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IMosoxenne
00 MCI0JIL30BAHUM MPOCTOH IJTEKTPOHHON MOANNCH IS
BHYTPEHHEr0 3JIeKTPOHHOI0 TO0KYMEHT0000poTa

1. O01HMe MoJI0KeHu s

1.1. HacTtosuwee [MonoxeHve 06 WUCMOAb30BaHUM MPOCTON 3/1IEKTPOHHOM MNoAnucY Ans
BHYTPEHHEr0 3/IEKTPOHHOIO A0KYMEHTo060poTa B (ganee - IM0NOXKeHWE) ABNAETCA NTOKabHbIM
HOPMaTMBHbLIM aKTOM MYHULMMNA/ILHOTO OHOPKETHOTO 06LLe06pa30BaTeNIbHOO  YUPEXAEHMS
«OKTA6pbCKas cpefHss obuieobpasoBaTenbHas LWKoMa» (ganee - OpraHu3auumsi) U onpegensiet
MOPALOK N YCNoBMA paboTbl COTPYAHUKOB C 3/IEKTPOHHBIMU AOKYMeHTaMu B H(OpMaLMoHHOM
Cucteme (panee - WNC), HenocpeaCTBEHHO CBfA3aHHbIMW C WX TPYAOBON [AeATEeNbHOCTbIO, C
MpYMeHeHVIEM NPOCTO 3NEKTPOHHOM nognucy (ganee - M3n).

1.2. Yy4aCTHMKaMW 3NeKTPOHHOro B3aMMOLENCTBUA HA  YCNOBUAX, ONpPeAeneHHbIX
HacToAWwMM onoxeHveMm, ABNAIOTCA COTPYAHUKN OpraHusaumm, 03HakoMm/eHHbIe € MonoxeHnem
nog nognuck. Os3HakomneHue coTpyaHuka OpraHumsauunm ¢ [onoXeHnem nog  nNoAnuch
PaBHO3HAYHO MPUCOEAMHEHWNIO K COrMALIeHN0 06 Yy4yacTUW BO BHYTPEHHEM 3/1EKTPOHHOM
[JOKYMeHTO060poTe € ucnonb3oBaHMem T3 Ha ycnoBusx Hactoswero [lonoxeHus B
COOTBETCTBMU CO CT. 428 MpaxkaaHCKOro Kogekca P® ("orosop npucoefnHeHns™).

1.3. Peanmzaumsa onpegeneHHbIX HacToAWMM on0XKeHWEM YCIOBUIA MPUMEHEHUA MPOCTOW
3/1eKTPOHHOM noanucn obecrneymBaeT NpuiaHue HopuaNYeckor CUIbl BHYTPEHHUM 3/1EKTPOHHbLIM
AokymeHTaM OpraHumsaumy B VIC, Tpebyrowmm fIMYHOW MOANMCK COTPYAHMKA, WU onepauusam ¢
HUMMW.

1.4. Hannume M3l o6ecneymBaeT BHYTPEHHNUM 3/1IEKTPOHHbIM 0KYMeHTam B UC:

- MOA/MHHOCTb - MOATBEPXKAEHME aBTOPCTBA JOKYMEHTE;

- LLe/IOCTHOCTb - OKYMEHT HE MOXKET ObITb M3MEHEH MOoC/e NOAMUCaHWS;

- HeoTpuLaHvWe aBTOpCTBa (HEOTPEKaeMOCTb) - aBTOP HEe MOXEeT 0TKa3aTbCs OT CBOEn
nognucu.

1.5. ina nognuncaHnsa 3NeKTPOHHbIX 4OKYMeHTOB B /IC ncnonb3yetca npoctas 3/1eKTPOHHas
NoANUChb - NHOPMaLMS B 3NEKTPOHHON (hopme, KOTopas MpUcoeanHeHa K Apyroi nHgpopmauuy B
3NeKTPOHHOM hopMe (NOANUCHIBAEMOM UHDOPMALLMMN, LOKYMEHTY B 3/1EKTPOHHOM BUE) U UHBIM
06pa3om CBs3aHHas C TakoW WHopMaLmed, U KOTopas MCMOoMb3yeTca ANA OnpeAeneHus nmua,
MOANUCHIBAIOLLLEr0 MH(OPMALMIO.

