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06 YTBEpHACHH I Hlonomxenus o OPHAKE NCIOJB30BAHNUN MPOCTLIX 3JIEKTPOHHBIX OATINCeH B

CHCTEME BHYTPEHHEr0 3JeKTPOHHOro HokymenToo6opora 8 F'KOY VP «llixoaa Ne 92»

B uenax opranmsanmy pabots: 8 TKOV VP «lllkona Ne 92 m p i K 2 3 BI B 4 10:
1. Yreepmure TlonojxeHHs 0 HOpsIKe HCIONB30BAHMA HPOCTEIX 3NEKTPOHHBIX MOTIHCEH B
CHUCTEME BHYTPEHHETO 3IEKTPOHHOI0 HoKyMeHT0000poTa B 'KOY VP «llikona Ne 92y (IIpumoxenwe).

2. KoHTpoib 32 HCHOIHEHKEM IIPHKA3a OCTARISIO 3a COBOIL.

W.o. mupexropa 7Y E.B. IlaBmoRa
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Tepa AKOY YP «llkoma No 92

—
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HNOJIOXKEHUWE

0 MOPANKE HCIIONB30BAHUS POCTRIX 3JeKTPOMHBIX MO/Mucell B cHCTeMe BHYTPEHHETO
3JIEKTPOHHOr0 noxyMeHrToobopoTa B TKOY VP «lllxona Ne 92
1. Obuiue mosoKeHIS
1.1. Hacrosimee Tlonoskerne o0 HCHOMB30BAHMM MPOCTOH 3MEKTPOHHON IONMHCH I BHYTPEHHETO
SJIEKTPOHHOTO JokymeHToobopora B KOV VP «Ulxoma Ne 92» (manee - IlonoeHHe) SBISETCH
JIOKaNBHBIM HOPMATHBHBEIM akToM [KOVY VP «Illkona Ne 92 (mamee - Opranusaiysa) @ ONpPENENIET
HOPANOK H YCIOBHS pabOThI COTPYAHHKOB C HICKTPOHHBIME MOKyMeHTam¥ B MH(opMannorHoi CHcTeMe
(manee — VIC), HETIOCPENCTBEHHO CBI3AEHBIME C HX TPYI0BOH HEATENBHOCTHIO, ¢ TPHMEHEHHEM IPOCTOI
SIICKTPOHHOM nmommuc (manee - [T3711).
L2, VvyacTRuKaMy 3JIEKTPOHHOTO B3aUMONEHCTBAS HA YCIOBHAX, OMPEACHCHHBIX HACTOSLILHM
Honoxenuem, sBAr0TCS COTpynHuKH OpraHu3aniy, MOIUCABIIHE Y BEIOMICHNHE 00 O3HAKOMIEHHH C
[Tonoxennem. O6pazenr Veenmomnesus npusened B I[IpUIONKEHHH XK HACTOSIIEMY LIOJNOMCHHIO.
Honnucanwe corpynnuxom Oprarusanuu YBeIOMIERHS PABHOSHAYHO PHCOSIUHEHHIO K COTNAIIEHHIO
00 y4acTUM BO BHYTPEHHEM SJIEKTPOHHOM NOKYMEHTOOBGOPOTE ¢ HCHOMn30BanreM I1ISI1 Ha yCIOBHSX
Hacrogmero Ilonoxenus B coorsercrBuu co cr. 428 DIpaxmamckoro xozexca PO ("Ilorosop
[IpucoenuHerus").
1.3. Peanusaums onpeneneHEEX HacToAWmM [[0OTOKEHHEM YCIOBHH TPHMEHEHIS IPOCTOMH 3JIEKTPOHHOH
MOANMCH OOeCrieunBaeT TpPHAAHHE IOPHIHYECKON CHJIBI BHYTPEHHHM INEKTDOHHBIM TOKYMEHTAM
Opranusanny B VC, TpeByrommm JHOR TOITHCH COTPYIHHKA, 1 ONEPALEIM C HilMH.
1.4. Hanmaue 1911 obecneynBaet By TpeHHAM 3IEKTPOHHBIM HOKyMeHTaM 8 VIC:
° NOJUIMHHOCTS - [IOATBEPIKICHHUE aBTOPCTRA [HOKYMEHTA;
¢ LEIIOCTHOCTS - NOKYMEHT HE MOKET OBITh W3MEHEH [OCIIE TONIHCAHAL,
° HE OTPHLAHKE ABTOPCTBA {HEOTPEKAEMOCTE ) - aBTOP HE MOMKET OTKa3aThCA OT CBOEH IO MMIKCH.
1.5. Jlns nonmucaHus SMeKTPOHHBIX MOKYMEHTOB B UC HCIIONIb3YETC s MPOCTasi 3N1€KTPOHHAsS ITOIIUCE -
HH(OpMalys B 21EKTPOHHOI (QopMme, KOTOpad NPHCOSIHHEHA K Apyro# nHQOpManuH B 3JIEKTPOHHOM

