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B nenax noesimenns >GGeKTHBHOCTH AeIONPOM3BOICTBA U YCKOPEHUS JOKYMEHTO0O0POTA

ITPUKA3BIBAIO:

N 1. YBepauts u BBectH B neiictBue ¢ 01.03.2024 ITomoskeHne 00 UCIONB30BAHUM IPOCTOl
5JEKTPOHHOU IMOAMMCH JJIsl BHYTPEHHETO 3JEKTPOHHOro mokymMeHtoobopota B MJIOBY «JleTckuii
cag Ne 4 (Ilpunoxenue).

2. Pasmectuts Tekct Ilonoxkenus B Mnpopmarmonnoii Cucreme MJIOBY «Jletckmii can Ne
4» B pasiene, yKa3saHHOM B IT0Ib30BATENIbCKOM ToKymMenTanun K MadopmanuonHoit Cucreme.

2'. Tlo sampocy npenocTaBiaTs cotpyannkamMm MJIOBY «Jletckuii cax Ne 4» TekcT ITonoskeHus
JUIs O3HAKOMJICHHS.

3. [Hosectm macrosmee IlomoxkeHwe g0 cBemeHMs pPabOTHMKOB, KOTOPHIE SBIAOTCA
Y4aCTHUKAMHU BHYTPEHHETO 3JICKTPOHHOI'O JOKYMEHTOOOOpPOTa M 00ECTIeYUTh MOAMMCAHUE KaXKIBIM
YYaCTHHKOM Y BEJOMIIEHUSA 00 03HaKOMJIEHUH ¢ [TonoxeHunem.

4. Konrpouns ucnonnenus Ipukasza ocrasisio 3a coO0i.

RaBenyroumiit MJIOBY «Jletckuit cam Ne 4» Ay% 1O .A1. Cretakosa

S—



I[Ipunoxenwue k npukasy oT 16.02.2024 Ne 21

IMonoxeHHe 06 HCIOIH30BAHUH MPOCTOMH 3JIEKTPOHHOI NOJNHICH /1JI8 BHYTPEHHEr 0 3JIEKTPOHHOTO
JOKYMEHT0000pOTA B yUPEeKICHHIX MMOIBETOMCTBEHHBIX YIIPABJICHHIO 00pa30BaHUsA aIMHHUCTPAINH
ropoga MuHycuHCKa

1.0061m1me monoxkeHus

1.1. Hacrosmee ITomoxeHuwe 00 HCIOJIb30BAHHEM MPOCTOW BIEKTPOHHONW MHOANMCH B HMH(OPMALMOHHON
cucteme (manee - UC) B yupeskIeHHIX [OIBEIOMCTBEHHBIX YIIPABICHIIO 00pa3oBaHus (naiee - Ilonoxenue)
ABIISETCA JIOKAIBHBIM HOPMATHBHBIM aKTOM YUYPEXIEHHS H OIpeiessieT IOPSIOK H YCIOBHSA pPabOTHI
COTPYAIHHKOB C DIIEKTPOHHBLIMU HokyMeHTaMu B VC, HENOCPEICTBEHHO CBS3aHHBIMU C HX TPYHOBOH
JIeSITEILHOCTRIO, C TIPHMEHEHHUEM ITPOCTOH ANIEKTPOHHOH noanucy (aajee - IIIII).

1.2. YuacTHMKaMK 3JEKTPOHHOIO B3aMMOJIEUCTBUS HA YCIOBUSIX, OIpeNeNIeHHBIX HacTosmuM [lonoxenuem,
ABJISIOTCS COTPYAHHKH YYpPEKIEHHs, MOMIKCABIINE YBeIOMIICHHE 00 oO3HakoMieHHH ¢ IlomokeHueMm.
O6paszeny YBemomienus mnpuBeneH B Ilpmiokenmud Ne 2 k Hactosmemy llomoxenmro. llommucanue
COTPYIHHKOM YUPEXKICHHS YBEIOMIICHHS PaBHO3HAYHO MPUCOCAMHEHHIO K COTJIALIEHHIO 00 y4aCTHH BO
BHYTPCHHEM 3JIEKTPOHHOM JIOKyMeHTOOoOopoTe ¢ wucnoib3oBaHueM [IOII Ha ycClIOBHAX HACTOSINETO
I[TonoxeHus B COOTBETCTBUH O CT. 428 I'paxknanckoro kogaekca PO ("JoroBop mpucoeIuHEHHS").

