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IOJOXEHUE

00 HCHO/IL30BAHNY NPOCTOH wiekTponHnoi noanucu (M3II)
AJIA DIEKTPOHHOTO JOKYMEHT0o000poTa
B MBJIOY «UPP — a/¢c Ne3 «¥Yani0ka».




1. O6mme no0KeHHsE

1.1. Hacrosmee I[lonokenue 00 HCHOIb30BAHWMM MPOCTOM 3JEKTPOHHOW MOAIMCH Ul BHYTPEHHETO
3NEKTPOHHOr0 JoKyMeHToobopora B MBIIOY «LPP — mc Ne3 «Vimibka» (manee - Ilonoxenue) sBisercs
JIOKAAbHBIM HOPMATHMBHBIM aKTOM MyHUIMNATPHOrO OHOUKETHOrO NOMIKOJBHOTO 00pa3oBATENBHOIO YUPEXKACHUS
«lenTp paseutua pedenka — getckuii cam Ne3 «Yisibka» Kesckoro pationa Yamyprckod PecryOiuku (nanee —
JIOY) u onpepenser TOPSAAOK M YCIOBHS PabOTHI COTPYAHMKOB ¢ DIEKTPOHHBIMH JOKYMEHTaMH B
Hndopmarmonton Cucreme (nanee - MC), HENMOCPEACTBEHHO CBA3AHHBIMM C MX TPYAOBOW ICATENBHOCTHIO, C
NPUMEHEHUEM MPOCTOM 3ACKTPOHHOM noarvcy (manee - [T31T).

1.2. Hacrosiuee NOJOKEHUE PEryarpyeT NPUHUMITBI MCIONb30BAHMA TPOCTOM SNIEKTPOHHOM MOANMCH B
JIOVY B cootBercTauu co c1.4 PenepanpHoro 3akoHa ot 06.04.2011 Ne63-D3 «O0 31EKTPOHHOM MOATUCKH.

1.3. YuacTHUKAMH  3JIEKTPOHHOTO  B3aUMOJEHMCTBUS HA  YCHOBHMAX, ONPENENEHHBIX  HACTOALIMM
[MonosxkenueM, asisarorcs cotpyaudku JJOY HasHaueHHsie npukazoM 3asenyromero JOV.

[Toanucanue COTPYIHMKOM YUPEKIEHUS TNPHKA3a PABHOZHAYHO INPHCOSIMHEHMIO K COINAIICHWIO 00
y4acTU¥ BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTo000opoTe ¢ mcrnoib3osaHueM [10I1 Ha ycnoBusx HacTosiiero
[TonosxeHus B COOTBETCTBUM ¢O CT. 428 I'paxaarckoro xozxekca PO (" lorosop npucoeuHeHus " ).

1.4. Peanuzaums OTPENENEHHBIX HACTOAIIM [TOJIOKEHHEM YCIIOBUH NPUMEHEHHMs NPOCTOMN SJIEKTPOHHOM
NOJIMVCH OOECTIeYHBAET MPUIAHUE IOPUIMYECKOM CHIIBI BHYTPEHHMM SIEKTpOHHbIM Jokymentam JIOY s UC,
TPEOYIOMUM JTUYHOW MOATIMCH COTPYAHUKA, X ONEPALMAM C HUMHM.

1.5. Hanuuue 1211 obecnieurBaeT BHY TPEHHUM 3J€KTPOHHBIM HoKyMeHTam B MC:

e [IOJUIMHHOCTD ~ MMOATBEPIKACHUE aBTOPCTBA JOKYMEHTA;
* LIEOCTHOCTD - JOKYMEHT HE MOJKET OBITh U3MEHEH I10CJIe TIOANMCaHu;
* HE OTPMLIAHME aBTOPCTBA (HEOTPEKAEMOCTB) - ABTOP HE MOKET OTKA3aThCsA OT CBOECH MOAIHCH.

