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IMonoxenne
00 nenoab3oBanuu npoctoii 3nekrponnoii noanuen (M) aas saexrponnoro AOKYMEHT0000poTa
B MBJ/IOY «Cemuuseruk» Kescikoro paitona YP

1. OBuue nonoxeHus

1.1. Hacrosmee [lonoxxenne 06 HCMONB30BAHHH MPOCTON 3ICKTPOHHOH MOAMMCH IS BHYTPEHHEIO
3JIEKTPOHHOTO .. foKyMeHToobopota B MBIIOY  «Cemuupernk» Kesckoro paiiona YP (nanee -
[Tonoxenne) ABnAETCS NOKATBHEIM HOpMaTUBHBIM akToM MBJIOY «Cemuusernry Kesckoro paiiona YP
(manee — JIOY) u onpesienser nopsaaoK U YCIOBHS paGoThl COTPYIHHKOB ¢ YIeKTPOHHBIMH JOKYMEHTaMH
B MupopmannonHodt Cucreme (nanee - MC), HENOCPEACTBEHHO CBS3AHHBIMH C HX TPYAOBOI
AGATENLHOCTBIO, C IPUMEHEHHEM MTPOCTOH 31IeKTPOHHOH noanuck (aanee - [IDIT).

1.2. Hactosduiee nonoxenye perymupyeT NPHHLIMIIB! HCMONB30BAHUS TIPOCTON 31eKTPOHHOMN MOAMHCH B
AOY B coorsercteun co ct1.4 Demepanbhoro 3axora or 06.04.2011 Ne63-®3 «O6 371eKTpOHHOI
TTOMHCH .

1.3, Y4acTHUKaMW SNEKTPOHHOTO B3aMMOJEHCTBHS HA  YCAOBUSX, ONpPEAETeHHBIX HACTOALLM
[lonowennem, sBnsores cortpyauukn JIOY noanucasiume VYeeioMmiaeHHe 00 03HAKOMICHHH ¢
Honowennem. Iloxnucanue cotpynnuxom JOY  Veenomienus paBHO3HAUHO MPUCOSTHHEHHIO K
COTNAIICHHIO 00 Y4acTHH BO BHYTPEHHEM TEKTPOHHOM AOKYMeHTO0G0pOTE ¢ Henosb3osanienm [191T ua
yenmoBuax Hactosauiero [Monosxkenust B cootBeTcTBHM co cT. 428 ["pacaanckoro konekca P ("dorosop
npucoeanHenus").

1.4. Peanusauus onpenenenupix Hacrosummym ooskeHneM yCI0B it MPUMEHEHHS TPOCTOM 3K TPOHHOI
MOAMHCH 0becne nBaeT MpuIaHne IOPHIHYCCKOI CHIEI BHYTPEHHHM 37EKTPOHHBIM J0kymenTam J[OVY
WC, tpeGyromum MHYHOM MOAMMCH COTPYHMKA, H ONEPALIUAM C HUMI.

1.5. Hamyue [T31T obecneunBaeT BHYTPeHHNM JIEKTPOHHEBIM JoKymMeHTaMm B VIC:

* MO/UIMHHOCTD - MOATBEPIKAEHUE aBTOPCTBA JIOKYMEHTA:

* LEJIOCTHOCTD - JOKYMEHT He MOYKET ObITh U3MEHEH [10C/e MO ITHCAHHS;

* HE OTPHLIAHHE ABTOPCTRA (HEOTPEKAEMOCTh) - ABTOP HE MOYKET OTKA3ATLCS OT CBOEH MO/IITHCH.

1.6. Jlns noamucaHus SNEKTPOHHBIX JOKYMEHTOB HCMOB3YCTCS NpocTas 3EKTPOHHAS MOMTHCEH -
uH(opmanus B MEKTPOHHON (opme, KOTOpas MpuUCOeAMHEHa K ApYrod MH(GOPMALMH B IIEKTPOHHOI
thopme (noanuceiBaemoli HHGOPMALIHK, JOKYMEHTY B 3IeKTPOHHOM BHIE) HIH HHBIM 06Pa30M CBS3aHHAs
¢ Taxkoi wuH(opmaumel, M KOTOpas HCHONBL3YeTCs MU ONpENeNeHHs JHLA, MOAMHCHIBAIOLICTO
nahopmanuio.

1.7. Usroronenue (resepannio) cepruuxaron 11s [1911 ocyviecTEaseT OTBETCTBEHHBIN 3a reHepaliHio
[1O11, nasnauennsni npukazom 3aseayoitero JJOV.

