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1. OBLIHE ITOJIOXKEHUSA

1.1. Hacrosee ITonoxxenue 00 UCTIONB30BAHUM IIPOCTOM DJIEKTPOHHOMN IIOIIUCH B
nHpopManmoHHoi cucteMe (nanee - MC) MDA PAH (nanee - Ilonmokenue) siBnsercs
JIOKaJIbHBIM HOpMAaTUBHBEIM akToM MDA PAH (manee - Opranuzanus) M onpeaenser
NOPAJOK W YCIOBUA pabOThl COTPYIHHUKOB C DJJIEKTPOHHBIMHU JokymeHTamu B MC,
HEIOCPEeCTBEHHO CBA3aHHBIMH € UX TPYAOBOM AEATEIBHOCTRIO, C MPUMEHEHHUEM IIPOCTOH
AJIEKTPOHHOM noanucu (aanee - [1211).

1.2. Y4acTHHKaMH 3JIEKTPOHHOTO B3aMMOJEHCTBHUA Ha YCIIOBHAX, ONPEICICHHBIX
HacrosmM  [losolkeHuem, SIBISIIOTCA  COTPYAHUKHM OpraHuzaluy, IIOANKCABLINE
VBenomiienue o6 oznakomnenuu c [lonoxenunem. OOpazen YBeqoMiIeHUs! NPUBEJIEH B
[Tpunoxenun Ne 2 k nacrosiemy [lonoxkenuto. [lognucanue corpy anukom Opranuzanmu
YBeOMIIEHHS PABHO3HAYHO MPUCOEIMHEHHIO K COTJIAIIEHUIO 00 YUaCTHH BO BHYTPEHHEM
3JIEKTPOHHOM JIOKyMeHTooOopoTe ¢ ucnoip3oBanueMm [IDI] Ha ycnoBusix HacTosLiero
ITonoxenust B coorBerctBuu co cT. 428 I'paxaanckoro koaekca P® ("/lorosop
pucoeMHeHus").

1.3. Peanuzauus onpenesnenssix HactosuM [lonoxeHueM ycinoBuii IpuMeHeHUs
IPOCTOM 3JIEKTPOHHOM IOANUCH OOECHEeUMBAET MPUAAHHE FOPHIWYECKONH CHIIBI
BHYTPEHHMM OJJIEKTPOHHBIM JokyMeHTaM Opranuzanmu B MC, TpeOyromum JIHUYHOIMA
MOJITHACH COTPYIHHUKA, U ONIEPALIUSIM C HUMHU.

1.4. Hanuuue [1211 oGecrieynBaeT BHYTPEHHUM 3JIEKTPOHHBIM J0KyMeHTam B VIC:

* IO/UIMHHOCTB - MIOJTBEPK/IEHUE aBTOPCTBA JOKYMEHTA;

* 1IEJIOCTHOCTS - JOKYMEHT HEe MOKeT ObITh U3MEHEH I10CIIe ITOANKUCAHUS;

* HE OTPUIIaHKE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOJKET OTKAa3aThCs
OT CBOEii MOITUCH.

1.5. Jlna moamuicaHus 37IeKTPOHHBIX NoKymeHTOB B MC mcnosb3yercs npocras
JJIEKTPOHHAS IOJAIMUCHL - MH(OpMalKs B 2JEKTPOHHON Gopme, KOTopasi IPUCOEANHEHA K
Ipyroit uHGopMaLKu B 3JIEKTPOHHOM (opMe (TTOAIMHChIBaeMON HHPOPMAIMH, JOKYMEHTY
B JJIEKTPOHHOM BHJIE) WJIM UHEIM 00pa3oM CBsI3aHHAs C TaKoi MH(pOpMaIuei, 1 KoTopas

HUCIIOJIB3YETCA IJId OIIPECACIICHHA JIMIa, ITOAIHChIBAOIIETO I/IHd)OpMaIlHl-O.




1.6. B kauecrBe nmyOnuuHoi yactu kmoua [IDI1 ucnonesyercs yHUKalbHOE UMS
YUYETHOM 3amucH, TpuMeHseMoe sl aBTopusaiuu noss3zoBatens B MC. B kauectse
KOHUAeHIMaIBbHOR yacTy Kimoua [ID11 ucrnonb3yerces naposib K y4eTHOH 3arucu.

