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THonosxkenune 06 HCMOJAL30BAHKN NPOCTOMH ATIEKTPOHHOMH
NOAMKCH A58 BHYTPEHHEro 3JIeKTPOHHOI0 I0KyMenToobopora
B I'BY3 Vcere-Jlabunckas IPb

1.06mue noIoKeHUS

1.1. Hacrogmee Ilomoxenwe 00 WCHOIB30BAHUN IIPOCTOM JNEKTPOHHOMN
nonnucH B mHbopManyonnoi cucreme (manee - YIC) I'bY3 Vers-Jlabunckas LIPb
(manee - IlomokeHue) SIBISETCA NOKANBHBIM HOPMAaTHBHEIM akToM I'BY3 VYerb-
Jla6uackas [TPE (manee - Opranvsaiyis) U ONPEICNIeT HOPSIOK B YCIOBHI PabOTEl
COTPY/HUKOB C HIIEKTPOHHBIME AokyMenTamMu B MIC, HEMIOCPEICTBEHHO CBSI3aHHBIMI
¢ WX TPYAOBOW JEATEIBHOCTEIO, ¢ IPHMEHEHHEM IIPOCTON 3JIEKTPOHHON MOAIUCH
(manee - [T211).

1.2, VyacTHHKAMH  9SJEKTPOHHOTO  B3aWMOJICHCTBHS  Ha  YCIIOBHUAX,
OIIpeeleHHBIX HacTosmmM [lonoxerneM, ABAAOTCA COTpymHuKy OpraHu3aluy,
oNuCaBIIe YBemoMiIeHHMe 00 oszmakomienun ¢ Ilomoxenwem. ObOpasel
VBemomieHus nOpuBeineH B llpmnoxenum Ne 2 k Hacrosmemy IlonoxeHuto.

Ilommmcanue  corpymewkoM — Opragmsanuy  YBEJOMIECHHS  PaBHO3HAYHO
OPUCOEIMHEHWIO K COINAIeHUIO 00 y9acTHH BO BHYTPEHHEM OIICKTPOHHOM
moxymenTooGopote ¢ ucnonszoBanreM [I0T1 Ha ycnosusax macrosiiero [Tomoxenus
B coOTBeTcTBME cO c¢r. 428 TI'paxmanckoro xomekca P®  ("Horosop
PUCOSTUHEHN ).

1.3. Peammzanms ompefeneHublx HacrosmuM —llosoKeHneM — yCIOBHH
NpyMeHEHHs  [IPOCTOH  SIEKTPOHHON  NOAmMCH — obecredmsaeT — NpHAaHKe
FOPHIMIECKOH CHNTBl BHYTPEHHMM JIeKTPOHHEIM foKyMeHTam Opramusanun B MC,
TpeOyIOLMM JIMIHOH IOAIICH COTPYIHUKA, U OTEPAIMIM C HUMU. ,

1.4. Hanmame IIOI1 obecrneunBaeT BHYTPSHHUM DIEKTPOHHBIM JOKYMEHTAM B
nc:

* [10JIMHHOCTD - MOATREPKIEHUE aBTOPCTBA JOKYMEHTA,

* [[CIIOCTHOCTH - JIOKYMEHT HE MOXKET OBITh H3MEHEH I10CIIE TOAIHCAHN,

* He OTpUIIAHYE aBTOPCTBA (HEOTPEKAEMOCTE) - ABTOP HE MOXET OTKA3aThCS OT
CBOEHN IOAIUCH.

1.5. Jlns moamucanus 3NIeKTPOHHEX ToKyMernToB B MIC nemonbsyercs npocrast
5IEKTPOHHAs MMONNHCH - UHQOpManui B 2JEeKTPOHHOKW (Qopme, KoTopas



IIPHCOENUHEHA K Apyrodl mH(OpMaImy B 3JIeKTPOHHOH (opMme (IOAIHCHBAEMOM
uH(OpMAIUY, TOKYMEHTY B JIEKTPOHHOM BHJE) WIM HMHBIM 00pasoM CBA3aHHAS C
Tako¥ wH(QOpMauMell, W KOTOpas WCHONb3yeTcd Ui OHpeJeleHrs JIUIa,
TOJIHMCEIBAIOIIET0 HH(OPMALHIO.

