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1.O01ue noJIoKeHUs

1.1. Hactosimee [lonoskeHrne 00 MCIOJIB30BAHUM MPOCTOM 3JIEKTPOHHOUM TOIMUCH B MHPOPMAITUOHHOMN

cucrteme (manee - MC) (manee - IlonokeHue) sBIsETCA JIOKAJBbHBIM HOPMAaTHBHBIM aktoM MBOY

Kotnmosckass OO (manee - Opranusaiist) ¥ ONpEAeTsieT TMOPSIOK M YCIOBHS PabOTBI COTPYIHUKOB C

JMEKTPOHHBIMH JOKyMeHTaMH B JMC, HEmocpenCTBEHHO CBS3aHHBIMH C WX TPYAOBOW JEATENbHOCTHIO, C

MIpUMEHEHNEM MPOCTON ANEKTPOHHOU roanucH (nanee - [1911).

1.2. YdacTHUKaMU 3JIEKTPOHHOTO B3aUMO/ICHCTBUS HA YCIOBHUSX, OTPEACIICHHBIX HacTosuM [lomoxe-
HUEM, SBJISIFOTCSI COTpYAHUKK OpraHu3aiuu, MomucaBiiue YBeaomMieHne 00 o3HakomieHuu ¢ [lojgoxxenuem.
O6pazen YBenomiienus npuseseH B [Ipunoxennn Ne 2 k Hactosimemy [lomoxkenuto. [lomnmucanne cotpyaHUKOM
Opraamnzanuu YBEIOMJICHHUS] PAaBHO3HAYHO MTPUCOCTUHEHUIO K COTJIANIEHUI0 00 YJaCTHH BO BHYTPEHHEM JJICK-
TPOHHOM JOKyMEHTOO0OOopoTe ¢ ucnoyibzoBanueM [13I1 Ha ycnoBusx Hactosimero [lomoxeHus B COOTBETCTBUA
co crt. 428 I'paxknanckoro kojaekca PO ("Ioroop npucoeauaeHus").

1.3. Peanmzanus onpeaeneHHBIX HACTOSIUM [To10KeHreM yCIOBUH MPUMEHEHHS TTPOCTOM DIIEKTPOHHO N
MOJITUCH 00€CTIeYnBaeT MPHUIaHNE FOPUINYECKONW CHITBI BHYTPEHHUM JJIEKTPOHHBIM JOKyMeHTaM OpraHu3anuu
B VC, TpeOyromum JTMYHON TOANKUCH COTPYIHUKA, U OTIEpAIUsIM C HUMHU.

1.4. Haymuue [1911 oGecnieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM JOKyMeHTaM B VC:

* MOJUIMHHOCTD - TOATBEPK/ICHUE aBTOPCTBA JOKYMEHTA,

* [IEIOCTHOCTb - JOKYMEHT HE MOKET ObITh U3MEHEH MOCIIE MO MHCAHMUS;

* HE OTpUI[aHHE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOKET OTKAa3aThCs OT CBOEH MOAMKCH.

1.5. lna noxanucaHus 3JeKTPOHHBIX 10KyMeHTOB B MC ucnomnb3yercs mpocTasaieKTpOHHAas MOANUCH -
uHpopmalusa B 3JIEKTPOHHOHN (opMe, KOTopasi MPUCOEANHEHA K APYroi uH(OopMaluu B 3JIEKTPOHHOHN dopme
(moanuceiBaeMoil nHpopMaluu, JOKYMEHTY B 3JIEKTPOHHOM BHJIE) WM MHBIM 00pa3oM CBsI3aHHAs C TAaKOM UH-
(dbopmanueit, 1 KOTopasi UCIIOIb3YeTCs Ui ONpPEeNICHUs LI, TOIUCHIBAIONIEr0 HH(HOPMAIIHUIO.

