Tproxenne k npuxasy Ne /57 or 24.10.2022

[Tonoxenue 00 HCHONB30BAHMH MPOCTOM D3NEKTPOHHOH MONIHCH UL BHYTPEHHEIO 3JIEKTPOHHOIO
nokymentoobopora B UDBB PAH - dumaan CamHI[ PAH

1.O61mwe ToNoKeHNS

1.1, Hacrosmee [lomoskeHme 00 HCIONB30BAaHMM IIPOCTOM 3NEKTPOHHON MOAMHCH B WH(OPMAIMOHHOH
cucreme (pmanee - MIC) UOBB PAH - ¢mman CamHI] PAH (nanee - [lonoxeHue) SBigeTcs JTOKATbHBIM
HopMmaTuBHEIM akToM MIOBB PAH - ¢umman CamHL[ PAH (nanee - Opranusanus) ¥ onpeaenser HOpsSIoK 1
yCI0BHA pabOTEI COTPYIHHKOB C 3IEKTPOHHBIMU JoKyMeHTamu B MC, HEMOCPENCTBEHHO CBA3AaHHBIME C HX
TPYIOBOH IEATENBHOCTRIO, C IPEMEHEHHEM IIPOCTOH 3NMEKTPOHHOR noanucH (nanee - I1211).

1.2) YaacTHHKaMH 3JIEKTPOHHOTO B3aUMOJCHCTBUS Ha YCIOBHSX, OIPEAEIIEHHEIX HACTOSINUM [lomoKedneM,
SABIAIOTCA COTpyAHHKHM Opranuzanuy, IOJANKCABINHE YBeIOMICHHE 00 O3HAKOMIEHHH ¢ IIOJOKEHHEM.
OO6paszenn YBemomnenus npusencH B I[lpunoxenum Ne 2 x wmacrosmemy Ilonoxenmro. Ilommucanue
coTpyaHukoM Opranuzanuy YBEIOMIEHHS DaBHO3HAYHO IPHCOSAMHEHMIO K COTJTANIEHHIO 00 Y4acTHH BO
BHYTPCHHEM 3JIEKTPOHHOM JIOKyMeHT000OpoTe ¢ wHcmonb3oBaHueM IIOIT Ha yCIOBHSX HACTOSIIErO
[omoxxenus B cooreTcTBUH co cT. 428 I'paxaanckoro xonexca P® ("Joroeop npucoenunenus').

1.3, Peamusanus ompeneneHHBIX HacToAmMM ITomoKeHHEM YCIOBHE NIPHUMEHEHHs HPOCTOH 3JIEKTPOHHOM
noAnucH oOecIeuMBaeT MpHAaHHE IOPHAMYECKOH CHIBI BHYTPEHHHM OIEKTPOHHBIM  JOKYMEHTaM
Opranmsamuu B MC, TpeOyIomuM IHIHOM NOAIMCH COTPYJHAKA, H OIEPALIHAM C HEME.

1.4, Hamaune [1011 obecnieurBaeT BHYTPEHHEM 3JIEKTPOHHEIM JoKyMenTaM B MIC:

* IOATHHHOCTG - TIOATBEPKICHHE aBTOPCTBA TOKYMEHTA;

* IIETIOCTHOCTD - TOKYMEHT HE MOXKeT OBITh H3MEHEH IIOCIIE IO IHCAHHS;

* HE OTPHILIAHHE aBTOPCTBA (HEOTPEKAEMOCTE) - aBTOP HE MOXKET OTKA3aThCsl OT CBOEM MOIIMCH.

1.5, JIna noanncasus 37eKTPOHHBIX HokyMeHToB B MIC mcnons3yercs mpocTas

BIEKTPOHHAS MIOAIKCE - MH(OpMaIKA B 3JIEKTPOHHOH (opMe, KOTopast IPHCOeIMHEHa K APYroi nH(GOpMAaHu
B JJIEKTPOHHOM (opMme (IOAIMHMCHIBacMOM HMH(OPMAIMY, TOKYMEHTY B OJJIEKTPOHHOM BHJE) HIH MHEIM
obpasom cBs3aHHas ¢ Takod wHHGOpMamHed, M KOTOpas HCIONB3YEeTCS Ui ONpEIeleHUs IHMIa,
OAIMCEIBAIOIIEr0 HH(POPMAIHIO. ‘

1.6. B xayectBe nmyOnmuHOH dacTm kmiowa IIDI1 mcmonb3yeTcs YHHKAIBHOE HMsS YYETHOM 3aIMCH,
IIpEMEHsIeMOe 71 aBTopH3anyy noik3oBatend B MC. B kauecTBe kKoHDMIeHIHANEHON gacTH Kmoda 11211
HCIIOIB3YETCA NAapOib K YIETHOH 3aIIHCH.