1.6. Jlnd TOATMCAHMA SJIEKTPOHHBIX JOKYMEHTOB WCIONB3YEeTCA NPOCTad JJIEKTPOHHAS MOANKUCH -
uHGOPMALMA B DJIEKTPOHHOH (OpME, KOTOpas NPUCOSHMHEHA K APYrod MHpOpMAlMu B SNEKTPOHHOU (opme
(moamuchBaeMol MH(BOPMALMY, JOKYMEHTY B JJEKTPOHHOM BHIC) FIIM MHBIM 00pa3’oM CBA3aHHAs C TaKOM
unpopMaLumeit, U KOTOpas UCTIONB3YETCS ULt ONPEAEICHIS TUIIA, TIOANUCHIBAIONIETO HH(OPMALHIO.

1.7. Usrotosnenue (redepauuio) ceprudukaros mui [19I1 ocymecTsaser OTBETCTBEHHbIM 3a MEHEPALIMIO
1311, nasnaueHHsM MprKazoM 3asenyromero JOV.

1.8. Cpox nedcTBus cepTHUKATA OTIPEAENAETCS NPOrPAMMHBIMY CPEICTBAMMU TEHEPALAN CepTH(UKATa.

2. Tepmunbl ¥ ONPeJe/ICHHN.
B nanrom [TonosxeHuy HCIONB3YIOTCA CAEAYFOLIME TEPMHHBI X HX OTIPCACICHUA:

2.1. Bnagmeneu npocToil snexkTpoHHOM mommcH - coTpymHuk JIOVY, 03HAKOMIICHHBIH C HACTOAIIMM
[Tonoxenuem u ucnonb3yrommi 11911,

2.2. BHyTpEeHHU MEKTPOHHBIN JOKyMEHT (Jajee - JIOKyMeHT) - IOKYMEHT OJHOrO M3 TUIIOB JOKYMEHTOB,
CO3JAHHBIA B SIEKTPOHHOM (OPME M TOMIMCAHHBIM HJIEKTPOHHOM TMOANMCHIO COTPYIHHMKA (DJIEKTPOHHBIMH
MOAMHMCAMHU COTPYIHUKOB) Y UpeKACHHA;

2.3. K04 3NeKTPOHHON MOAMNMCH - YHUKaIbHAA IOCIEAOBATENBHOCTD CUMBOJIOB, NpeAHa3sHAuCHHAA AJIA
NOATBEPKACHMS C UCTIONb30BaHKeM noiuaHocTH T1011 B Jlokymenre;

2.4. PeecTp BBIIAHHBIX KJIFOUYEH 3JIEKTPOHHOM TOMNMCH - XPAHAIMMCS B SJCKTPOHHOM BHIE CIMCOK
YHUKQIBHBIX TIOCIEI0BATEIBHOCTEH CHMBOJIOB, COJAEPKAMMXCS B BBIAAHHBIX TIOAB30BATEISIM MMEHAX YYETHBIX
3ankCeH U Napossx;

2.5. PeecTp OTO3BaHHBIX KJIFOUEH 3IEKTPOHHOM MOMIUCH - XPAHALIMIACS B 3JIEKTPOHHOM BHzE CrMcok 1911
PabOTHUKOB, KITFOUH 3/IEKTPOHHOM MOJIHUCH KOTOPBIX K MOMEHTY 00paIleHHs K JaHHOMY DEECTpY ObUIM OTMEYECHbI
KaK HeACHCTBUTCIIbHBIC,

2.6. Ipocras >nextponnas noanuck ([1311) - undopmauus B snexrporHoi Gopme B UC, BozHukaromas B
MOMEHT BBITIONTHEHHs BJIAENBLIEM JIEKTPOHHOM MoAMcH KoMaus! noammcanus Jlokymenra B untepderice UC,
TIOATBEPIKAAKOLIAs TIOMTMHHOCTE JlokymMeHTa u/wiu Gakt ozHakomuenusa saanensua [1011 ¢ lokymenTom, koTopas
B3aMMHO OJIHO3HAYHO CBA3BIBAETCH ¢ JIOKYMEHTOM ¥ BIAAENbLEM TIOAIHKCH,