1.3. Peanusamms ompeneleHHBIX HACTOSIIUM [loo)XeHHeM YCIIOBUH IIPUMEHEHHS IIPOCTOM JJIEKTPOHHOW
MONMUCH OOecreunBaeT TPUAAHHE FOPUOUYECKOH CHIIBI BHYTPEHHHMM JJIEKTPOHHBIM JOKYMEHTaM
yupexaenns B IC, TpeOyoIuM JTHIHON MOANUCH COTPYAHUKA, U OIIEpAllUsIM C HUMH.

1.4. Hamuuwme I1911 o6ecnieuriBaeT BHYTPEHHUM 3JIEKTPOHHBIM TokyMeHTaM B M C:

* HOONUHHOCTb - NOOMEePIHCOeH e ABMOPCMEA OOKYMEHmMA,

° YeIOCMHOCIb - OOKYMEHM He MOJicem Obimb U3MeHeH Nocie NOONUCAHUS,

° He ompuYyanue aemopcmea (HeompeKaeMoCmy) - AgMop He MOJiCem OMKA3AMbCS OM C60€tl NOONUCH.

1.5. lng moanucanus 31aeKTpoHHBIX JoKyMeHToB B VIC ucnonb3yeTcs mpocTas

DIIEKTPOHHAS ITOMIKMCHL - HHPOpPMAIMsS B 3JIEKTPOHHOHM (opme, KOTOpas IPUCOEIUMHEHA K Ipyrou
HHGOPMAIIUH B SIIEKTPOHHOM (opMe (IIOAIMChIBAeMON HHPOPMAIMH, JOKYMEHTY B SJICKTPOHHOM BHJIE) MU
WHBIM 00pa3oM cCBsi3aHHAs C Takod HHGpopMmanued, W KOTopass HCHIONb3YeTCs U1 OIpPENCIICHHS JIHIa,
IO IITMCHIBAIOIIETO WHPOPMAIIHIO.

1.6. B kauectBe myOmmuno# uwactu kmoua [IDII wmcmonmp3yeTcs YHHKaJbHOE KM YYETHOW 3allHCH,
IpUMEHSEMOE Ul aBTOpu3amuu mojb3oBareis B VIC. B kauectBe xoHbHIeHIMaNbHON YacTy Kkmoda [I0I1
UCIIOJIB3YETCs Napoib K yUETHON 3alUCH.

1.7. Usrorosnenue (remepaiuio), Benady u perucrpanuto B MIC ykazaHHBIX B II.1.6 UMEH IOJIL30BaTEICH U
napoJieit ocymecTBisieT (maigee - OTBETCTBEHHBIH 3a TeXHIUUECKY0 noanepxky UC).

1.8. ITapons nosip3oBarenss C MoxeT ObITh U3MEHEH €ro BIaAeNbIeM B JIF000H MOMEHT IIOCIIE aBTOPH3AIHU
B VIC. PexoMeHIyeTCcs M3MEHATH IIapoJib HE Peke OMHOTO pasa B Tpu Mecsra. J{is cHuxeHHs pucka noabopa
mapoyis ¥ HECAaHKIMOHHPOBAHHOTO HWCIOJB30BAHUS JPYTHM JIHIIOM KJFOYa SJIEKTPOHHOM IIOIMHCH
peKOMeHAyeTCs He 3aaBaTh apoJii, UCIIOIb30BaHHBIE PaHEE.

