OOKYMEHT IOIIIKUCAH 3JIEKTPOHHOM MOOIIACHIO

Ceprudukar: 5285AA96-F6B5-7465-E4EB-2D8EOE37B6C9
Bnapenen: Kynpeesa TaTesiHa CTenaHOBHA

02.11.2023 10:30 (MCK)
[Tonoxxenue 00 UCTIONB30BAaHUU TMPOCTON IEKTPOHHOM MOIMCH ISl BHYTPEHHETO
3EKTPOHHOTO IoKyMeHToo0opora B MBOY COII Ne 52 nirt. Unbsckoro
MO Cesepckuii paiton umenu I'epost Conmanuctuueckoro Tpyaa Herpeukoro I1. A.

1.001mme monoXeHus

1.1. Hacrosimee [lomoskeHne 00 HMCIIONIB30BaHUH MPOCTON AJIEKTPOHHOW TMOANUCH B WH(GOPMAIMOHHOM
cucreme (manee - MC) MBOY COII Ne 52 mrr. Unsckoro MO Ceepckuii paiioH umeHu ['epos
Couumanuctuyeckoro Tpyna Herpenkoro II. A. (mamee - IlomoxkeHue) sBIsETCA JIOKAJIbHBIM
HopMmatuBHbIM akToM MBOY COII Ne 52 nrr. Mnbeckoro MO CeBepckuid paiiloH uMeHu [epos
Commanucrtuueckoro Tpyna Herpenkoro II. A. (manee - OpraHusanusi) ¥ OIpeneisieT MOPsSIoK U
yCII0BUS PabOThl COTPYJHHUKOB C 3JIEKTPOHHBIMU JAoKyMeHTaMHu B MIC, HEMOCPeACTBEHHO CBS3aHHBIMU C
UX TPYJIOBOM JEATENBHOCTHIO, C IPUMEHEHUEM IIPOCTON EKTpOHHOU noanucu (nanee - [1011).

1.2. VYuacTHMKaMH 5JEKTPOHHOIO B3aUMOACUCTBUS HA YCIIOBHUSX, ONPEIEICHHBIX HACTOSIIUM
[TonoxxenueM, gBIAIOTCS cOTpyaHUKH OpraHusaiuu, NoJnucaBiiie YBeIoOMIIeHHEe 00 03HAKOMIIEHUU C
[Tonoxenunem. OOpazen; YBenomieHnus npuseneH B [lpunoxkenun Ne 2 x Hacrosmemy Ilonoxxenuto.
[Toanucanue corpyanukom OpraHuzanuu YBeAOMIIEHHs] paBHO3HAYHO MPUCOEAUMHEHHIO K COTJIAIlIEHUIO
00 y4JacTUM BO BHYTPEHHEM 3JEKTPOHHOM JTOKYMEHTOoOOpoTe ¢ ucrnoib3oBanueMm [IDII Ha ycnoBusix
Hactosamero Ilomoxkenus B coorBercTBUM €O cT. 428 I'paxnanckoro koxaekca P® ("orosop
npucoeuHeHus").

1.3. Peastn3anus onpezeneHHbIx HacTossmuM [lonokeHneM yciioBuid IPUMEHEHUS IPOCTON 3JE€KTPOHHOM
NOJINMCH OOeCcleYnBaeT MpHUAAHUE IOPUINYECKONH CHIIBI BHYTPEHHHUM 3JEKTPOHHBIM JOKYMEHTaM
Opranuzanuu B UC, TpeOyromuM JIMYHON MOANKUCH COTPYIHUKA, U ONEPALUIM C HUMHU.

1.4. Hanmuue 1311 o6ecnieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM JoKyMeHTam B UC:

* IOJJIMHHOCTb - MOATBEPKACHUE aBTOPCTBA JOKYMEHTA;

* LIEJIOCTHOCTD - JOKYMEHT HE MOXeT ObITh U3MEHEH I10CIIe MOANNCAHMS;

* HEe OTPUILIAHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET OTKa3aThCsl OT CBOEH MOJIUCH.

1.5. JInst moanucanus 31eKTpOHHBIX 10KyMeHTOB B MIC ncrnonb3yercs npocras

ANIEKTPOHHAs] TMONMUCh - HH(OpMalnMs B 3JIEKTPOHHOW ¢opMe, KOTopash MPUCOEIUHEHA K JIPYyroi
uHpoOpMalUU B 3JIEKTPOHHON (hopMme (moanuchiBaeMoil HH(OpMAINH, JOKYMEHTY B 3JIEKTPOHHOM BHJIE)
WM MHBIM 00pa30oM CBSI3aHHAs C TaKOW MH(OpMaIMel, U KoTopasi UCTIOIb3yeTCs /IS ONpeesieHus JIulia,
MOJINHMCHIBAIOIIEr0 HH(POPMAITHIO.