2.7. Wramn 1211 - BusyanbHas OTMETKA 00 3AEKTPOHHOM MOMIMMCH, BKMOuaromas pexswsutsi 1911,
KOTOpas CO3NAETCA MPH MOAMMCAHUH IO0KyMeHTa, Bpemst Gpopmuposarms 11311 orobpaxaercs B ceoiictsax [1311 o
4acoBoMy rosicy nons3osarens MC.

3. OGecnedenue 0PUIHYECKOH CHIbI BHYTPEHHHX 3/1eKTPOHHbIX JOKYMEHTOB
3.1. Kuseenusrit mukn J{OKyMEHTA BKIOYAeT: CO3LAHME M MPOUMEe IOEHCTBUA IO ero obpaboTke,
OTpakEHHE B yYETE, & TAKIKE XPAHEHWE B 3JIEKTPOHHOM Buze. Bee Bnamempup! [1311 npusHaroT paBHOZHAMHOCTD
csoeit [TO11 coOCTBEHHOPYYHOM MOMITUCH HA OYMa)KHOM HOCHTEJIE.
3.2. BHyTpeHHME >I€KTPOHHbIE HOKyMeHTH, mommmcanusie 11011, npmsnatorca B HJOVY pasHbIMM 10
FOPUIMUECKOM CHJIE JOKYMEHTaM Ha OyMaXKHBIX HOCHTEJIAX, 3aBEPEHHBIM COOCTBEHHOPYYHOM NOATTHCEIO.



3.3. [Tonp30BaTENM 3AEKTPOHHOTO [OKYMEHTa TPU3HAIOT, uTO BH3yanmsaumsa mwramvna [1511 npwu
neMOHCTpatiu JIOKyMeHTa B SJIEKTPOHHOM BHIE, SABJSIETCS HEOCTIOPHMBIM MOATBEP)KASHHEM (HaKTa MOANMCAHUA
IIOKYMEHTA COOTBETCTBYIOMM BianesbueM [1311 (1o UTMHHOCTE U HEOTPEKAEMOCTH ).

34. 10Y  ofecnieyuBaer  TEXHWYECKMMH W  OPraHW3ALMOHHBIMM ~ MEpamMu  3alMry  OT
HECAHKIMOHUPOBAHHOIO JOCTYIIA M MPEIHAMEPEHHOTO YHHUTOXKEHU W/ UCKKEeHHMs CBeleHuM 0 JlokyMeHTax
B QPXMBE JJEKTPOHHBIX JOKYMEHTOB, a TAK)KE NapaHTUPYET NOATBEPAKAEHUE aBTOPCTBA JTOKYMEHTA, TIOUIMCAaHHOTO
IIOIT aBropa, B TOM 4YHUCJI€ IIyTeM YTBEPXKISHUS TOMMEHHOTO OIPAHMYEHHOTO CIMCKA JIKL, WMEHOLINX
paciuupeHHbie (aIMHHMCTPATHUBHBIC) TIPABa JOCTYIIA K APXUBY JIEKTPOHHBIX JTOKYMEHTOB.

3.5. JIOKyMEHTBI XPaHATCA B 3JEKTPOHHOM apXxuBe B TOM (opMmare, B KOTOPOM OHM ObutH coszjanbl. Cpok
xpaHenuss JIOKyMEHTOB ¥ CBeAeHMi O J[OKyMEHTax He MOKET ObITh MeHee 3 (Tpex) JIET M ONPEAEeNseTrcs B
COOTBETCTBMM C JOKATBHBIMH HOpMATHBHEIMU akTaMu JJOY miv ero CTpyKTypPHbIX NOAPa3AEIEHHM.

