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IMoso:xkenue 00 HCIIOJIBb30BaHUHU HpOC'l‘Oi/i 3JICKTp()HHOI"i NOAIMNUCH

1.00mme mos10KeHn st

Hacrosimee ITonoykenne o6 HCIONB30BAHUE ITIPOCTOH 3JICKTPOHHOMN MO/IHUCH (manee -
onoxkeHue) sSBISETCS JOKAILHBIM HOPMATUBHBIM aKTOM MYHHIMIAILHOTO OIOUKETHOE
JOIIKOJIBEHOI0 06pasoBaTenbHoro yuapesxeHus «O0pa3zoBaTeabHbIN KOMIUICKC — METCKHN cajl
«Cymep Jletkm» (nanee MBJIOY Ne 216) u ompefenser HOPSmoK u YCIIOBHS 3aBEPCHUS
corpyauukaMu MBJIOY Ne 216 251eKTpOHHBIX JOKYMEHTOB B MH(MOPMAIHMOHHBIX CHCTEMAx
(naiee — VIC) ¢ mprMeHeHreM IIpoCToi SIEKTPORHOI TTOIICH (Haee - I121T).

II5IT  ucmompsyercs B cioywasx, Kkorja He  TpeOyeTcs  HMCIOIb30BAHKE
KBaJIM(QUIPOBAHHOM dIIEKTPOHHOMN ITOJIIVCH.

Peanmsanust onpeenenmnix macrosmmum [Tonoxennem ycloBuil IpuMeHEHMs IPOCTOM
OJICKTPOHHOHM ~ IIOJINCH OOCCIEYNMBACT IIPHJIAHAC IOPHIMYCCKON CHMIBI  BHYTPEHHIM
nokymentam MBOVY Ne 216 B VIC, TpeOyrommM JIMYHOM [IO/IIMCH COTPYIHUKA, ¥ ONEPAISIM
C HUMU.

Hammawe  TIDII  obecricumBaeT — BHYTPEHHMM  DJICKTPOHHBIM  JIOKYMEHTaM B
UH()OPMAIIMOHHBIX CHCTEMAX:

* IOJUIMHHOCTE,

* LEJIOCTHOCTH - JIOKYMEHT HE MOXKET OBITh U3MCHEH I10C/IC IO (IIMCAHNS;

Hoxyment, nojuucszaemplit [IOIT B IC gormken ObITH B He pellakTUpyeMoM (opmare.

JI1s ToAnUCanus DIEKTPOHHBIX JOKyMeHTOB B VIC MCIIONB3yeTcs MpocTast SIeKTPOHHAS
NOJIIMCh - HMHpOpMANUs B DIEKTPOHHOM (opme, KOTOpas NPHCOEIMHEHA K IPYroit
MHQOPMALK B OIEKTPOHHOM (opMe (IOAMUCHIBACMON HMH(pOPMAIMH, JOKYMCHTY B
DJICKTPOHHOM BHJ/IC) WM WHBIM 00pa3oM CBA3aHHAs ¢ Takoil WH(OpMammeid, 1 KOTOpas
HCIIONB3YETCS JUTS OTIPEJIENICHHS JTHIIA, TO/IIUCHIBAIONIETO UH(OPMAITHIO.

B xauecrse myOnuanoit wactu xmoua IIDIT mcnonb3yercs yHMKaIbHOE MMS YICTHOI
3alliCH, MPUMCHAECMOC JUIA  aBTopu3anuu  Iroie3oBaresis B KMC. B kaudectse
KoHbuIeHIanbpHol yacTy Kinoda IT311 ucnons3yercs napoirs K yIeTHON 3aIlicH.

Wsrotosnenue (remepanumio), Bbpiauy u peructpammo B MC  yKa3aHHBIX HMMEH
II0JIE30BATENCH U apOJIeH OCYIIECTBIISET OTBETCTBEHHEIHA coTpyAHuK (aqmunuctparop) HC.

ITapons monbsoBatens UC MoxeT OBITH M3MEHEH €ro BIAJAEJIBIEM B JIEO00M MOMEHT
nociie apropusaimu B MC. Pexomenmyercs U3MEHATh Mapoib HE pexe OIHOro pasa B TPH
mecsia. [ cHwKeHus pucka nogbopa mapolisi ¥ HeCaHKIMOHUPOBAHHOTO HCIIOIB30BAHUS
APYTUM JIMIOM KIIIOYa OJICKTPOHHOM IIONIMCH PEKOMCHJIYCTCSl He 3ajlaBaTh IapoJIH,
UCIIOJIb30BaHHBIC PAHEE.

