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06 vreepxiennn Hosioxenns 00 HCN0Ib30BAHHH POCTOH
IeKTPOHHOM 10, 1IIMCH LISl BHYTPEHHEI'0 YIEKTPOHHOI0 J0KYyMeHT00bopora B
MY "UenTtpaausosannas oyxraarepus"

[TPUKA3BIBAIO:

1. VYreepaure M BBecTH B jieiicteue ¢ 01.01.2024 lloaoxenue 00
HCIIOIB30BAHUH TPOCTON HICKTPOHHOHN MO UIMCH ISl BHYTPEHHEIO YIEKTPOHHOIO
JA0kyMenToobopora B MY "l {enrpasmsosannas Oyxrairepus” (1puioxenne).

2. Pasmectuts rtexer [lomoxenns B Mndopmammonnoi Cucreme MY
“IlenTpaimsoBannas Oyxraarepus” B pasieie, YKa3aHHOM B 110Jb30BATeIbCKOM ]
JokyMenTarmu K Mndopmanmonnoi Cucreme,

3. Osuakomutb corpy;iHukoB MY "llenrpainsosannas Oyxrajarepust” ¢
[loaoxenneM.

4. PykoBoauteiasmM  ¢yOBCKTOB  HCHTPAJU30BAHHOTO — YUeTa  J0BECTH
Hacrosiniee Tlosokenne 10 cBejleHuss pabDOTHUKOB YUpPeXkICHHUS, KOTOpble B
COOTBETCTBHM € JIOJDKHOCTHBIMU  OOSI3aHHOCTSMHU  SIBIASIOTCS  VUACTHUKAMM
BHYTPCHHEIO  YICKTPOHHOIO AOKYMEHTO000pOTa M 00CCNCUUTH  110THCAIHC
KaKILIM  YVUACTHUKOM YBegoMiIenus 00 osnakomienuu ¢ llogoxkenueMm 10
10.01.2024.

5. Kourpoub ucnozinenus lIpukasa octapisiio 3a coO0M.

T. I'l. KonsL1oBa
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[IpunoxxeHnue K mpukKasy
Ne71 o1 29.12.2023r

IHos0:xeHNe 00 UCOJIB30BAHMH MPOCTOM JIEKTPOHHOI MOANMKUCH /1JIsl BHYyTPEHHEr 0 3JIeKTPOHHOI0
nokymeHToodoopora B MY "LlenTpanu3zoBannasi oOyxraiarepus'

1.0011e moJoKeHus

1.1. Hacrosimee IlomoxeHne 00 HCMOMB30BAaHUU TPOCTOW DIEKTPOHHOM MOMNHCH B HMH(OPMAIIMOHHON
cucteme 1C: byxranrepus rocymapcTtBeHHoro yupexzaeHus (mamee - HMC) MY "llenTpanmu3oBaHHas
Oyxrantepus" (nanee - IlonoskeHue) sIBIsCTCS JOKAIbHBIM HOpMAaTUBHBIM akToM MY "llenTpanu3oBanHas
Oyxrantepus" (manee - OpraHuszalnus) U OIpenelnseT MNOPSJOK M YCIOBUS pabOThl COTPYAHHUKOB C
NEKTPOHHBIMU JokyMeHTamMu B MC, HemocpencTBEHHO CBSI3aHHBIMM C UX TPYIOBOW JESATEIBHOCTBIO, C
MIPUMEHEHHUEM MPOCTON MEKTPOHHOU noanucH (nanee - [1911).

1.2. YyacTHUKaMM 3J€KTPOHHOIO B3aUMOJICHCTBUS HA YCIOBHSX, ONpeAeIeHHbIX HacTosuM [lonoxenuem,
ABJISAIOTCS coTpyAHMKM OpraHu3anuy, HOANMcaBLIMEe YBeJoMJeHHEe 00 o3HakomieHuu ¢ IlonokeHuem.
Obpazenr YBemomuienusi npuBeneH B [lpuwnoxenmm Ne 2 k Hactosmemy [lomoxenwro. [lognmucanwue
coTpyaHukoM OpraHuzaiuu YBeIOMIIEHUS PAaBHO3HAYHO NPUCOEIMHEHUIO K COIVIAIIEHUIO0 00 Y4acTHH BO
BHYTPEHHEM 3JIEKTPOHHOM JIOKyMEHTooOopoTe ¢ wucnonb3oBanuem IIDIl Ha ycnoBusx Hacrosmiero
[TonoxeHus B COOTBETCTBUH €O CT. 428 ['pakmanckoro kojaekca PO ("Iorosop npucoeauHeHus").