2. TepmuHBI U ONIpeACTIEHUS

B nansoMm [lono)xeHUHN UCHOIB3YIOTCS CIEAYIOIUE TEPMUHBL U UX OIIPENEIICHHS:

2.1. Bnazerner MpOCTOM 3JIEKTPOHHON MOJIUCH - COTPYIHUK OpraHu3aliiy, NIOANUCABIINY YBenoMieHHe 00
O3HAKOMJICHHH C HAacTOSIIUM [1010XKeHHEM U UCIIOIB3YIONUNHE UM II0IB30BATEN U IapOJIb Ui aBTOPH3AIMH
B UC;

2.2. BHYTPEHHHUH 3JIEKTPOHHBINA TOKYMEHT (najiee - JIOKyMEHT) - JOKyMEHT OZHOI'O U3 THIIOB JIOKYMCHTOB,
npuBeneHHBX B [Ipunoxenuun 1 k Hactosmemy [lomoxenuto, co3nanueii B IC B 31eKTpoHHON (opMme H
TO/NMCAHHBIA  3JIEKTPOHHOW TOJMHCHI0 COTPYAHHKA (dJIEKTPOHHBIMH IIOAIHCSMH  COTPYIHHKOB)
Opranu3anum,

2.3. KIIFOY 3JIEKTPOHHOW TMONHCU - YHUKAIbHAs IIOCIENOBAaTEIBHOCTH CHMBOJIOB, IIpEeAHA3HAUYCHHAS IS
ONTBEPXKAEHUS ¢ ucnonb3oBanueM cpencts MC nomnmuuanoctr 1911 B JlokyMeHTe;

2.4. peecTp BBIJAHHBIX KIIOYEW OSJEKTPOHHOM mnommucu - xpaHsmmiics B MC CHHCOK yHHKAIbHBIX
MIOCJIEN0BATENBHOCTEN CHMBOJIOB, COACPIKAIIUXCS B BBIIAHHBIX ITOJIF30BATEIIIM UMEHAX YUYETHBIX 3alHCEd U
[apoJIsX;



-

2.5. peecTp OTO3BaHHBIX KIIOYEH 31€KTPOHHOH mosmucy - xpansumiics B VC cmucok monb3oBatenet VIC, y
KOTODBIX KJIIOUHM 3JIEKTPOHHOM IMOJANHCH K MOMEHTY OOpalieHHs K JaHHOMY peecTpy OBUIM OTMEUYEHBI Kak
HeAeHCTBUTEIbHEIC, :

2.6. mpoctas snexTporHas noanuck (II0I) - uadopMmanus B snexkrponHoi Gopme B MIC, Bo3HHKaOMmas B
MOMEHT BBITIOJIHCHHUS BIIAAENBILEM JIICKTPOHHON MOANKCH KOMaHBI oanucanus Jlokymenrta B uaTepdeiice
WC, nonreepxnparomas NOMIMHHOCTH JlokyMeHTa wu/wimu (akT O3HaKoMIeHHs Biagensma 11011 c
JlokyMeHTOM, KOTOpast B3aUMHO OJHO3HAYHO CBSI3bIBAETCS C JIOKYyMEHTOM H BIIAJEIBIIEM IIOIIUCH;

2.7. mramn [1911 - BusyanbHas 0TMETKa 00 3IEKTPOHHOH HOMIUCH, BKIIFOYaromas pekBusuTs! 11911, koTopas
aBTOMAaTHYECKH co3naeTca cpenacrsamu MC mpu OTKpeITHH (BH3yalM3alliu) AOKYMEHTA, HOLMHCAHHOTO
11211, B untepdetice VC; Bpems QopmupoBanus [I9I1 oTobOpakaeTcs B INTamIle 10 YaCOBOMY IIOSICY
nonp3osatenst VC;

2.8. 00paboTka 3JIEKTPOHHOIO JOKYyMEHTa - JeiictBus momb3oBateis VIC ¢ 3IEKTPOHHBIM TOKYMEHTOM
cpencreamu  MIC, BKmowas, HO HE OIpaHHYMBAasCh: CO3[aHHe, MpoBepka, moamucagme IIOI1,
HH(pOpMHUpPOBaHHE JApyroro mois3oBaTens MC o moxyMeHTe, MOATBEpKACHHUE IIONYyYEHHs, O3HAKOMIICHHUE,
co3JlaHHe KoMK Ha OyMa)KHOM HOCHUTENE, OTKIIOHEHHE, YIalCHHE.

