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INOJIOKEHHUE

OB UCIIOJIb30BAHHUH ITPOCTOM SJIEKTPOHHOM O CH

1. O0mme motokKeHUs

1.1. Hacrosmee Ilonoxenne 06 MCIOJIb30BaHUM MPOCTON 3JIEKTPOHHOM MOANUCH (Jlanee
[Tonoxenue) siByse€TCS JOKAIBbHBIM HOPMATUBHBIM aKTOM MYHUIIMIIAILHOIO aBTOHOMHOT'O 00pa-
30BaTenbHOrO yupexaeHus «Cpemssisi oOmieobpasoBarenbHas mkoma Ne 13» (mamee MAOY
COHLI Nel3) u ompenensieT MOpsIIOK U yciaoBus 3aBepeHus: corpyanukamu MAOY COII Nel3
AIIEKTPOHHBIX JIOKYMEHTOB B MH(POpPMAIMOHHBIX cuctemax (nainee - C) ¢ npumeHeHreM Mpo-
CTOM 3eKTpoHHOM noanucu (ganee - [1211).

1.2. TIDII ucnonb3yeTcs B ciydyasix, Korja He TpeOyeTcs MCI0JIb30BaHUe KBATU(pULIUPO-
BaHHOM 2JIEKTPOHHOU MOJIHUCH.

1.3. Peanuzanus onpeneneHHbIX HactosmuMm IlosoxeHneM yciaoBHil NPUMEHEHUsS MpO-
CTOHM 3JIEKTPOHHOM MOJMMCU 0OecreynBaeT MpHJIaHHe IOPUANYECKON CHIIbI BHYTPEHHHUM JIOKY-
meHTaM MAOY COII Nel3 B UC, TpeOyromuM JTUYHOM MOAMUCH COTPYAHHUKA, U ONEPAIUsIM C
HUMH.

1.4. Hanuuue TI0I1 obecieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM JJOKYMEHTaM B MH(OpMa-
[IUOHHBIX CUCTEMAX:

* IOJIMHHOCTB;

* LIEJIOCTHOCTD - IOKYMEHT HE MOXKET ObITh U3MEHEH I0CIIe MOANUCaHNS;

1.5. Jokyment, noanuckiBaembiit [1911 B IC nomkeH ObITH B HE peaakTHpyeMoM (op-
Mare.

1.6. lna moamucaHus 3JIEKTPOHHBIX NOKyMeHTOB B MC ucnonb3yercs mpocras 3Jek-
TPOHHAs MOJNKUCH - HH(OPMaLKs B 3JIEKTPOHHOU (hopMe, KOTopas MPUCOEINHEHA K JIpYroi MH-
dbopmaru B IEKTpOHHOU (popme (ToanuchiBaeMor HHPOPMAIUH, TOKYMEHTY B JJIEKTPOHHOM
BHJIC) WJIM UHBIM 00pa30oM CBsI3aHHAs ¢ TaKoW MHGPOpPMAIHEH, U KOTOpast UCIIOIB3YeTCs JIJIsl OTI-
peneneHus Inua, MOAMUCHIBAIOLIET0 HHPOPMAIHIO.

1.7. B xauectBe nmyonauuHoii yactu kiatoua [1311 ncnomnp3yercst yHUKaNbHOE UM YUETHON
3arucH, MpUMeHsieMoe JUIsl aBTopu3anuu noias3oBareis B IC. B xauecTBe koH(UIEHIMATBHOM
yactu kimoua [ID3I1 ucnons3yercs naposb K y4ETHOM 3aIlUCH.

1.8. Usrorosnenue (reuepanuio), Beiaauy u perucrpanuto B IC ykasanssIx B 11.1.7 nuMeH
M0JIb30BATENEH U maposiel OCyIIEeCTBIIsIET OTBETCTBEHHBIN coTpynHuK (aamunuctpatop) UC.

1.9. ITaposnp monb3oBatens IC MoxeT ObITh H3MEHEH €T0 BJIAJICTBIIEM B JIFOOOH MOMEHT



nocie apropuzanuu B UC. PekomeHayeTcss 'BMEHATH MapoJib HE PEXKE OJHOTO pa3a B TPU MeCs-
na. /s cHIKeHUs pucka noadopa mapoiisi ¥ HECAaHKIIMOHUPOBAHHOTO HMCIIOJIB30BAaHHS JPYTUM
JIUIIOM KJIFO4Ya I—)HCKTpOHHOfI noArnucu pEeKOMCHAYCTCA HC 3adaBaTb IAapoOJid, WUCIOJIb30BAHHBIC
paHee.