1.6. B xauectBe nmyOmumyHoW wactu kiatoda [IDI1 ucmonb3yercs yHUKanbHOE HMMs YYETHOM 3allMCH,
npUMeHsieMoe il aBTopu3anuu nonb3oBatens B MC. B kauecTBe KOH(MIEHIMANBbHOM YacTH KIiroya
[I9I1 ucnonp3yercs naposb K y4€THOM 3aIHCH.

1.7. N3rotoBnenue (reHepanuio), Beigauy u peructpamuio B MC ykazaHHBIX B I1.1.6 UMEH MoJyib30BaTeNe
1 mapoJsiet ocymectsisier Pemmens A.f. (manee - OTBEeTCTBEHHBIN 3a TeXHHUECKYO Toaaepxky MC).

1.8. Maposnp momb3oBarens MC moxkeT ObITh M3MEHEH €ro BiaJeNblieM B JIOOOH MOMEHT Mocie
apropmzanuu B MC. PexoMeHnayercss M3MEHSATH MapoJib HE PEXE OJHOrO0 paza B Tpu Mecdama. [ns
CHIDKEHMSI pUCKa MOJ00pa Mapoisi ¥ HECaHKIMOHMPOBAHHOTO MCIOIb30BAHUSA JIPYTMM JIUIIOM KITFOYa
AJIEKTPOHHOMN MOJIMCH PEKOMEHAYETCS HE 3a/1aBaTh MapOJIH, CIIOJIb30BAHHBIE paHee.

2. TepMHHBI U OIIPEJEIIECHUS

B nannowm IlonoxxeHun UCnonb3yoTcs CASAYIOININE TEPMUHBI U UX ONPEICIICHUS:

2.1. Bmagenen npocToi AMEKTPOHHON MOAMKUCH - COTPYIHUK OpraHuzaiuu, moAnucaBinidi Y BeIOMIICHUE
00 O3HaKOMIIEHWU C HacTosmuM [lookeHHeM W HCMONB3YIOIMUNA UMS TOJIh30BATENs W MapOoJib IS
aBropuzanuu B C;

2.2. BHYTpEHHUH OJJIEKTPOHHBIM JOKYMEHT (nanee - JIOKyMEHT) - JOOKYMEHT OJHOIO W3 THUIIOB
JOKYMEHTOB, mpuBeAeHHbIX B IIpmnoxennn 1 x Hacrosmemy Ilonoxenuto, cozpganueii B MC B
ANEKTPOHHON (POpME U MOAMMUCAHHBIA JIEKTPOHHOMN MOAMUCHI0 COTPYIHHUKA (JIIEKTPOHHBIMU MOAMUCIMU
coTpyaHuKoB) OpraHnu3aiuu;

2.3. K104 3JIEKTPOHHOU MOAMKCH - YHUKAJIbHAsI MOCIEA0BATeIbHOCTh CUMBOJIOB, IIPEeIHa3HAUCHHAs AJIs
MOATBEPKIeHUS ¢ ucnoias3oBanuem cpeactBs MC nognmuanoctu 1311 B JlokymenTe;



2.4. peecTp BBIIAHHBIX KJIIOYEH HJIEKTPOHHOM moAmucu - xpassmuiics B MC cnucok yHUKaIbHBIX
MIOCJIEZI0BATEIBHOCTEN CHUMBOJIOB, COJEPXKALIUXCS B BBIJAHHBIX I0JB30BAaTESIM HMEHAaX YYETHBIX
3amucei u napossx;

2.5. peecTp OTO3BAaHHBIX KJIIOYEH 3JIEKTPOHHOM noanucu - Xxpansmuiics B UC crincok nons3zoBareneit UC,
y KOTOPBIX KIIFOYU 3JIEKTPOHHOH MOAMHMCH K MOMEHTY oOpallieHusi K JaHHOMY peecTpy ObLIM OTMEUYEHBI
KaK HEJICHCTBUTEIBHEIE;