3.6. Korus 5NEKTPOHHOTO JOKYMEHTA MOKET OBITh M3TrOTOBIICHA (pacneyaTaHa) Ha OyMaskHOM HOCHTEJNE U
3aBepeHa COOCTBEHHOPYUYHOM noaruceio Bianensua 1071, mbo wieHaMyu KOMHMCCHM, BKIIOYAIOHMIEH B cebs Kak
muHuMyM pykosoauresst IOV ¥ ULo, HMEIOIee PacIIMpeHHbIe (aAMUHMCTPATUBHBIE) MTPaBa AOCTYNA K apXuBY
SNEKTPOHHBIX JOKYMEHTOB. KOITMS 3JEKTPOHHOTO JOKYMEHTAa Ha OyMaKHOM HOCHTENE [OJKHA COACPIKATh
Busyanmamio mramna (wramos) [1911, moarsep:kaaronyo, 4yto opuruHan Joxymenra nommcan TIOI1.

3.7. Coznanue [13I1 unnipupyeTcs COOTBETCTRYIONMM ekicTBHeM Branemsua [1311, T.e. He BRINOAHACTCSH
ABTOMATHYECKH WJIM HE3aMETHO [UIA BJIACTIBIA;

o s MHALManmu cosaanms [IOI1 Bnaxenen rogaer sassieHue Ha uMaA 3asexyromero JIOY B mpousBObHOM
dhopme;

° HA OCHOBAHWM 3asBJICHUA W3Haercs npukas o cosmanuu [I0I1 u mepemaerca OTBETCTBEHHOMY 3d TE€HEPALHIO
1511,

» OTBETCTBEHHbIN 3a TeHepaumio ceprudukaros, cosaaet [IO1], BHOCHT B peecTp AECHCTBYIOIMX CEPTH(HUKATOB K
TepenaeT cepTU(QUKaT BIageIbILly;

¢ TPOJIOHIraLMsi CPOKa ACHCTBUA CepTHU(UKATa IPOM3BOAMTICS MO 3asBJICHMIO BIAAE/ibUa B JJICKTPOHHOM BHIIE
OTBETCTBEHHOMY 33 TEHEPALMIO CEPTH(UKATOB C BHECEHUEM COOTBETCTBYIOIIMX CBEACHMHA B PEECTPbI
cepTUMKaToB.

3.8. Aunysmposanue [1311 st saekTpoHHOT0 JOKyMeHTo000poTa B IOV
+ annymupoBanme [1DI] npowsBommrIcs B CiydasX OKOHYAHMA CPOKA JEHCTBHMS CepTM(MKATa, YBOJbHEHW
COTPY/HMKA, YTPaThl CepTH(UKaTa, Yrpo3bi HApyHIeHHs OE30MaCHOCTH NPUMEHEHHs CEpTUPMKATA, TO JTMIHOMY
3aSBIICHUIO COTPYIHUKA;

* HAa OCHOBAHHMHM BBIIIEU3IOKEHHBIX (AaKTOPOB wm3naercs npukas o0 auHynuposanuu [1OI1 u nepemaercs
OTBETCTBEHHOMY 3a F€HEPALIUIO CEPTHHUKATOB,

« OTBETCTBEHHBIA 3a reHepaumio ceprrdukaToB anHyiupyer IIOI1, BHOCHT B PEECTp HEACHCTBYIOLIMX
cepTU(MKATOB ¥ U3BEILACT BIIA/IE/IbLIA O IPEKPALICHUH ACHCTBUSA cepTUdrKara.