bopme (noamucriBaeMoO HHYOPMALEH, HOKYMEHTY B SNEKTPOHHOM BH/IE) KIIH UMM o0pazoM cBs3aHHAS



C Tako¥ wH(OpPMAIMEH, B KOTOpas WCIONB3YeTSa AN OIPENeNeHUs JHila, [MOANKCHIBAIOIIErO
HHGOPMAIUTO.
1.6. B xauectBe myOmmuno#f wactu wmoua [IDT] ucmonb3yeTcs YHUKAJIBHOE WM YYETHOU 3aITHCH,
IpUMEHSIEMOE [i7ist apTopr3anuy nonb3osarers B VIC. B xadecTBe KoHuACHIHATBHON yacTu Kimoua [1911
HCIIONB3YETCS apOib K YUETHOH 3arucHu.
1.7. MzroroBnenue (reHepaliio), Beiauy u peructpanuro 8 UC ykasanseix B 11.1.6 EMeH Hoib30BaTeedi
H IapoNied OCYIIECTBIAET CHCTeMHBIH amvuaucTpatop I'KOY VP «lllkona Ne 92» (pmamee -
OTBETCTBEHHBIH 32 TeXHHYECKYHO monnepxky MC).
1.8. Tlapoms nomesoBatens MC MoxerT GbITE W3MEHEH ero BIameNblieM B J000# MOMEHT MOCTe
aBropusanuu B VIC. PexoMeHIyeTCs H3MEHATE HapoJib HE PEXKE OIHOr0 pasa B TpH Mecsana. JIId CHIKeH
pHECKa moAd0pa Naposis ¥ HECAHKIKOHHPOBAHHOTO HCHONBE30BaHMUS JPYTHM JIKLOM KII0Ya 31eKTPOHHOI
IOATHCH PEKOMEHIYETCS He 3a8aBaTh HapONd, HCIOIL30BAHHEBIE paHEE.