2.6. mpoctas anekrponnas nognuch (I1911) - undopmanus B anekrponnoit popme B UC, Bo3HuKaromas B
MOMEHT BBINIOJIHEHUS BIIAJENbLIEM JJIEKTPOHHOW MOANKUCH KOMaHAbl mojnucanus JlokymeHra B
untepdeiice IC, moareepxaaromniasi NoIMHHOCTh JlokyMeHTa u/uiu ¢GakT O3HAKOMIJICHMS BiaJleNblia
[I91I1 ¢ [lokymeHTOM, KOTOpas B3aUMHO OJHO3HAYHO CBs3bIBaeTcsl C¢ JIOKyMEHTOM U BiaJeabLEM
MOATNCH;

2.7. mramn 1911 - BuzyanbHas oTMeTKa 00 3JIEKTPOHHOM MOAMHUCH, BKJIOYaromas pekBu3uThl [1911,
KOTOpasi aBToMaThuecku co3gaerca cpeacrBamu MC npu OTKpBITUM (BU3yalu3allvu) JOKyMEHTAa,
noanucanHoro [I9I1, B unTtepdeiice UC; Bpemsa dopmupoBanus [IDI1 oroOpakaercs B ImTamie o
yacoBoMYy Tosicy mnojs3oarens UC;

2.8. 00paboTKa >MEKTPOHHOTO JIOKyMEHTa - AeicTBus moisb3oBareis MC ¢ 3JIeKTPOHHBIM JOKYMEHTOM
cpenctBamu  MC, Bximovas, HO HE OrPaHUYUBAS’CH: CO3JlaHUEe, TMpoBepka, mnoxanucanue [IOI1,
uHpopMupoBanue apyroro nonb3osarens UC o qokyMeHTe, HOATBEPKICHUE MOTYUYSHHs, O3HAKOMIICHHE,
co371aHue KOMMU Ha OYMa)KHOM HOCHUTEJIE, OTKJIOHCHHE, YIAJICHHE.

3. ObecnieueHne OPUINIECKON CUIIBI BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. XKuznennsiit nukn JJoxkymenta B C Bkiroyaer: co3gaHue U Mpodue JIEHCTBUA MO ero o0paboTke,
oTpakeHue B yuere, a Takke xpanenue B C. C obGecnieunBaeT perucTpanuio JeHCTBUN MOIb30BaTeeh
¢ JlokyMeHTOM (JIOrMpoOBaHuUE) B TEUCHHE KU3HEHHOTO LIUKJIA.

3.2. Bce Bnagensupl [1911 nmpusnator paBHO3HayHOCTh cBoeil [1DI1 coOcTBEeHHOPYYHOU MOANKCH Ha
OyMa)KHOM HOCHUTEJIE.

3.3. Coznmanme [IDI1 B UC umHHIMUpYETCS COOTBETCTBYIOMIMM JnedcTBreM Biaaenbuna [IDI1, T.e. He
BBITIOJIHAETCS] aBTOMAaTUYECKH MJIM HE3aMETHO JJIs BiaJeiblia.

3.4. [Tomaomouns Bnaaensua [1311, noanucapmero JlokyMeHT, MTOATBEPKIAIOTCS B MOMEHT ITOIITACAHUS
JoxkymenTa B IC aBTOMAaTHUYECKHU IO MTOJIOKUTEIBHOMY PE3YJbTATy CIEAYIOINX IPOBEPOK:

* COOTBETCTBYIONIUH MOJIB30BaTENL aBTOpU30BaH B MC,

* COOTBETCTBYIOLIMI KJIIOY 3JIEKTPOHHOW MOJINCH BKIIIOUEH B PEECTP BBIAAHHBIX KIIIOUEH AJIEKTPOHHON
MOJIIUCH,

* COOTBETCTBYIOUIMI KJIIOY D3JIEKTPOHHOW IOANHUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
AJIEKTPOHHOW MOJIITHUCH.

3.5. Bpems ¢opmupoBanus 35eKTpoHHON monnucu Quxcupyercs cpeiacrBaMu MC mo rpUHBHYCKOMY
Bpemenu (UTCH0).

3.6. BHyTpeHHME 2JIEKTPOHHBIE TOKYMEHTHI, IiepeunciaeHHble B [lepeune, npuBenenHoM B IIpunosxkennn
Ne 1 k Hacrosmemy Ilonoxenuro, moamucanneie [I911, mpusnarorcs B OpraHusanuy paBHBIMH II0
IOPUINYECKOH crjle JOKYMEeHTaM Ha OyMa)KHBIX HOCHTEJISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOH MOANHUCHIO.
3.7. llons3oBarenu MC npusHaroT, yro Busyanusanus mramna 1911 npu nemoncTpanyu JlokymeHTa B
untepoeiice MC, BpimonHenHas cpenctBamu MC, sBIseTCS HEOCHOPUMBIM MOJTBEPXKAECHUEM (aKTa
MOJANKCAHUS JOKYMEHTa COOTBETCTBYIOUINM BiiazenblieM [1911 (Mo mMHHOCTh U HEOTPEKAEMOCTh ).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBISETCS IyTEM 3alMUcHU CBeAeHUM o JlokyMeHTax B apXuB
AJIEKTPOHHBIX JJOKYMEHTOB, KOTOPbIU sBjsieTcs yacThio MC.