1.6. B kayectBe Ny6/MUHON YacTh Knoda M3l ncnonb3yetcs YHUKaNbHOE UMS YYETHOW
3anucu, NpuMeHsemoe 41 aBTopu3aumm nonb3osatens B VIC. B kauecTBe KOH(UAEHLMAbHOW
yacTu Knoya M3 nenonb3yeTcs Naposib K yYETHON 3anucu.

1.7. NisrotoBneHve (reHepauuio), Bbigady n peructpaumto B VIC ykasaHHbIX B M. 1.6 nmMeH
nonfb3oBatesiel UM naponerd  OCYLIECTBMSET AMPEKTOP WM 3aMecTUTeNb  AUpeKkTopa Mo
afMUHUCTPATUBHO-X03AMCTBEHHON paboTe (panee -OTBETCTBEHHbIN 3a TEXHUYECKYHO MOAAEPXKKY
NC).

1.8. Maponb nonb3oBatens MIC MoXeT BbITb M3MEHEH ero BnagenbLeM B 0060 MOMEHT
nocne astopusauun B VIC. PeKomeHAYeTCA M3MEHATL Naposib He PexXe OAHOro pasa B Tpu Mecaua.
[ns CHWKeHWs pucka nogbopa naposs U HeCaHKUMOHWPOBAHHOTO MCMO/Mb30BaHNA APYTrUM JIALOM
K/H04a 3M1IEKTPOHHOW NOANNCY PEKOMEHAYETCS He 3aJaBaTb Naposin, UCMOo/b30BaHHble paHee.


https://internet.garant.ru/document/redirect/12184522/21
https://internet.garant.ru/document/redirect/12184522/21
https://internet.garant.ru/document/redirect/10164072/428

2. TepMUHBI U onpeaeSIeHUsI

B gaHHOM [M0M10XKEHM NCNONB3YHOTCA CeAYyoLWMe TEPMUHBI U UX OMNpeLeNeHns:

2.1. Buaagejen mpocToii  3/1EKTPOHHOW  MNoanucuM -  COTPYAHUK  OpraHusauuu,
03HaKOMMBLUWICA NOL NOAMMUCH C HACTOALMM 0M0XKEHNEM M UCNOMb3YIOLWMIA MMS NO/b30BaTeNs
1 Naponb ans asTopusaumm B UNC.

2.2. BHyTpeHHHIi 2JIeKTPOHHBIH T0KyMeHT (aasee - JlokymeHT) — JOKYMEHT, CO3[aHHbIi
B WNC B 3MeKTPOHHOMW (opMe W MOANMCAHHBIA 3M1EeKTPOHHON NOAMNUCLID  COTPYAHUKA
(3MEKTPOHHBLIMUY MOANUCAMW COTPYLHUKOB) OpraHu3auuu.

2.3. Kuawou 3/IeKTPpOHHOIi moamucu - YHVKalbHasa MNocnefoBaTe/IbHOCTb CUMBOJIOB,
npefHasHayeHHasa A1 MOATBEPXAeHMS € mMcnonb3oBaHneM cpeacts VIC nogsvHHoctn 3NN B
LOKyMeHTe.

2.4. PeecTp BBIIAHHBIX KJIKOYell 3JIEKTPOHHOI moamucu - XpaHawwmiica B VIC crnvcok
YHUKa/IbHbIX MOCNeL0BaTe/IbHOCTEN CHMBOJ/IOB, COLEPXKALLMXCA B BblJaHHbIX M0/1b30BATENAM
MMeHax YYeTHbIX 3anuceid U naposnsx.

2.5. PeecTp 0TO3BaHHBIX KJIKOYEil JIEKTPOHHOW moamucu - XpaHawmiica B MIC cnucok
nonb3osateniet IC, koun 3NeKTPOHHOW MOAMUCK KOTOPbIX K MOMEHTY 00palleHus K LaHHOMY
peecTpy 6blM OTMeYeHbl KaK HefleCTBUTESIbHbIE.

2.6. Ipocras snexrponnas noanuck (IIIIT) - MHpOPMaLUA B 3NeKTPOHHON (opme B UNC,
BO3HMKAIOLLAsA B MOMEHT BbINO/IHEHUA BNafesibLeM 3/1eKTPOHHON MOANUCK KOMaH/bl NOAMMCcaHns
[okymeHTa B uWHTepdelice WNC, nogTeepxpatowiasd MNOAAMHHOCTL [OKyMeHTa w/vnu  hakT
03HaKomneHus Bnagensua M3l ¢ JJOKyMeHTOM, KOTOpas B3aUMHO OAHO3HAYHO CBA3bIBAETCA C
[LOKYMEHTOM U BnajenbLem noanucu.