1.6. B xauecTBe myGmmunol uactu Kmoua IOl mcmombsyercd yHUKATBHOE
¥MS YVYeTHOM 3aImcu, IpuMeHseMoe Ui apTopuzaiay nonszosarens B MC. B
xagyecTse KoHGUAeHIANEHON gacT Kmova 1311 wenoms3yercs mapoik K yIeTHOH
3aIIHCH. '

1.7. Ysrorosnenue (TeHepalwio), Beyiauy 1 perucrpanmo B YIC ykasaHHBIX B
m.1.6 mMeH momR30BaTenelt U maposeit ocymectriseT (Janee - OTBETCTBEHHBIN 32
TeXHIUECKYr0 monepxky HC).

1.8. Ilapoms noms3osarens MC moxer OBITE H3MEHEH €ro BIAJENBLIEM B
moboit MomeHT mociie aBTopusanuv B MC. PexomenmyeTcs M3MEHATH NMapoib HE
peXxe OHOrO pasa B TpH Mecdna. s cHwokeHus pucka mombopa Iapois U
HECAHKITMOHUPOBAHHOTO HCTONB30BaHUS [PYTUM JHIOM KIIOYd 3JIEKTPOHHOM
TOJIIUCH peKOMEHTyeTcsl He 3a1aBaTh Iapoily, UCIONb30BaHHbIe paHee.

2. TepMUHEI ¥ ONIPEEIeHHS

B mamnom [lonmojkeHuu WCHONB3YIOTCS —CHEAYIONIME TEPMUHBI M HX
OTTPENCIICHUS:

2.1. Bmamenel IpoOCTOM 3NEKTPOHHOU MOMNMCK - COTpyHHHK OpraHu3anny,
MIONMIUCABINKE YBeaoMmiIeHHe 00 O3HaKOMIIEHWH ¢ HacrosmuM IlojgoxeHueM #
MCTIONB3YFOIIMH UM ITONB30BATEIIS ¥ IIapoiib AN aBTopu3anud B MC,;

2.2. BHYTpEHHHI SJIEKTPOHHBIM HOKyMeHT (manee - JIOKyMeHT) - JOKyMEHT
ONHOTO W3 THWIIOB JOKYMEHTOB, IIpHBEACHHBIX B llpmimoxenun 1 x HacTodgmeMy
Tlomoxenuwio, cosmamueli B KMC B oanexTpoHHON QopMe U HOANHCAHHBINA
5JIEKTPOHHOM MOMNWCEHIO COTPYIHWKA (JVICKTPOHHBIMU IOIIUCSME COTPYIHUKOB)
Opranu3anmy;

2.3, KIHOY OJJIEKTPOHHOM ITOANMCH - YHUKaNbHas IIOCIEeN0BATENLHOCTE
CHMBOJIOB, TIpeIHA3HAUEHHAS IS TOITBEPXKICHUS ¢ UCIIoNb3oBarueM cpencts KC
noumrrHOCTH [10I1 B JloKy™meHTe;

2.4, peecTp BBEINAHHEIX KIIO4ed 21exTpoHHOR moxnucu - xpansmuiics 8 MC
CIIMCOK YHUKAJIBHBIX IIOCIEJOBATEIIBHOCTEH  CHMBOJIOB, CONEPXKAIMXCA B
BEIZIAHHBIX TTOJTB30BATENSIM UMEHAX YUSTHBIX 3aliceH U apoiix;