2. TepMHHBI U OIpeIeTeHus
B nantom ITonoxeHIH HCIIONB3YIOTCS CAENYIOMIHE TEPMUHBI ¥ UX OTIPelIeIcHHI:
2.1. Buanenen npocToil SMEKTPOHHOMN HoIMCH ~ cOTpyanuK OpraHuzauyy, IOANUCABINHI Y BEeIOMIIEHHE
00 O3HAKOMIEHNY C HACTOSIIMM I[lOJIOMEHHEM W WCHONB3YIOMuUM HMS HOJB30BATENs M NAPOIb UL
aBTOpM3aliy B VIC;
2.2. BHYTpeHHUH 3NIEKTPOHHBI JOKYyMEHT (nanee - [[OKyMeHT) - JOKYMEHT OJHOTO H3 THIIOB JOKYMEHTOB,
npuBenesHeX B [punoxennn 1 k vactoamemy [Tonoxeruto, coznanneii 8 IC B anekTpoRHOH QopMe 1
IOMNNUCAHHBIA 3TEKTPOHHOH NOMIHCHIO COTPYNHWKA (DIEKTPOHHBLIMH IOLNHCIMH COTPYIHHKOB)
Opranusarnuy;
2.3. KJII0Y 3IEKTPOHHOMN MOANHCH - YHHKAIBHAS MOCKENOBATEILHOCTE CHMBOJIOB, IPEIHA3HAYCHHAS [T
TIOATBEPKACHUS ¢ Ucroib3oBanueM cpeacts MC nognuarocTy 1511 8 JloxymenTe;
2.4. peecTp BBINAHHBIX KIFOUEH 3MEKTPOHHON MOAMHCH - XpaHsiuici B VC CIMCOK YHHKAIBHBIX
TIOCJIEN0BATEIBHOCTEH CHMBOJIOB, CONEPKALIKXCS B BEITAHHBIX [OJB30BATENSIM UMEHAX YUETHBIX 3alUCeH
U [apoJIsx;
2.5. peecTp OTO3BAHHBIX KITFOUEHN 3EKTPORHOM HoAmucH - Xparsinuiics 8 MC cnucok mons3osateneii VC,
KJIIOYH 37IEKTPOHHOH ITOJNMCH KOTOPBIX K MOMEHTY 00palieHus K JaHHOMY PEECTPy OBLIH OTMEUEHBI KaK
HENEUCTBUTEIIHHBIE,
2.6. mpocrast anexTporHas noanucs (I1511) - uHGOPMAIIHA B 3TEKTPOHHOLN ¢dopme B MIC, Bo3nuKaromas 3
MOMCHT BBIIOJIHEHNS BIANENbIEM S3JICKTPOHHOM TITONMNHCH KOMAaH/Abl NOAmncaH€us J[OKyMeHTa B
unTepdetice MC, monrsepixnaromas noataasocTh JIoKyMeHTa H/4mi (AT O3HAKOMIICHHS BIAKENbIA
1311 ¢ [lokymMeHTOM, KOTOPas B3auMHO OIHO3HAYHO CBI3BIBACTCA ¢ J{OKYMEHTOM ¥ BIAEbIEM HOMIHUCH:
2.7. wramn II0I1 - Bu3yanbHas orverka o6 3MEKTPOHHON NONITHCH, BKIIOYAOIIAS pexBu3uThl 11211,

KOTOpas aBTOMATHHECKU cosfgaerca cpenctsamy MIC mpu OTKpeITHH (BH3yanusanny) JOKYMEHTa,



noamucanuoro [I1301, B unTepdetice MC; Bpems dopmuporanus [ID1] orobpaixaercs B mramme 1o
4acOBOMY Tosicy ronk3orarens VC;

2.8. 06paboTKa 3JIEKTPOHHOTO HOKyMEHTa - nedcTBus monb3osarers VIC ¢ 3/eKTPOHHBIM JOKYMEHTOM
cpenctBamu VIC, Brmouas, HO HE OrpaHWYHBAsCH: CO3daHue, MpoBepka, nonanucanue [IOII
HH(OPMHPOBaHKE IPYToTo Mosk3oBarens YIC 0 JOKyMeHTe, MOATBEPKICHUS OJTyUeHUS, O3HAKOMIICHHE,
CO3JaHue KoMUY Ha OyMaKHOM HOCHTEJE, OTKIIOHEHHE, YIAICHNE.

. Obecnieuerne IOPI'I,HHLICCKOI\;I CHJIBI BHYTPCHHHUX 3JIEKTPOHHBIX NOKYMEHTOB

(U8}

1. JKusuennsili muxn Joxymenta B VIC BrmowaeT: cozmauue W npoude AeiicTeug 1o ero o6paboTke,

(U8)

OTpaXkeHLE B yuere, a Takke xpadenne B IC. FC olecrnieunBaeT peTHCTpaIlHIO JeicTREN ONb30BaTENel
¢ JIoKyMeHTOM (JI0THpOBAHNE) B TESUSHNE JKU3HEHHOTO IHKIIA.

3.2. Bcee pragensuel [I3I1 mpH3Har0oT paBHO3HAUHOCTH cBoei [1DI1 COOGCTBEHHOPYYHOW MOANMHCH HA
OyMa’KHOM HOCHUTENE.

5.3. Cozpanue II211 B VIC wHMIMEpYETCs COOTBETCTBYIOMEM AeicTBheM Biagenbia IISII, T.e. He
BBITIONHAETCS aBTOMaTHYECKH UITH HE3aMETHO 1T BIaASbIIa.

