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1. O01He MoJI0KeHu st

1.1 {annoe Ilonoxenue 06 ucnoiab30BaHUM MpOCcToi nekTpoHHOU noanucu B MBOY «CoBxo3Has
COIlll» (nanee - mkomna) pa3padoTaHO B COOTBETCTBUHU C:

— ®enepanbHpiM 3ak0oHOM Ne 273-03 ot 29.12.2012 roma «O6 obOpazoBanuum B Poccuiickoi
®denepanun» ¢ u3MeHeHusaMH ot 2 urons 2021 roaa;

— @epnepanbHbiM  3akOHOM  Ne63-®3 ot 06.04.2011 roma «OO0 »>IEKTPOHHOW TMOAIMUCH» C
n3menenusamu ot 11 urons 2021 roxa;

— npuka3zoM MuHucTEepCTBa CBA3M MaccOBbIX KoMMyHUKanui Poccuiickoit @enepanu Nel07 ot 13
anpens 2012 rtoma «O6 yrBepxkaenun Ilomoxxkenuss o ¢enepanbHOH TOCYAaPCTBEHHOM
uHpopManmoHHoH cucteme "EnmHas cucreMa UACHTHQHWKAIMKM ¥ ayTEHTH(PUKAUU B
uHppacTpykType, obecrneunBamomeid  HMHOOPMALMOHHO-TEXHOJIOTHYECKOE  B3aMMOJICHCTBHE
WH(GOPMALIMOHHBIX ~ CHCTEM, HCIONB3YEeMBIX JUIS TMPEJOCTaBICHHS TOCYJApPCTBEHHBIX H
MYHUIIMTIATBHBIX YCIYT B 9JIEKTPOHHOU hopme".

1.2 Hacrosmiee [lonoxenne o6 UCIIOJIb30BAHNUN MPOCTOM ANEKTPOHHON MOANMCH JJIsl BHYTPEHHET O
ANIEKTPOHHOTO MokyMeHToobopora B MBOVY «Cosxoznas COILl» (nanee - Tlomoxxenue) siBasieTcs
JokanbHbIM TpaBoBbIM akToM MBOVY «Cosxosnas COI» (nanee - Opranusaiusi) u onpeaensieT
HOPSIOK M YCIOBUSL pabOThl COTPYIHUKOB C 3JEKTPOHHBIMHU JOKyMeHTamMu B MH(opmanmonHon
Cucreme (manee — MC), HemocpenCTBEHHO CBS3aHHBIMU C HUX TPYAOBOW JESATEIBHOCTBIO, C
PUMEHEHUEM IIPOCTON ANIEKTPOHHOM noanucH (nanee - [1911).

1.3 Peanu3zaius yciaoBUN NMPUMEHEHHUs IMPOCTOM 3JIEKTPOHHOM MOJIUCH OOecleurnBaeT MpuIaHue
IOPUJINYECKO CHJIbI BHYTPEHHHUM 3JIEKTPOHHBIM JIOKYMEHTaM 0Opa30BaTEeIbHOW OpraHU3ally B
NC, TpeOyromuM JTUYHON MOANUCH JUPEKTOPA LIKOJIbI, U OTEpaIUsM C HUMHU.

1.4 Hamuuue mnpocToil SJIEKTPOHHOM IOANKUCH B 3JIEKTPOHHOM JOKYMEHTE IOATBEPKAACT
aBTOPCTBO JIAHHOTO JIOKYMEHTa M COXpPaHSeT €ro IeJNOCTHOCTh. TakuM o0pa3oMm, JOKYMEHT,
COJIEPIKALMH TPOCTYIO AJIEKTPOHHYIO TOMHCh, HE MOXET OBITh M3MEHEH 1OCIIE TOAMUCAHUS.