1.8. Cpox peifctBust cepTH(UKATa ONpPEENSeTCs IPOrPANIMHBIMU CPEACTBAMMN FeHePaluu cepTH(HKaTa.
2. TepMuHBI 1 OnpeIeNeHus.

B nanrom [TomoskeHNH HCIIONB3YIOTCS CNEAYIOUHE TEPMUHBI H HX ONpEICIeHHS:




'
2.1. Bnanenen npocroii AIEKTPOHHOH nommucH - corpyanuk JIOY, noanucasimii YBenomnenu
O3HaKOMJICHHH C HAacTosLuM [TonoxenneM 1 ucnons3yronmii [131T:
2.2, BHYTPeHHUH 3JIEKTPOHHBI AOKYMeHT (manee - JIOKYMEHT) - JOKYMEHT OZHOrO M3 THIO
AOKYMEHTOB, CO3JaHHBIH B 3IEKTPOHHOH (hOpMe M MOANMCAHHBIH YIeKTPOHHOIN MOATHCHIO COTPYAHHKH
(3IEKTPOHHBIMH OAMMCAMH COTPYAHUKOB) Yupexnenus;
2.3. KIOY 31EKTPOHHOIN MOAMUCH - YHUKATLHAS TIOCIe0BATEAbHOCT CHMBOJIOB, IIpe/Ha3HaYeHHas 1713
TIOATBEPKACHHSA C HCII0/Ib30BaHHeM noummHEoCTH [1311 B JlokymenTe;
2.4. peecTp BBIIAHHBIX KITIOYeH DTEKTPOHHON MOAMNCH - XPaHALIHACS B 3JIEKTPOHHOM BHAE CIIHCOK
YHHKAJIBHBIX [OCIEI0BATENIbHOCTEH CHMBOJIOB. COMCPIKAILNXCA B BLUIAHHBLIX I0JIB30BATEIAM HMEHAX
YUETHBIX 3anmuceii u napossx; '
2.5. peecTp OTO3BAHHBIX KIHOYeii EKTPOHHOH NOANHCH - XPAHALIMHCH B 31EKTPOHHOM BHIE CITHCOK
ITOIT paBoTHMKOB, KIIOYM ITEKTPOHHON MOAMHCH KOTOPBIX K MOMEHTY 00pallleHus K JaHHOMY peectp)
OBLTH OTMEUeHBI KaK HeleHCTBHTeNbHbIC:
2.6. mpocTas MEKTPOHHAS MOJITUCEH (IT3IT) - undpopmanns B snexTponHOi (bopme B UIC, Bosunkarouas s
MOMEHT BBIMOIHEHUS BIAJCNbIUEM 3JIEKTPOHHOH TNOANHCH KOMAHILI [1OJTHCAHIS Hokymenta B
naTepgeiice UC, noarsepixnaromas nouUIHHEOCTE Hoxymenta w/umu axT 03HAKOMJIGHHS BIAIeTblA
[I3IT ¢ JlokymenToM, KOTOpas B3aHMHO OJHO3HAYHO CBS3BIRACTCS ¢ JIOKyMEHTOM M BIafelbuen
MOAMHCH;
2.7. wramn [1317 - BH3YaJIbHAs OTMETKA 06 3MeKTPOHHON MOANMMCH, BKIIQUAIOLIAs pexkBusuTel [1DI].
KOTOpas CO31aeTesl MpH MOAMMCAHHK JIOKYMEHTA, BpeMms (opmuposanns 311 otobpamacres v
coricrax [19[1 no wacosomy noscy nonssoparens UC.
3. OGecneyenite IOPHINYECKOH CHIBI BHYTPEHHHX 3IEKTPOHHBIX JTOKYMEHTOB
3.1. XKusnenuwiit wnkn JlOKyMeHTa BKIIOYAST: CO3MAHME M poune AeHCcTBHS 10 ero obdpaborke.
OTP@KCHUE B y4qeTe, a TAKKE XpPaHEHHE B IIeKTPoHHOM Buie. Bee mmazensust [1DI] MPH3HAKOT
paBHO3HAYHOCTEL cBoeH [IDIT cobeTBennopyuHoit noanuen na OyMakHOM HOCHTEIE.
3.2. BHyTpeHHHe 3MeKTPOHHbIE T0KYMEHTEL, nepedncaennsie B [epeune. npusesennom B [puiomerin