1.7. U3sroToBienne (reHepaiuio), Bermady u perucrpanuio B MC ykazanasx B 11.1.6 UMeH IOip30BaTeNeH
napojieif OCyIIecTBISIET (mamee -
OTBETCTBEHHBIH 32 TEXHHYIECKYIO moanepkKy MC).

1.8. [Tapons monb3oBatens MC MoxkeT OBITH H3MEHEH ero BIAJeblleM B 000 MOMEHT IIOCIE aBRTOPH3ALUH
B UIC. Pexomenyercss H3MeHATh IapoNTb HE PEXe OJHOTO pasa B TPH Mecsma. J{is CHUKEH s pHCcKa TOn6opa
Napojsi H HECAHKIMOHHPOBAHHOIO MCIONB30BaHHA OPYTHM JIMIIOM KIIOYa JIEKTPOHHOH IOAIMCH
PEKOMEHTYETCs HE 3a/1aBaTh IAPOJIM, HCIIOIB30BAaHHEBIE paHee.

2. TepMHHBI B OIpeCTeHHAS

B JaHHOM ITonoxenun HCIIOJIB3YIOTCA CIIEAYIOINHE TEPMHHEL H X OIIPCIACIICHHS

2.1, Bnamenel IpocToi AIEKTPOHHOM MOMIIUCH - COTpyAHUK OpraHm3anyy, IOANHCABIINE YBeIoMIeHHe 06
O3HAKOMIICHHH ¢ HAcTOsuuM [los10KeHneM B HCIIONB3YIOMHH UMS IIOJIb30BaTe sl ¥ Dapoib UIA aBTOPU3ALHH
B UC,;



2.2. BHYTpeHHHMIT ]IEKTPOHHBIA TOKYMEHT (nanee - JOKYMEHT) - TOKyMEHT OJJHOTO M3 THIIOB TOKYMCHTOB,
npuBeneHHBIX B Ilpunokennn 1 x Hacrosmemy Ilomoxenuro, cosmannsii 8 UC B SJIEKTPOHHOH (opMe H
TIONNMUCAHHBIH  3ICKTPOHHOH HOMUHCBHIO COTPYOHHKA (3JEKTPOHHBIMH  IIOIITHCAMHU COTPYIHUKOB)
Opranuzanuy;

2.3. KIIOY 3EKTPOHHOH TOMNMCH - YHHKAIbHAS MOCTEI0BATEIBHOCTE CHMBOJIOB, IIpeJHa3sHAUCHHAS IS
TIOATBEPAKACHHSA € Mcob3oBanueM cpezicTs MIC mommurrocTH IID11 B JlokyMeHTe;

2.4. peecTp BBITAHHBIX KIIOYEH DIEKTPOHHOH MOAMHCH - xpansupiics B MC cnucok yHHKaNBHBLIX
TIOCIIE/IOBATENBHOCTEH CHMBOJIOB, COEPYKAINMXCs B BEIIAHHBIX IOJIG30BATEIIM AMEHAX YYETHBIX 3aruceil u
[IapOJIIX;

2.5. peecTp OTO3BaHHBIX KMOUeH 3IEKTPOHHON MOAmNCH - xparsummitcs B YIC crucok momb3osateneii UC, y

KOTOPBIX KIFOYH JICKTPOHHOM NOANHMCH K MOMEHTY oOpalleHns K JaHHOMY peecTpy ObUTH OTMEYeHBI KaK
HEIEHCTBUTEIIBHEIE,

2.6. mpocras snekTpornas mommuck (II9I1) - uadopmanus B amexTporHOH (Gopme B MC, BO3HUKAIOMAL B
MOMEHT BBIIIOJIHEHHS BIIafieNbIeM JIEKTPOHHON OAMCH KOMaH/Ibl IoAnucanus J[OKyMeHTa B HHTepdeiice
UC, noxTeepxparomias IONIHHHOCTE JIOKyMeHTa H/MMHM (akT oO3HaKoMyIeHHs Biamensua [IDI1 ¢
JIOKyMEHTOM, KOTOpas B3aHMHO OJHO3HAYHO CBA3BIBAETCA ¢ JJOKYMEHTOM H BIIAMEIbIEM O/ IIACH;