2.5. peecTp OTO3BAHHBIX KITFOUEH 3JICKTPOHHON Homimcy - xpapsmuiics B YIC
crmcok moste3oBartenedt VIC, y KOTOPBIX KITFOYHM JJIEKTPOHHOW IMOAIMCH K MOMEHTY
o6palieHus K JaHHOMY peecTpy OBIIM OTME4eHB! KaK HeJleHCTBUTEIbHEIE;

2.6. mpocTas snexkTpoHHas nopmuch (T1211) - uHGOPMAIMS B SNEKTPOHHOMN
dopme B VC, BO3HUKAIOIIAsS B MOMEHT BBUIOJIHCHHS BIAJENBIEM SIEKTPOHHOH
HOATIACH KoMar el nioxnucanus Jloxkymenta B untepdeiice MC, mogreepxaaromas
nomnuHHOCTE  JlokymenTta wwim dakr o3HakommeHuws Biagensila [IOI ¢
JlokyMeHTOM, KOTOpas B3aWMHO OJHO3HAYHO cCBs3bIBacTca ¢ JloKymMeHTOM U
BIIAAEIBIEM IIOJIIUCH; .

2.7. mramn IIOT1 - Bu3yanpHas OTMETKa 00 BJIEKTPOHHON IIOATIHCH,



BKItO9aomas pekpusutThl 11911, KoTOpas aBTOMATHUECKH CO3NACTCS CpecTBAMK
UC npu orkpertum  (Busyanuzamum) JOKyMeHTa, noxmucamaoro I[IDTI, B
unrepdetice C;

2.8. o0paboTka SIEKTPOHHOTO JIOKyMEHTa - meficTBus mobosarens VC ¢
SIEKTPOHHEIM JIOKYMEHTOM cpencTBamy MIC, BKIIOWas, HO He OIpAHNUMBASNCK:
cOsnanue, poBepka, Hofnucanue 11911, napopMupoBanre Opyroro moss3oBaTeNs
HC o moxymenrte, onTBepKICHNE TONYUEHNUS, O3HAKOMIEHHE, CO3NAHMAE KON Ha
OyMaXKHOM HOCHTEIe, OTKIOHEHNE, yIaTCHIE,

3. Obecrieuenwe IOPUANIECKOH CHITE BHYTPEHHAX 3JIEKTPOHHEIX JIOKYMEHTOB

3.1. XKusnennsrit mukn [oxymenra 8 UC Bxmogaer: CO3JJaHUE U TPOYHE
ACHCTBHUS 110 ero oGpaGoTKe, OTpaKEHHe B ydeTe, 4 TAkKe xpanenue B MC. UC
obecrievunBaeT  PETHCTpANMIO  OeWCTBUM  momb3oBaTeneil ¢ JloxymenTom
(JIOTHpOBaHNE) B TEUEHHE KU3HSHHOTO [THKJIA. '

3.2. Bee smnamemsusr 101 npu3sHAROT —pABHOSHAYHOCT cpoedf  II3I1
cOOCTBEHHOPYYHON HOIMKCH Ha GyMaXKHOM HOCHTENE.

3.3. Cospamue IIOII B MIC wumummupyercs COOTBETCTBYIOIIMM JICHCTBHEM
Brajgensia IIOII, T.e. He BEINONHAETCS ABTOMATHYECKM YIIH HE3AMETHO JUIS
BlaJebla. ,

34, ITomrOMOUMsT  BmamembIa [I5I1, monmwmcagimero HoxywmenT,
HOATBEPXKAAIOTCA B MOMEHT noammcanus Jloxymenrta B MC aBTOMaTHyeckw 1o
MOJIOKUTEBHOMY PE3YNBTATY CIELYFOIINK IPOBEPOK:

* COOTBETCTBYIOIIUH I0I30BATENb aBTOPH30BaH B VIC, ,

° COOTBETCTBYIONIMW KIOY 3IEKTPOHHOM IOJMHCH BKIIOYEH B peecTp
BBIJTAHHBIX KITFOYEH SIIEKTPOHHOM IO/IIHCH,

* COOTBCTCTBYIOWIMI KIIOY SIEKTPOHHOM MOAIACH OTCYTCTBYET B peecrpe
OTO3BAHHBIX KIIFOUEH 3JIeKTPOHHON IIOTIHCH,

-3.5. Bpems opMHEpPOBAHMS 3)EKTPOHHO HOAIMCH uKkcupyetcst cpencTBaMu
MC wo rpunsrackomy spemeru (UTC+0).