3.9. Opranmzanus oOecreynBaeT TEXHUUYECKUMH W OPraHU3allMOHHBIMH MEpaMu 3aIlUTy OT
HECaHKIMOHUPOBAHHOTO JOCTyNa M TMPEAHAMEPEHHOTO YHUYTOXKCHUS W/WUIM HCKaXKEHHUS CBEICHUU O
JIoKyMeHTax B apXHMBE NIEKTPOHHBIX JOKyMeHTOB MC, a Takxe rapaHTUpyeT MOATBEPKIEHUE aBTOPCTBA
NOKyMeHTa, noanucanHoro 1311 aBTopa, B ToM yucie myTeM yTBEpKIAEHUSI IOUMEHHOIO OIPaHUYEHHOTO
CIIMCKA JIUI, UMEIOUINX paclIMpeHHble (aIMUHUCTPATUBHBIE) MpaBa AOCTYNA K apXHUBY 3JIEKTPOHHBIX
nokymeHToB UC.

3.10. Hoxymentsl xpaustca B IC B Tom (opmaTe, B KOTOpoM OHHM ObLTH co3naHbl. Cpok XpaHEHHS
JlokymeHTOB M cBefeHuM o JlOKyMeHTax He MOKeT ObIThb MeHee 3 (TpeX) JIET M Ompeaesercs B
COOTBETCTBUM C JIOKQIbHBIMH HOPMAaTUBHBIMU akTamMu OpraHuszallud WIM €€ CTPYKTYpPHBIX
MOJIpa3IeJICHHIA.



3.11. Komust 351eKTpOHHOTO TOKYMEHTa MOKET ObITh M3rOTOBIICHA (pacredaTana) Ha OyMa)KHOM HOCHTEJIE
cpenctBamu MC u 3aBepeHa cOOCTBEHHOPYYHOU moamuchio Biaaenbia [1DI1 mubo uneHamu KoMuccu,
BKIIIOYAKOIIEH B ce0s Kak MHHUMYM pyKoBomurtenss OpraHu3aluyd H JIAIO, UMEIOIIee PACIIMPCHHBIC
(aIMUHUCTPAaTUBHBIE) IIpaBa JOCTyIa K apXHBY IEKTPOHHBIX NoKymeHTOB MC. Komus snekTpoHHOro
JOKYMeHTa Ha OyMa)kHOM HOCHTENE JOJDKHA COJepKaTh BH3yanu3auuio Imrammna (mrammnoB) [1911,
MOATBEpKAarolyto, 4ro opuruHain Jloxkymenra mnoamucan IIDIl. AyTeHTHYHOCTH 3JIEKTPOHHOTO
JOKYMEHTA M €T0 KoMK Ha OyMakHOM HocuTele obecnieunBaercs cpencrtsamu HC.

4, HpaBa, 0053aHHOCTH U OTBETCTBEHHOCTH Biaaaciabna SHGKTpOHHOﬁ IIoAIINCH

4.1. Bnagenen 1311 umeer npaso:

* obOpamatbcst kK OTBETCTBEHHOMY 3a TexHMYeckyro mnoanepxkky WC s aHHynupoBaHMs (OT3bIBA),
IIPUOCTAHOBKH (BO30OHOBIIEHUS) IEHCTBUS IPUHAUIEKAIIETO MY KJIH0Ua JIEKTPOHHON MOIUCH;

* B Cly4yae HEOOXOJAMMOCTH 3aMEHbl, BOCCTAHOBJIEHUS KJIIOYa 3JIEKTPOHHOM MOANUCU OOpaTHThCA K
OTBeTCTBEHHOMY 3a TeXHHUUYecKyto noaaepxkky MC ¢ cooTBeTCTBYIOIICH MPOCKOOW M MOITYYUTh HOBBIN
KJIIOY 3JIEKTPOHHOM MOJIINCH;

* oOpamarbcsi K pykoBoAacTBYy Opranm3anuu it pa3dopa KOHQIIMKTHBIX CHTyalnuid (CIIOpOB),
BO3HHUKarOIMX npu npuMenenuu 11011 B UC.

