CoriacoBaHo: VYT1Bepxnaro:

Ha IeJaroru4yeckuM COBETOM Herckoro uentpa “3aituara”
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[Tpukas Ne 15-oc ot 05.02.2026r.

IHos10:xeHne 00 HCIOIB30BAHMH NTPOCTOM JIEKTPOHHOM MOANMCH /1JIs1 BHYyTPEHHEr 0
3JIEKTPOHHOI0 1I0KYyMeHT0000poTa JleTckoro uenTpa “3aiiuara” r.Caparon

1.001mme monoXeHuA

1.1. Hacrosmee Ilonoxenue 00 HUCHONB30BAaHUM IMPOCTOM  INEKTPOHHOW HOJANMCH B
uHpopmannonHon cucreme (nanee - MC)  Jlerckoro uentpa ‘“3aituara” r.CaparoB (manee -
[TonoxxeHue) sBIsETCS JIOKATbHBIM HOpMaTUBHBIM JleTckoro neHTpa “3aituata” r.CapatoB (naiee -
Opranuzanys) M OIpeneiseT MOpPSJI0OK U YCIOBHS pabOThl COTPYIHUKOB C 3JIEKTPOHHBIMHU
nokymentamu B MC, HeENMOCpenCTBEHHO CBSI3aHHBIMHM C HX TPYIOBOM JI€STEIBHOCTBHIO, C
MPUMEHEHHUEM IIPOCTON AIEKTPOHHOM noanucH (nanee - [1911).

1.2. YuacTHMKaMu DIJIEKTPOHHOTO B3aMMOJCHCTBHS Ha YCJIOBHUSX, OIPEACIEHHBIX HACTOSLIUM
[TonoxxeHneM, SBISIOTCS COTPYAHUKN OpraHuzanuy, NoANIcaBIIie Y BeOMIICHHE 00 03HAKOMIICHUH
¢ [Tonoxxenuem. O6pazen YBenomuenus npusenieH B [Ipunoxxenun Ne 2 x Hacrosimemy [lonoxenuro.
[Tonnucanue corpyaHukoM OpraHuzanud YBEIOMIIEHHS PAaBHO3HAYHO IPUCOEJUHEHUIO K
COIVIAIIEHUI0 00 y4acTUH BO BHYTPEHHEM O3JIEKTPOHHOM JIOKYMEHTOOOOpPOTE C HCIOJIb30BaHHEM
[1311 Ha ycnoBusix Hactosmero [lomoxeHus B coorBeTcTBUU co CT. 428 ['paknanckoro koaexkca PO
("doroBop npucoeauHeHus").

1.3. Peanuzanusi omnpeneneHHbIXx HactosumM [lonoxkeHneMm yclOBUM NpPUMEHEHHUsS TPOCTOM
AJIEKTPOHHOM MOJMHUCH O0ecleunBaeT MpUIaHHE FOPUAMYECKONW CHUJIBI BHYTPEHHUM 3JIEKTPOHHBIM
nokymeHnTaMm Opranuzanuu B MC, TpeOyromum JINYHONM MOANNCH COTPYAHHUKA, U ONEPALUAM C HUMH.
1.4. Hanmnuue I1311 o6ecnieunBaeT BHYTPEHHUM JIEKTPOHHBIM I0KyMeHTaM B UIC:

* MMOJJIMHHOCTD - TOJATBEPKICHHE aBTOPCTBA JOKYMEHTA;

* LIEJIOCTHOCTD - JIOKyMEHT HE MOXET ObITh U3MEHEH I0CIIE MOANUCAHNS;

* HE OTPUIIAHUE AaBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOXKET OTKAa3aThCs OT CBOEH MOATHUCH.

1.5. JIns noanucanus 3IeKTPOHHBIX TOKyMeHTOB B MC ncnonbe3yercs npocras

AIIEKTPOHHAs] MOJANUCH - MUH(OpManMs B 3JIEKTPOHHOU (opMe, KOTOpas NMPUCOETUHEHA K JAPYrou
UHpOpPMaLUU B 3JIEKTPOHHON (opme (moamuchiBaeMoil MH(GOpMAIMH, JOKYMEHTY B 3JEKTPOHHOM
BUJE) WJIM HHBIM 00pa3oM CBsi3aHHas C Takol HHQoOpMalMed, U KOTOpas HCIOIb3yeTCs s
OTIpeieNIeH s JIuIa, MOAMIChIBAIOIIEro HH(pOopMaIuio.