1.3. Peanuzanus omnpeneneHHbIX HacToAwuM [lonoxeHneM yciloBHIl MPUMEHEHMsI MPOCTOW 3JIEKTPOHHOMN
NOJNMCH 00ecHeunBaeT MpHJAHUE HOPUAMYECKONW CHIJIBI BHYTPEHHMM 3JEKTPOHHBIM JIOKYMEHTaM
Opranuzanuu B UC, TpeOyromum JIMYHON MOANKUCH COTPYJHUKA, U ONEPALUIM C HUMHU.

1.4. Hanmmuume 1311 o6ecrieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM JoKyMeHTaM B UC:

* IOJJIMHHOCTb - MOATBEPKACHUE aBTOPCTBA JOKYMEHTA;

* LIEJIOCTHOCTD - IOKYMEHT HE MOXET ObITh U3MEHEH I10CJIe MOANNCaHMS;

* HE OTPULIAHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET OTKa3aThCsl OT CBOEH MOJIHUCH.

1.5. /Ins nognucanus 3MeKTpOHHBIX T0KyMeHTOB B MIC ucnone3yercs npocras

AJIEKTPOHHAS MTOANUCH - HHPOPMALUS B 3JEKTPOHHOU (hopMe, KOTopasi MPHCOeIMHEHA K APYyroi nHpopManuu
B DJIEKTPOHHOH (opme (moamuceiBaeMoll HH(POpMAIUHM, IOKYMEHTY B JJIEKTPOHHOM BHJIE) WIM HHBIM
oOpa3oM cBsi3aHHass C Takol WHQOpManMeld, U KOTOpass MCIONb3yeTCs [UIsl OIpeleleHHs JULa,
MOJINHMCHIBAIOIEr0 HH(pOpMAIHIO.

1.6. B xauectBe nyOnumuHod uactu kimoya [IOI1 wucronb3yercs yHHKanbHOE HMMSI YYETHOM 3allucH,
npUMeHsieMoe Ui aBTopu3anuu nonb3osatens B MIC. B kauectBe koH(uaeHIManbHOH vacTu kiroua [1311
UCIOJIb3YETCSI MApOJIb K yYETHOW 3alHCH.

1.7. U3rorosnenue (reHepanuio), Beigauy u perucrpanuio B MIC ykazaHHbIX B 11.1.6 MMeH nosb3oBareneil u
naposieit ocymectsiser HawanpHuk llb-rnaBHbiii Oyxrantep (manee - OTBETCTBEHHBIH 3a TEXHMUYECKYIO
noanepxky UC).

1.8. ITaponb noap3oBatens MIC MoxeT ObITh U3MEHEH €ro BIaJEbIEM B JIF000I MOMEHT MOCJI€ aBTOPU3ALUU
B UIC. PexomeHryeTcst M3MEHSTh MapoJib HE peke OJJHOTO pas3a B TpU Mecsua. [ cHukeHus pucka noadopa
napojisi M HECaHKUMOHMPOBAHHOTO HCIOJB30BAaHUSA JPYIMM JIMIIOM KJloYa 3JEKTPOHHOM moAnucu
PEKOMEHIYETCSI HE 3a]1aBaTh NIapOJIM, UCIIOJIb30BaHHBIE PAHEE.