1.5 Jna moamucaHusi 37€KTpOHHBIX AoKymMeHTOB B MC wucnonb3yercs mpocTtas 3J€KTPOHHas
HOJNKCH - UHPOPMALIUS B AIIEKTPOHHOHN (popMe, KOTopast IPUCOEMHEHA K JApyroi HH(pOpMaIuu B
3IIEKTPOHHOH (hopMme (ToAnuCchIBaeMOi HH(GOPMAIINH, JOKYMEHTY B 3JIEKTPOHHOM BH/JI€) UM HHBIM
o0pa3oM cBsi3aHHAsl ¢ TakoW HMH(oOpMaluend, U KOTopas MCIOJb3YyeTCs UIsl ONpeAesieHus Jula,
MOAMKCHIBAIOIIETO HH(OPMAITHIO.

1.6 Hanmuuue I131I1 obGecrieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM JoKyMeHTaMm B UIC:

— INOJJIMHHOCTD - MOATBCPKACHUC aBTOPCTBA JOKYMCHTA,



— IEJIOCTHOCTB - IOKYMEHT HE MOKET OBITh M3MEHEH I0CIIe OIMHCAHUS;
— HE OTpUIIaHHE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET OTKa3aThCs OT CBOEH IOJIIIUCH.

1.7 B xauectBe nmyOamuHoi yactu xirouda 1011 ucnons3yercss yHUKaIbHOE UMs YUETHOM 3aIucH,
npuMeHsieMoe s aBTopu3auuu noib3oBarens B MC. B kauecTBe koH(UIEHUMaNbHOM uacTu
kiroya [13I1 ucnonp3yercs maposib K y4eTHOM 3alUCH.

1.8 VYuacTHUKaMu 3JEKTPOHHOTO B3aUMOJCUCTBUSL Ha YCIOBUAX, OIMPEACICHHBIX HACTOSIINM
[TonoxxenueM, SBISIOTCA  COTpyAHMKM OpraHuzanuu, MOJANUCABIIME YBeJOMIIEHHE 00
o3Hakomsiennn ¢ Ilomokenmem. OOpasenr YBemomuieHus mnpuBeneH B Ilpwioxenun Ne 2 k
Hactosaemy [lonoxenuro. [loanucanue corpyaaukom Opranuzanuu YBeJOMICHUS PaBHO3ZHAYHO
MPUCOEAMHEHUIO K COTJIALICHUIO 00 y4acTUU BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTOOOOpPOTE C
ucnonp3oBanueM [IOII Ha ycnoBusx Hactosdmero [lonoxeHuss B COOTBETCTBMM CO CT. 428
I'paxxnanckoro konekca PO («JloroBop nmpucoeinHEHU»).

1.9 Hsroronenue (reHepamuio), Beimadyy u peructpanuio B MC yka3zanHeix B 1.1.7 HMeH
MOJIb30BaTeNe U mapoJiel OCyIIecTBIsET Ha3HAUeHHOEe 10 npuka3y OpraHu3aluu OTBETCTBEHHOE
nuno (nanee - OTBETCTBEHHBIN 3a TeXHUUECKYI0 moaep:xkky MC).

1.10 ITaposp monp3oBatenss MC mMoxkeT ObITh M3MEHEH €ro BiaJeblieM B JIFOOOW MOMEHT IOCIE
apropu3auuu B C. PekoMeH1yeTcss U3MEHATh Mapojib HE pexe OJHOro pa3a B Tpu mecsua. [ns
CHIDKEHHUS PHUCKa IMOA00pa Mapoyisi W HECAHKIMOHWPOBAHHOTO HCIIOIB30BAHUS JIPYTHUM JIUIIOM
KJIF0Ya 3JIEKTPOHHOU MOAMKMCH PEKOMEHIYETCSl HE 3a]1aBaTh IMapOJIH, UCIIOIH30BAHHbBIC PAHEE.