1.6. B xauectBe nmyOnuunoil yactu kmova [19I1 mcnonb3yercs yHUKallbHOE MMsI YYETHOM 3alucH,
npUMeHsieMoe JJIsl aBTopu3auu nojib3osarensd B C. B kauecTBe KOHQUIESHIIMATBLHON YacTH KITIOYa
[1311 ucnonp3yeTcst mapoJib K yUeTHOM 3alHCH.

1.7. WUsroroBnenue (reHepanuio), Bbigauy U peructpamuio B HMC ykazanHsix B 1.1.6 uMeH
MoJib30BaTeNe u maposiel ocymiecTBisier (nanee - OTBETCTBEHHBIN 3a TEXHHUYECKYIO MOJIEPKKY
HC).



1.8. ITapons monb3oBarens MC moxer ObITh M3MEHEH €ro BIaJeiblieM B JIIOOOH MOMEHT Mocie
apropuzanun B MC. PekomeHayeTcs U3MEHATh Mapojib HE pexe OAHOTO paza B Tpu Mecsna. s
CHIDKEHHSI pUCKa Mo00pa Maposis U HECAaHKIIMOHUPOBAHHOTO MCIIOJIB30BAHMS IPYTUM JIMIIOM KJIF0ua
AJIEKTPOHHOU MOJIUCH PEKOMEHAYETCS HE 3a/1aBaTh MapoJIi, UCIIOJIb30BAHHBIE paHee.

2. TepmuHbI U onpeeICHUS

B nannom [lonoxeHun ucnosb3yroTcs CIEAYOINUE TEPMUHBI U UX OIIPENEICHUS:

2.1. Bnazmenen NpPOCTON 3JIEKTPOHHOW MNOANMCH - COTpyAHMK OpraHuszanuy, IOANUCABIIUN
YBegomieHue 06 03HaKOMIICHUH ¢ HacTosIuM [losiokeHreM U MCIob3YIOUINil UMsI TOJIb30BaTeNs U
naposib i apropusanuu B 1C;

2.2. BHYTPEHHHUH JJICKTPOHHBIH TOKYMEHT (nmaiee - JIOKyMEHT) - JOKYMEHT OJHOTO M3 THUIIOB
JIOKYMEHTOB, TnpuBeneHHbIX B [lpunoxkenun 1 k Hacrosmemy Ilonoxxenuto, co3mannbii B IC B
JNEKTPOHHOW ¢GopMe M TOJAMUCAHHBIA DSJIEKTPOHHOM MOJMUCHI0 COTPYAHHKA (IJIIEKTPOHHBIMU
HOJAIMUCSAMU COTPYIHUKOB) Opranusanuy;

2.3. KIItOY 3JEKTPOHHOW MOANMCH - YHUKaJIbHAS MOCIEA0BATEIIbHOCTh CUMBOJIOB, IIPEIHA3HAYCHHAS
JUTsl IOATBEp K AeHUs ¢ ucnosibzoBanueM cpencts MC noanmunnoctu [1911 B Jlokymenre;

2.4. peecTp BBIAAHHBIX KJIIOYEH 3JIEKTPOHHOW moamnucu - Xpassmuiica B UC crnucoK yHHKaTIbHBIX
MOCJIEIOBATEIbHOCTEN CHUMBOJIOB, COJEPKAILIUXCA B BBIIAHHBIX MOJB30BATENIM MMEHAX YYETHBIX
3alucel U Naposx;

2.5. peecTp OTO3BAHHBIX KJIIOUYEH AJIEKTPOHHOM moAnucH - Xxpanamuiica B MC cnucok nons3oBarenei
NC, y KOTOpBIX KJIIOYU 3JIEKTPOHHOW MOJIIUCH K MOMEHTY OOpalleHHs K JAHHOMY peecTpy Obuin
OTMEUYEHBI KaK HEJCHCTBUTEIbHBIC,

2.6. mpocrast snektponHas mnonanuck (II3I1) - wundopmamus B snexTponHoit ¢opme B HUC,
BO3HMKAIOIIass B MOMEHT BBIIIOJIHEHHUS BIIAJENbLEM 3JIEKTPOHHON MOANMCH KOMaHAbI MOANUCAHUS
Jokymenta B wuHTepdeiice WMC, mnonareepkmaromas TOIMHHOCTh JlokymeHTa wu/wimm (QakT
o3HakomiieHust Buazgenblia 1911 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJHO3HAYHO CBS3BIBACTCS C
JIoOKyMEHTOM U BJa/I€bLEM MOIINCH;