3.6. BHyTpeHHHe OSIeKTpOHHEIE JOKYMEHTEL nepeuncieHnbic B Ilepeune,
npuBenerHoM B IIpmioxenun No 1 k Hacrosmemy Iloloenuto, MOAMHCaHHEE
[IO1, npusHarotest B Opra”u3anyy paBHbIME [0 IOPUIWICCKON CHIIE JOKYMEHTaM
Ha OYMaXXHBIX HOCHUTEIIAX, 3aBEPEHHBIM COOCTBEHHOPYUHOM IIO/IHCEHIO.

3.7. TlonezoBatemun VIC mpmsHAOT, ©9TO Busyanusanys mramma 191 mpn
memoncrpamuu JlokymenTta B mHTepheiice MC, BRHIOMHEHHAS cpencrBamu KC,
ABICTCH  HEOCHOPUMBIM  NOATBEPXKICHWEM (aKTa IIOANKCAHMS JOKYMEHTa
COOTBETCTBYIOMIMM Biiagenslem [IOI1 (mommuaEoCcTs 1 HEOTPEKaeMOCTh ),

3.8. Xpanenne JIOKYMEHTOB OCYILECTBISIETCS IyTeEM 3aIUCH CBEJEHUN O
JlokymMenTax B apXuB 57EKTPOHHBIX JOKYMEHTOB, KOTOPBIA sBigeTcs yactoio UC.

3.9. Opranmsanus o6eCreYHBAET TEXHUYECKUMY U OPraHU3alNOHHBIMU
MepaMu 3aImMTy  oOT HECAHKITHOHUPOBAHHOTO AoCTynna H IPeTHAMCPEHHOTO
YHUHTOXCHYA ¥/MIIA UCKaXKSHUS CBefieHuH o JJOKyMeHTax B apXHBe 3JICKTPOHHBIX
roxkymentoB MC, a Takke rapaHTUpyeT MOATBEDXKIICHHE aBTOPCTBA JOKYMEHTA,
nopmucanroro IISIT asropa, B ToM wmCle HyTeM YTBEpIKIEHWS MOMMEHHOTO



OI'PaHUYEHHOrO CIUCKA JHI, HMEIOIIHMX PACcIINPeHHbIS (aIMUHUCTPATHBHEIE) HpaBa
ZIOCTyNa K apXuBY SJIEKTPOHHBIX foKyMeHToB VIC.

3.10. Hoxyments: xpaHsres 8 UIC B ToMm (opmaTe, B KOTOPOM OHH OBLIM
co3manel. Cpok xpanenus JlOKyMEHTOB U cBeJeHUH 0 JIokyMeHTax He MOXeT OBITh
MeHee 3 (Tpex) JIeT U OIIpeleNsieTCs B COOTBETCTBUH C JOKAThHEIMI HOPMATHBHEIMMI
axTamu OpragEusalyy WK ee CTPYKTYPHBIX TT0Ipas IeieHHH,