2.7. mramn [ID11 - Bu3yansHas 0TMETKA 00 3MEKTPOHHOM IOIHCH, BKIIOYAIomas peKBu3aTh 11911, koropast
aBTOMaTH4ecKu cospaercd cpeacteamu MC mpu oTKpBITHE (BH3yau3alyu) JOKYMeHTa, moanucannoro 11911,
B unTepdeiice MC; Bpems Gopmuporanus [19I1 oTobpakaercs B mTaMIIe IO YaCOBOMY IIOSCY IIOIb30BATENIS
HGC;

2.8. obpaboTka 3NEKTPOHHOTO IOKyMEHTa - nedicTBus mosbs3oBarens MC ¢ 31eKTpOHHBIM JOKYMEHTOM
cpepcrBamu  MC, BKmoYas, HO HE OrpaHMYMBA’CH: CO3JlaHHe, IpoOBepka, mnoxmucanme |[IDI1
HH(pOpPMHEpPOBaHHE Apyroro moip3oearens MC o JTOKyMEHTE, MOATBEPIKIEHHE IOTYYEHHS, O3HAKOMIICHHE,
CO3/IaHME KOIMH Ha OyMa)XHOM HOCHUTENE, OTKIOHCHHE, yIaIeHHE.

3. ObecneueHre IOPHANYECKOH CHITBI BHYTPEHHHX 3JIEKTPOHHEBIX TOKYMEHTOB

3.1. JKusmennsni muxn JoxymenTta B MC BrIrOUaeT: co3qaHMe W IpoYHe AEHCTBHA 10 ero oOpafoTke,
OTpakeHHE B yuere, a Takxke xpadenue B VIC. VC obecneunBaeT perucTpaiuio AeHCTBHH IOIL30BaTENEH ¢
JoxymenToM (JIorupoBaHHE) B TeUCHHE JKU3HEHHOTO ITHKIA.

3.2. Bce Bmagensnsl [IDI1 mpm3maror paBHO3HauHOCTE cBoel I[IOII cobcrBeHHOpYyYHOH mHommHMCH Ha
OyMaXKHOM HOCHTEIIE. | ;

3.3. Co3pmanme I[IDII B MC wmHmnmupyercs COOTBETCTBYIOmMM IneicTBueM Brazensua I[IOII, Tie. HE
BEIIONHSETCS aBTOMATHYeCKH HIIH He3aMeTHO JUIs BIIaIelbIIa.

3.4. Tlonmnomouust Bnagensua II0I1, noxmucasmero JIOKyMEHT, IOATBEPKAAIOTCS B MOMEHT IIOMIHCAHHA
JoxymenTa B VIC aBTOMATHYECKH 110 ITOJIOKUATEIIEHOMY PE3yJIbTATY CIEAYIONINX IIPOBEPOK:

* COOTBETCTBYIOIIMI IT0JIL30BaTENE aBTOopH30BaH B MC,

* COOTBETCTBYIOIWH KIFOY 3JICKTPOHHOH IOMIHCH BKIKYEH B PEECTP BBIAAHHBIX KIIOYEH 3IIEKTPOHHOMR
HOJIITUCH,

* COOTBETCTBYIOIIHH KIIF0Y 3JIEKTPOHHOM ITOANKUCH OTCYTCTBYET B PEeCTpe OTO3BAHHBIX KIHOUEH 3JIEKTPOHHOR
IIOIITHCH.

3.5. Bpems ¢opmupoBaHds DIEKTPOHHOM moamucH ¢ukcupyercs cpeacteaMd MC mo rpuHBHYCKOMY
Bpemenu (UTC+0).

3.6. BHyTpeHHue 3JIeKTPOHHEIE JOKYMEHTE, lepedncienHsle B [lepeune, mpusenesHoM B [Ipunoxennn No 1
K Hactosuemy Ilonoxkernwmro, mommucanssle [1911, npusHatorcs B OpraHu3alMi PaBHBIMH 110 IOPUIHYECKON
CHJIE JIOKYMEHTaM Ha OYMa)KHBEIX HOCHUTEISIX, 3aBEPEHHEIM COOCTBEHHOPYYHOH IOINHCHIO.

3.7. Iomp3oarenu MC npussator, 9ro BE3yammsanus mramna IIDI1 mpu memomcTpamwu J[oOKyMEHTa B
uaTepdetice MC, Bemonnennas cpepctBamu VIC, sBISETCH HEOCIOPHMEIM TIOATBEpXKAeHHEM  (akra
TTOIHCAHMA JOKYMEHTa cooTBeTCcTRyromuM BianensineM 111 (IoamMHEOCTE H HEOTPEKAEMOCTS).