3. ObecnedeHne IOPUAUIECKOH CHIIBI BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. JKusuennwii nukn Joxkymenta B MC BKIoYaeT: co3maHHe M IIpOYMe NEUCTBHA IO €ro 00paboTKe,
oTpaxkeHHe B ydere, a Taxxke XpaHenue B MIC. MIC obecnieunBaeT perHcTpaIliio IeHCTBHI HOIE30BaTENeH ¢
JlokyMeHTOM (JIOTHpOBaHHUE) B TEUCHHE XKU3HEHHOTO IHKJIA.

3.2. Bcee Bmagensunl [IOI1 mpusnaroT paBHO3HauHOCTH cBoeil IIDII coOGCTBEHHOPYYHON MOANKMCH Ha
OyMa)KHOM HOCHTEIIE.

3.3. Cozpmanme IIOIl B MC wuHMIMupyeTcs COOTBETCTBYIOIIMM JekicTBHeM Biazensna 11911, T.e. He
BBITIOJIHAETCS] aBTOMATHYECKH WM HE3aMETHO JIJIS BIIaJIeITbIIA.

3.4. Ilomromouus Bnazensna [I0I1, nognucasmmero JIoKyMeHT, MOATBEPXKOAIOTCS B MOMEHT IOAIIMCAHUS
HoxymenTta B FIC aBTOMaTH4eCKH 110 IOJIOKHUTENBHOMY PE3YJIbTaTy CIETYIOUIHX MPOBEPOK:

* COOTBETCTBYIOIIHH MOIB30BATENb aBTOpU30BaH B VC,

* COOTBETCTBYIOIUMH KIIFOY 3JIEKTPOHHOM MOMNUCH BKIFOYEH B PEECTP BBINAHHBIX KIFOUEH 3JIEKTPOHHOMN
MIOJIITUCH,

° COOTBETCTBYIOLIMH KIIFOY 3JIEKTPOHHOM MOIIMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KITFOUCH SJICKTPOHHOMN
IIOJTIHCH.

3.5. Bpemsa QopmupoBaHMs SIEKTPOHHOM mommucu Qukcupyercs cpenctBamu MC 1O TPHHBHYCKOMY
Bpemenu (UTCH+0).

3.6. BuyTpeHHue 31€KTPOHHBIE TOKYMEHTEL, IepeunciieHHbIe B [lepedne, npusenennom B [punoxennn No 1
K HacTosmeMy [lonoxenuto, moanucannsle 11011, npusnarores B OpraHu3anuy paBHBIMHA IO FOPHIHYECKOM
CHJIE JOKyMEHTaM Ha OyMa)KHBIX HOCHUTEJSX, 3aBEPEHHBIM COOCTBEHHOPYYHO# ITOAIIUCHEO.

3.7. INonb3oBatemu MIC mpusHaroT, 4To BH3yanusanus mrammna [IDI1 npu memoncrpamum JIoKyMeHTa B
unrepoetice VIC, semonnenHas cpeacrsaMu MC, sBiseTcs HEOCHOPUMBIM IOATBEPXKICHHEM (akTa
NOANKCAHUA JOKYMEHTA COOTBETCTBYIOIIUM BiafensieM [19]1] (moqmmHHOCT U HEOTPEKaEMOCTB).

3.8. Xpanenne JIokyMEHTOB OCYIIECTBIIIETCS IIyTEM 3alMCH CBeeHUH 0 JIOKyMeHTax B apXuB 3JIEKTPOHHBIX
JIOKYMEHTOB, KOTOPKIH siBisieTcst yacThio VC.