2. Tepmunbl U onpeaesieHust
B nannom IonoxkeHnn HCIIONB3YIOTCS CICIYIONINE TCPMUIBI U UX OIPEICIICHHS:
Bhaoeney npocmoii anekmponnoit noonucu - corpyaauk MbJIOY Ne 216,
HaJICJICHHBIN TOJTHOMOYUAMH IIO/IIIACH JIOKYMCHTORB, UCITOJIB3YIONIMA UM I10JI530BaTCIISIH
11apois Uit aBropusanuu B MC;
dnexkmponnotii 0okymenm (anee - JJOKyMEHT) - JOKYMEHT OJ[HOTO U3 HE



PEAKTUPYCMBIX TUIIOB IOKYMEHTOB, CO3/IaHHbIH B DJICKTPOHHON GOPME M IO/IIMCaHHbIIH
3JICKTPOHHOM MOJIUCHIO COTPYIHUKA;

Knrou anexmponnoii noonucu - yauxaisaast 110ci1e[0BaTeIbHOCT CHUMBOJIOB,
HPCAHAasSHa9CHHAS JUTS IIOATBEPIKIACHUSA ¢ UCTIOJIb30BanueM cpejictB IC nmommunoctr [ID1T;

Ilpocmas snexmponnas noonuce (I1311) - mapopmarys B DJIEKTPOHHOM

(opme B VIC, BO3HHKAION[Ast B MOMEHT BBIITOJIHCHHS BIaJICIBIICM 9JICKTPOHHOM MOAIIHCH
KoMamnypl noamucanus Jlokymenra B umnrepdeiice MC, moiarsep:kaaromas MoUIAHHOCTD
JlokymenTa nw/mmm dakT o3HakoMiIeHus Biageisna [IDIT ¢ JloKyMeHTOM, KOTOpasi B3auMHO
OJIHO3HAYHO CBSA3BIBACTCS ¢ JIOKYMEHTOM U BIAJICIIBIIEM IIOIIHCH;

HImamn II3IT - Bu3yanbHas OTMETKA 00 2JIEKTPOHHON IIOIIUCH, BKIIOYAION[AS
pexsusuter 1IBLI, KoTopas asromarnyecku coznacres cpencrsamu VIC mpu OTKPBITUM
(BM3yanM3anuum) oKyMenTa, moamnucangoro 11911, B nurepdeiice MC; Bpems popmuposanms
LISIT oTobpaskaeTcs B IITAMIIC 10 9aCOBOMY I0SICY HoJb30BaTeis UC.

3. OGecnevyenne IPHINMICCKON CHIIBLI BHYTPEHHAX 3JICKTPOHHBIX J0KYMEHTOB

Kusuennnit muxi Jlokymenra B YIC BKIOYaeT: CO3[aHIe M IIPOYHE JASHCTBAS MOEr0
00paboTke, OTpaxkeHHe B yuete, a Taxke xpanenue B VIC. UC o6ecrieunnact pErucTpanuio
ACUCTBUIA IONB30BaTeNIeH ¢ JJoKyMeHTOM (JIOrMpoBanye) B TEUCHNE YKU3HCHHOTO [UKIIA.

Bee Biagensipr 1IOI1 npusHaor paBao3nagyHocTs cBoeit [ID1T COOCTBEHHOPYYHOM
IIOJITACHU Ha OyMa’>KHOM HOCHTCIIC.

Coszmanue 11911 B IC unuruupyercs COOTBCTCTBYIOIIUM JieHcTBUEM Biajaenniia [1011,
T.€. HE BBIIIOTHACTCSA aBTOMATUYECKHU WM HE3aMEeTHO s Bitagensia [1D]1.

Honxomouns Bragensua IIOT], moxmucariero JoKyMeHT, HOATBEPKIAIOTCS B MOMCHT
noxnucanus Jlokymenra B MIC aBroMaTHyecK 0 TTOI0KUTEILHOMY PE3yIbTaTyCIeTyIOIX
IIPOBEPOK:

* COOTBETCTBYIOIIMI II0JIB30BATENb aBTopu3osan B MIC,

*  COOTBCTCTBYIOUIMH KJIIOY DJICKTPOHHON IIOJIUCH BKIIOUCH B PEECTP BBIIAHHBIX
KIIIOYEH 3JICKTPOHHOM OJIITHCH,

* COOTBETCTBYIOIIMA KIIIOY 3JICKTPOHHOM MOIIUCK OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KITIOUE DJIEKTPOHHON IOAIUCH.