2.7. mrramn TI3I1 - Bu3yanpHas OTMETKa 00 3JIEKTPOHHOM MOAMNKCH, BKiItoyaroas pekBu3uthl [1911,
KOTOpasi aBTOMaTudecku co3naerca cpeactBamu MC npu OTKpbITUM (BHU3yanM3alud) JOKYMEHTA,
noanucanHoro [I3I1, B untepdeiice C; Bpemsa popmuposanus [1311 otobpaxaercst B mramie mo
yacoBoMy mnosicy nosb3osarens UC;

2.8. 0o0paboTka 5JIEKTPOHHOTO JOKyMEHTa -  JAedcTBUS mnoib3oBarens MC ¢ 37IeKTpOHHBIM
nokyMeHToM cpenctBamu VMC, Bkirodas, HO HE OIpaHUYMBAsICh: CO3[aHUE, IPOBEPKA, MOJANKCAHUE
[13I1, undopmupoBanue apyroro mnoib3oBarenss MC o 1okyMeHTe, MOATBEpXKJIECHUE IOIy4eHUs,
03HAKOMJIEHHE, CO3/IaHuE KOMMMH Ha OyMa>KHOM HOCHTEINE, OTKIIOHEHHE, y1aJIeHHE.

3. ObecrieueHne OPUINIECKON CHIIbI BHYTPEHHUX 3JIEKTPOHHBIX JJOKYMEHTOB

3.1. Kusnennwii nukn [loxkymenta B MC BkiIrodaer: co3gaHue U MpoYHe JAEUCTBUSA IO €ro
0o0paboTke, oTpakeHHe B yueTe, a Takke xpanenue B IC. IC obecnieunBaeT peructparuio 1eicTBui
noJyib3oBarenei ¢ JlokyMeHToM (JIOrMpOBaHKE) B TEUEHUE )KM3HEHHOTO LIUKJIA.

3.2. Bcee Bnazensusl [I911 npusnatoT paBHo3HauHOCTH cBoeil [IDI1 coOCcTBEHHOPYYHOM MOANUCH Ha
OyMaKHOM HOCHTEJIE.

3.3. Cozpanue 11211 B UC uHMImMMpyeTcss COOTBETCTBYIOLIUM JelicTBreM Biazaenbia [1911, T.e. He
BBIIIOJIHSIETCS] aBTOMAaTUYECKH WJIM HE3aMETHO /IS BIIAJENbIIA.

3.4. Ilonmnomoums Bnazensua IIOII, nmoammcaBmero JIOKYMEHT, NOATBEP)KIAIOTCS B MOMEHT
noanucanus [loxkymenta B MC aBTOMarMdeckn NoO TMOJOKHUTEIBHOMY pE3yJbTaTy CIEAYIOIINUX
IIPOBEPOK:

* COOTBETCTBYIOIIUH MOJIH30BaTe b aBTOpu30BaH B IC,

* COOTBETCTBYIOIIMH KIHOY DJIEKTPOHHOM TIOANKMCH BKJIIOYEH B PEECTP BBIJAHHBIX KIIHOYEH
AIEKTPOHHOW MOJIIHCH,

* COOTBETCTBYIOIIMK KIIIOY DJIEKTPOHHOU IOAIMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOYEH
JJIEKTPOHHOU MOAIIKCH.

3.5. Bpemst dopMupoBaHus 35eKTpOHHOM nojanuck ¢pukcupyercs cpeacrsamu MC no rpuHBUYCKOMY
Bpemenu (UTCH0).



3.6. BHyTpeHHUE DJJIEKTPOHHBIE [IOKYMEHTBHI, IIepeuucieHHble B llepeuHe, npuBEeIEHHOM B
[Tpunoxenun Ne 1 k Hacrosmemy [lonoxennto, moanucanueie [I311, npusnatrorcs B Opranuzanuun
paBHBIMH 10 OPUIUYECKONH CHJIe JOKYMEHTaM Ha OyMaXHBIX HOCHTENSNX, 3aBEPEHHBIM
COOCTBEHHOPYYHOU MOATHCHIO.

3.7. Ilonb3oBarenu UC npusnatot, uto Busyanuzauus mrammna [19I1 npu nemoncrpanuu JJokymeHTa
B untepdeiice IC, BeimonineHHas cpencrsamu MC, sBisieTcsi HEOCTIOPUMBIM TOATBEPXKACHUEM (haKTa
HOJIUCAHUS JOKYMEHTA COOTBETCTBYIOIIMUM BiazaenbleM [1311 (moyIMHHOCTh U HEOTPEKAEMOCTb ).
3.8. Xpanenue [JOKyMEHTOB OCYIIECTBIAETCS IyTE€M 3alKCH CBeleHUM o J[okyMeHTax B apxuB
AJIEKTPOHHBIX JIOKYMEHTOB, KOTOpbIH siBiisieTcs yacThio MC.