3.8. Xpanenne JIOKyMEHTOB OCYINECTBIILETCS ITyTEM 3allUCH CBEJIEHUH 0 JIOKyMEHTaX B apXMB 3JIEKTPOHHBIX
JIOKYMEHTOB, KOTOPHIi sBmsieTcs 9acThio MC.



3.9. Opra#msanus o0ecleuHBaeT TEXHHYCCKAMH ¥  OpPTaHM3ANMOHHBIME MEDaMH  3all[UTy OT
HECAaHKITHOHHUPOBAHHOIO [OCTyNa H IIPEOHAMEPEHHOIO YHHYTOXKCHHS W/HWIM HCKaKCHHUS CBEIEHHH O
JlokyMeHTax B apxXuBe 3JICKTPOHHBIX JOKyMeHTOB MC, a Takke rapaHTHpyeT IIOATBEPKICHHE aBTOPCTBA
noxkymenTa, nmoankcasHoro IIDI1 aropa, B TOM uuciIe IyTeM YTBEPXKICHHS IOMMEHHOTO OTPAHHYECHHOTO
CIIMCKA JIMI, MMEIOIIHX pACUIMpEHHBIE (aAMHUHHCTPAaTHBHEIE) IIpaBa JOCTYNAa K apXHBY SJIEKTPOHHBIX
moxymenTos VC.

3.10. Hoxymentsr xpanarca B MC B Tom ¢opmaTe, B KOTOpoM OHM ObUM co3faHbl. CpoK XpaHEHHS
JIoKyMeHTOB H cBeeHHH 0 JIOKyMeHTax He MOKeT OBITh MeHee 3 (Tpex) JIeT H ONpeesaeTcs B COOTBETCTBUH
C JIOKaJTbHBIMA HOPMATHBHEIMH akTaMu OpraHu3alliy WK e CTPYKTYPHBIX HOApa3Ie e .

3.11. Komus >7eKTPOHHOrO JOKYMEHTa MOXKET OBITh H3TOTOBIEHA (pacledaraHa) Ha OYMaXKHOM HOCHTENE
cpenctBamu VMIC u 3aBepeHa coGCTBeHHOPYWHOH MOAMUCHIO Biamensna [1DI1 mubo yneHaMH KOMHCCHH,
BKIIOYAlOIIell B ce0s Kak MHHMMYM pyKoBojguTens OpraHm3alMe M JIHNO, MMEIOIEe pacIIHpEHHEIE
(aIMHHHCTpAaTHBHBIE) TIpaBa JOCTYNA K apXHBY 3NEKTPOHHBIX JokyMmeHToB MC. Komms 3mexTpoHHOrO
JIOKyMEHTa Ha OYMa)XHOM HOCHTENE IOIDKHA CONEpXaTh BH3YaIM3alMio InTamma (mrammos) 19T,
TOATBEPMNAIONIYFO, YTO opuruHant Jlokymenrta moamucas I19I1. AyTeHTHIHOCTD 3IEKTPOHHOTO JOKYMEHTA H
ero KoMK Ha OyMakHOM HOocuTene obecrneunsaercs cpenctsamu UC.

4. IlpaBa, 00S3aHHOCTH M OTBETCTBEHHOCTE BIIAIEIBIIA 3JIEKTPOHHOH TTOAIHCH

4.1. Bnapenen 1311 mveet mpaso:

* oOpamarbcs K OTBETCTBEHHOMY 3a TEXHHYeCKylo mommepxky WC s aHHYIHpOBaHHS (oT3EIBA),
IPHOCTAHOBKH (BO30OHOBIIEHHS) TEHCTBHS IPHHAIEKAINETO EMY KIIOYA SIEKTPOHHOM ONIUCH;

* B ClyYac HEOOXONMMOCTH 3aMEHBI, BOCCTAHOBJIEHHs KJIIOYA SIEKTPOHHON MOIIIHCH o0paTuThca K
OTBETCTBEHHOMY 3a TEXHHUECKYIO Iozepky MC ¢ COOTBETCTRYIOIIEH IIPOCHOOH M MOJYYHTE HOBBIH KIIHOY
3IEKTPOHHOU MOAUINCH;

* obpamarecs K pykoBojcTBy OpraHuzanuu 1is pazdopa KOH(IHKTHBIX CHUTyaIu# (CIIOpoR), BOZHHKAIOMIUX
npu npuMmererud 11911 8 VIC.