Bpemst popMuposanms a1eKTpoHHoit mojicu pukcupyercs cpegcrsamu VIC.

BryTpennne sJeKTpoHHEIE JOKYMEHTEL, 1omucannsie 1111, npusnarores BMBJIOY No
216 paBHBIMHU 110 FOPUIMYECKON CHITE JIOKyMEHTaM Ha OYMaKHBIX HOCUTENSX, 3aBCPCHHBIM
COOCTBEHHOPYYHOI IIOJIUCHIO, 32 MCKIIIOYEHUEM CIy4aeB HEOOXOIUMOCTH WCIIONb30BAHMS
KBAJIM(QUIUPOBAHHON DIEKTPOHHON ITOMIIMCH B COOTBETCTBHH C 3aKOHOMATENHCTBOM P,
Hosnssosarenmn MC npusmaror, 4uro Busyauusanus mramia [IDIT mpu JEMOHCTpau
Hoxymenra B unrepdeiice MC, Bemonnennas cpencrsamu VC, sBisercs HEOCIIOPHMBIM
MOATBEepKIeHUEM (aKkTa IOJIHUCAHUSI JIOKYMEHTA COOTBETCTBYIONIMM BiajeibieM L[1DI1
(IIOIIMHHOCTH U HEOTPEKAEMOCTD ).

Xpanenue JIOKYMEHTOB OCYIIECTBIISETCS IIyTEM 3allUCh CBEAEHM o J[OKYMEHTaxX B
apXuB JICKTPOHHEIX JIOKYMEHTOB, KOTOPBIU siBIsIeTCs yacThio VIC.

MBJIOY Ne 216 obecrieunBacT TEXHIICCKUMHE M OPraHU3al[MOMHBIMA MCPAMU 3aIUTY OT
HCCaHKIMOHUPOBAHHOIO JOCTYIla M IPEAHaMEPEHHOTO YHUYTOXKCHMS WA HUCKAXKCHUS
ceesieHnit o JIokyMeHTax B apXuBe JJIEKTPOHHBIX JokymentoB MC, a Taxke rapanrupyer
IOATBEPIKACHUE aBTOPCTBA JIOKyMeHTa, noamnucansoro IIDIT asropa, B TOM umcie myrem
YTBEPXKICHUST IIOMMECHHOI'O  OIPAaHMYEHHOIO CHMCKA JIMI, MMEIOMIUX PaCIIUPEHHBIE
(aIMMHMCTPATUBHEIE) IIPaBa JOCTYIIA K apXUBY SJICKTPOHHBIX JOKYMeHTOB KIC.

Hoxymentsl xpanarcs B IC B Tom Gopmare, B KOTOPOM OHH OBLIA CO3/IaHEL.

Komnus 91€XTpoHHOr0 JOKYMEHTa MOXKET OBITh H3rOTOBJICHA (paciieyarana) HaOyMaKHOM
Hocurene cpeacramu MC u 3aBepena coOCTBEHHOPYYHOMH ITOAIMCHIO Biiajensia I1D11.
Kormst  5eKkTpoHHOro  JOKyMEHTa Ha OyMaXHOM HOCHTENe JOJUKHA  COIepIKaThb
BU3yanusanuio mramna (mramios) IIOII, moareepskiaroniyio, 4ro opuruHai JJoKkymMeHTa



noamnucan 11211,

AYTCHTIIHOCTS DJIEKTPOHHOIO JIOKYMEHTA M €ro KOIMM Ha OyMaKHOM HOCHUTEIE
obecrieunsaercs cpepcTBamu VC.