3.11. Komug 3neKTpOHHOTO JOKYMEHTa MOXeT ORITH H3TOTOBJICHA
(pactieyatara) Ha OymaxsHOoM Hocurene cpepcrBaMu MC wu  3aBepeHa
coOCTBEHHOpY4YHOU moxmuchto Biagenbia [IDI1 mmbo umeHaMKM KOMMCCHH,
BKIIOHAIOIIEH B ce0s Kak MUHUMYM pyKoBomuTens Opranusalyy 1 JIHI0, UMEIOIee
pacIIupeHHBIe (aIMUHUCTPATHBHBIE) IIpaBa JOCTYyNa K AapXHBY JIIEKTPOHHBIX
nokymerToB MC. Kommsa 31exrpoHHOr0 [OKyMeHTa Ha OyMa)KHOM HOCHTENE
 IOIDKHA COJEpXKaTh BH3yanmsalyioo mraMia (mramiaos) [IOT], moaTBepKOaroItyto,
yro opurrHanl Joxymenta mnommucan I[IOI1. AyTeHTUYHOCTH SIEKTPOHHOTO
IOKyMeHTa U er0 KoMK Ha OyMaXHOM HocuTele obecreunnaercs cpencreamu MC.

4. IlpaBa, 00s13aHHOCTH ¥ OTBETCTBEHHOCTH BIIAJEIbLa SIIEKTPOHHON IIOAIUCH

4.1. Bnagenen 11011 umeer npago:

» ofpamaTtecs k OTBETCTBEHHOMY 3a TEeXHMUECKyI mommepxky MC mms
aHHynupoBanus  (OT3BIBA),  IIPHOCTAHOBKM  (BO30OHOBNEHMNS)  HEWCTBHSA
IIPUHAIEKAINET0 eMy KII04a 3JIEKTPOHHOM IIOATINCH;

* B Clly4ae HEOOXOOWUMOCTH 3aMEHBI, BOCCTAHOBJIECHMSA KIIOHA SICKTPOHHOU
noamucu obparuthes K OTBETCTBEHHOMY 3a TeXHWHecKyro nopnepkky KC ¢
COOTBETCTBYIONIEH IIPOCKOOH 1 MOMYyYHTh HOBBIH KIIIOY SISKTPOHHON ITOJIINCH;

» oOpamarbes K pykoBoAcTBY OpraHmzainuu g pazbopa KOH(DIMKTHEIX
cCUTyaluil (CriopoB), Bo3HUKaromux npu npumenenun 11911 8 C.

4.2. Bragener IT2I1 o6s3an:

* BecTH 00paboTKy BHYTPEHHMX O3JIEKTPOHHBEIX HoKymeHTOB B VIC B
COOTBETCTBUU CO CBOUMHU JIOIKHOCTHEIMU 00S3aHHOCTAMY,

*  IpWHMMATE  BCE  BO3MOXHBEIE  Mepbl UL TIpeIOTBpAICHUS
HECAHKITMOHUPOBAHHOI'O MCIIOIB30BAHUSA CBOETO KITF0Ya IEKTPOHHON IIOJIIICH;

* HU TIPY KaKMX YCIOBUSX HE NIEPEe/IaBaTh KIIFOU SIIEKTPOHHOK IIO/IINCH APYIUM
THIaM;

* IIpW  KOMIIPOMETAIlM¥  CBOEr0  KIIOYa  3JIeKTPOHHOH  IIOJIuCH
He3aMeIUTeNsHO obpaTuThes K OTBETCTBEHHOMY 3a TEXHHUECKYH0 nonepxky KMC
JUTS IPUOCTAHOBKY AEHCTBHS IPHHAATICKAILEI0 eMy KIH04a 3JIEKTPOHHOM NOAIHCH.

4.3, Bnagenen I'OI] HeceT IMYHYIO OTBETCTBEHHOCTH 38 COXPaHHOCThH CBOETO
KITF0Ya  DJIEKTPOHHOM IIOJNHCH M ero 3allluTy OT HECAHKITMOHMPOBAHHOTO
VICITIOJTB30BAHHSL.