2.7. Imramn TISI1 - BM3yanbHas OTMeTKa 00 3N1eKTPOHHOW MoANUCK, BK/IKOYaroLas
pekeu3nTbl [3l1, KoTOpas aBTOMAaTW4YecKM co3gaeTca cpefctBaMu  VIC  npu OTKPbITUM
(BM3yanm3aummn) JoKyMeHTa, nognucadHoro M3rl, B nHtepderice NC; Bpemsi hopmupoBaHusa M3l
0TOOpaXKaeTcs B LLUTAMMe No YacoBOMY Moscy nosnb3osarens NC.

2.8. O0padoTKa 2JIeKTPOHHOI0 JOKYMEHTA - IeCTBMSA Nosb3oBaTens VIC ¢ 3n1eKTPOHHbIM
[OKyMeHTOM cpefcTBamu VIC, BKtOYas, HO He OrpaHUyYmMBasCh: CO3JaHne, NPoBepKa, NoAnuncaHme
M3rl, nHgpopmmposaHue Apyroro nonb3osatens NC 0 JOKYMeHTe, MOATBEPXAEHME MOSyYeHus,
03HaKOM/IeHVe, CO3[jaHre KOnuu Ha 6yMaXKHOM HOCUTeNe, OTK/IOHEHWE, YAaeHMe.

3. ObecneyeHHe IOPUANYECKOI CHJIbI BHYTPEHHHX 3J1eKTPOHHBIX JOKYMEHTOB

3.1. J)Kn3HeHHbIl umkn JokymeHTa B VIC BK/IKOYaeT: co3daHne 1 npoume AeiicTBuUs no ero
06paboTKe, OTpaKeHVe B Yy4eTe, a Takke XpaHeHwe B WC. VC obecneuvBaeT perucrpaumto
AeCTBUIA NoMb3oBaTeNein ¢ JJokyMeHTOM (N0rMpoBaHne) B TEHEHME XKNM3HEHHOTO LMK,

3.2. Bce Bnagenbubl M3l npu3HalOT paBHO3HAYHOCTL CBOe M3l co6CTBEHHOPYUHON
MOAMMUCK Ha BYMaXKHOM HOCUTESE.

3.3. Co3zgaHue M3l B C nHMummnpyeTcst COOTBETCTBYHOLLMM [eincTBMeM Bnagensia Marl,
T. €. He BbIMO/IHARTCA aBTOMATUYECKM U He3aMeTHO 419 Bnajenbua.

3.4. MNMonHomouuna Bnagensua M3rl, nognucaslwiero JJOKyMeHT, NOATBEPXKAAOTCA B MOMEHT
nognucaHna [lokymeHta B MIC aBTOMATUYECKW MO MOMOXUTE/IbHOMY pPesynbTaTy ChneayroLmnx
MPOBEPOK:

- COOTBETCTBYHOLLMIA NONb30BaTENb aBTOPM30BaH B VIC,

- COOTBETCTBYHOLUMIA KNHOY 3/IEKTPOHHOW NOAMUCK BK/IKOYEH B PEECTP BbIJaHHbIX K/tOYei
3NEKTPOHHOM NOANUCH,

- COOTBETCTBYIOLMIA KNOY 3MEKTPOHHON MOAMNUCU OTCYTCTBYET B pPEecTpe OTO3BaHHbIX
K/THOYE 3/1eKTPOHHOM MOAMNKUCH.

3.5. Bpemsa opmupoBaHUs 3MEKTPOHHOM noanucy ukeupyetca cpeactsamm UC o
rpyHeuyckomy spemenmn (UTC+0).
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3.6. BHYTpEHHME 3NeKTPOHHble [AOKYMeHTbl, noAnucaHHble T[13l1, npusHawoTca B
OpraHusaumMm paBHbIMU MO HOPUAMYECKON CWUNe AOKYMEeHTaM Ha BGyMaXHbIX HOCUTENsX,
3aBepPeHHbIM CO6CTBEHHOPYYHO NOAMUCHIO.