4. IlpaBa, 005SI3aHHOCTH M OTBETCTBEHHOCTD BJIAE/IbIA 3JICKTPOHHOM IOXIHCH
Biiagenen 11911 umeer npaso:

* o0pamarhes K  OTBCICTBCHHOMY 33  TEXHHUCCKYIO nmojepxkky MC s
aHHYIUPOBAHUS (OT3BIBA), IIPHOCTAHOBKU (BO30OHOBIICHUS) JIEHCTBUS [IPHHAIIEKAIIETO eMy
KJII0Ya 9JIEKTPOHHOMN TOIINCH;

° B ClIyyac HEOOXOJMMOCTH 3aMEHBI, BOCCTAHOBIEHWS KITI0Ya 3ICKTPOHHOM
NONIHMCH  OOPAaTUTHCA K  OTBETCTBEHHOMY 33  TEXHHUCCKYIO noxuepxxkky HC ¢
COOTBETCTBYIOIICH IIPOCKOOM M OTYYHUTS HOBBIN KIIIOY 2JICKTPOHHOMN ITO/IITHCH;,

* oOpamiarses x 3aseyromemy MBJIOY Ne 216 s pasGopa KOH(IUKTHBIX CUTYaIMiA
(CIIOpoB), BO3HUKAIOMIUX Ipu rpuMenernn 11911 8 UC.

Baangenen 11011 o6si3an:

* BecTH 00paboTKy BHYTPEHHHUX DICKTPOHHLIX HOKyMeHTOB B VIC B COOTBETCTBHM CO
CBOMMH JOJDKHOCTHBIMU 00S3aHHOCTIMU,

* IPUHAMATH BCE BO3MOXKHBIC MEpPBI JUIS NPEJOTBPAICHIS HECAHKIMOHUPOBAHHOIO
UCIIOIB30BAHUS CBOCTO KIIIOYA DJICKTPOHHON MOITUCH,

* IM [IPU KaKUX yCIIOBUAX HE IICpe/aBaTh KIIOY dJICKTPOHHOMN MOMIIMCH APYTHM JIUAIIAM;

* TIpu KOMIIDOMETAllMU CBOCIO KJIOYa DJICKTPOHHOM IOANMCH HE3aMEIUIUTEIILHO
00paTUThCs K OTBETCTBEHHOMY 3@ TEXHUYECKYIO mHojiepkky MC s IIPUOCTAaHOBKHU
ACUCTBUS MPUHAIIEKANIETO EMY KIIFOUa DJIEKTPONHOM ITO/IIHCH.

Buragenen IID11 HeceT TMYHYIO OTBETCTBEHHOCTD 33 COXPAHHOCTH CBOETO KIIIOYA
BJICKTPOHHOM IIOJIIIMCH U €0 3aIIUTY OT HECAHKIIMOHUPOBAHHOIO UCIIOIB30BAHHUSL.

5. TexnoJiorusi npumenenust cpeacrs IIDI1 8 UC
Hust npumenenus 11011 B YIC Bragensity [TDI1 neo6xomumo asroprsosarses B UC ¢
MCTIONb30BaHUEM IyOaM4HOM 1 KoHHICHIMaTbHON YacTeit kimoda ITOIT (mMs

onp3oBaresst ¥ mapoik). Iloanucanne JlokymeHTa BBINONHAETCS IyTeM HAXKATHSI Ha
xuonky "Iloxnucars" B uaTepdeiice VIC.

Nupopmanus 060 Beex BBIIAHHBIX HOJIB30BATENIO KIIOYAX DJIEKTPOHHOM IIOJIITHCH, IATaX
IIOJIyYCHUS U IIPEKPaIEHus ux JehcTBus (m3bsitust) xpanurcs B MIC miocTosHboO.

IIpu npexpamennu y corpyaanka MBJIOY Ne 216 10IDKHOCTHBIX 00S3aHHOCTEH 10
00paboTKe BHYTPEHHUX SIICKTPOHHBIX JOKYMEHTOB ¢ HCrob3osanueM 11D win Ipu
YBOJIbHCHUH COTPYHMKA €r0 KJII0Y BHOCUTCS B PECCTP OTO3BAHHBIX KIIIOUCH DJICKTPOHHOM
nojmuck. C MOMEHTa BHECEHMsS KIIOYa B PEECTP OTO3BAHHBIX KIIOUEHDICKTPOHHOI
IOJIIIMCH BCe mocienyromue JlokyMeHTs1, moarnucannsie oot [1911, He cuuTaroTes
TIOITMCAHHBIMU HaUICKAMUM 00pasoMm, T.€. IOJIIICHI0, PABHO3HAYHOMN COOCTBEHHOPYYHOM.

6. 3aKJII0YHTEJBHOE MOJI0KEeHH e
Hacrosmee ITonoxenue BCTyaer B CUITY ¢ JJaThl YTBEPIKICHUSL.