2. OcHOBHBIE TEPMHHBI U OIIPe/ieIeHUs
B JaHHOM ITomoxxennu HCIIOJIB3YIOTCA CIICAYIOIINEC TCPMUHBI 1 UX OIPCACIICHUA:

2.1 BJaajgesienq NMPOCTOH JIEKTPOHHOH NOANMUCH - COTPYAHMK OpraHuzauuy, MOJANUCABLIMM
VYBenomienue 00 03HaKOMIIEHUH ¢ HacTOANM [losio’keHreM 1 UCTIONb3YIONINHA UMSI ITOJIb30BaTEII
U napouib Juist apropusanuu B UC;

2.2 BHYTPEHHHUIl 3JIeKTPOHHBbIN AOKYMeHT (naiee - JIOKyMeHT) - TOKyMEHT OJHOIO U3 THUIIOB
JIOKYMEHTOB, TpuBeAcHHBIX B [Ipunoxkenun 1 k Hactosimemy [lomoxenuto, coznanubii B UC B
AIIEKTPOHHOM (opMe M TOJANMUCAHHBIA BJIEKTPOHHOW MOAMKMCHIO COTPYIHUKA (3IEKTPOHHBIMU
HNOJNUCSIMHU COTPYAHUKOB) OpraHu3aiuu;

2.3  KJIOY JJIeKTPOHHOW MOANMCHM - YHHUKaJbHas IOCJEI0BAaTEIbHOCTh  CHMBOJIOB,
npelHa3HayeHHast JUIsl MOATBEpPXkAEHUs ¢ ucnonb3zoBaHueMm cpeacts UC noamunnoctu I10I1 B
JoxymeHnre;

2.4 peecTp BBIIAHHBIX KJIOYeil 3JIeKTPOHHON mnoamucu - Xxpansmuiica B HMC coucok
YHUKAIBHBIX TOCIEIOBATENIBHOCTEM CHUMBOJIOB, COAEPIKALIUXCS B BBIJAHHBIX I10Jb30BATEISAM
MMEHAX yYETHBIX 3alIUCEN U NapoJsiX;

2.5 peecTp OTO3BaHHBIX KJIIOYeHl 3JIeKTPOHHOW moamucu - XxpaHsmwmiics B MC cnucok
nosib3oBareneit MC, kimoun 37eKTpOHHOM MOJMUCH KOTOPBIX K MOMEHTY OOpalleHHs K JTaHHOMY
peecTpy ObLIIM OTMEUEHbI KaK HEJeHCTBUTENbHBIE;

2.6 npocras 3iexkTpoHHasa noamuck (IIDII) - unpopmanus B anekrponHoit ¢opme B UC,
BO3HHUKAIOIIasi B MOMEHT BBITIOJTHEHUS BJIAJIENbIIEM AJIEKTPOHHON MOJIMUCH KOMAaH]Ibl MOAMUCAHUS
Hoxymenta B wunrtepdeiice MC, moarBepkaaromas MOIMHHOCTh JlokymeHTa w/miau Qakt
o3HakomuieHus Biazensna II9I1 ¢ JlokyMeHTOM, KOTOpas B3aMMHO OJIHO3HAYHO CBSI3BIBAETCS C
JIOKyMEHTOM U BIa/I€IbLEM MOINUCH;

2.7 wirtamn IIDII - Bu3yanbHast oTMeTKa OO 3JEKTPOHHOW MOIMKMCH, BKJIHOYAIOIIAs PEKBU3UTHI
[1211, xoTtopas aBTOMaTuyecku coznaercss cpeiacrBamu MC npu OTKpBITUM (BU3yaaU3alliu)
nokymMmeHnTa, noanucanHoro [I911, B untepdeiice UC; Bpemst popmupoanus [1911 orobpaxkaercs B



mTamIIC 1o 4aCOBOMY ITOSCY MOJIb30BATCIIA I/IC,

2.8 o0paboTka 3JIeKTPOHHOrO JOKyMeHTa - jelcTBus mnonb3oBaTens MC ¢ 31eKTpoHHBIM
JnokyMmeHToM cpenctBamu MC, Bkitodasi, HO HE OTpaHMYMBASICh: CO3AAHME, POBEPKA, NOIUCAHUE
[1211, undopmupoBanue apyroro mnoibs3oBarens MC o TOKyMeHTEe, TOATBEPKICHUE MOTYICHHS,
03HAKOMJICHHE, CO3J[aHNE KOITMU Ha OYMa)KHOM HOCHUTEIIE, OTKJIIOHEHHUE, Y/IaJICHHUE.