3.7. MNMonb3osatenn VNIC npusHatoT, 4TO BU3yanmsauma wrtamna M3l npn gemoHcTpaumm
[okymeHTa B UWHTepgeiice WNC, BbIiNOMHeHHas cpeactBamu WC, sBnNseTcs HeOCNoOpUMbIM
MOATBEPXKAEHMEM (PaKTa MOAMMUCaHWSA [OKYMEHTa COOTBETCTBYHOLWMM Bnagensuem 301
(MOANMHHOCTbL N HEOTPEKAEMOCTb).

3.8. XpaHeHue [OKYMEHTOB OCYLUECTBASIETCA NyTeM 3anucu cBefeHuii o [loOKymeHTax B
apXMB 3/IeKTPOHHbIX AOKYMEHTOB, KOTOPbIN ABNsieTCs YacTbio UC.

3.9. OpraHu3zaunsa obecneynBaeT TEXHUYECKMMU U OPraHn3aLMOHHbIMY Mepamn 3aLuTy oT
HeCaHKLMOHMPOBAaHHOIO JOCTYNa U NpegHaMepeHHOro YHUUTOXEHUA U/WIN UCKAXKEHWS CBEAEHWI
0 [loKymeHTax B apxuBe 3MEKTPOHHbLIX AOKYMeHTOB WC, a Takke rapaHTUpyeT MOATBEPXKAEHWE
aBTOpPCTBa [OKYMeHTa, nognucaHHoro [13I aBTopa, B TOM 4uCne MNyTeM YTBEPXAEHMUA
MONMEHHOr0 OrPaHMYEHHOro CNMcKa NnL, UMEeKLWMUX pacluMpeHHble (aAMUHUCTPATVBHbIE) Npasa
[OCTYNa K apXuBY 3N1EKTPOHHbIX LOKYMeHTOB UC.

3.10. lokymeHTbl XpaHsATcs B VIC B TOM popmate, B KOTOPOM OHW Gbin co3faHbl. Cpok
XpaHeHns [JOKyMeHTOB WM cBefeHui 0 [okymeHTax He MeHee 3 (Tpex) nieT. CpoKu XpaHeHus
onpegenseTcs cornacHo HoMeHknatype gen OpraHusaumm.

3.11. Konua 3MeKTPOHHOro [OKYMeHTa MOXeT OblTb M3roToBfieHa (pacrneyaraHa) Ha
OymaxXHOM HocuTene cpefcTeamu VIC 1 3aBepeHa CO6CTBEHHOPYYHOI noAnuckio Bnagenbua Mart.
Konus 3M1eKTPOHHOrO [OKYMeHTa Ha OYMaXXHOM HOCUTeNle COAEPXWUT BU3yan3aumio Lutamna
(wtamnos) M3r, noATBepXKAaOLLYHO, YTO opurnHan JokymeHTa nognucad M3, AyTeHTUYHOCTb
3/IEKTPOHHOI 0 JOKYMEHTa M ero Konmmn Ha 6ymaxHoM HocuTesie obecneymsaeTca cpegcreamu UC.

4. HpaBa, 00513aHHOCTH H OTBETCTBEHHOCTh BJaaeJgabIa 3J'ICKT])0HHOI7I nmoanmucu

4.1. Bnageneu M3l nveet npaso:

- obpawarsca K OTBETCTBEHHOMY 3a TEXHMYECKYH NoagepXky WIC ana aHHynuposaHus
(0T3bIBa), NPUOCTAHOBKM (BO30OHOBNEHWS) AENCTBUA NPUHAANEXKALLErO eMy KNKYa 3/1eKTPOHHON
noanucy;

- B C/lydae Heob6XOAMMOCTM 3aMeHbl, BOCCTAHOB/IEHWS KJ/lOHYa 3/IEKTPOHHOW MNOANMUCK
06paTnTbcs K OTBETCTBEHHOMY 3a TEXHUYECKYHO NoaaepXKy NC ¢ cOOTBETCTBYIOLLE NPocbhoi 1
MONYYMTb HOBbIN KNKOY 3/IEKTPOHHOW NOANUCHY;

- obpawatbcs K aupekTopy OpraHmsauumn ana paséopa KOHGIUKTHBLIX CUTYaLl il (CNopoB),
BO3HMKatoLWmx npu npumeHeHmmn M3arl s NC.