2. TepMuHBI U onpeaeIeHUs

B nannom [onoxeHnn UCTONb3YIOTCS CIEAYIOMNE TEPMUHBI U MX ONIPEICIICHNUS:

2.1. Bnagener mpocToi SIEKTPOHHON MOAMUCH - COTPYAHUK OpraHu3amnuy, MOJMUCABIINNA YBeaOMIIeHHE 00
03HAKOMJICHUH ¢ HacTosuM [lonokeHrneM 1 UCTIOIB3YIOMUA UM TIOJIB30BATEIISI ¥ TTApOJIh ISl aBTOPU3AITIHT
B UC;

2.2. BHYTPEHHUH 3JIEKTPOHHBIN JOKYMEHT (fanee - JIOKyMeHT) - TOKyMEHT OJIHOTO U3 THIIOB JTOKYMEHTOB,
npuBeaeHHbIX B [Ipunoxenun 1 x Hacrosmemy [lonoxenuto, cozmanusii B IC B anexkTpoHHOM (hopme u
MOATMMCAHHBIA  DJIEKTPOHHOW  TOJIMUCHIO  COTPYAHHUKA  (DJIIEKTPOHHBIMU  TOAMKCIMHU  COTPYIAHHKOB)
Opranuzanuu;

2.3. KJII0Y DJEKTPOHHOW MOJNHCH - YHHKaJIbHAs IMOCIEAOBATEIbHOCTh CUMBOJIOB, NMpEIHA3HAYECHHAS IS
MOATBEPKJIeHUs ¢ ucnoiab3oBanueM cpeactB UC nognmuanoctu 1311 B lokymeHnTe;



2.4. peecTp BBIJAHHBIX KIIOYEH DJIEKTPOHHON moanucu - xpaHsmuidcs B MC CHHCOK YHUKaJIbHBIX
MOCJIEI0BATEIbHOCTEN CUMBOJIOB, COJIEPKAIIMXCS B BBIJAHHBIX MOJIH30BATEIAM UMEHAX YUYETHBIX 3allUCel U
MapoJIsx;

2.5. peecTp OTO3BaHHBIX KJIIOUEH 3JIEKTPOHHOM noanucu - xpansamuiics B IC cnucok nons3oBareneit UC, y
KOTOPBIX KJIIOUM DJIEKTPOHHOM MOJAMUCU K MOMEHTY OOpallleHHs K JaHHOMY peecTpy ObLIM OTMEUEHBI Kak
HeJIeHCTBUTEIIHHbIC,

2.6. mpoctas snekTponHas noanuch (I[19I1) - napopmanms B anextporHoit ¢hopme B MIC, Bo3HMKarOmas B
MOMEHT BBHITIOJTHEHHS BJIAJICIBIIEM JIEKTPOHHOHN MOANKMCH KOMaHAbl moanucanus JlokymeHTa B uHTEpdeiice
NC, mnoareepkmaromas moOMIMHHOCTh JlokymeHnTa wu/mnm ¢akt o3HakomiieHus Biagenbiia [IDI1 ¢
JIoKyMEeHTOM, KOTOpasi B3aUMHO OJJHO3HAYHO CBSI3bIBAETCA ¢ JIOKYMEHTOM M BJIJIEIbIEM MTOAMNKICH;

2.7. mramn [I3I1 - Bu3yasibHas OTMETKA 00 AJIEKTPOHHOMN MOAMKUCH, BKIIFOYaroiast pekBu3uthl [1311, koTopas
aBTOMaTu4ecku cosnaercsa cpeactBamu UC npu OTKpbITUH (BU3YyalIH3allun) JOKyMeHTa, noanucannoro 1911,
B untepdeiice C; Bpems GpopmupoBanus [1311 orobparkaercs B mtamiie o 4aCOBOMY IOSICY MOJIb30BaTEIs
UcG,;

2.8. 00paboTka ANEKTPOHHOIO AOKYMEHTa - JedcTBus mnoib3oBatenss VC ¢ 37eKTPOHHBIM JTOKYMEHTOM
cpeactBamu  MC, Britouas, HO HE OIpaHMYMBAsCh: CO3JaHue, InpoBepka, mnoanucanue [IOII,
uHpopmupoBanue apyroro mnoibzoBatens MC o gokymeHTe, MOATBEpKICHUE MOTy4YEHUS, O3HAKOMIICHUE,
CO3JIaHMe KONMH Ha OyMa)XHOM HOCHTEJIE, OTKJIIOHEHHE, yIalIeHHE.