5. Texuonorus npumereHns cpencts 11011 B MIC

5.1. Jna opmmenerma [IOI1 8 MC Bmagenemy I1I0I1 meolxomumo
aBTopuzoBaThes B VIC ¢ ucmons3oBanueM MyOIudHON U KOHPHASHIMAIEHON YacTel



IIpunoxenue No 1

K Ilonmoxeruro 06 uemons30sanun IpoCTON
SIIEKTPOHHON MOAIKCH IS BHYTPEHHETO
SIEKTPOHHOIO JOKYMEHTO000pOTa

B I'bY3 Vere-Jlabunckas 1P

ITEPEYEHD JOKYMEHTOB

YUaCTHUKA BHYTPEHHETO 3IeKTPOHHOIO JoKyMeHToo0opota B I'BY3 YerTs-
Jlaburckas 11PB wmemoms3yor IIPOCTYIO SIEKTPOHHYI0 NOAMMCH Hmpu 00paboTke
CIEIYIOUIMX SIIEKTPOHHEIX JOKYMEHTOB:

* aKT O CIIMCAHUF MATEPHAJIOB

AKT o mpueme miepenaun HOA

wn | ®.1.0. [omnucs 06 o3HaKOMITeHIH
paboTH
nKa

1 0504512 | Perrtenne o koMaHINPOBKe

2 0504513 | ismererme pem o KOMaHIUPOBKE

3 0504518 | Basexa 000CHOBaHHE MATOH 3aKyTIKH

4 0504520 | Order 0 pacxosax MOAOTIETHOTO JTHTA

5 0509211 | Kaprouka KanmpioxxeHui -

6 0509214 | Kaprouka npasa noms3osanus HOA o
7 0509215 | MuBeHTapHas KapTouka

8 0509216 | MuBenTapHas KapToUKa rpyIIIoBoro yaeTa

9 . 0510433 | Axr o koHcepBammm ~
10 10510434 | Axr mpmema nepenadu HOIYICHHOE B JIMYHOE MOAB30BAHHIC

11 10510435 | Axr o6 yrummsamws

12 0510436 | AkT 0 npusHarny Ge3HANEKHOMN K B3BICKAHHUIO 38HOIDKEHHOCTH I10 JOXOHAM

13 0510437 | Pemnenne o cImcanny 3a10MKSHHOCTH HEeBOCTpeGOBARHOM KpeAUTOpaMHE

14 | 0510439 | Pemenwme o mpoBeneHnn HHBEHTAPH3AIHH

15 10510440 | Pemenue o IPEKPAITCHHUH TPU3HAHKA AaKTHBAMY

16 [ 0510441 | Pemenure o npusnarnni 06sexton HOA -

Pemmerne o npusnankn (BOCCTAHOBICHHN) COMEATETEHOMK 38JI0JKEHHOCTH 110

17 10510445 | noxomam o

18 | 0510446 | Pemenume 0 poceTanonnernn K3 o
19 10510447 | MsMenenue PCLICHAS O IPOBE/CHNAN HHBECHTAPH3aLHH
20 10510448




21 0510450 | HaxmasHas Ha BHYTpeHHee ITepeMeleHe

22 | 0510451 | TpeGoparme Haxnanmas

23 0510452 | Axr mpuemMKH ToBapoB, pabot, yeuyr

24 | 0510453 | M3pemenwe o Tparchepre

25 10510454 | Axt o cnimcanwn 06hexToR HOA (KpoMe TPaHCIIOPTHBIX CPEICTR)
26 | 0510456 | AxT o cimecanyu TPAHCIIOPTHOTO CPEJICTBA

27 10510458 | Haxnansas Ha OTIyCK MaTepUalbHEIX TEHHOCTEH Ha CTOPOHY

28 10510460 | AKXT 0 crivicaHWW MATePHAIBHEIX 3aTIaCOB

29 10510461 | Akt o cimcarnum BCO

30 10510463 | AkT 0 pesynpTaTax MHBCHTAPU3AIUH

31 0510521 | 3asgBxa 0GoCHOBaHME 3aAKYIKH

32 10510836 | Akt o pesynprarax HHBEHTAPU3AINY HATHIHEIX JCTHEKHBIX CPEICTB