3.9. Opranmzanus oOecrneynBaeT TEXHUYECKMMHU M OpPraHU3alMOHHBIMM MEpaMH 3alluTy OT
HECAaHKIIMOHMPOBAHHOTO JIOCTYIA M MPEAHAMEPEHHOTO YHUUTOKEHUS W/WIA UCKAKEHHSI CBEICHUH O
JlokymeHTax B apxuBe 3JEKTPOHHBIX AOKyMeHTOB MC, a Takke rapaHTUpyeT MNOATBEPKICHHE
aBTOpPCTBA JIOKyMeHTa, nognucanHoro 1011 aBTopa, B TOM uuncie myTeM YTBEp>KJI€HUSI TOUMEHHOTO
OTPAaHUYEHHOT'0 CIIMCKA JIMIl, UMEIOIIMX pacHIMpeHHbIe (aJIMUHUCTPATUBHBIE) MpaBa JOCTyma K
apXMBY ANEKTPOHHBIX JOKyMeHTOoB UC.

3.10. JJoxymenTsl xpansrcs B IC B Tom dopmare, B KOTOPOM OHU ObUIH co37aHbl. CpOK XpaHEHUS
JlokyMeHTOB ¥ cBeneHUi 0 J[oKkyMeHTax He MOXKeT ObITh MeHee 3 (Tpex) JIeT W OmpenessieTcs B
COOTBETCTBUM C JIOKAJbHBIMM HOPMAaTUBHBIMU akTamMu OpraHv3alud WIA €€ CTPYKTYPHBIX
IIOAPA3/ACIICHAN.

3.11. Konus 37IeKTPOHHOTO JOKYMEHTa MOKET OBbITh HM3rOTOBIIEHA (pacreuaTaHa) Ha OyMaKHOM
Hocurene cpenctBamu MC u 3aBepeHa COOCTBEHHOPYYHOM mMoANHChI0 Biaaenbia [T mmbo
YlieHaMHd KOMMCCHUHM, BKIIOYAIONIe B ce0s Kak MUHHUMYM pykoBoauTens OpraHuzainud U JIUIO,
UMEIOLIEE PACIIUPEHHbIE (aIMUHUCTPATUBHbBIE) IIPaBa AOCTYIA K apXUBY 3JIEKTPOHHBIX JOKYMEHTOB
HC. Komnus 37eKTpOHHOrO JOKYMEHTa Ha OyMa)>KHOM HOCHTEJE JOJKHA COAEPKATh BU3YaU3aLIUIO
mramna (wramnos) I19I1, noxarBepxknarouryto, yro opuruHan Jloxkymenra mnoxnucan I[IOI1.
AYTEeHTUYHOCTbh JJIEKTPOHHOTO JOKYMEHTa U €ro KOMWU Ha OyMa)KHOM HOCHTEJE 0OecleyrBaeTCs
cpeactBamu UC.

4. IIpaBa, 00s13aHHOCTH U OTBETCTBEHHOCTH BJIAJIEIbIIA SIEKTPOHHON MOIHCH

4.1. Baagenen I1311 umeet npaBo:

* oOpamatecsi K OTBETCTBEHHOMY 3a TexHMUecKyro noanepkky MC ans anHynupoBaHusl (OT3bIBA),
IPUOCTAHOBKH (BO30OHOBJIEHHUS) IEHCTBHSI TPUHAMJISKAIIETO €My KIIF04a 3JIEKTPOHHOM MOAINCH;

* B Clly4ae HEOOXOJMMOCTH 3aMEHbI, BOCCTAHOBJIEHMSI KJII04a 3JEKTPOHHOU MOANHUCH OOpaTUTHCS K
OTtBeTcTBEHHOMY 3a TexHu4eckyro nojaepxkky MC c coorBercTByrole NmpockO0i M MOTYyYUTh
HOBBII KJII0Y JJIEKTPOHHOH NOJIHCH;

* oOpamatbcst K pykoBoAcTBY OpraHuzanmuu Juis pa3dopa KOHQUIMKTHBIX CHUTyalui (CIOpoB),
BO3HUKamImuX npu npuMenenuu 11011 8 UC.