3. ObecneyeHHe IOPUAUYECKOI CHJIbI BHYTPEHHHX 3J1eKTPOHHBIX JOKYMEHTOB

3.1. XKusznennwlii mukn lokymenra B MC Britoyaer: cozgaHue M Ipodue JeHcTBUSA MO ero oOpaboTke,
oTpakeHHE B ydere, a Takxke xpaneHne B C. IC obecnieunBaeT perucTpanuio IeHCTBHIA MOJIB30BATENEH C
JIoKyMEeHTOM (JIOTUPOBaHME) B TEUEHUE )KU3HEHHOTO IIUKIIA.

3.2. Bce Bmagenbust [IDI1 mpusHator paBHO3HauHOCTh cBoed IIDIl cobGcTBeHHOpPYWYHOM mOANMCH Ha
OyMa)KHOM HOCHUTEJIE.

3.3. Cozpmanue II2I1 B UC wuHMmmupyercs COOTBETCTBYIOIIMM aeiicTBueM Biaaenbna [19I1, T.e. He
BBITIOJIHAETCS] aBTOMAaTUYECKH MJIM HE3aMETHO JIS BiaJeiblia.

3.4. Ilonnomouust Bnanensua 1911, moanucaBmero /IoKyMeHT, MOATBEPKAAOTCA B MOMEHT MOJIUCAHUS
JoxkymenTa B IC aBTOMAaTHYECKH 110 MOJIOKUTEIBHOMY PE3YJIBTATY CIEAYIOLUX IPOBEPOK:

* COOTBETCTBYIOIIUH MOJIb30BaTENh aBTOprU30BaH B UC,

* COOTBETCTBYIOIIMH KIIIOY DJJIEKTPOHHOM MOJIMCH BKJIKYEH B PEECTP BBIJAHHBIX KIIIOUEH 3JIEKTPOHHOU
MOJIIUCH,

* COOTBETCTBYIOLIMH KJIFOY JIEKTPOHHON MOJANNCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOUYEH 2JIEKTPOHHOU
MOJTHUCH.

3.5. Bpems ¢opmupoBaHus 3JeKTpoHHOH mnoamucu ¢ukcupyercs cpenctBamu MC 1o rpuHBHYCKOMY
Bpemenu (UTCHO).

3.6. BHyTpeHHHE 2IIEKTPOHHBIE JOKYMEHTHI, NiepeunciacHuble B [lepeune, npusenenHoM B [Tpunosxenun Ne 1
K HactosieMy [lonoxenuto, noanucannsie 11911, npusHatorca B Opranuzanuu paBHbBIMU 10 IOPUAMYECKON
CHJIe IOKyMEHTaM Ha OyMa)XHbIX HOCUTEIISIX, 3aBEPEHHBIM COOCTBEHHOPYYHON MOIMHCHIO.

3.7. Honw3oBarenu WMC npusnator, yto Buzyanusauus mramna [I9I1 mnpu agemoncTpauuu /loxkymeHTta B
untepoeiice MC, BeimonHeHHas cpeactBamu HWC, sBiseTcss HEOCHOPUMBIM MMOJTBEpXkAEHUEM (akTa
MOAINUCAaHUS JOKYMEHTa COOTBETCTBYIOIIMM BiajenblieM [1911 (moIMHHOCTE M HEOTPEKAEMOCTB ).

3.8. Xpanenue JIOKyMEHTOB OCYILECTBIISETCS IIyTEM 3allMCH CBEeleHUH 0 JIOKyMEHTaxX B apXUB JIEKTPOHHBIX
JOKYMEHTOB, KOTOPBIH siBisieTcst yacTbro MC.