3. ObecneyeHne IOPUAUIECKON CHJIbI BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. XKusznennsiii uuka Jlokymenta B MC BkiItouaer: co3gaHue M MPOYME JACHCTBHUS IO €ro
o0OpaboTke, oTpaxeHwe B ydere, a Takke xpaneHue B MC. MC obecneumBaeT perucTpaiuio
JeicTBUM nojb3oBarenel ¢ JJokyMeHToM (JIOrMpOBaHKE) B TEUEHUE KUZHEHHOTO ITHKJIA.

3.2. Bece Bnagensitsl [1311 npusHaroT paBHO3HaYHOCTH cBOeH [1D11 coOCTBEeHHOPYUYHOH MOAITUCH Ha
OyMa)KHOM HOCHTEIIE.

3.3. Coznanue 11911 B UC nHMIIMUpyeTCs COOTBETCTBYIOIIUM AciicTBUEM Biaaenbia [19I1, T.e. He
BBIMIOJIHSETCS aBTOMATUYECKU WIIH HE3aMETHO IS BJIaI€JIbIIA.

3.4. Tlomnomouns Bnazensia [IDI1, mommucaBmiero JlOKyMeHT, MOATBEPKIAIOTCS B MOMEHT
noanucanus Jlokymenta B MC aBTOMaTu4ecku IO IOJOXKHUTEIBHOMY DPE3YJbTaTy CIEIYIOLINX
IIPOBEPOK:

— COOTBETCTBYIOIIUH MOJIb30BaTENb aBTOpr30BaH B UC,

— COOTBETCTBYIOIIMHN KIIFOY 3JICKTPOHHOM NOAMNUCH BKJIIOYEH B PEECTP BBIJAHHBIX KIIHOYEH
3JIEKTPOHHOM MOJIIKCH,

— COOTBETCTBYIOUIUM KJIKOY 3JIEKTPOHHOM IOJIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIHOYEH
ANEKTPOHHOM MOIHCH.

3.5. BHyTpeHHue sneKTpoHHBIE AOKyMeHThI, noamucanubie [19I1, mpusnatorcs B Opranuzanuu
paBHBIMU [0 OPUIMYECKON CuHJIe JOKyMEHTaM Ha OyMaXHBIX HOCUTENSIX, 3aBEPEHHBIM
COOCTBEHHOPYUYHOU MOAMKCHIO.

3.6. Tlomp3oBarenn WC mnpusHaroT, uro Busyanusamnus mramma [IDI1 mpu gemoHcTpanuu
Hoxymenta B wuHTepdeiice HWC, wimonnenHas cpenctBamu HMC, sBIseTCs HEOCIOPUMBIM
MOATBEpXKJIeHUEM (akTa TOAMUCAHHUS JOKYMEHTa COOTBETCTBYIOIIMM Bianxenbiiem [1DI1
(MOTMHHOCTHh U HEOTPEKAEMOCTH ).

3.7. XpaHeHHe I[OKYMGHTOB OCYHICCTBIIACTCA IIYTEM 3alluCU CBEJICHUM O I[OKYMCHTaX B apXuB
SJICKTPOHHBIX TOKYMCHTOB, KOTOpBIﬁ siBIsieTcs gacthio VC.