4.2. Bnanenen 1311 o6s13aH:

* BeCTH 00pabOTKy BHYTPEHHHUX O3JIEKTPOHHBIX NOKyMEHTOB B MC B COOTBETCTBUU CO CBOMMH
JIOJDKHOCTHBIMU O0S13aHHOCTSIMU;

* IPUHUMATh BCE BO3MOKHbBIE MEPHI AJIsl MPEJOTBPAIICHNS] HECAHKLIIMOHUPOBAHHOTO MCIOJIb30BaHUS
CBOETO KJIF0Ya MIEKTPOHHON MOJIIUCH;

* HU [IPHU KaKUX YCJIOBUSX HE Mepe/laBaTh KII0Y 3JEKTPOHHOM MOAMKUCH APYTUM JIULaM;

* IpU KOMIIPOMETALMH CBOETO KII0Ya AJIEKTPOHHOW IOAMUCH He3aMeJUIMTENbHO OOpaTUThCS K
OTBETCTBEHHOMY 3a TEXHUYECKYI0 noaepkKy MC mis mpuocTaHOBKM JEWCTBUS NPUHALICKAIIETO
€My KJII0UYa 3JIEKTPOHHOM MOAMNCH.

4.3. Brnagenen [1211 Hecer MMYHYI0 OTBETCTBEHHOCTh 32 COXPAHHOCTH CBOETO KJIKOYA AJIEKTPOHHOM
MOJIHUCH U €T0 3alUTy OT HECAHKIIMOHUPOBAHHOTO HUCIIOJIb30BAHHUS.

5. Texnonorusa npumenenus cpencts 1911 B UC

5.1. JIna npumenenus I[I9I1 B UC Buagensuy IIDI1 nHeoOxomumo aBTopuzoBathess B MC ¢
UCIIONIb30BaHWEM NyOnMuHOW M KoH(uueHImanbHON dvactedt kmodya [IDI1 (uMsa monb3oBarens u
napoiib). [lognmucanune JlokyMeHTa BBITIOJNHSIETCS IMyTeM Haxkatwss Ha kHomnky '"llommucate" B
unrepdeiice NC.

5.2. Undopmamuss 000 BceX BBIIAHHBIX TOJB30BATENI0 KIIOYaX AJICKTPOHHOW MOAMKCH, JaTax
MIOJIyYEHUS U MPEKpalleHus ux aencteus (u3bsatus) xpanurces B IC noctosHHO.



5.3. Ilpu npekpamieanu y coTpyannka OpraHu3aiuu JODKHOCTHBIX 00si3aHHOCTEH 1o 00paboTke
BHYTPEHHHUX AJIEKTPOHHBIX JOKYMEHTOB ¢ McnoJyib3oBanueM [1OI1 nnm npu yBonbHEHUN COTpYIHUKA
€ro KJIIOY BHOCUTCA B PEECTP OTO3BAHHBIX KIIOYEH AJIEKTPOHHOW mnoAnucu OTBETCTBEHHBIM 3a
TexHuueckyro noanaepxkky MC. C MoMeHTa BHECEHHsS KJ04a B PEeCTp OTO3BAHHBIX KIIHOYEH
AJIEKTPOHHOM MOAMUCH Bce mnocieayromue JJokymenTsl, noanucanusie 3toil [1911, He cumraroTcs
MOJANMUCAaHHBIMU HaJJIeKAIIUM 00pa3oMm, T.€. MOANKUCHI0, PABHO3HAYHONH COOCTBEHHOPYYHOH.

6. 3aKIIIOYUTEIbHBIE ITOJ0KEHU

6.1. Hacrosee Ilonokenune BcTynaer B CUIIy € 1aThl YTBEPKICHHUS.

6.2. Texcr Ilonoxenus pasmemaercs B MC. Cnoco06 moctyna k akryainbHoi Bepcun Ilomoxenus
ONKMCHIBACTCS B MOJIB30BATENbCKON JOKyMeHTauu k C.

6.3. Texct IonoxeHust XpaHUTCsl y ¥ MPeaOCTaBIsIETCs cCOTpyaHrKaM OpraHu3alui 1o 3amnpocy.

6.4. Jlokymentbl, co3ganHble B MC wu mnoanucanneie [IDII B cOOTBETCTBUM € HACTOSAIIUM
[Tonoxxenuem, MpU3HAIOTCS IOPUINYECKU 3HAUUMBIMU C JaThl yTBepkaeHus [lonoxenus.

MoanucaHo NPOCTOM 3NEKTPOHHOW NOANUCHIO
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