3.9. Oprammsanus oOecreunBacT TEXHMYECKAMM M OpPraHM3AllMOHHBIMA MepaMd 3aIlduTy OT
HECaHKLIMOHHUPOBAaHHOIO JOCTyIa H IIPEJHAMEPEHHOIO0 YHHWUYTOXEHHUS W/WIH HCKAKEHHS CBEICHHUUM O
JIOKyMeHTax B apXMBE JJIEKTPOHHBIX NO0KymMeHTOB MC, a Taike rapaHTHpyeT NOITBEPXKICHHE aBTOPCTBA
JOKyMeHTa, mofnucansoro I1IDII aBTopa, B TOM 9mciie ImyTeM yTBEp)KICHHS IIOMMEHHOTO OTPAHHYEHHOTO
CIIMCKA JMI, MMEIOIIMX paclIMpeHHbIe (aIMUHMCTPATHBHBIE) IpaBa JOCTylla K apXHBY O3JIEKTPOHHBIX
noxymeHToB MC.

3.10. Joxymentnl xpamsatca B MC B TomM ¢opmare, B KOTOpoM OHH ObUIH co3madbl. CpoK XpaHEHHS
JIOKyMEHTOB H cBelleHuH 0 JIoOKyMeHTax He MOKET ObITh MeHee 3 (TpeX) JIeT U OIPEENIeTCs B COOTBETCTBUN
C JIOKaJIbHBIMH HOPMAaTHUBHBIMHU akTaMu OpraHu3aiiiy Wik €€ CTPYKTYPHBIX MOApa3ieICHHIH.



3.11. Konus 371€KTPOHHOTO TOKYMEHTa MOXeET ObITh M3TOTOBNIEHA (pacredaTaHa) Ha GYMa)KHOM HOCHTEIE
cpencteamu MIC u 3aBepeHa COOCTBEHHOPYUHOU moammchio Baagensbua 1121 nub0 wieHaMH KOMMCCHH,
BKJIIOYAIOIIEH B cebfd Kak MHHHMYM pykoBonuTesnss OpraHusalvu W JIMIO, HUMEIOLIEe paclIMpeHHbIe
(aAMMHUCTPAaTUBHEIE) IIpaBa JOCTYNA K apXUBY 3JEKTPOHHBIX mokymMeHToB MC. Komus 371eKTpoHHOro
JOKyMeHTa Ha OyMaXHOM HOCHTENE JO/DKHA COJEepXarh BU3yalu3aldio InTamma (mrammoB) I19I1,
NOATBEPXKIAIOIIYIO, 9TO opuruHai Jlokymenrta noanucan [151]. AyTeHTHYHOCTE 3JEKTPOHHOTO JOKYMEHTA 1
€ro KoMK Ha OyMa)kHOM HocuTene obecrieunBaetcs cpeactsamu MC.

4, HpaBa, 00s13aHHOCTH ¥ OTBETCTBEHHOCTD BJlIaAciibLia SHCKTpOHHOﬁ IO AT CH

4.1. Bnanmenen [1311 umeer npaso:

* obpamarbcst K OTBETCTBEHHOMY 3a TeXHMUecKywo momuepxky WMC 118 aHHyIMpoBaHMs (OT3BIRA),
TIPHOCTaHOBKH (BO30OHOBIIEHHUS ) NEHCTBH S IPHHAUICKAIIETO eMY KIIFOYa JIEKTPOHHOMN TIOIIHCH;

* B Cly4Yae HEOOXONMMOCTHM 3aMEHBI, BOCCTAHOBIEHHMsI KJIOYa OJIEKTPOHHOM MOAMHMCH OOpaTHThCS K
OTBeTCTBEHHOMY 3a TeXHHYECKYIO moanepxky MC ¢ cooTBeTCTByIOMmEN POCck60i ¥ MONTYUUTh HOBBIH KIIHOY
SIEKTPOHHOM MOJITHUCH;

* 00paiaTbes K pyKoBoAcTBY OpraHu3anuy s pasbopa KOH(DIMKTHEIX CHTYAlHiH (CIIOPOB), BOSHUKAIOIIIIX
npu npumernennn 11911 8 UIC.