1.7. U3rotoBneHue (reHepaimio), Beraauy U peructpannio B MC ykazaHHbIX B 11.1.6
MMEH I0JIb30BaTeNeH 1 napoeii ocyuecTiaseT benoit O.B., rmaBHoMy Oyxrantepy (nanee
- OTBeTCcTBEHHBIH 3a TeXHUUECKYIO noauepxky UC).

1.8. TTapons nmone3zoBatens UC moxkeT ObITh U3MEHEH €ro BiaJieNblleM B JTH000H
MOMEHT nocie aBropusanyu B MC. PexomeHayeTcs U3MEHATH Napoib HE peke OTHOTO
pasa B Tpu Mecsana. /g CHIKEHHs pucka 1moadopa mnaposisi U HeCaHKIIMOHMPOBAHHOIO
MCIIOJIB30BAHUSL APYTUM JIMLIOM KJIHOYa JJIEKTPOHHOIN IOANKMCH PEKOMEHIYETCS He

3a/laBaThb apoJjik, UCII0JIb30BaAHHBIC paHEE.

2. TEPMHUHDbI U OIIPEAEJEHUWS

B nannom Ilonoxennn Henons3yroTest CASAYIOUIME TEPMUHEL U UX ONPEAEICHHS:

2.1. Bmageneny NpOCTOM HIEKTPOHHOM NOAMMCH - COTPYJHMK OpraHusaliuu,
MOANUCABIIMK  YBenomiaeHue 00 o3HakomieHMM ¢ HactosmmMm [lonoxenuem u
UCIOJIB3YIOIIMHA M4 MOJIB30BaTEN U Mapoib A apropusaimu B UC;

2.2. BHYTpEHHUH 2JIEKTPOHHBIM TOKYMEHT (aniee - JIOKyMEHT) - JOKYMEHT OJTHOTO
U3 THUIIOB JOKYMEHTOB, IpuBeleHHbIX B [Ipunoxenun 1 k Hacroswemy IlonoxeHuro,
co3fgannbit B UC B snekTpoHHO# (opMe M MOANMUCAHHBIN 3JIEKTPOHHON MOAMUCHIO
COTPYAHUKA (RJIEKTPOHHBIMH MTOJAIUCSAMHU COTPYAHUKOB) OpraHusanuu;

2.3. KJII0Y DJIEKTPOHHOH MOAMUCH - YHHKaJIbHAas I10CIEI0BATEIBHOCTH CUMBOJIOB,
npeaHasHadyennas s NOATBEPKACHHs ¢ ucnoib3oBanueM cpeacts MC nommnnocTu
[IDI1 B JlokyMeHTE;

2.4. peecTp BBIJIAaHHBIX KJIFOYEH JIEKTPOHHOM noanucu - Xxpausituiics B UC cmcok
YHUKAIBHBIX  II0CJIEIOBATEILHOCTEH  CHUMBOJIOB, COJEp:KAIUXCS B BBIJIAHHBIX
II0JIB30BATE/ISAM UMEHAX YUETHBIX 3aMMCEN U NapoisxX;

2.5. peecTp OTO3BaHHBIX KIIOYEH HJIEKTPOHHOH mojamucu - xpausmuiicas B MC
cnucok nosb3oBarenet MC, y KOTOpBIX KIKOYM 3JIEKTPOHHON IMOANMCH K MOMEHTY

o0pallleHHs K JaHHOMY peecTpy OBIITH OTMEUEHBI KAK HEEHCTBUTEIILHBIE,



2.6. npocras dnekrpornas noanuck (I1911) - uHpopMaIys B 21€KTpOHHOU hopme
B MC, BO3HHMKaiOmas B MOMEHT BBLIIOJIHEHHS BIAJETBIEM 3JIEKTPOHHOM MOAMKMCH
Komau el noanucanus Jlokymenra B untepgetice MIC, noarsepxaaromas mojIMHHOCTE
Jloxkymenta w/unu ¢akt o3znakomsieHus: Baaaensia [IDI1 ¢ JlokymeHTOM, KOTOpas
B3aMMHO OJIHO3HAYHO CBS3bIBaeTCA ¢ JIOKYMEHTOM U BIIaJIENbIIEM TTO/ITHCH;

