee PACIIHpPEHHEE  (AIMHHUCTPATUBHBIE) TpaBa JOCTyNA K ApXHBY OIEKTPOHHBIX
roxymerToB MC. Konms 57IeKTpPOHHOTO NOKyMCHT2 Ha GyMaXkKHOM HOCHTEIE JOJDKHA CONEPXKaTh
BA3yATH3aNMIO ITama (IITaMIIoB) [1911, moATBEPKAAIOUIYIO, YTO OPHUIHHAT JloxymeHnTa
nopmucas 11911, AyTEeHTHYIHOCTD SIEKTPOHHOIO JOKYMEHTA H ero KOMHMH Ha OyMa)KHOM HOCHTEIC
o6ecreunsaetcs cpenctamu UC.

4, TTpasa, 00SI3aHHOCTH M OTBETCTBEHHOCTD BaJCIbIa JNEKTPOHHOH IOAMHCH

4.1. Bnapenen [1011 pMeeT npaso:

« o6pamarses Kk OTBETCTBEHHOMY 38 TEXHHICCKYTO MOUICPIKICY WC st aHHyTHpoBaHust (0T3bIBa),
IIPHOCTAHOBKH (BO300HOBIEHH)S) ACHCTBHS IIPHHALTICHKALICTO eMy KJTio4a SIEKTPOHHOH TMOJITHCH;

* B cITyuae HeOGXOMUMOCTH 3aMEHBI, BOCCTAHOB/ICHHU KITI04a 3NIEKTPOHHOM TIOMIIHCH 00PaTHTLCA K
OTBETCTBEHHOMY 32 TEXHMYECKYIO IOIICPIKKY UC ¢ cooTBEeTCTByOWEH TPochO0d W MOIYyIHTE
HOBBIH KJTI0Y SNIEKTPOHHOM ITOIHCH;

+ obpamarsca K PyKOBOJCTBY Opranuzaiuu s pasdopa KOH(IMKTHBIX CHTYallHi (crropoB),
pozrukaromux npy npumenernn [1911 8 UC.

4.2. Bnanenen 1311 obs3an:

+ BecTH 06pabOTKY BHYTPEHHHX SIMEKTPOHHBIX AOKYMCHTOB B HUC B COOTBETCTBHH CO CBOHMH
IODKHOCTHREIMHU 0053aHHOCTAMH;

* IPMHAMATE BCE BO3MOYHBIE MEPBI JULA [PEAOTBPAIICHI HEeCAaHKIHOHUPOBAHHOI'O KCIIOJIB30BAHIA
CBOETr0 KIIH0uYa 2JIEKTPOHHOH MOIIHCH;

* HH [IPH K2KUX YCTOBHUSX HE NIEPelaBaTh Ko 3JIeKTPOHHON MOIIHUCH [IPYTHM JIHLAM;

* IIpH KOMIIPOMETAIMH CBOETO KIOHa SMEKTPOHHON TOMNUCH HE3aMEUIHTENILHO 00paTUTECH K
OTBETCTBEHHOMY 32 TEXHHYECKYIO MOANEPIKKY WC 11 MpHOCTAHOBKYA ASHCTBUS IPHHAICHKAIIETO
eMy KJTIOUa 3IEKTPOHHOMH TOIMTHCH.

4.3. Branenen 1911 HeceT THYHYIO OTBETCTBEHHOCTD 3 COXPAHHOCTE CBOCTO KITIO4a 3IEKTPOHHOHI
OMKCH ¥ ero 3alUTy OT HeCAHKIHOHUPOBAHHOTO HCIIONE30BAHHS.

5. Texnonorus npumenenns cpencts 1911 8 UC

5.1. Jns npumenerus [I911 B WC Bragenbiy [IDI1 meobxomwmo arTopmsosarses B HUC ¢
HCIIOTB30BAHIEM MyOTIMUHON ¥ KOH(QHICHIHAIBHOH yacteir xmoua IIDI1 (MMs [MONB30BATENd H
napons). [lomgmucanne JloKymeHTa BBIIONHACTCS IYTEM HAXKATHA wa xmonky "Tloammcars" B
unrepgeiice UC.

5.2. Vndopmanus 000 BCEX BBLIAHHBIX MONb30BATEIIO KIIOYax SIEeKTPOHHOH TOAMMCH, AaTax
IOy YeHHs W MPEKPATIEeHHs X NeHCTBHS (u3parus) xpauuTes B FIC mocTOAHHO.



5.3. ITpH mpekpaiieHny y coTpyanka OpraHH3aliy JOIDKHOCTHBIX o6s3annOCTElR IO 00paboTKe
BHYTPEHHHX 2JIEKTPOHHBIX IOKYMEHTOB C HCIIONB30BAHHEM 1211 vy MpH YBOJILHEHHH COTPYAHHKA
ero K04 BHOCHTCS B PEECTp OTO3BAaHHBIX KJFOWEH SIEKTPOHHOH MOIIHCH OTBETCTBEHHBIM 32
Texanueckyio mopnepxky WUC. C MOMeHTa BHECCHHA K094 B PEECTp OTOBAHHBIX KJTIOUeH
SIEKTPOHHOM MOIHACH BCe Tocieyomue JIOKyMEHTBI, [OIIHCAHHbIC stoii II3I1, He cuuTarOTCA
OAIMCAHHBIME HAUIEKAITMM 06pa3oM, T.e. IOMIMUCHIO, PABHO3HATHOM coOCTBEHHOPYYHOH.

6. 3aKIIOUHTENIEHEIE [TOTOXKCHUS

6.1. Hactosmee [Tonoikenne BCTYIAeT B CHILY C AaThl YTBEPIKIACHHA.

6.2. Texcr Ilonoxenus pasmemmaercs 8 UC. Crnoco6 mocryma X aKTyansHOM BepcHH [lomoKeHEA
OTIMCHIBAETCS B MOJB30BaTeNbeKol qokyMenTamun Kk C.

6.3. Texcr Ilonosxerms xpamuTea y L. Oyxrantepy JlaBbiioBoi TH. u mpemocTaBiIieTcs
corpynaukam Opraausalyy o 3ampocy.

6.4. JIoKyMeHTEI, CO3JaHHLIE B WC wu mommucanuele [IDI1 B COOTBETCTBMM C HACTOAIIMM
TTonoKeH:eM, TPU3HAIOTCS IOPHIHISCKH 3HATHMBIMH C JAThI y TBCPHICHHA TTonokenus.