4.2. Bnageneu, M3 063aH:

- BECTM 06pabOTKy BHYTPEHHUX 3/1EKTPOHHBIX [LOKYMEHTOB B WC B COOTBETCTBUW CO
CBOMMMW JO/MHKHOCTHLIMU 0643aHHOCTAMM;

- MPUHMMaTb BCE BO3MOXHblE Mepbl 18 NPefOTBPALLEHNS HeCaHKLMOHMPOBAHHOIO
MCNONb30BaHNSA CBOEr0 KNkoYa 3/1EKTPOHHOW NoAnucy;

- HW NPU KaKUX YCNOBUAX He NepefaBaTh K/OY 3/1eKTPOHHOW NOANUCY APYTUM NuLam;

- NPV KOMMPOMETALLMM CBOEr0 KNkYa 3/1eKTPOHHON MOANNCK He3aMeANUTeIlbHO 06paTUTLCA
K OTBETCTBEHHOMY 33 TeXHMYeCKyld nopaepkky WC ans  npuoCTaHOBKM  [eiCTBUS
NpUHaZNeXxawero emy Ktoya 3n1eKTPpoOHHOR MognucK.

4.3. Bnageney, T3l HeceT NNYHYHO OTBETCTBEHHOCTb 3a COXPaHHOCTb CBOEro K/kua
3N1EKTPOHHOM MOANUCK U1 ero 3alnTy OT HECAHKLMOHMPOBAHHOIO UCMO/b30BaHNS.

5. Texnonorust npumenenusi cpeacts 1911 B UC
5.1. Ana npumeHeHus M3l B NC snagenew, M3l asTopusyetca B IC ¢ ncnonb3osaHnem

Ny6/IMYHON W KOHUAEHUMaNbHOW 4YacTen knova M3M (MM nonb3oBaTens W Naposb).
MognucaHne [OKyMeHTa BbIMO/HAETCA MyTEM HaxaTus Ha KHonky “lognucats” B MHTepgeiice
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nC.

5.2. ViHgopmaums 060 BCeX BbILaHHbIX MOMb30BATENO0 KIHOUaX 3/1EKTPOHHOM MOANUCH,
Aarax nosyyvyeHus 1 npekpaweHns ux aeicTansa (M3vaTna) xpaHutcs B IC NOCTOAHHO.

5.3. Mpu npekpaweHnn y coTpyaHuka OpraHu3aumm LO/MKHOCTHLIX 0653aHHOCTER Mo
06paboTKe BHYTPEHHUX 3/IEKTPOHHbIX JOKYMEHTOB C MCNO/b30BaHMeM M3 nav npy yBoNbHEHNUM
COTPYAHMKA €ro K/Y BHOCUTCA B PeecTp OTO3BaHHbLIX K/IHOYE 31eKTPOHHOM Mognmcu
OTBETCTBEHHbIM 33 TEXHWYECKYHD nopfdepkky WC. C MOMeHTa BHECeHMS Kf4a B peecTp
OTO3BaHHbIX K/HOYel 3/eKTPOHHOM NoAnucK Bce nocneaytowme [JOKYMeHTbI, NOANNCAHHbIE 3TOM
M3l, He cuMTalOTCA MOANUCAHHLIMWU Hag/exawmum 06pa3oM, T.e. MOAMUCHI0, PaBHO3HAYHOM
CO6CTBEHHOPYYHOM.

6. 3akaounTeNbLHbIE OJ0KeHUS

6.1. HacTosLee MonoXkeHe BCTyNaeT B CUY C AaTbl YTBEPXAEHNS.

6.2. TekcT TMonoxeHus pasmewtaercs B WMC. Cnocob poctyna K akTyanbHOW Bepcuwu
[MoNoXeHMs ONMCBIBAETCA B M0/1b30BaTE/IbCKON JOKyMeHTaummn K C.

6.3. Tekct [lonoxeHus XxpaHuTtca Yy JAupektopa OpraHusaummM U nNpefocTasnseTcs
coTpyaHukam OpraHusaumm no 3anpocy.

6.4. [JOKymMeHTbI, co3gaHHble B IC 1 nognucaHHble M3l B COOTBETCTBMM C HaCTOALLMM
[MonoXkeHnem, NPU3HAKTCA FOPUANYECKN 3HAUNUMBIMW C AaTbl YTBEPXKAEHUA [10N0XKeHUS.
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