2.7. mrramn I1211 - Bu3yanpHast oTMETKa 00 IEKTPOHHON MOANKCH, BKIIOYAIOIIAs
pexBu3uTHl [IDI1, xoTopas aBromMaTuyecku cosmaercs cpeacrBamu MC mpu OTKpBITHH
(Bu3yanuzanuu) JOKyMeHTa, mnoamucanHoro IIDII, B wuHTepdeiice UC; Bpems
dopmuposanus [1911 orobpaxaercs B LITaMIie o 4aCOBOMY Toscy mosb3oBarens UC;

2.8. obOpaboTka 37€KTPOHHOrO JOKyMeHTa - JeidctBust nosib3oBarens MC ¢
JJIEKTPOHHBEIM JOKyMeHTOM cpenctBamu MC, Bitouas, HO HE OrpaHMYMBAsACh: CO3aHHE,
npoBepka, noanucanue [ 1011, unpopmuposanue npyroro nons3osatens MC o qokymenre,
TIOATBEPIKICHHE TIOIYUYEHHsI, 03HAKOMJIEHHE, CO3/IaHHE KOMH Ha OYMaXXHOM HOCHTEJIE,

OTKJIOHCHHE, YIaJICHHUC.

3. OGECHHEYEHUE IOPUJUYECKOM CUJIbI BHYTPEHHUX
IJIEKTPOHHBIX JOKYMEHTOB

3.1. XKuznennsii uka Jlokymenrta B IC BKiIIOUaeT: coO3AaHue U MPOYHE ICHCTBHSA
1o ero odpadborke, orpaxeHue B yuere, a Takxke xpaHenue B MC. MIC obecneunBaet
perucrpanmio JeHCcTBHM Imosb3oBarenell ¢ JIoKyMeHTOM (JIOTUpOBaHHE) B TEUEHHUE
JKU3HEHHOT'O 1[UKJIA.

3.2. Bcee Bunagensisl  [IDI1  npusHaior  paBHO3HAuHOCTH  cBoeit  I1DIT
COOCTBEHHOPYYHOH MOJANKMCH Ha OYMa)kHOM HOCHTEJIE.

3.3. Cospanue I[IDII B MC wuHMUMUpYETCS COOTBETCTBYIOIIMM JIEHCTBUEM
Bnazaensua [ 1311, T.e. He BBINIONIHAETCS aBTOMATUYECKH WJIM HE3aMETHO JUISI BJIa IeJIblIa.

3.4. Ilonnomouus Binanensua [1211, noanucapuero JIokyMeHT, MOATBEPXKAALOTCS B
MOMeHT noxanucanus Jlokymernra B IC aBToMaTUYECKHU 110 [TOJIOKUTEIBHOMY PE3YJIbTaTy
CJIELYFOLUX IIPOBEPOK:

* COOTBETCTBYIOLIMI 10JIB30BaTENNb aBTOpU30BaH B MIC,

* COOTBETCTBYIOMIMI KJIFOY 3JEKTPOHHON MOJNUCH BKIIIOUEH B PEECTP BLLAAHHBIX

KJIFOYEH JIEKTPOHHOM MOAMUCH,



* COOTBETCTBYIOLIMH KJIIOY 3JIEKTPOHHOH IOANMCH OTCYTCTBYET B peecTpe

OTO3BAaHHBIX KITOYEN 3JIEKTPOHHOM MOIMUCH.

3.5. Bpemsi popmupoBaHus 3JIEKTPOHHOM MoanHCcH GuKcupyetes cpeactsamu MC
no rpuHBuuckomy Bpemenu (UTCH+0).

3.6. BHyTpeHHHE DIEKTpOHHBIE JOKYMEHTBHI, mepeuucieHHsie B Ilepeune,
npuseneHHoM B [Ipmioxennn Ne 1 k Hactosiemy [lonoxenuto, mommucanueie 1911,
npu3HaroTcd B Opranuszaluy paBHbBIMU M0 IOPUINUECKOH CHUle TOKyMeHTaM Ha OYMasKHBIX
HOCHTEJISX, 3aBEPEHHBIM COOCTBEHHOPYYHO! MOANUCHIO.