3.9. Opranmzanus oOecrieyuBaeT TEXHUYECKMMHU U  OPraHU3allMOHHBIMH ~ MEpaMH  3aluTy  OT
HECaHKLIMOHUPOBAHHOTO JIOCTyNa M MPEIHAMEPEHHOI'O YHHUYTOKEHUS W/MIU HUCKaXEHUS CBEACHUH O
JloKyMeHTax B apXuBe JJIEKTPOHHBIX AOKyMeHTOB MC, a Takke rapaHTHUpyeT MOATBEP)KICHHE aBTOPCTBA
NOoKyMeHTa, noanucanHoro IIDI1 aBTopa, B TOM umncie MyTeM YTBEP>KIEHHUS MOMMEHHOTO OrpaHMYE€HHOTO
CMMCKA JUI], MMEIOLIMX paclIMpeHHble (aJIMUHHCTPATUBHBIE) MpaBa JOCTYNa K apXHWBY 3JIEKTPOHHBIX
nokymenToB UC.

3.10. Hoxymentsl xpansitcsi B MIC B ToM ¢opmare, B KOTOpOM OHU ObUIM co3fgaHbl. Cpok XpaHEHUs
JlokyMeHTOB U cBelleHu# 0 JIokyMeHTax He MOKET ObITh MeHee 3 (Tpex) JIET U ONpeAeNsieTcss B COOTBETCTBUU
C JIOKJIbHBIMU HOPMAaTUBHBIMU akTaMu OpraHu3aluy Win €€ CTPYKTYPHBIX MOApPa3IeIeHHM.



3.11. Komust 37eKTpOHHOTO JTOKYMEHTa MOXKET OBITh M3rOTOBJICHA (pacrieuaTaHa) Ha OyMa)KHOM HOCHTEJIE
cpeactBamu MC u 3aBepeHa coOCTBEHHOPY4HOH moxamuchio Braaenbia 1011 nubo uneHamMum KOMHUCCHH,
BKJIIOYAIOIIEH B cebsl Kak MMHUMYM pykoBoauTens OpraHuzanuy M JIMIO, HUMEIOIIEe paclIMpeHHbIE
(aIMUHUCTPAaTUBHBIE) IIpaBa JIOCTYNA K apXUBY 3JEKTPOHHBIX AokyMeHTOB MC. Komwusi 31€KTpOHHOro
JOKyMEHTa Ha OyMaXHOM HOCHTEJe [OJDKHA coJAepKaTh BU3yanu3anuio mramna (mrammoB) 1911,
IIOATBEPKAAIOIY10, uTO opuruHan JJokymenra noanucad [1911. AyTeHTUYHOCTD JIEKTPOHHOIO JOKYMEHTa 1
€ro KoIuu Ha OymMa)kHOM HocuTelne obecnieunBaercs cpenctamu VC.

4. IIpaBa, 00513aHHOCTH U OTBETCTBEHHOCTDH BJIA/IeJIbLIA 3JIEKTPOHHOI MOANMUCH

4.1. Bnagenen 1311 umeer npaso:

* oOpamatbes KOTBETCTBEHHOMY 3a TexHHuUeckyro mnojaepxkky WMC nns anHynupoBaHHs (OT3bIBA),
MIPUOCTAHOBKY (BO30OHOBIICHUS) IEHCTBUS IPUHAIUICKAIIECTO EMY KITFOUa JICKTPOHHON TOIITUCH;

* B cily4yae HEOOXOJMMOCTH 3aMEHbl, BOCCTAHOBJICHHS KJIIO0Ya 3JEKTPOHHOM mMmoAmucu oOpaTUTbCS K
OTBETCTBEHHOMY 3a TeXHUYECKYI0 nouepkKy MC ¢ coOOTBETCTBYIOMIEH MPOCHOOI M MOTYYUTh HOBBIA KITFOY
3JIEKTPOHHOM MOAMMCH;

* oOpammatecsi K pyKoBoJCTBY Opranuzanuu st pa3oopa KOH(GIUKTHBIX CUTYalui (CIOPOB), BO3HUKAOIIUX
nipu npumeHenuu 11911 B UC.

