INTPUHATO: YTBEPXIEHO:

IIportokomnom [legarorudeckoro cosera 3asenyromuit MBJIOY Nel80
MBJIOY Nel180 [ E.A. 3smaeBa
or 13.10.2024r. Ne2 Ipuka3z ot 13.10.2024r. Ne 74

IHos10:xeHue 00 MCIOJIL30BAHUM IIPOCTO JIEKTPOHHOM MOANMCH

1.O01mue mMoJa0KeHu s

1.1. Hacrosmee [lonoxenne 00 UCTIOIb30BaHUN MIPOCTOM 3JEKTPOHHOM MOUCH (J1aee

- [Ilonoxenue) sBiseTcsl JOKaJIbHBIM HOPMAaTUBHBIM aKTOM MYyHULHUIIAIBHOTO
OIOKETHOTO JOIIKOJILHOTO 00pa3oBaTelabHOro yupexneHus «Jlerckuit cam Ne 180»
(mamee MBJIOY Ne 180) u ompenensieT MOpsAI0K M YCIOBHUS 3aBEPEHHUS COTPYTHHUKAMU
MB/IOY Ne 180 sneKTpOHHBIX IOKyMEHTOB B MH(GOpMalMOHHBIX cuctemax (nainee — MC)
C MPUMEHEHHEM MTPOCTOM 37eKTPOHHOM noanucu (nanee - [19I1).

1.2, TIDIl wcnome3yercss B ciay4asx, Korma He TpeOyeTrcs HCIOJIb30BaHUE
KBUTU(DUIIMPOBAHHON SJIEKTPOHHOM TMOITUCH.

1.3. Peanuzamus onpeneneHHbIX HacTosmuM [lonokeHneM yCloBUM TNPUMEHEHUs
IPOCTOM  DJIEKTPOHHOW TMOAMKMCH OOECreurBaeT MpUJAaHUE IOPUAMYECKONH  CHJIbI
BHyTpeHHUM AokymeHTaM MBJIOY Ne 180 B HC, tpeOyromuM JIHYHONW TOAMUCH
COTpY/IHUKA, U ONEepalusiM C HUMHU.

1.4, Hammume IIDI1 oOecneunBaeT BHYTPEHHUM OJJIEKTPOHHBIM JOKYMEHTaM B
MH(OPMAIIMOHHBIX CUCTEMAX:

* MOIJTMHHOCTH;

* [IEJIOCTHOCTH - IOKyMEHT HE MOXKET OBITh M3MEHEH IOCIIE TTOIICAHUS;

1.5. Jloxyment, moamucsiBaembii [IDI1 B MUC pomkeH ObITh B HE peAAKTUPYEMOM
dbopmare.

1.6. Jlns mnoanucaHus OSJIEKTPOHHBIX JokyMeHToB B MC wucmonb3yercs mpocTas
AJIEKTPOHHAs TOJNUCH - UH(POpMAIU B SJIEKTPOHHOU (opMe, KOTopasi IPUCOEANHEHA K
apyroii uHopManuu B DIEKTPOHHOW ¢opme (moAamuchiBaeMo HWHGOpMAIUH,
JIOKYMEHTY B 2JIEKTPOHHOM BUJI€) WJIM UHBIM 00pa3oM CBsI3aHHAs C TaKoW MH(pOpMaIueii,
¥ KOTOpast UCTIIOIB3YETCs JJIsl ONPEIETICHUS JIHIIA, TIOAMICHIBAIONIETO WH(OPMAITHIO.

1.7. B xauectBe myOnuuHo# yacTtu kiatoda [1311 ucnonb3yercst yHUKaIbHOE UM YYETHON
3amucu, MNOpUMEHseMoe Uil aBTopuzauuu nonb3oBarenss B HMC. B kadecTtBe
KoHpuAeHIMaIpHOM YacTu kitoua [1911 ucnonb3yeTcst maposib K yU4eTHOM 3aluCH.

1.8. UsroroBnenue (reaepaiuio), Bprady u peructpamuio B UC yka3anHbIX B 11.1.7 uMeH
MOJIb30BaTeNIel U Maposiel OCyIIeCTBIIsIeT OTBETCTBEHHBIN COTPYIHUK (2 IMUHHCTPATOP)
ncC.