3.4. Tlonromouus Bnagensua [I311, moamucasmero JJOKyMEHT, TOATBEPIKIAFOTCS B MOMEHT IIO/IIHCAHT
HoxymenTa B IC aBTOMATHUECKH O MONOKUTETLHOMY PE3YILTATY CIIEAYIOMHX NTPOBEPOK:

° COOTBETCTBYIOILAH TONb30BATENs aBTOpU30EaH B UIC,

° COOTBETCTBYIOLIME KIIFOY 3IEKTPOHHON MOAINCH BEIIOUEH B PEECTP BBiTAHHBIX KIIOYEH 3JIEKTPOHHO
IO/ITTUCH,

® COOTBETCTBYIOLIMI KIIFOY JJIEKTPOHHOYN TMTONNMCH OTCYICTBYET B PEEeCTpPe OTO3BAHHBIX KIHOUEH
SJIEKTPOHHOM IOIIHCH.

3.5. Bpemsi GopMHpPOBaHMS 3IEKTPOHHON mommucH (QukcupyeTcs: cpencTsamu YMIC [0 TPUHBHUCKOMY
Bpemenu (UTC+0).

3.6. BHYTpeHHUE 3IeKTPOHHbIE TOKYMEHTHI, noAnucanusie 1371, npusHarorca B Oprasusaius paBHBIME
10 FOPHIOMYECKON CHJIE HOKYMEHTaM Ha OyMaKHbIX HOCHTEIX, 3aBEPSHHLIM COOCTBEHHOPYUHOMH
HOJIHCEIO.

3.7. IMome3zoBarenu VC npuzHaoT, 9to Busyamasamwms mravna 11311 mpyr nemonctpanuu J[oKyMeHTa B
untTep(etice MC, BomonrenHas cpexcteamu WC, dBISETCS HEOCIIOPUMBLIM IICATBEPKASHUEM (DAKTa
NOJIUCAHUS TOKYMEHTA COOTBETCTBYOIIHUM BiaaaenblieM I1OI1 (ToamuHHOCTE B HEOTPEKAEMOCTE).

3.8. Xpauerue JIOKyMEHTOB OCYIUECTBIZETCA IMyTe€M 3dNuCH CBEJEHHI O JIOKYMEHTaX B apxmB
SJIEKTPOHHBIX JOKYMEHTOB, KOTOPKIH ABIsIeTCA YacThio MC.

3.9. Oprauusanug o0ecHeuyBaeT TEXHWYESCKHME § OPraHH3alHMOHHBIME MEPAMM 3aIMTy OT
HECaHKIMOHMUPOBAHHOTO HOCTYIA M IIPEAHAMEPEHHOIO YHHYTOKCHUS W/UITH HCKKEHHS CBEACHHU O
HoxymeHTax B apxuBe 3IEKTPOHHBIX JOKyMeHTOB MIC, a TaxKe rapanTupyeT HOATBEPKICHKE aBTOPCTRA

JOKYMECHTa, HOLITUCaHHOT0 [13I1 aBTOpPd, B TOM QUCJIIC IYTEM YTBEDIKACHE I MOUMEHHOI'0 OIPAHUYCHHOIO



CIIHCKa JIHI, HMEIOUIHX PaclIUpeHHble (aAMEHHCTPATHBHEIE) IpaBa MOCTYNA K apXUBY 3IEKTPOHHBIX
noxymenTos UC.

3.10. Hoxymentsl xpansrcs B MIC B Tom dopmare, B KOTOpOM OHU OBUIH CO34aHBL. CPOK XpaHeHMs
HoxymenTos ¥ cBeneHu#E o JloKymMeHTax He MOXeT ObiTh MeHee 3 (Tpex) JeT U OIpelelseTcs B
COOTBETCTBHU C JIOKQIBHBIMM HOPMATHBHBEIMH axkTaMd Oprafuzanid Wi ee CTPYKTYPHBIX
MOIPa3IEIeHUR,