Ne 1 k Hactosemy [Mo10KeHHIO. MOATHCAHHbIE ITOIL npusnatorest 8 JIOV paBubiMu o 10PHIHIECKOI
CHNE TOKYMEHTAM Ha OYMasKHLIX HOCHTEILIX. 3aBePEHHbBIM COOCTBCHHOPYHHOMH MOANHCLIO.,
3.3. Tlonb3oBaTens 3MeKTPOHHOrO JOKYMEHTA MPH3HAKOT. uYTO BH3Vanusauus wramna [ID]] npiu
AEMOHCTpaluy JIOKyMEHTa B 3JIC€KTPOHHOM BMJE. SIBISETCS HCOCTIOPHMEIM MOATBEpIK/IeHIeM (akTa
TTOAMHCAHUA TOKYMEHTA COOTBETCTBYIOMMNM Braxensiem [1311 (mognnueocTs i HEOTPEKAEMOCTD ).
34. JIOY  ofecrneunmBaeT  TeXHHUYCCKHMH | OPTaHM3AHOHHLIMH  MEPaMH  3alIUTy  OT
HECAHKIMOHUPOBAHHOTO 10CTYMA M [PEAHAMEPEHHOIO YHHUTOMKEHHS H/WIAM HCKAKEHHS CBEeHMii o
JIOKYMEHTaX B apXHBe 3MEKTPOHHLIX AOKYMEHTOB, a4 TaKiKe FapaHTHPYET MNOATBEPIKIACHHE ABTOPCTRA
AOKyMeHTa, noanucannoro [5I1 asropa, B TOM uKcne nyTem yTBepKACHHS NTOUMEHHORO OrpannyeHHOro
CITHCKA L, UMEIOUINX PACUIMPeHHbIe (AMHHHCTPATHBHbLIE) MpaBa AOCTYNA K apXHBY ICKTPOHHBIN
JOKYMEHTOB.
3.5. JIokyMeHTBI XPaHSATCS B 21eKTPOHHOM apXHBe B TOM (popmare. B KOTOPOM OHM GBLTH CO3AaHb, Cpok
Xpanenust JIOKyMeHTOB u cBeZieHHi 0 JJOKYMEHTax He MOKeT BbITh MeHee 3 (Tpex) ner u onpenensercs i
COOTBETCTBHH C TOKANLHBIMH HOPMAaTHBHEIMH aktamu JIOY wiu ero CTPYKTYPHBIX MOApasaeneHuil.
3.6. Konust 371eKTPOHHOrO NOKYMEHTA MOKeT OBITh H3rOTOBICHA (pacnevarana) Ha OyMamkHOM HOCHTEE
1 3aBEpeHa cODCTBEHHOPYYHOI noAnucko Baanensua [1D11, THE0 YieHAMH KOMUCCHIL. BKIHOUIOLLEl B
cebst Kak MEHUMYM pykosoautens JJOY u 1HIO, HMelomee paciMpetnbie (aIMHHUCTPATHBHEIE) NpaB
AOCTYNA K apXHBY SIEKTPOHHBIX J0KYMeHTOB. Komst anexrponioro aokymenTa ua OYMaKHOM HOCHTE 1e
AOJDKHA COMEPIKATL BHU3yanusaumio wtamna (wramnos) T3 [OATBEPXKAAIOLLYIO, YTO OPHIHHA
Hoxymenta noanucan I1211,
3.7. Cospanne TSI ununmmpyercs COOTBETCTBYIOIMM  1edcTBHeM Bnamensua [, Te. e
BBITIO/THSIETCS ABTOMATHYSCKH HIIH HE3aMETHO /ISl BAA/EIbLIA:
* AN uHHnHauMu cosmanus I10I1 Bramenen nomaet sagsienme Ha MMy saseaylomero JIOV g
IPOU3BONLHOH (hopme;
* Ha OCHOBAHHHM 3asiBICHUS W3NaeTest npukas o cozmanuu [1911 1 nepenaeres OrpetcTBeHHOMY 30
rerepanuio [1971;
* OrpercrBenHLI 3a remepaunio ceprauratos, coszaer [1I[1. suocur B peectp AelCTBY IO
CEPTH(HMKATOB U NepeaeT cepTh(hUKaT BIa/lebILy:




. npononraum; cpoka fieficTBHs cepThduKaTa NPOM3BOMTCA MO 3ASBACHUIO BIALC/RIA B 3MCKTPOHHOM
BHZC OTBETCTBEHHOMY 32 FEHEpPalMio CepTU(HUKATOB C BHECEHHEM COOTBETCTBYIOLIMX CBCACHHN B
peecTpbl CepPTHHUKATOB. )

3.8. Annymposanue [1311 s 371eKTPOHHOTO nokymentoobopora B JIOV:

« aunymposanue [[OI1 NPOM3BOAMTCS B CHyYasX OKOHHaHWs CPoKd AeHcTBHS CepTH(HKATA.
YBOJILHEHHUS * COTPYIHHKA, YTPaThl cepri(uKara, yrposbl HapyuieHus 0e30MacHOCTH MPHMCHEHI
cepTHHKATA, TIO-TUYHOMY 3asBICHHUIO COTPYAHHKA:

« HA OCHOBAHWA BBIIET3I0KEHHBIX (PAKTOPOB H3IaeTes nprkas ob aHIyTHPOBAHHH [13[1 u nepenaercs
OTBETCTBEHHOMY 3 FEHEPALHIO CepTH(HKATOB;

« OTBETCTBEHHLIH 3a FeHepaluio cepTH(QUKATOB aHHYIHPYET [1911, BHOCHT B PEECTP HEACHCTBYIOLUIN
cepTU(MKATOB i H3BELLACT BAAJCIBIA O MPEKPALLCHIH neifcrsus cepruduxara.

4, Tlpaga, 0053aHHOCTH U OTBETCTBEHHOCTH BIANCIbIA SMEKTPOHHON MOIIHCH

4.1. Bananenen ITI2I1 umeer mpaso:

+ obpauiatbes K OTBETCTBEHHOMY 3@ TEHEPALHIO MMATT ans aHuynHpoBaHUs (OT3bIBA), NTPHOCTAHOBKI
(BozoGHOBNEHMS) AefCTBHA TPHHALNEIHKALLETO EMY K01 INEKTPOHHON MOIITHCH]

* B ClOyuae HeoOXOMMMOCTH 3aMCHBI, BOCCTAHOBIICHHS KJHOHA 3MEKTPOHHOIT MOANNCH 0DpaTHTLCA K
Otsercteentomy 3a remepamiio 1911 ¢ cootsercTBYyIONIEH npocs0Oil ¥ MONy4HTh HOBBIH KO
9NEKTPOHHON MOAIMHCH

- o6pamarscs k pykososctey JIOY ans pa3Bopa KOH(IUKTHLIX CHTYaLHH (CTIOPOB), BO3HUKAIOLLAX [IPH
npumerennu 11911,

4.2. Bnapener I1O11 obs3an:

« BECTH 00paBOTKY BHYTPEHHUX 31EKTPOHHEIX JOKYMEHTOB B COOTBETCTBHM CO CBOHMH JOMKHOCTHBIMH
0BS3aHHOCTAMH,

* MPUHMMATH BCE BO3MOMKHBIE MEpPBI IS MPE10TBPALICHHA HecaHKILHOHUPOBAHHOTO KCIOIL30BAHIL
CBOET0 KJTI0Ya 3eKTPOHHOH MOANMHCH:

* HY NIPH KAKMX YCIOBHAX HE Nepeaasats Kot 3ACKTPOHHON MOANNCH JPYTHM AULAM:

« mpd  KOMIPOMETALMH CBOEro Kiua ICKTPOHHON MOAMMCH HE3AMEIUINTEIBHO  O0paATHTbCH K
OtsercTeenHoMy 3a rexepaunto IIDI1 ams mpHOCTAHOBKH AelicTBHA NpPUHAUIEKALLEr0 eMy Kol
3NEKTPOHHON MOANHMCH.

43, Bragener [19I1 HeceT JAMUHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTHL CBOCTO KIOHA INEKTPOHHOI
MOMHCH M €r0 3auUTy OT HeCaHKIHOHHPOBAHHOIO HCIOIB30BAHHIL.

4.4. Tlpu npekpauleHun y COTPYIHHKA JIOY A0/mKHOCTHBEIX 00A3anHOCTEH 10 06paboTKe BHYTPEHHHX
37E€KTPOHHBIX JOKYMEHTOB C HCMOJB30BaHHE MO0 unu npu YBOJIBHEHMH COTPYAHHKA €0 KIIOY
BHOCHTCS B PEECTpP OTO3BAHHBIX KIIOUeH 3TeKTPOHHOM ToAnneH OTBETCTBEHHBIM 3d ICHEPALHIO [1O11. C
MOMEHTA BHECEHWS KIOUa B PEecTp OTO3BAHHBIX KIKOYEH 3IEKTPOHHOI MOAMMCH BCE MOCISAYIONIHE
JokymenTel, nopmucanupie dtoit 1911, He cunTaioTes MOAMHCAHHLIMA HALIEKALIUM 00pa3zoM. T.c.
MOAMHCHIO, PABHO3NAYHOIT COOCTBEHHOPYUHOH.