1.8. TTapons monb3oBatens MIC MokeT ObITh U3MEHEH €T0 BIaJCNIbIIeM B 000N MOMEHT
nocie apropuzaunu B C. PekoMeHayercs n3MEHTh IapoJib HE PEKE OJJHOTO pa3a B TPU
mecsima.  JIig  CHIDKEHMsT puUcKa 1moadopa Mmapoiss M HECAaHKUMOHHPOBAHHOTO



HCIIOJIB30BAHUA JAPYTIUM JIMIIOM KIIHO4Ya BHCKTpOHHOﬁ MMoAIMrCH PCKOMCHAYCTCA HC
3a1aBaTh MMapoOJik, NCIIOJIb30BAaHHBIC PAHCC.

2. TepMuHBI U onIpeAeICHUS

B nannowm [lonoxxeHnu uCnoib3yroTcsl CAeAyOIMNe TEPMUHBI U UX ONPEACTICHUS:

2.1. Bnaoeney npocmoit 3nekmpounoit noonucu - corpyaauk MbJI0Y Ne 180,
HaJICJICHHBIN MOJTHOMOYUSIMU MOAMKUCH JOKYMEHTOB, UCTIOJIB3YIOIINI UMS [10JIb30BATENS
Y napoJib 115 apropusauuu B 1C;

2.2. dnexmponnwtii 0oKkymenm (nanee - JIOKyMeHT) - JOKYMEHT OJTHOTO U3 HE
PEIAKTUPYEMBIX THIIOB JOKYMEHTOB, CO3JIaHHBIN B JIEKTPOHHON (hOpMe U TIOITUCAHHBIH
AIIEKTPOHHOM MOJIMCHI0 COTPYAHUKA;

2.3. Knrou jrnekmponnoit noonucu - yHUKaJbHas I[OCJIEIOBATEIIbHOCTh CHUMBOJIOB,
npeAHa3HauYeHHAs JJIsl TOATBEPKICHUS C UcIoib3oBaHueM cpeactB MC mominHHOCTH
15311,

2.4. Ilpocmas snekmponnan noonucw (I1311) - nvadopmanys B 3JIEKTPOHHOMN

dbopme B C, BO3HUKAIOIIAasE B MOMEHT BBITIOJIHEHUS BJIAJIENBIIEM AJIEKTPOHHON MOIMTUCH
KoMaH bl noganucanus Jlokymenta B unrepdeiice UC, noareeprkaaromiasi MoIITUHHOCTh
Hokxymenta w/unu Qakt o3HakomisieHus: Bnagenbia [IDI1 ¢ JlokymeHTOM, KOTOpas
B3aMMHO OJIHO3HAYHO CBSI3bIBAETCS C JJOKYMEHTOM M BJIAJIENbLIEM MOJIINCH;

2.5. Hlmamn II3II - BusyanbHas OTMETKa 00 SJIEKTPOHHOW MOAMMCH, BKIIIOYAIOIIAS
pekBu3uthl [IDI1, koTopas aBTOMarnuecku cosnaercsi cpencrBamu MC npu OTKpBITUH
(Bm3yanu3anuu) JokymeHTa, mnoxnucanHoro I[IOII, B wuntepderice MC; Bpems
dbopmupoBanus [1311 oToGpaskaercs B mTamiie 1Mo 4acoBOMy Mosicy mois3oBarens HC.

3. ObecneyeHue WPUANIECKON CHJIBI BHYTPEHHHUX JJIEKTPOHHBIX IOKYMEHTOB

3.1. Xwuzuennsrii nukn Jlokymenta B C BKIItOYaeT: CO3/aHUE U MPOYHUE JIEHCTBUS TIO
ero oOpaboTke, oTpaxkeHue B ydere, a Takke xpanenue B MC. MC obGecneunBaer
perucTpanuio AeMcTBUil monb3oBaTeneld ¢ JlokymeHTOM (JIOTMpOBaHHE) B TEUYCHUE
JKU3HEHHOTO LIUKJIA.

3.2. Bee Bmanensinl 1011 npusnaroT paBHO3HAYHOCTH cBoel [IDI1 coOcTBEeHHOPYUYHOM
MOJMUCH HAa OyMaXHOM HOCHUTEIIE.

3.3. Co3zmanue IIDI1 B UC mHMUIMUpPYETCS COOTBETCTBYIOLIUM JEHCTBHEM BIaJeNblia
IIDI1, T.e. HE BHITTOMHSIECTCS aBTOMATHYECKH MJIM He3aMeTHO i Biaaensna 11911

3.4. Tlomnomoumsi Biamensia I[IDIl, mogmucaBmiero JIOKyMEHT, MOATBEPKIAIOTCS B
MoMeHT noanucanus Jlokymenta B UC aBToMaTnuecku 1o MoJIOKUTEILHOMY pe3yJIbTaTy
CJIEAYIOIIMX ITPOBEPOK:

* COOTBETCTBYIOIIMI MMOIB30BaTENb aBTOpU30BaH B VC,

* COOTBETCTBYIOIIMI KJIIOY AJIIEKTPOHHOW TMOJMUCH BKJIIOYEH B PEECTP BBIIAHHBIX
KJIFOYEH 3JIEKTPOHHOM IOIUCH,

* COOTBETCTBYIOLIMUNA KJIIOU 3JEKTPOHHOM MOJIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH 3JIEKTPOHHOM MOIUCH.