3.11. Komus a1neKTpOHHOro JOKYMEHTa MOYET OBITh H3TOTORNEHA (paclieyaTana) Ha OymMaKHOM HOCHTENE
cpenctBamu VIC u 3aBepeHa cOGCTBEHHOPYYHON MOAMKCHIO BAaAembia 11311, nu60 wieHamn KOMECCHY,
BIUTFOHaromel B cebs Kak MUHHMYM pykosomuTens OpraHusanuy U N0, WMEIOIee DPACIIHPEHHBIE
(amMHHECTpATHBHEIE) HpaBa JOCTYIA K apXUBY SNEKTPOHHEIX Hokymentos UC. Komms 3JIEKTPOHHOTO
MOKyMEHTa Ha OyMaKHOM HOCHTENe IOKHA COINEPYKATh BH3YANW3ANMIO InTamma (imrrammon) 1311,
IOATBEPKAAIONTYIO. 4TO oOpuruxan Jlokymenra noxmucad IIDIL. AyTeHTHYHOCTL 3IEKTPOHHOIO
MOKYMEHTa U €r0 KOTiHH Ha OymMaxHOM HocuTene obecneunsaercs cpenctramu KC.

4. Ilpasa, 00432HHOCTH ¥ OTBETCTBEHHOCTE BIANENBIA JTEKTPOHHOM MOAIACH

4.1. Bnagener [1311 umeeT mpago:

° oOpamatecs Kk OTBETCTBEHHOMY 38 TEXHHUECKYI0 Iommepxky MC rgis aHHYIHPOBaHUS (OT3HIBA).
IPUOCTAaHOBKH (BO300HOBNEHUA) NEHCTRBHS [IPHHAIUIEIKAINETO eMY KITHOYa HIeKTPOHHOM TOIHCEH;

° B Cllydae HEOOXOIMMOCTH 3aMEHBI, BOCCTAHOBNCHHS KIFOYA 3JEKTPOHHOM MONIHCH OBPaTHTHCS K
OtBercTBeHHOMY 32 TeXHHUECKYIO moaiepxky VIC ¢ cootseTcTeyomel 11pocs0OH ¥ TONIyYHTHh HOBBIH
KITIIOY 3JIEKTPOHHON MOAIIHCH;

¢ ofpamarecs K pykoBOACTBY Oprammsaumm 1 pasbopa KOH(IAKTHBIX CHTyaluli (CIIOpOB),
BO3HMKAIOLIUX Npy npuvexHesnn [1311 B VIC.

4.2. Bnagener I1311 o6s3as:

° BECTH 00paGoTKy BHYTPEHHHUX SNIEKTPOHHBIX JOKyMEHTOBR B M B COOTBETCTBHH CO CBOHMH
TMOJDKHOCTHBIMU ODS3aHHOCTSIMH;

¢ HUPHHUMATE BCE BO3MOJKHEIC MEDEl NI OPENOTBPAINEHUS HECAHKIMOHHPOBAHHOIO KCIONB30BAHU
CBOETO KIIFOYa 3JIEKTPOHHOMU IIOIIHCH;

° HU IIPH KaKUX yCIOBHUSIX HE MEPelaBaTh K04 SNEKTPOHHOH MOAMUCH APYTHM THUIAM;

° TpH KOMIPOMETALIMH CBOErO KIIOYa DJIEKTPOHHOH MOAIMCH HE3aMENJMTENsHO OBpaTuThCa K
OtBeTcTBeHHOMY 32 TeXHIUECKYIO MOUiepxKy VIC I IpHOCTAHOBKH HeHCTRIS [IpUHAIIEKAIIET0 EMY
KJTFOYa 3JIEKTPOHHON ITOAITHACH.

4.3. Bnagenen ITDI] HeceT NHYHYIO OTBETCTBEHHOCTH 32 COXPaHHOCTL CBOEIC KIXOUYa S3JIEKTPOHHOMN
TIOMIUCH Y €0 3aIUTY 0T HECAHKIHOHUPOBAHHOIO HCIOIB30BAHMS.

5. Texuonorus npuverenns cpeacts 11911 8 C



5.1. Ing npumenenuns [1211 8 VIC snagensiy [I211 HeoOxomumo aBTopr3osathes B VIC ¢ ucnonb3oBaHneM
nyonugHO ¥ koHduueHnuanpHOH uwacteit kmroda [I3I1 (Mg monb3oBatens u mapons). Iloamucanue
JoxymeHTa BBIIONHISTCS TyTeM HaxaTis Ha KHonky "llonmucats” B untepdetice VIC.