3.8. Opranumzanusi obOecrieuMBaeT TEXHHUYECKUMH M OPTraHU3AIMOHHBIMH MEpaMHU 3alluTy OT
HECAaHKIIMOHMPOBAHHOTO JIOCTYNA U MPEIHAMEPEHHOTO YHUUYTOXKEHUS W/UIIM UCKAXKEHUS CBEJCHUN
0 JlokyMeHTax B apXuBe JJIEKTPOHHBIX NOKyMeHTOB MC, a Take rapaHTupyer NOATBEPKICHHE
aBTOpCTBAa JOKyMeHTa, mnoamucanHoro IIOII aBTopa, B TOM 4HClle IyTeEM YTBEpXKICHHUSA
MOMMEHHOI'0 OIPAaHUYEHHOT'O CIIMCKA JIML, UMEIOLUX PACHIMPEHHbIE (aIMUHUCTPATUBHBIE) MpaBa
JIOCTYIIAa K apXUBY JIEKTPOHHBIX JoKymMeHTOB 1C.

3.9. NoxymenTtsl xpansarcs B IC B Tom opmare, B KoTopoM oHU ObuTH co3aHbl. CpOK XpaHEHUS
JlokyMeHTOB U cBeleHUl 0 JlokyMeHTax He MOXET ObITh MeHee 3 (Tpex) JIET W ONpeAemsieTcs B
COOTBETCTBHUH C JIOKAJbHBIMH HOPMAaTUBHBIMH AaKTaMHU OpraHmauI/m U €€ CTPYKTYPHBIX
MOAPAa3ACIICHAN.

3.10. Komusi 25IeKTPOHHOTO JOKYMEHTa MOXET ObITh M3TOTOBIIEHA (pacredaTaHa) Ha OyMa)KHOM
Hocutene cpencrBamu MC u 3aBepeHa coOCTBEHHOPYYHOU moamuchbio Bhazgenbia [1911, mmbo
YJIeHaMH KOMHCCHH, BKJIIOUAIONMIEH B ceOs Kak MUHUMYM pykoBoautesss OpraHu3anu U JIHIO,
UMeEIolee paclldpeHHble (aIMUHUCTPATUBHbIE) @IpaBa JOCTyHa K apXHBY JJIEKTPOHHBIX
nokymenToB MC. Konusi 37€eKTpOHHOr0 JOKyMEHTa Ha OyMa)KHOM HOCHUTENE JIOJKHA COJEpKaTb



Bu3yanuzanuio wmramna (wramnos) IIOII, moareBepxknaromiyto, 4ro opuruHan JlokymeHTa
noanucad [I3I1. AyTeHTUYHOCTh JIEKTPOHHOTO JTOKYMEHTA M €ro KONMUU Ha OyMa)XKHOM HOCHTEJIE
obecnieunBaercs cpeacreamu VC.

4. HpaBa, 00513aHHOCTH H OTBETCTBEHHOCTh BJajaeJabaa 3J'IeKTp0HHOﬁ nmoanmucu

4.1. Brnagener I1211 umeet npaBo: — oOpammarbcst K OTBETCTBEHHOMY 32 TEXHHYECKOM MOACPIKKON
NC nns anaynupoBaHust (OT3bIBa), TPHOCTAHOBKH (BO30OHOBIICHHUS) ACHCTBUS MPUHAICIKAIIETO
eMy KIItoua 3JIEKTPOHHOU MOJINCH;, — B CIIydae HEOOXOJAMMOCTH 3aMEHBI, BOCCTAHOBIICHHUS KITIOYa
AJIGKTPOHHON MoAmuCcH 00paTtuThess K OTBETCTBEHHOMY 3a TeXHHUYECKyro momuepxkky HC ¢
COOTBETCTBYIOIICH MPOCHOON M MOJYYUTh HOBBIN KIIFOY 3JICKTPOHHOU MOJIUCH; — 00pamarbes K
pykoBojacTBY Opranu3anuu st pa3doopa KOH(PIUKTHBIX CUTYyalluid (CIIOPOB), BOSHUKAIOIIUX IPH
npumenenuu 1211 B UC.