2. TepMuUHBI H ONpeaeIeHHSsI

B nannom IlonoxeHun ncnonb3yroTes CAEAYIOIMNE TEPMUHBI U UX ONIPEIEIICHUSA:

2.1. Baajesen npocToi 3J1eKTPOHHOU moanucu - corpyaHuk MAOY COII Nel3 | na-
JIEJICHHBIA TOJIHOMOYMSIMH MOJANUCH TOKYMEHTOB, UCIIOIb3YIOIIUN UMS M10JIb30BATENS U NAPOJIb
1u1st apTopusanuu B UC;

2.2. DIeKTPOHHBIN AOKYMeHT (nanee - JIokyMeHT) - JOKyMEHT OJIHOTO U3 HE pelaKTH-
PYEMBIX THUIIOB JOKYMEHTOB, CO3JaHHBINA B AJIEKTPOHHON (pOpPME M MOANMMUCAHHBIN 3JIEKTPOHHOM
MOJIHUCHIO COTPY/IHUKA;

2.3. Kuirou 3J1eKTPOHHON MNOANMCH - YHUKAJIbHAs MOCIEAOBATEIbHOCTh CHUMBOJIOB,
NpeAHa3HayeHHas Uil MOATBEPkKACHUS ¢ ucnoib3oBanueM cpencts MC noamuunoctu 11911,

2.4. IIpocras 3aexkrponnas noanucek (II3II) - uadopmanus B nekTpoHHON (hopme B
NC, Bo3HUKarOL[asi B MOMEHT BBIIIOJIHEHUS BJIAJAEINIbLIEM JIEKTPOHHON MOJANKUCHA KOMAH/bl MO~
nucanus Jlokymenra B maTepdetice MC, moarBepkaaromas moaaInHHOCTh JloKyMeHTa u/ninm
¢dakt o3HakomieHust Biazaensia [I13I1 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJHO3HAYHO CBSI3bIBA-
ercs ¢ JIokyMEHTOM U BIaJeNbLEM IOIUCH;

2.5. lramn IIIII - Bu3yanbHast 0OTMETKA 00 3JEKTPOHHOM MOJIUCH, BKITIOUYAIOIIAs PEK-
Bu3uThl [IOI1, koTopast aBTomaTnuecku co3naercst cpeacrsamu VIC mnpu OTKpBITUN (BU3yalu3a-
nuu) nokymenta, noamucannoro IIDI1, B untepdeiice UC; Bpems dopmuposanus [19I1 oto-
OpakaeTcsl B LITaMIIE 110 YaCOBOMY Mosicy noib3oBarens VC.

3. Obecrnieyenne PUAHIECKO CHIIBI BHYTPEHHHX 3JIEKTPOHHBIX TOKYMEHTOB

3.1. XKuznennsiit muka Jlokymenrta B IC BKiro4aer: co3/laHue W MPOYME JIEHCTBUS T10
ero o0paboTke, oTpakeHue B yuere, a Takxke xpanenue B C. UC obGecnieunBaeT peructpariuio
JIlelCcTBUI moJb3oBarenei ¢ JJokyMeHToM (JIOTUPOBaHKE) B TEUEHUE KUZHEHHOTO IHKJIA.

3.2. Bcee Bnagenbubl [1911 npusHatoT paBHO3HauHOCTH cBoel I1DI1 cobcTBEeHHOPYUHOM
HOJNKMCH Ha OyMa)XHOM HOCHTEJIE.

3.3. Coznanue [IDOII B MC mHHMIMUpyETCS COOTBETCTBYIOLIMM JEHCTBHEM BIIAAENbLA
IT311, T.e. HE BBINONHSETCA aBTOMaTUYECKH WM HE3aMETHO U1 Biajensua [1O]11.

3.4. Ilonnomouns Binagensua [1911, noanucasmero JloKkyMeHT, MOATBEPKAAIOTCS B MO-
MeHT noanucanus Jlokymenta B MC aBTOMaTHYECKH MO MOJIOKUTEIIBHOMY PE3yibTaTy CIEIy0-
HIMX TPOBEPOK:

—COOTBETCTBYIOLIMI OJIb30BaTENb aBTopUu3oBaH B MIC,

—COOTBETCTBYIOLIUI KJIH0Y 3JIEKTPOHHOM MOANNMCH BKIIIOUEH B PEECTP BBIJAHHBIX KIIIOUEH
JIEKTPOHHOM MOJIINUCH,

—COOTBETCTBYIOLIUHN KJIH0Y 3JIEKTPOHHOM moanucu orcyrcTByeT B peectpe UC.