5.2. Uadopmanwst 000 BCexX BBITAHHBIX TOJH30BATEIIO KITF0UAX IEKTPOHHON NOANKCH, JaTaX IMOIyYeHHs
U IIpeKpallenus ux fedctpug (u3psatus) xpadutces B MC moCcToSHHO.

5.3. Ilpm npexpaiieHun y coTpyrnHuxka OpraHu3ainy JOIDKHOCTHBIX O0sI3aHHOCTEW o 00paboTke
BHYTPEHHUX 3JIEKTPOHHBIX TOKYMEHTORB ¢ McIojab3oBanuem [I3I1 unn npu yBonbHEHRH COTPYLHHKA €0
KJIFOY BHOCHTCSI B PEECTP OTO3BAHHEBIX KIHOUSH 3eKTPOHHON moanucy OTBETCTBEHHBIM 38 TEXHHYECKYIO
nopaepxkky MC. C MoMeHTa BHECEHUS KITFOUZ B PEECTP OTO3BAHHLIX KIFOUEH BIEKTPOHHON MOLIKCH BCE
nocienyromue Joxyments:, nommucandabie 5Tod IISII, He cuMrTaroTcd TOANMKWCAHHBIMU HaIJIEXKalllWM
06pa3oM, T.e. IOIMUCEIO, PABHOIHAYHON COOCTBEeHHOPYYHOM.

6. 3aKIIFOUUTENIbHbIE TOJIOKEHUS

6.1. Hacrosimee IlonoskeHue BCTyaeT B CHIY C AaThl YTBEPKICHHS.

6.2. Texcr [lomoxenust pasmermaercs B8 VIC. Cmoco6 mocTyma K akTyaupHol Bepcum [lomoxeHus
ONHCBIBAETCS B IONB30BATENBCKOM nokymeHTanuu K VIC.

6.2. Texct Ilonoxenus xpanures y nernonpoussonutens [KOVY VP «Illkoma Ne 92» u mpenocTaBIiseTcs
cotpynHukaM Oprasnzailiy 1o 3ampocy.

0.3. HoxymenTs!, co3manusie B VIC u monmucanusie (1511 B coOTBETCTBEY ¢ HacTosmuM [lomoxeHueM,

IPU3HAKOTCH IOPHAWMYCCKH 3HAYNMbBIMH C JaThl YTBEPKICHNSI IMonoxenus.



Ipunoxenue

K [Jo10yKenHIo 0 MOpsIIKE HCMONB30BAHES IIPOCTHIX
3JIEKTPOHHBIX TIOJIHUCEH B CHCTEME BHYTPEHHETO
SJIEKTPOHHOIO TOKYMEHTO000pOoTa

B I'KOV VP «dlixoma Ne 92y

KOV VP «lllxoma No 92y

(@UO), umeHyeMbIi B JanbHeHIIEM

"PaboTHHK", HACTOSIIMM MOATBEDPIKNAST UTO O3HAKOMMICS H COrnaced ¢ II0NOKEHHEM O IIOpSIIKe
HCIIOJB30BAHMA  NPOCTBIX  OIEKTPOHHBIX  IOANMCEH B CHCTEME BHYTPEHHETO  3IEKTPOHHOTO
JokymeHToobopota B KOV VP «Ilixona Ne 92%», a umeHHo: PaBoTHHK [IPU3HAET PABHO3HAYHOCTH CBOEI!
IIPOCTOH 3MEKTPOHHON noamucH (fanee - I1511) cobeTBeHEOPYIHOM noAnHCH Ha OyMa)KHOM HOCHTEJiE U
S&IBIIACT O IPHCOCAMHEHNN K COTIAIIEHHIO 00 y4aCTH# BO BHYTPEHHEM 3JICKTPOHEOM JOKYyMEHTOOG0pOTE
¢ ucnonb3oBatieM 1511 na yenosusx Tlonoxenns o HopsaKe HCHOIB3CBAHLS [IPOCTBIX 3JIEKTPOHHBIX
TIOMIUCEH B CHCTEME BHYTPEHHETO 3JIEKTPOHHOTO HOKyMeHTooGopora B KOV VP «Illkoma Ne 92» B
COOTBETCTBHE €O cT. 428 D'paxnamckoro xogmekca P®@ ("Ilorosop IPHCOENMHEHUI") ¢ «__ »

202 rona.
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