5 OBS3aHHOCTH 1 OTBETCTBEHHOCTH OTBETCTBEHHOTO 33 FeHEPALMIO MPOCTO HCKTPOHHOM MOAMHCH.
5.1. OreercreenHblii 3a resepauio 1911 nmeeT Npaso:

« co3aBath Kmous [IDT] 1 BHOBB IPUHATBHIX COTPYIHAKOB B COOTBCTCTBHH C HMPHKAZOM SABCAVIOIIETO
AOY:;

* BECTU peecTphbl ACHCTBYIOUIMX H aHHYIHPOBAHHBIX cepTu(pUKaTOB;

« B cyuae HeOOXOAMMOCTH 3aMEHBI, NPOJOHTALHH WM BOCCTAHOBICHUA KIIHOUA INEKTPOHHOI MOAIHCH
[IPOH3BOMNTE FEHEPALHIO HOBOFO KII0YA HA OCHOBAHHH 3aiBICHILL BAACTLIA 1911

« obpamath Kk pykosoactsy JOY s pazGopa KOH(QIHKTHBIX CHTYaUHid (CIOPOB), BOSHUKAIOULIX PH
npumenennn 111

5.2. Oreercreennblit 3a renepanuto [1911 oba3an:

« BectH 00paGOTKY BHYTPEHHHX JOKYMEHTOB B COOTBETCTBHM CO  CBOWMH JAOQKHOCTHBIMI
00M3aHHOCTAMHA:

+ [PHHMMATL BCEBO3MOYMKHBIC MEpbl UL MPEOTBPALLCHIS HECAHKILIOH UPOBAHHOIO MCTIONL3OBAHMS
KII0YEH 2NeKTPOHHOH MOAMHCH;

* HU NIPH KaKHX YCIOBUAX HE MepelaBaTh K4 37eKTPOHHOI MOAMHCH APYTHM JIHLAM,




« nipu oGpamenun Bragensua [1911 0 KOMIpoMeTaLiH K/IIOYa 3MeKTPOHHOM MOAMKCH HE3aMeTHTEIbHO
MPUOCTAHOBUTH EHCTBHE MPHHALTEKAIIEr0 eMy KIo4a 3MeKTPOHHOH MOAMHCH JI0 AajlbHEeHINEro
paspelieHus CHTYalHH;

* oTBeTCTBEHHbIH 3a reHepanmio [1D[1 HeceT JMYHYIO OTBETCTBEHHOCTH 38 KOH(HICHHIHAILHOCTD
CO3J@aHHBIX CePTH(HKATOB:

* NpM -TpeKpalleHHd Y COTPYAHHKAa YUpeskIeHHsl NOMKHOCTHBIX o0g3aHHoCTell 110 oOpadorke
BHYTPEHHHX 2JIEKTPOHHEIX JOKYMEHTOB C Hcrob3oBaHueM I1OI1 unv npu YBOJILHEHUH COTPYAHHK €ro
KITIOY BHOCHTCS B PEECTpP OTO3BAHHBIX KIFOYEH 3AeKTpoHHOIH noanucs OTBETCTBEHHBIM 38 TEXHHYECKYIO
noanepxkky MC. C MoMeHTa BHECEHHs K/IFOYA B PEeCTP OTO3BAHHBIX KIOUEH MEKTPOHHOIN MONHCH Bee
nocneayomue JlokymMeHTsl, noanucanueie 3Toll [1DI1, He CUMTAIOTCHA MOAIMCAHHBIMHM HA11CIHKALLMM
o0pa3oM, T.e. NOJMNHCHIO, PABHO3HAYHOH COOCTBEHHOPYYHOH. '

6. 3aKMFOYUTENbHBIE MOJIOKEHHS.

6.1. Hactosiee ITonoskeHHe BCTYaeT B CHITY ¢ J4Thl YTBEPIKIACHUA.

6.2. Texcr [Tonoxenns pamemaercs B MC.

6.3. JIokyMeHTbl, CO31aHHEBIE B 3IEKTPOHHOM BH/e U noanucanHbie [1911 B COOTBETCTBHN € HACTOM LM
[Tonoxkenuem. NPH3HAIOTCS IOPHIHYECKH 3HAYHMMBIMHU ¢ J1aTkl yTRepik/ieHus [Tonoxenns.

Veenomaenne 06 oznaxoy.tenns ¢ Honomkennem
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