4.2. Bnapenen [1211 o6s3an:

° BecTH 00pabOTKy BHYTPEHHHUX OJICKTPOHHBIX HO0KYMeHTOB B MC B COOTBETCTBMH CO CBOMMH
JOJDKHOCTHBIMH 0053aHHOCTSIMH;

° IPUHUMATh BCE BO3MOXHBIC MEPBI Ul MPENOTBPAIIEHUS HECAHKIIHOHUPOBAHHOIO HCIIOJIE30BAHMS CBOErO
KJItOYa 3JIEKTPOHHOM TOIINCH;

° HH [IPY KaKWX YCIOBHSIX HE IepeJaBaTh KI0Y MIEKTPOHHOHN MOIIUCH APYTHM JIMLAM;

° IpH KOMIIDOMETAllMd CBOETO KIIF0Ya DJIEKTPOHHOH HOAIUCH He3aMeUIUTENbHO OOpaTHThCs K
OTBeTCTBEHHOMY 3a TeXHMUYECKylo mommepkky WMC ams mpHOCTaHOBKH NEHCTBHSA MPHHAIIEKALIETO eMy
KIIF0Ya 3JIEKTPOHHON TIOJIITUCH.

4.3. Branenen I1311 HeceT MHYHYI0 OTBETCTBEHHOCTH 3a COXPAHHOCTh CBOETO KJIOUA JIEKTPOHHOM TONHUCEH
U €ro 3alUTy OT HECAHKIIMOHUPOBAHHOT'O UCIIOJIL30BaHUS.

5. Texnonorus npumenenus cpezacts I19I1 B IC

5.1. JTna mpumenenns [1911 8 IC Bramensuy [1211 neo6xonumo aBTopu3oBathest B UC ¢ HCMONB30BaHHEM
nyO/IMYHOH M KoH(uAeHUManbHOH wacTeit kimoua [IDIT (umst mosb3oBaTeds M maposs). lommucesns:
JlokymeHTa BbINONHAETCS TyTeM Haxatust Ha kHonky "TloamucaTs" B untepdeiice VIC.

5.2. Mindopmanus 060 Bcex BBIAHHBIX MOJIB30BATENIO KIHOYAX 3JEKTPOHHON MOMIHCH, IaTaX MONydeHHs 1
NpeKpalieHus UX AeUCTBUs (U3biaTHs) XpaduTcs B MIC nocTosHHO.

53. Ilpu mnpexpamenun y coTpynHuka OpraHusaiuu [TOJDKHOCTHRIX 0Osf3aHHOCTEH 10 06paGoTKe
BHYTPEHHUX SJIEKTPOHHBIX JTOKYMEHTOB C Hcmosb3oBaHueM [IDI] wiM mpu yBONBHEHWM COTPYJHUKA €ro
KJTI0Y BHOCHTCS B PEECTp OTO3BAHHBIX KITFOUEH 51E€KTPOHHOH moamucd OTBETCTBEHHBIM 3a TEXHHYECKYFO
nopnepkky MIC. C MoMeHTa BHECEHHs KIOYa B PEECTP OTO3BAHHBIX KJIIOYEH SMEKTPOHHOH INOAMHCH BCe
nocnenyronme JoOKyMeHTBI, moAnucaHHble 5Toit IIDI1, He cYMTarOTCS NOANMCAHHBIMH HaaJIeKalluM
00pa3om, T.€. MOAMHUCHIO, PABHO3HAYHOH COOCTBEHHOPYUHOIA.

6. 3aKJIFOYUTENbHBIE TIOJIOKEHUS

6.1. Hactosmtee ITonoxxeHue BCTymaeT B CHILy C IaThl YTBEPIKACHHS.

6.2. Texcr Tlonoxenws pasmemaercs B MC. Crmocob noctyma K akTyambHOH BepcHH I10MOXeHHs
OTHCBIBACTCA B [10IB30BATENbCKOM MokyMeHTanuu Kk VC.

6.3. Texcr IlonoxeHus XPaHUTCS B yUPEKACHHH U IPENOCTABIIAETCS COTPYAHUKAM TI0 3aIPOCy.

6.4. Jloxymentsl, co3nanubie B UC u moamucansbie [19I1 B COOTBETCTBHM C HACTOSLIMM Il00KEHUEM,
IIPU3HAIOTCS IOPUANYECKH 3HAYUMBIMHE C AAThl YTBEPXKACHHUS [1010KEHUS.
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