—OTO3BaHHBIX KJIFOYEH 3JIEKTPOHHOM MOIIUCH.

3.5. Bpems ¢hopmupoBanus 31eKTpoHHOM noanucu ¢pukcupyercs cpeactsamu UC.

3.6. BayrpenHue 351eKTpoHHBIE TOKyMeHTHI, moanucanabie 11311, nmpusnatorcs 8 MAOY



COHI Nel3, paBHBIMHU TIO IOPUIUYECKON CHIIC JOKYMEHTaM Ha OyMa)KHBIX HOCHTEISIX, 3aBEPEH-
HBIM COOCTBEHHOPYYHOH MOJIHCHIO, 32 UCKIIOYEHUEM CITy4aeB HEOOXOJMMOCTH UCIIOIb30BAHUS
KBAJTM(UIUPOBAHHON JIEKTPOHHOM MOAMUCH B COOTBETCTBUH C 3aKOHOJATENbCTBOM PO.

3.7. Ionw3oBarenu UC npusHatot, yto Busyanusauus mwramna [I911 npu nemoncrpanuu
Hokymenra B unrepdeiice UC, Boimonnennas cpenctamu MC, sBisieTcs HEOCTIOPUMBIM IO~
TBEp)KJIeHUEM (pakTa MOJIMUCAHUS JOKYMEHTa COOTBEeTCTBYIOIIMM Biaaenbiem [I9I1 (mommun-
HOCTb U HEOTPEKAEMOCTb).

3.8. Xpanenue JlOKyMEHTOB OCYIIECTBIISACTCS NyTEM 3allMCU CBeAeHU 0 JlokymeHTax B
apXUB AIEKTPOHHBIX TOKYMEHTOB, KOTOPBIH siBisieTcs yactbio MC.

3.9. MAOY COUI Nel3 obecrieunBaeT TEXHUYECKMMH M OPraHU3allMOHHBIMH MEpaMHu
3alIUTY OT HECAHKIIMOHUPOBAHHOTO JOCTYIA U MPEAHAMEPEHHOTO YHUUTOKEHHS H/UITH HCKaXKe-
HUA cBefieHUM o JlokymeHTax B apxXuBe 3JIEKTPOHHBIX J0KyMeHTOB MC, a Takxe rapanTupyeT
MOJATBEPKJIEHUE aBTOPCTBA JAOKyMeHTa, noanucadHoro [I9I1 aBropa, B ToM uucie nyreM yT-
BEPIKJICHUSI TOMMEHHOT'O OTPAaHMYEHHOTO CIHCKA JIUI, UMEIONINX pacllupeHHble (aIMUHUCTpPA-
TUBHBIE) MIpaBa OCTyNa K apXUBY ANEKTPOHHBIX T0KymMeHToB HC.

3.10. HoxymenTtsl xpaustcs B IC B Tom hopmare, B KOTOPOM OHH OBLITU CO3/IaHBI.

3.11. Konus 31eKTpOHHOTO JOKYMEHTa MOXET OBITh M3TrOTOBJICHA (pacredyaraHa) Ha Oy-
MakHOM Hocutene cpenctBamu MC u 3aBepeHa coOCTBEHHOPYYHOM MOAMUCHIO Biajaenbia 1311,
Konwust 31eKTpOHHOTO JOKyMEHTa Ha OyMa)kHOM HOCHUTEJIE JOJDKHA COAEPIKATh BU3YAIN3aLUIO
mrramna (mwramnos) [1911, moarsepxaatontyto, uto opuruHain Jlokymenta nogmnucan [1911.

3.12. AyTeHTHYHOCTH DJIEKTPOHHOTO JOKYMEHTA M €r0 KONMHWU Ha OyMa)KHOM HOCHTEIe
obecnieunBaercs cpencrsamu NC.

4. TIpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTH BJIAJEIbIA JIEKTPOHHOM MOIIMCH

4.1. Bnageneu 1911 umeer npago:

— o0pamarbcsi K OTBETCTBEHHOMY 3a TeXHHYECKYr0 noanepxkky UC nis aHHyTupOBaHUS
(0T3bIBa), MPUOCTAHOBKH (BO30OHOBIICHHUS) NEHCTBHUS MPHHAJJISKAIIETO €My KII04a 3JEeKTPOH-
HOM IIOJMNHUCH;

— B cllyyae HeoOXOJMMOCTHU 3aMEHbl, BOCCTAHOBJICHMs KJIH04a 3JEKTPOHHOM MOIIHCH
0o0paTUThCS K OTBETCTBEHHOMY 3a TexHU4eckyro noaaepxky MC ¢ cooTBeTcTBYrOMIEH MPoch0oit
Y TIOJIYYUTh HOBBIW KIIFOY 3JIEKTPOHHOM MOJIUCH;

— oOpamarbcs K AUPEKTOpY, sl pa30opa KOH(MIMKTHBIX CUTYyaluil (CIIOpOB), BO3HU-
karomux npu npuMenenuu 11911 8 UC.