4.2. Brnapenen [1911 o6s3an: — BecTn 00pabOTKY BHYTPEHHHUX AJIEKTPOHHBIX JOKyMeHTOB B MIC B
COOTBCTCTBHH CO CBOMMH JOJDKHOCTHBIMHU 06513aHHOCTSIMI/I; — IPUHUMATL BCC BO3MOIKHBIC MCPBI
JUI TIPeIOTBpAILCHUs] HECAaHKIMOHWPOBAHHOTO HCIOIB30BAHUS CBOETO KIFOYA OJICKTPOHHOM
HOAMNWCH; — HU TIPU KaKUX YCIIOBHSAX HE TepeNaBaTh KI0Y 3JCKTPOHHOHN MOAIUCH APYTUM JIMLAM;
— IIPpU KOMIIpOMCTAllMK CBOCTO KJIHO4Ya BHCKTpOHHOﬁ IoAInNMuCHu HE3aMCIJIMTCIIBHO O6paTI/ITI)C$[ K
OTBeTcTBEHHOMY 3a TeXHUYeCKyto noaaepxky MC mist npuocTaHOBKY JEHCTBUS NPHUHAUIEKAIIETO
€My KJIH04a 3JIEKTPOHHOM IOJAIHNCH.

4.3. Bnagenen [1911 HeceT MMYHYIO0 OTBETCTBEHHOCTh 3@ COXPAHHOCTH CBOETO KJIH0Ya 3JIEKTPOHHOM
MoAIMrCHU M €ro 3allUTy OT HCCAHKIMOHUPOBAHHOTO UCITOJIE30BAHUA.

5. Texnosnorusi npumenenus cpeacrs I B UC

5.1. Ons npumenenus [I9I1 B HUC Bnagensiy IIDI1 nHeobxommmo aBTopusoBathes B UC ¢
UCIONIb30BaHUEM NyOnuuHOM u KoH(pumeHmanbHol vactedt kimoya [I0I1 (ums monw3oBaTens u
napoib). llognucanue JlokymMeHTa BBIMOJHSETCS MyTeM Haxkatus Ha kHomnky 'llommucats" B
unrepdeiice UC.

5.2. Nudopmarus 060 BCeX BBIJAHHBIX MOJb30BATENIO0 KJIKOYaX 3JIEKTPOHHOW MOJMMCH, JaTax
NOJYy4YEHHUs U MPEeKpalleHns ux AeucTBus (u3bsaThsa) XpaHutcs B UC mocTostHHO.

5.3. Ilpu npexpamieHuu y cotpyanrnka Opranuzanuu JODKHOCTHBIX 00si3aHHOCTEH 1Mo 00paboTke
BHYTPEHHUX DJJEKTPOHHBIX JOKYMEHTOB ¢ ucnoiab3oBanuem [IDIl wnm npu  yBONbHEHUH
COTPYAHMKAa €ro KIIY BHOCUTCS B PEECTp OTO3BAHHBIX KIIOYEH 3IIEKTPOHHON MOAMUCH
OtBeTcTBEHHBIM 3a TexHudeckyro mnomaepxkky MC. C MOMEHTa BHECEHMsI KI4a B PEECTp
OTO3BaHHBIX KJIIOYEH AIEKTPOHHOW MOJINKMCHU BCE Mocieayronme JJoKyMeHThl, MOANMCAHHbIE 3TOU
[1211, He cuuTaroTCs MNOANUCAHHBIMU HaIJIEXKalUM 00pa3oM, T.e. MOJNHUCHIO, PABHO3HAYHOU
COOCTBEHHOPYYHOM.

6. 3ak/I09uTeIbHbIE TOJI0KEHHS

6.1. Hactosee [lonoxkenue BCTynaer B CUITy € JaThl YTBEPKACHHUS.

6.2. Tekcr Ilonoxenus pasmemaercs B MC. Cnoco0 noctyna k akryanbHOW Bepcuu Ilonoskenus
ONUCHIBAETCS B MOJIb30BATENbCKOM JoKyMeHTanuu k C.

6.3. JloxymeHntsl, co3nanHbie B MC u noamucanubie [I3I1 B COOTBETCTBUM C HACTOSIIAM
[TonoxxenneM, MPU3HAIOTCS IOPUANIECCKH 3HAYMMBIMU C AaThl yTBepkaeHus [lomoxxenus.