4.2. Bnaneneu [1911 o6s13aH:

* BECTH O0OpabOTKYy BHYTPEHHHMX OJEKTPOHHBIX JOKyMEHTOB B MC B COOTBETCTBUM CO CBOMMHU
JOJKHOCTHBIMU O0S3aHHOCTSIMU;

* IPUHUMAaThb BCE BO3MOXHBIE MEpPbHI U1 NPEAOTBPAILICHUS HECAHKIIMOHUPOBAHHOI'O MCIOJIb30BaHUS
CBOETO KJII0Ya 3JIEKTPOHHOM MOJIINCH;

* HY IIPU KaKUX YCJIOBUSX HE NIEPENaBaTh KIIK0Y dJIEKTPOHHOU MOANNUCH APYTUM JIMLIAM;

* P KOMIIPOMETAllMM CBOEro KJIOo4Ya »3JIEKTPOHHOM MOJANUCH HE3aMEIJIUTENIbHO O0paTUThCS K
OTBeTCTBEHHOMY 3a TeXHUYECKYI0 noaaepxky MC st mpuocTaHOBKU AEUCTBUS NMPUHALIEKALIETO EMY
KJIFO4a JIEKTPOHHOM ITOJIIUCH.

4.3. Bnanenen IIDII Hecer nuYHYI0 OTBETCTBEHHOCTh 3a COXPAHHOCTb CBOETO KIIOYA 3JIEKTPOHHOU
MOJIKCH U €r0 3alUTy OT HECAHKIIMOHUPOBAHHOTO UCIIOJIb30BAHMUS.

5. Texnonorus npumenenus cpenacts [19I1 B UC

5.1. Jna mpumenenus I[IOI1 B UC Bnagensuy IIDI1 Heobxommmo aBtopuzoBathess B MC ¢
UCMOJIb30BaHUEM MYOJIIMYHON M KOHpUIeHIIMaIbHOH yacTeil kinroua [1311 (ums monp3oBatesst U mapoib).
[Tonnucanue JlokymMeHTa BHIIONHSAETCS MyTeM HakaTus Ha kHomnky "lloanucars" B unTepdetice UC.

5.2. Undopmanus 060 Bcex BBIJAHHBIX MOJIH30BATEIIO KITFOUAX IEKTPOHHON MOJIHUCH, AaTaX MOTyYeHHS
U IIpeKpaiieHus ux aenctsus (u3bpatus) xpanurcsa B UC nocTosHHO.

5.3. Ilpu mpekpamenun y coTpyaHuka OpraHuzalMy JODKHOCTHBIX OO0si3aHHOCTEH Mo 00paloTke
BHYTPEHHUX 3JIEKTPOHHBIX JIOKYMEHTOB C Mcnoiab3oBaHueM [IO11 nnu npu yBOJIBHEHHH COTPYIHUKA €r0O
KJIFOU BHOCUTCSI B PEECTP OTO3BAHHBIX KJIHOYEH 3JIEKTPOHHOM nmoanucu OTBETCTBEHHBIM 33 TEXHUUYECKYIO
noanepxky MC. C MOMeHTa BHECEHUS KITI04a B PEECTP OTO3BAHHBIX KIIFOUEH AJIEKTPOHHOW MOANUCH BCE
nocneayomue JlokymenTsl, noanucanusle 3tod IIOII, HE cumTaroTcs MOANKMCAHHBIMM HaJUIEKAIIUM
o0pazom, T.e. MOMUCHI0, PABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3aKIIIOUYUTEIBHBIE TI0JI0XKEHUS

6.1. Hacrostiee IlonoxeHne BCTynaeT B CHITy C JaThbl YTBEPIKICHUS.

6.2. Tekcr Ilomoxenuss paszmemntaercss B MC. Cmoco0 gocTtyma K akTyalbHOW Bepcuu [lomoxeHus
OIHCHIBAETCS B M0OJIb30BATENbCKOM TokyMeHTanuu k YC.

6.3. Texcr Ilomoxenuss xpanutcs y CwmerannukoBo [.E. u mpepocraBisieTcss COTPYIHUKAM
Opranuzanuu 1o 3armpocy.

6.4. ToxymenTtsl, co3ganuble B MIC u nognucannsie 11911 B coorBeTcTBUM ¢ HactosimuM [lonoxxenuewm,
MIPU3HAIOTCS FOPUIUYECKU 3HAUUMBIMU C JaThl yTBepokaeHus [lonoxenus.