4.2. Bnagenen [1911 o6s13an:

— BecTH 00paboOTKy BHYTPEHHHX JJIEKTPOHHBIX NOKyMeHTOB B MIC B COOTBETCTBHH CO
CBOMMH JIOJKHOCTHBIMH 00SI3aHHOCTSIMU;

— TPUHUMATh BCE BO3MOXKHBIC MEPHI ISl TPEAOTBPAIIEHUST HECAHKIIMOHUPOBAHHOTO M C-
MOJIb30BaHHUSI CBOETO KJTFOYA SJIEKTPOHHOM MOIITUCH;

— HM IPU KaKUX YCIOBUSX HE MEPeIaBaTh KIHOY 3JIEKTPOHHOM MOAMUCH APYTUM JIUIIAM;

— MPU KOMIPOMETAIMH CBOETO KIF0Ya 3JIEKTPOHHON MOJMUCH He3aMeMIUTENbHO 00pa-
TUTHCSI K OTBETCTBEHHOMY 3a TeXHUYECKYIo noaaepxkky MC s mpruoCTaHOBKHU JAEUCTBUS MIPU-
HaJJIeXKAILEro eMy KJIoua 3JIEKTPOHHOM MOIHUCH.

4.3. Bnagener [1211 HeceT MTUYHYIO OTBETCTBEHHOCTh 32 COXPAHHOCTH CBOETO KITFOYA
AIIEKTPOHHOM TTOMKCH H €T0 3aIUTy OT HECAHKIIMOHUPOBAHHOTO UCTIOIH30BaAHMUSI.



5. Texuouorusi npumenenus cpeacts I B UC

5.1. s npumenenus 11911 B UC Bnagensiry [1911 Heo6xoaumo aBropusoBathes B VIC ¢
UCTIOJIb30BaHUEM NyOJIMYHON 1 KOoH(uAeHInanbHOoM yacTel kiaroua [IDI1 (MMs nmonp3oBarens u
naposb). [loanucanue JlokyMeHTa BBINONHSIETCS yTeM Haxkatus Ha kHonky "[lognucars" B uH-
tepetice C.

5.2. Undopmarus 000 Bcex BBIJAHHBIX MOJB30BATENI0 KIHOYaX 3JIEKTPOHHOW MOAMMCH,
JIaTax MoJydyeHHs U MpeKpalleHus ux aerucTBus (u3bsatus) xpanutcs B MIC mocTosiHHO.

5.3. [Ipu npekpamennu y corpyaaunka MAOY COILL Nel3, nomkHOCTHBIX 00s13aHHOCTEH
1o 00paboTKe BHYTPEHHUX AJIEKTPOHHBIX IOKYMEHTOB ¢ ucnoib3oBanueM 1311 v npu yBosb-
HEHUM COTPYAHMKA €T0 KJII0Y BHOCHUTCSI B PEECTP OTO3BAHHBIX KIIFOUEH 3JIEKTPOHHOM MOANMCH.
C MOMEHTa BHECEHHS KJII0Ya B PEECTP OTO3BaHHBIX KIIOUEH 3JIEKTPOHHOM MOJMKUCH BCE MOCe-
nytorue JlokymenTsl, noanucannbie 3Toi [, He cunTaroTcs MOANMCAaHHBIMHU HaJUICKALUM
00pa3om, T.€. MOANKCHI0, pABHO3HAUYHON COOCTBEHHOPYUHOM.

6. 3akaIounTeNbLHbIC HOJ0KeHUS
6.1. Hacrosiee [lonosxeHne BCTymaeT B CHITY € JaThl YTBEPHKICHUSI.

6.2. loxymenTsl, co3nanubie B UC u noanucannsie 1311 B COOTBETCTBUU ¢ HACTOSIIIMM
[TonoxxenneM, MPU3HAIOTCS IOPUANIECKH 3HAYMMBIMU C 1aThl yTBepkaeHus [lonoxenus.