4. Mpasa, 06513aHHOCTY B OTBETCTBEHHOCTb BJIAJEIbIA JJIeKTPOHHOH MOANMCH

4.1. Baaneney [1311 umeer npaso:
» obpamarscs k OrsercrBenHomy 3a resepawpo 11011 mns  amnynmpoBaHus (OT3bIBa), MPMOCTAHOBKH
(BO300HOBIEHHS ) JEHCTBUS TIPHHAIJISIKALIETO MY KITH04Ya 3IEKTPOHHOM MOIIHMCH;
s B CIOyyae HEOOXOIMMOCTH 3aMeHbl, BOCCTAHOBJICHMsS KJHOYA DJIICKTPOHHOM TOIIHMCH OOpaTHThCA K
OtsercTBeHHOMY 3a renepatmio [19I1 ¢ COOTBETCTBYIOIEH MPOCEOOH M MONYYUTh HOBBIA KIIFOY 3MEKTPOHHON
TIOATIHCH
» ofbpamarscs k pykooactey JOVY s pasbopa KOHQIMKTHEIX CHTyaldil (CIIOPOB), BO3ZHMKAIOLMX TPU
npumenenuu [1011.

4.2. Bmapeneu I1OIT o6s3an:
e BectH 00pabOTKY BHYTPEHHUX OJEKTPOHHBIX [OKYMEHTOB B COOTBETCTBMM CO CBOMMH HOJDKHOCTHBIMH
0083aHHOCTAMHU,
° TPUHUMATH BCE BO3MOJXKHBIC MEpPBHI TSI NPENOTBPALUCHHA HECAHKUMOHHMPOBAHHOTO WCTOJIB30BAHMS CBOETO
KJTIOYA 3JIEKTPOHHOM MOITHCH;
* HH NIPY KaK¥UX YCIIOBHUSX HE TIEPENaBaTh KI0Y 3JIEKTPOHHOM IMOMIIMCH APYTHUM JTULIAM;
* NP KOMIIPOMETALMH CBOETO KIIK0UA HJIEKTPOHHOM IMOAIMMCH HE3aMEUTUTEILHO 00paTuThes K OTBETCTBEHHOMY 3a
reneparmro [O1] i MpUOCTaHOBKY NSHCTBYUA NPUHAISIKAIIETO MY KIIF0Ya 3JAEKTPOHHOM ITOTHCH.

4.3. Bnapenen ITOI1 HeceT NMuHYIO OTBETCTBEHHOCTh 33 COXPAHHOCTH CBOEr0 KJIOYA BEKTPOHHOMU
MOAIMCH U €r0 3aLIUTY OT HECAHKUHMOHUPOBAHHOIO HCITOIb30BaAHMS.

4.4, Tlpu npekpawennd y corpyauuka JOVY HOMKHOCTHBIX 00#3aHHOCTEH Mo 00paboTke BHYTPEHHHX
SNEKTPOHHBIX JOKYMEHTOB ¢ ucroib3osanue [1O11 vnu npu yBOIbHEHUH COTPYIHHMKA €r0 KIFOY BHOCHTCS B PEECTP
OTO3BAHHBIX KJIFOUEH snekTpoHHoM noamvcu OtsercreHHbiM 3a rerepauuio [O11. C MomMenTa BHECEHMA KiH04a B



peecTp OTO3BAHHBIX K/IIOYEH 3IEKTPOHHOM NOAIMCH Bee rocnenyomue JJokymeHTsl, nomgvcannasie 31oi [1911, He
CUMTAIOTCS NOMNMMCAHHBIMU HAIUIEKALIMM 00pa3oM, T.€. MOJANMCHIO, PABHO3HAYHON COOCTBEHHOPYYHOM.