3.7. Ilone3oBarenn WC mnpusHaioT, 4To Bu3yainm3amus mramna IIDI1  mpu
nemoHctpanuu Jlokymenra B unrepdeiice UC, Bemmonnennas cpeacrteamu UC, spnsercs
HCOCTIOPUMBIM IIOATBEPKACHUEM (haKTa MOJANMCAHHUSA JOKYMEHTa COOTBETCTBYIOIIUM
BrazaenasieM 11311 (moamuHHOCTE U HEOTPEKAEMOCTD).

3.8. Xpanenue JIOKYMEHTOB OCYIIECTBISECTCS TMyTeM 3alMCH CBCACHHH O
JIOKyMEHTaX B apXUB JIEKTPOHHBIX JOKYMEHTOB, KOTOPHI sABjIsieTcs YacThio C.

3.9. Opranmzanus obecrieynBaeT TEXHMYECKUMU M OPraHM3AIIMOHHBIMU MEpaMH
3alMTY OT HECAHKIMOHMPOBAHHOI'O JOCTYyIA W IPEJIHAMEPEHHOTrO YHUUTOXKEHUS W/ HWIH
MCKa)KeHHUs cBelleHui o JlokyMeHTax B apXuBe 3JIEKTPOHHBIX JToKymeHToB MC, a Takxke
rapaHTUPYeT MOATBEPIKACHHUE aBTOPCTBA JOKyMeHTa, noanucanHoro [1211 aBropa, B Tom
YHUCIIC ITyTEM YTBEPIKIEHUS IMOMMEHHOTO OTPaHMYECHHOrO CIHMCKA JIMI, HMEHLIUX
pacuMpeHHbIe (aIMUHUCTPATUBHEIE) [IpaBa AOCTYIIA K apXUBY JIEKTPOHHBIX JTJOKYMEHTOB
ncC.

3.10. Joxymentsl xpanarcs B IC B ToM popMmate, B KOTOPOM OHH OBLIN CO3/IaHBI.
Cpok xpanenuns JlokyMeHTOB U cBejieHHH 0 JlokyMeHTaxX He MOKeT ObITh MeHee 3 (Tpex)
JET W OIpPEAENsAeTcs B COOTBETCTBUM C JIOKAJBHBIMU HOPMATHBHBEIMH aKTaMHU
Opra"u3alnyy WK €e CTPYKTYPHBIX MOpa3eIeHuiA.

3.11. Konus 2/1eKTpOHHOTO JOKYMEHTa MOXET ObITh M3rOTOBJEHA (pacleyaraHa)
Ha OymaxkHoM Hocutene cpenctBaMu MC | 3aBepeHa COOCTBEHHOPYYHOH MOINMCHIO
Bnazensua 11011 ymbo uwienamu komHccHM, BKIIOYaromeil B cebs KaKk MHHUMYM
pykoBoaurens OpraHuzallid M JIMIO, MUMEIOLIEE pacllIUpeHHbIC (aIMHHUCTPATHUBHBIE)
npaBa JOCTyNla K apxuBy OJEKTpOHHBIX HoKymeHToB HMC. Komwmst asekrpoHHOro
JNOKyMEHTa Ha OyMa)KHOM HOCHUTeNle [OJDKHA COJEpIKaTh BH3YaTH3aIMIO INTamIia

(wramno) IIOII, monreepkmaromyto, uto opuruHan Jlokymenra noxmucan IIDII.




AyTeHTIfI‘IHOCTB JJICKTPOHHOI'0 JOKYMEHTA W €TI0 KOIIMKM Ha GYM&)KHOM HOCHTECJIC

obecreunBaetcs cpenacreamu UC.