4.2. Bnapgeneu [1911 o6s13an:

* BecT 00pabOTKy BHYTPEHHHX AJIEKTPOHHBIX JOKYMEHTOB B MIC B COOTBETCTBUU CO CBOMMH JIOJIKHOCTHBIMH
00s13aHHOCTSIMH;

* IPUHUMAaTh BCE BO3MOXKHbBIE MEPBI JJIsl MPEAOTBPALLECHNUS HECAHKIIMOHUPOBAHHOTO MCIIOJIb30BAHUSL CBOETO
KJIFOYA AJIEKTPOHHOM MOJINCH;

* HY [IPY KaKUX YCJIOBUSX HE MEePeJaBaTh KIOY 3JIEKTPOHHON NOANUCH APYTHM JIULIAM;

* TpH KOMIIPOMETAIlMM CBOEr0 KJII0YAa JJICKTPOHHOW TIOJIMUCH HE3aMEUIMTEIBLHO  OOpaTHThCS
KOTBETCTBEHHOMY 3a TeXHHUYeCKyr mnoaaepxkky MC s mpuOCTAHOBKM JEHCTBUSI NPUHAMIEKAIIETO €My
KJIF04a 3JIEKTPOHHOM ITOIIUCH.

4.3. Bnanenen 1311 HeceT nuuHy0 OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOETO KJIFOYA 3JIEKTPOHHOM MOJIUCH
Y €ro 3allUTy OT HECAHKIIMOHUPOBAHHOTO MCIIOJIB30BaHUSI.

5. TexnoJsiorust npumenenus cpeacts [I1311 B UC

5.1. Ina npumenenus 11311 B UC Bnanensity I1911 nHeoOxonumo aBropuzoBatbes B MC ¢ ucnonp3oBanmem
nyonuuHOM M KoH(uAeHUHambHOUW yactel kmoua [IDI1 (ums monb3oBarens u mapousb). Ilonmucanue
JlokyMeHTa BBINOJIHSIETCA ITyTeM HaxkaTtus Ha kHonky "[lonnucats" B nnTepdeiice UC.

5.2. Undopmanus 060 BceX BbIJAHHBIX MOJIB30BATENIO KIIOYAX 3JIEKTPOHHOHN MOAMUCH, AaTax MOJyYeHUS U
npeKpaleHus ux aercrsus (u3parus) xpanurcs B UC noctosHHoO.

5.3. Ilpu mnpekpameHun y coTpynHuka OpraHu3alnuu JOJDKHOCTHBIX 0OOsi3aHHOCTEH 1o o0paboTke
BHYTPEHHUX JJIEKTPOHHBIX JOKYMEHTOB C Hucmnojb3oBaHueM [IOIl mnu mpu yBOJIBHEHHH COTPYAHHMKA €ro
KJIFOY BHOCHUTCSI B PEECTP OTO3BAHHBIX KIIIOUEH IEKTPOHHOW Moanucu OTBETCTBEHHBIM 3a TEXHUYECKYIO
noanepxkky MC. C MomeHTa BHECEHHUsl KII0Ya B PEECTp OTO3BAaHHBIX KIIIOUEH AJIEKTPOHHON MOJIUCH BCE
nocnenyomue JlokymenTsl, noanucaHHele 310l IIOIl, He cuMTarOTCd NOANMCAHHBIMHU HaIJIEKALUM
o0pa3om, T.e.NOANKCHI0, PABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3aKIIIOYNTENbHBIC MOJIOKCHUS

6.1. Hacrosiee IlonokeHne BCTynaeT B CUITy € JaThl YTBEPIKICHUS.

6.2. Texct Ilonoxenus pasmeniaercs B MC. Cnoco6 nocryna k axTyanbHoM Bepcun IlonoxeHus
OIHCHIBAETCS B N0OJIb30BATENbCKOM ToKymMeHTannu k VC.

6.3. Texcr Ilonoxenus xpanutcs y Hauansauka L{b-rnaBHoro 6yxranrepa u npeaocTaBisieTcs COTpyAHUKaM
Opranuzanuu 1o 3amnpocy.

6.4. Jlokymentsl, co3ganubie B UC u noanucanueie 1911 B coorBercTBHM ¢ Hactosmmum IlosmoxeHuem,
IIPU3HAIOTCS IOPUINYECKH 3HAYMMBIMU C 1aThl yTBepkAcHUA [lonoxenus.