5. O6s13aHHOCTH U OTBETCTBEeHHOCTH OTBETCTBEHHOTO 32 reHePAUHIO NPOCTOH IIeKTPOHHOH MOXHCH.
5.1. OrsercrBeHHsIi 3a renepaumto [1311 umeet npaso:
* co3nasare kmoud [ID1] 11 BHOBE NPUHATHIX COTPYAHUKOB B COOTBETCTBHM C MPHKA30M 3aseayroiero JOV;
°* BECTH PEECTPbl JCHCTBYIOIUUX U aHHYJIMPOBAHHBIX CEPTHPHUKATOB;
* B Cllydae HEOOXONMMOCTH 3aMeHbl, MPOJIOHTalMM WM BOCCTAHOBJICHMS KJIOYA 3JEKTPOHHOM IOJIMCH
MPOU3BOAMTE M'EHEPALIMIO HOBOTO KITIOYa HAa OCHOBAHMY 3asBJeHus Branensua [T
e oOpamare k pykosoactsy JAOY s pasdopa kOHPIUKTHBIX CcuTyalmi (CIIOPOB), BO3HHKAKOMIMX TPH
rpuMeHennd 11511,
5.2. OtBercrBeHHbIH 3a renepaumio [I311 obs3an:
* BECTH 00pabOTKy BHYTPEHHHUX HOKYMEHTOB B COOTBETCTBUM CO CBOMMU JOJDKHOCTHBIMM O0A3aHHOCTAMH;
° IPHHHMATb BCEBO3MOMHDBIE MEpPbI JUIA IMPEIOTBPAILSHUS HECAHKLIHOHHWPOBAHHOIO WCHONB30BAHUS KITIOUEH
JTEKTPOHHOM NOAIMUCH;
° HUM MPH KaKKX YCJIOBMAX HE EPeAaBaTh KIIIOYU 3IeKTPOHHOM MOMIMCH APYTUM JIMLIAM;
*npd  oOpaiienny Biajgensua [IDI1 0 koMmpoMeTauMy KIroya 3JEKTPOHHOM [MOMUCH HE3aME UTHTEIbHO
NPUOCTAHOBUTL JEMCTBUE NPUHANIESKAWEr0 eMy KJIIoUa 3JIEKTPOHHOM TIOANMCH A0 JAJbHEHIIEro pa3perieHus
CUTYaLMu;
° OTBETCTBEHHbIN 3a redepaumio 1311 Hecer NHUHYIO OTBETCTBEHHOCTb 32 KOHMDUICHLMATBHOCTH CO3IAHHBIX
cepTuUKaToB.
» Tlpu npekpalieHynu y COTPYAHMKA YUPEKAEHMs NODKHOCTHBIX O0f3aHHOCTEH 1o 00padoTKe BHYTPEHHMX
SJIEKTPOHHBIX AOKYMEHTOB C ucrionb3oBaHuem [1D011 umu npH yBOIBHEHMM COTPYAHMKA €ro K4 BHOCUTCS B
PEECTp OTO3BAHHBIX KIIOUYEH 3NeKTPOHHOM noamucu OTBETCTBEHHBIM 3a TexHuueckyio rnogzaepxkky HC. C
MOMEHTa BHECEHHs K/IH0Ya B PEECTP OTO3BAHHAIX KIIIOUEH JJIEKTPOHHOM MOIHMCH BCE NOCAEAyIomre JJoKyMeHTsl,
noanucanssie 371o# [I211, He cunMTaroTCs MOANMCAHHBIMH HAUIEKAKMM 00pa3oM, T.€. TIOAIHCHIO, PABHO3HAUHOH
COOCTBEHHOPYYHOIH.

6. 3axa0uNHTe/1bHbIe HOI0KeHUA.
6.1. Hacrosamee [Tonoxenue BCTynaer B CHIly ¢ JaThl YTBEPIKASHUS.
6.2. Texcr [lonoxenus pasmeniaercs B C.
6.3. JIOKyMEHTBI, CO3[IaHHbIE B JIEKTPOHHOM BUie M mnoanucaHusie [1311 B COOTBETCTBUM ¢ HACTOALIMM
[onoxkeHneM, MPUIHAIOTCA FOPUAMYECKH 3HAUUMBIMH C 1aTHI yTBEp:KaeHMs [losoxeHus.




		2024-11-14T08:46:23+0400
	Широбокова Эльвира Валериановна