4. TIPABA, OBSI3AHHOCTH U OTBETCTBEHHOCTD BJIAJIEJIBIIA
SJEKTPOHHOM MOANUCHU

4.1. Bnapenern [1311 umeer npago:

* oOpamarbcs K OTBETCTBEHHOMY 3a TexHUYeckyro mnoanepkky WC s
aHHYJTUpPOBaHMA (OT3BIBA), IPUOCTAHOBKU (BO30OHOBJICHMS) ACHCTBUSA TIPUHAIIC/KAILETO
eMY KJIF0Ya 3JIEKTPOHHOM MOATIHNCH;

* B cCily4yae HEOOXOJIMMOCTH 3aMEHbI, BOCCTAHOBJIEHUS KJIHOYa JJIEKTPOHHOM
noanucu obpatuthes K OTBETCTBEHHOMY 3a TexHHYeckyro mnopaepxkky MC ¢
COOTBETCTBYIONIEH IPOCKOOI U MOTYUUTh HOBBII KITFOU 3JIEKTPOHHOU MOITUCH;

* oOpammarbest K pykoBojicTBY Opranuzaiinu i1 pa3dopa KOHQIUKTHBIX CUTYaIHid
(criopoB), BozHuKaromux rnpu npumenenuu [1211 8 MIC.

4.2. Bnagenen 11511 o6s3aH:

* BecTH 00pabOTKy BHYTPEHHHX JICKTPOHHBIX JOKyMeHTOB B MC B COOTBETCTBHH
CO CBOMMH JOKHOCTHBIMH 00SI3aHHOCTSAMU;

* IPUHUMATh BCE BO3MOKHBIE MEPHI JUISI TIPEI0TBPAIlIEH S HECAHKITMOHUPOBAHHOTO
UCIIOJIB30BAHUS CBOETO KJTI0Ya 3JIEKTPOHHOM TOJIITHCH,

* HU IIPU KAKUX YCJIOBMSX HE MEPENaBaTh KIIOU 3JEKTPOHHON MOAMUCH JPYTUM
JTULIaM;

* IPH KOMIIPOMETALIMK CBOEr0 KJIIOYa 3JIEKTPOHHOU MOAMKMCH HE3aMETUTEIBHO
obpatutbess kK OTBETCTBEHHOMY 3a TE€XHHYECKYHO mnojyiepkky MC uis npHOCTaHOBKH
JNeMCTBUS MPUHAUIEKAIIETO €My KIHYa IEKTPOHHOM MOAMKCH.

4.3. Buagenery [I9I1 HeceT JMYHYHO OTBETCTBEHHOCTh 32 COXPAHHOCTh CBOETO

KIIKO4da 3J'ICKTpOHHOfI IMOAITACH U €10 3allUTY OT HECAHKIIMOHHPOBAHHOI'O UCII0JIb30BAHMA.

5. TEXHOJIOT'USA TIPUMEHEHUSI CPEACTB II2I1 B UC

5.1. Jns npumenenus [1211 B UC Bnanensity I1211 Heo6X01MMO aBTOPH30BATHCS B

HC c¢ ucnosnp3oBanueM ny6auuHOM W KOHHUACHITHANRHON vacTeit kmroua TIDIT (ums



oJib30BareNs U mapois). [lonnucanue JIoKyMeHTa BBIMOJHAECTCS IyTEM HaKaTHS Ha
kHomnky "Iloanucars" B unrepdetice MC.

5.2. Wnpopmanus o060 BCeX BBIJAHHBIX [OJIB30BATENIO KIHOUYAX DJIEKTPOHHOM
TIOJINUCH, [aTax MOJYYEHHS M MpeKpalleHus uX AcHcTBUA (M3bsATHS) XpaHutcs B UC
IIOCTOSIHHO.

5.3. Ilpu npekpaimeHun y cotpyaauka Opranu3anuy JOJDKHOCTHBIX 00S3aHHOCTEH
10 00paboTKe BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB ¢ Hcronb3oanuem 111 wru npu
YBOJIBHEHHH COTPYAHHUKA €TO KJIKOY BHOCHUTCS B PEECTP OTO3BAHHBIX KIIIOUEH IEKTPOHHOIA
noamucu OTBETCTBEHHBIM 3a TEXHUYECKYO 1oyiepikky MC. C MOMEHTa BHECEHHS KITIOYA
B PECCTP OTO3BAHHBIX KITIOUCH SJIEKTPOHHOHN IOANUCH BCe Mocieayroime JIOKyMeHTHI,
noanucanHeie 3o IIDI1, He cumTaroTCs NMOANMCAHHBIMU Ha/UICKAIUM 00pa3oM, T.e.