3.5. Bpemst popmupoBaHus 2JIEKTPOHHOM moanucu ¢pukcupyercs cpeacrsamu MC.

3.6. BHyTpeHHHE »3JEKTpPOHHBbIE TOKyMeHTHI, noanucanusie [IOII, mpusnaiorcs B
MBZIOY Ne 180 paBHbIMM 1O IOPUIMYECKON cHJI€e JOKyYMEHTaM Ha OyMa)KHBIX
HOCHTEIISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOH MOMAMKCHIO, 32 HUCKIIOYECHUEM CITydacB
HEOOXOJIMMOCTH MCIOJIb30BAHUS KBaJU(UUMPOBAHHOW 3JEKTPOHHOM TMONANUCH B
COOTBETCTBUU € 3aKOHOJIATEILCTBOM PD.



3.7. ITonb3oBarenu VC npusHaoT, uto Busyanuzanus mrammna 1311 npu nemoncTpanuu
JloxymenTta B untepdeiice UC, BemonnenHas cpeactsamu MC, sBisieTcs HEOCTIOPUMBIM
MOJTBEPKACHUEM (haKTa TOAMMCAHUS JOKYMEHTa COOTBETCTBYIOMUM Bianenbiem 11311
(MOUTMHHOCTH ¥ HEOTPEKAEMOCTh ).

3.8. Xpanenue JIOKyMEHTOB OCYILECTBIISETCS IyTEM 3alucu cBeleHuil o JlokymeHnTax B
apXUB DJIEKTPOHHBIX JTOKYMEHTOB, KOTOPBIN siBIsieTcs yacTbro MC.

3.9. MBJIOY Ne 180 oOecrieunBaeT TEXHUYECKMUMH W OPTraHU3AI[MOHHBIMU MEpaMu
3alUTy OT HECAHKI[MOHMPOBAHHOI'O JOCTYyNa U MPEAHAMEPEHHOT0 YHUUYTOKEHUS W/WIH
HCKa)XEHUs CBEICHUM 0 JIOKyMEeHTax B apXMBE JIEKTPOHHBIX NOKyMeHTOB MC, a Takxke
rapaHTUpyeT MOATBEPKAECHUE aBTOPCTBA TI0KyMeHTa, noanucanHoro 11911 aBTopa, B Tom
quclie IyTEM YTBEP)KJIEHUS IOMMEHHOIO OIPaHWYEHHOIO CIHUCKA JIML, WMEOIINX
pacmMpeHHble  (aAMMHHMCTpAaTUBHbIE) TIpaBa JOCTyHa K apXHMBY OJJIEKTPOHHBIX
nokymenToB MC.

3.10. JoxymenTsl xpanstces B UC B Tom hopmaTe, B KOTOPOM OHU OBLITH CO3/IaHBI.

3.11. Komus 53I€KTpOHHOTO JOKYMEHTa MOXKET OBITh HM3rOTOBJICHA (paclieuaTaHa) Ha
Oymaxkuom Hocutene cpeactBamu MC u 3aBepeHa COOCTBEHHOPYYHOW IOAINHUCKHIO
Brnagenbia 1211, Komus snekTpoHHOro AOKymMeHTa Ha OyMa)XHOM HOCHTENE JOJDKHA
coJlepkaTh Bu3zyanuzanuio mramna (mrammos) [1911, moaTBepxkaaroIyto, 4To OpUrHHaI
Hoxymenra nognucan [1911.

AYTEHTUYHOCTh D3JIEKTPOHHOIO JOKYMEHTa U €ro KONHM Ha OyMa)KHOM HOCHUTEIE
obecneunBaetcs cpeactsamu VC.