4.2. Bnanenen I1211 o6a3am:

* BECTH 00pabOTKy BHYTPEHHHX SJIEKTPOHHAEIX TOKYMeHTOB B MIC B COOTBETCTBUY CO CBOMMH NOJDKHOCTHEIME
003aHHOCTIMH;

* IPHHEMATE BCC BO3MOMKHBIE MEDHI UL [IPSIOTBPAILEHN] HECAaHKITHOHHPOBAHHOIO MCIIOIB30BAHUS CBOETO
KJTIOYa 3JI€KTPOHHON IIO/IIHCH;

* HU TIpH KaKuX YCTIOBHAX HE NEPEAABATh K04 3JIEKTPOHHON OMIIHCH APYTHM JIHIAM;

* IpH KOMIPOMETAMH CBOCTO KIIOYa OIEKTPOHHOH IOINIMHMCH He3aMEeIUIATENBHO OOPaTHTBCS K
OTBETCTBEHHOMY 32 TEXHHMUECKYIO NOAAEpKKY VIC JUI1 MPHOCTAHOBKH IeiiCTBHSA NPHUHAIEKAIIETO MY
KJII09a DIIEKTPOHHOM IOIIIHCH.

4.3. Biagenen TIO11 Hecer MHYHYIO OTBETCTBEHHOCTE 33 COXPAHHOCTE CBOETO KITH0Ya 3NEKTPOHHON TOMIHCH
M €ro 3alUTy OT HECAaHKIHOHUPOBAHHOI'O UCIIOB30BAHH.

5. Texnonorus npumenenus cpencts [I1211 8 IC

5.1. lna npumenerws [1DI1 8 UC pragensiy I12I1 Heo6X0MHMO aBTopu3oBarses B MIC ¢ mcmonp3oBaHueM
nyonu4HOM M KOHOQHIEHIWAIBHOH dacTelt wmoua 1911 (dMs TOIB30BaTENs W TAponk). llommucanme
HoKyMeHTa BEIIONHACTCS IIyTeM HakaTus Ha KHomky "[loamucars" B uHTepdeiice VC.

5.2. Mudpopmanus 060 BceX BBIIAHHBIX ITOTH30BATENIO KIIOYAX BIIEKTPOHHON IOANHCH, JaTaX IOJyYeHHS H
IIPEKpaIIeHUs uX NeHCTBHS (M3baTHs) XpanuTces B MC mocTOsHEO.



5.3. Ilpm mnpexpamenun y coTpyauuka OpraHH3alUH IOJDKHOCTHBIX OOS3aHHOCTEH IO obpaboTke
BHYTPCHHHX 3JICKTPOHHBIX JOKYMEHTOB C HcCOjb30BaHHEM IIOI] MM IpH yBOJBHEHHHW COTPYIHHMKA €T0
KJIFOY BHOCHTCS B PEECTP OTO3BAHHBIX KJIIOYEH 3IEKTPOHHOH moamvcd OTBETCTBEHHEBIM 33 TEXHHYECKYIO
mopnepxky MC. C MOMeHTa BHECEHHs KIIO9a B PEECTP OTO3BAHHBIX KITFOYEH 31EKTPOHHOM IOIIIHCH BCE
nocuenyomue JloKyMeHTsl, DoAmucaHHbe 3ToH [IDII, He cuWTaroTCs HOMIHCAHHBIMH HAIUTEKAIUM
00pa3oM, T..IIOIHCEHI0, PABHO3HAYHOM COOCTBEHHOPYUHOIL.

6. 3aKTIOYHUTENLHEIE [IOJIOKEHHS

6.1. Hacrosmee [lonoxxenne BCTyIIaeT B CHITY C JaThl YTBEPIKICHHSL.

6.2. Texcr Ilomoxenus pasmemaercs B MC. Cmoco6 pocryma X akTyanbHOH BepcHH IloNOKeHHA
OIMCEHIBAETCA B II0JIb30BATENRCKOM nokymeHTanuu Kk UC.

6.3. Texct Ilomoxenus xpamumrcs y Byxrantepunm u mpemocTaBisercs coTpyauukaMm OpraHusanuu 1o
3aIpocy.

6.4. loxymentsl, co3nanuele B MIC u mommucanssle II3]] B COOTBETCTBHH ¢ HACTOSIIMM llolmoXeHHEM,
[IPA3HAOTCS FOPUIMYECKH 3HAUUMBIMH € TaThl yTBep:kacHus [lonoxenus.