MO/MUCHI0, PABHO3HAYHOM COOCTBEHHOPYYHOIA.

6. SAKJIIOYUTEJBHBIE MOJIOKEHUSA

6.1. Hacrosmee ITonoxeHue BeTynaer B CHLy ¢ JIaThl YTBEPAKICHUS.

6.2. Texcr [Tonosxkenus pasmernaercs B IC. Crioco6 10cTyna K akTyaabHOM BepcHH
[TonoskeHns onKMCBHIBAETCS B TOJIBb30BATENBCKOM 1oKyMenTamu K YC.

6.3. Tekcr Ilonoskenust xpanurcss y MowuceeBoii H.IL, OGyxranrepy u
IIPeIOCTaBISACTCS COTPyAHMKaM OpraHu3aluy 1o 3ampocy.

6.4. JlokymenTsl, cozganusie B MC u moanucanusie 1911 B cooTBeTcTBHM ¢
HacrosinM [TomoxkeHnem, NpU3HAIOTCS IOPUANYECKH 3HAYUMBIMHU C JAThl YTBEPXKICHHUS

[Tonoxenus.




[Tpunoxenue Ne 1 x
ITonoxenuto 00 KCIIONB30BaHUH MIPOCTOR
3JEKTPOHHOHU IOAMUCH IJISl BHYTPEHHETO

3JIEKTPOHHOr0 JokyMeHToobopoTa B DA PAH

ITEPEYEHb JIOKYMEHTOB

Y4acTHUKM BHYTPEHHErO HIEKTPOHHOTO JOoKyMeHTooOopota B UDA PAH ucnons3yroT
NPOCTYIO 3JICKTPOHHYIO IOAIKCH ITPY 00pabOTKE CIEAYIOLINX EKTPOHHBIX JOKYMEHTOB:
* ABaHCOBBIM OTYET,
* pacXO/IHBIM KacCOBBIHA opaep,
* UHBEHTapH3alMOHHAs OIIUCh TOBAPHO-MaTEPUaJIbHbIX [IEHHOCTEH,
* HaKJa/lHasi Ha BHYTPEHHEE NIepeMEILeHe TOBAPHO-MaTepUaIbHBIX [IEHHOCTEMH,

® UHBIE TOKYMEHTEI.




[Tpuioxenue Ne 2
K [Tonoxxenuro 06 ucrons30BaHUH TPOCTOM
3JIEKTPOHHOH MOAMKCHU AJISl BHYTPEHHETO

3NIEKTPOHHOTO JOKYMEHTO0O0pOTA

B DA PAH

YBEJIOMIJIEHUE

®.N.0. corpynHuka, uUMeHyeMmbld(as) B jajibHeimieM "PaboTHMK", HACTOSLIUM
IOJATBEPXKIAET, YTO O3HaAKOMMIIcd(ack) U coryaceH(Ha) ¢ [lomoxkeHneM 00 HCIIONB30BAHUHU
IIPOCTOM BJIEKTPOHHOM MOAMUCH JUTSl BHYTPEHHETO DJIEKTPOHHOIO oOKyMeHToobopota B UDA
PAH, a umenHo: PaboTHUK pH3HaeT paBHO3HAYHOCTH CBOEH IPOCTOM 3JIEKTPOHHOM MOAINCH
(manee IIDII) coOCTBEHHOPYYHOH TMOAMUCH HA OYMaXKHOM HOCHUTENE M 3aABseT O
NPUCOEMHEHHM K  COIJIAIIEHHWI0 00  y4yacTMM BO  BHYTPEHHEM  DJIEKTPOHHOM
JIOKyMeHToobopoTe ¢ ucnonb3oBanueM [12I1 Ha ycnoBusx ITomoskeHus o6 HCIONB30BAHHH
TIPOCTOM 3JEKTPOHHOM MOAIMUCH [UIsl BHYTPEHHET O JIEKTPOHHOr0 JOKyMeHToobopoTa B IDA

PAH B cooTtBeTcTBHU cO cT. 428 I'paxxnanckoro kojexca P® ("JloroBop mpucoequnenus") ¢

01.07.2023.

Jlata nognucanusg, PO