4. IlpaBa, 003aHHOCTH H OTBETCTBEHHOCTD BJIA/IeJIbIIA 3JIeKTPOHHOM MOANUCH

4.1. Bnanenen [1311 umeet npaso:

* o0pamaThCsi K OTBETCTBEHHOMY 3a TeXHHUYECKyto nmoanepxxky MC nns annynupoBaHus
(0T3BIBa), TIPHOCTAHOBKH (BO3OOHOBJICHHS) NEHCTBUS TMPUHAIUICKAIIETO €My KITroda
AIEKTPOHHOM MOJIINCH;

* B Cllydyae HEOOXOJMMOCTH 3aMEHBbI, BOCCTAHOBIICHHUS KJIIOYa SJECKTPOHHOMN IMOIUCH
00paTUTBhCS K OTBETCTBEHHOMY 3a TexHUYecKyro nojaepkky MC c cooTBeTcTBYyIOIIEH
MPOCHOOI U MOTYUYNUTh HOBBIN KIJIFOY SJIEKTPOHHOM MOIMKCH;

* obpamatecs k 3aBeayromemy MBJIOY Ne 180 mis pa3bopa KOHGIMKTHBIX CUTyaIuil
(cmopoB), BozHuKaromux npu npumenenuu 11911 B UC.

4.2. Bnanenen [1211 o6s3an:

* BecTd 00pabOTKy BHYTPEHHHX JJIEKTPOHHBIX JOKyMeHTOB B MC B coOTBeTCTBHM €O
CBOMMH JIOJDKHOCTHBIMU O0SI3aHHOCTSIMU;

* NPUHUMATh BCE BO3MOXHBIE MEpPBI ISl MPEIOTBPALICHUS HECAHKIMOHUPOBAHHOTO
MCIIOJI30BAHMSI CBOETO KJIOYA JIEKTPOHHOM MOMNNCH;

* HA IIPY KaKUX YCJIOBHSIX HE MepeaBaTh KIK0Y 3JEKTPOHHON NOANUCU APYTUM JIULAM;

* [pUd KOMIIPOMETAllMM CBOEro KIIOYa »3JIEKTPOHHON TMOJMUCH HE3aMEeIIUTEIbHO
0o0paTUThCs K OTBETCTBEHHOMY 3a TeXHHUYecKylo noanepxkky MC st mpuocTaHOBKU
JEUCTBUS IPUHAJIEKAILETO EMY KIIFOYA AJIEKTPOHHOU MOAIMUCH.

4.3. Brnagenen 1311 HeceT NMMYHYIO OTBETCTBEHHOCTH 32 COXPAaHHOCTH CBOETO KIIHOYa
AIIEKTPOHHOM MOAMKUCH U €0 3alUTy OT HECAHKIIMOHUPOBAHHOTO HCIOIb30BaHUSI.

5. Texnosiorust npumenenus cpeacts [ B UC
5.1. lna npumenenus [1211 8 UC Bnanensity 1911 Heo6xoaumo aBTopuzoBathesi B IC ¢
UCTIOJb30BaHUEM NYONIWYHOW M KOHUACHIManbHOM uyacTtei kmoua [IDI1 (mms



nojp3oBaTens U mnapoib). Ilonnucanue JlokymeHTa BBINOJHSETCS IYyTEM Ha)XaTus Ha
kaonky "[lognmucats" B unTepdeiice NC.

5.2. Nadopmarus 000 BceX BBIJAHHBIX IMOJIB30BATEIO KITFOYAaX AJICKTPOHHOMN TOJIHCH,
JlaTax MoJTy4YeHUs U IpeKpalleHus ux aercrsus (u3bsatus) xpauurcs B UC nocTosiHHO.
5.3. Ilpu npekpamenuun y corpyaauka MBJIOY Ne 180 momKHOCTHBIX 00sI3aHHOCTEH 1O
00paboTKe BHYTPEHHUX 3JEKTPOHHBIX JOKYMEHTOB C Hcmnojib3oBaHueM [IDI1 wnmu npu
YBOJIBHEHHH COTPYJHHKAa €ro KIOY BHOCUTCS B PpEECTpP OTO3BAHHBIX KIIOYECH
NIeKTpoHHOW mnoanucu. C MOMEHTa BHECEHHs KIIIOYa B PEECTP OTO3BAHHBIX KIIOYEH
JIEKTPOHHOM MOJANUCH Bce nocienyroume JlokyMmeHTsl, noanucanuele 3toil [1911, He
CUMTAIOTCSl TOANKCAHHBIMU HAJUIEKAIIUM 0Opa3oM, T.e. IMOANKCHIO, PAaBHO3HAYHOM
COOCTBEHHOPYYHOH.

6. 3aKJII0YNTEILHOE MOJIOKEHNE
6.1. Hacrosmiee [TomoskeHne BCTyImaeT B CUITY C AaThl YTBEPIKICHHUS.
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