1.6. B xauectBe myOnmmuHO# yactu kitoua [I1D11 ucnons3yeTcss yHUKaaIbHOE UMST YIETHOM 3aIiCH, TTpUMe-
HseMoe i aBTopusaimu nojib3zoBatens B MC. B kauectBe koHpuaeHnuuanbHoi yactu kiroyda [1911 ucnons3y-
€TCsl MapoJib K YUETHOM 3aIUCH.

1.7. UzrotoBnenue (reHepaiuio), Beiauy u peructpauuto B C yka3aHHbIxX B 11.1.6 uMeH mosib3oBaTeneit
U mapoJieii ocyiiecTBiseT (nanee - OTBETCTBEHHBIN 3a TeXHUYECKYIo moanepxkky 1C).

1.8. ITapousb monb3oBarenss UC MoxeT ObITh U3MEHEH €ro BIaIETbIEM B JII000H MOMEHT HOCTIE aBTOPH -
3aiuu B C. PexoMeHyeTcs U3MEHATh NapoJib HE peXke OJHOTO pa3a B TpHU Mecsiia. g CHUKEHUs: pucKa moj-
60pa mapoJis ¥ HECAaHKIIMOHUPOBAHHOTO MCIIOIb30BAHUS APYTUM JIUIIOM KIIF0Ua 3JIEKTPOHHOM MOIMUCH PEKOMEH-
JyeTcsi He 3a7aBaTh MapoJii, UCII0JIb30BAHHBIE paHEe.

2. TepmuHBbI 1 onipese/ieHUs

B nannoM Ilono)xeHnu HCHoab3y0TCs CIeIyIoNe TEPMUHBI U UX OTIpeIeJICHUS:

2.1. Bnagener mpocToi 3J€KTPOHHOM MOANUCH - COTPYIHUK OpraHu3aiy, MoANUcaBInil YBegoMIeHue
00 03HaKOMJIEHHH ¢ HacTosuM [losio’keHreM U HCIOJIb3YIOIUI UMS TT0JIb30BaTeNIsl U NapoJib U1 aBTOPU3ALIUU
B UC;

2.2. BHYTPEHHHUH 2JIEKTPOHHBIN JOKYMEHT (1ajee - JJOKyMeHT) - TOKYMEHT OJIHOTO U3 THIIOB IOKYMEHTOB,
npuBeneHHbIX B [Ipunoxxenun 1 x Hactosmemy [lonoxenuto, co3nanuslit B UC B 21eKTpoHHOM (hopMe U 1o Imu-
CaHHBIH ANIEKTPOHHOH MOMUCHIO COTPYAHUKA (JIEKTPOHHBIMU MOMUCAMHI COTPYAHUKOB) Opranu3aimu;

2.3. KITII0Y 3JIEKTPOHHOM MOAINUCH - YHUKaIbHAs MOCIeI0BaTeIbHOCTh CUMBOJIOB, ITpeIHa3HAUCHHAS IS
MOJATBEpXkAeHUs ¢ ucnoib3oBanueM cpeacts MC noamuanoctu 1311 B JlokymenTe;

2.4. peecTp BBIJAHHBIX KJIIOUEH 3J€KTPOHHOM noanucu - xpausmuiics B MC cnucok yHUKaJIbHBIX MOCIe-
HOBaTeHBHOCTCﬁ CHUMBOJIOB, COACPKAIIUXCA B BEIJAHHBIX IMMOJB30BATCIIAM UMCHAX YYCTHBIX 3amnuceu u MapoJax;



2.5. peecTp OTO3BaHHBIX KIIOUEH 3JIEKTPOHHOHN noanucH - xpansammuiics B UC cnucok nons3oBareneit MC,
y KOTOPBIX KJIIOYH 3JIEKTPOHHOM MOAMUCH K MOMEHTY OOpallleHHsI K JaHHOMY peecTpy ObLIIM OTMEUEHBI KaK He-
JNIEUCTBUTEIILHEIC,

2.6. mpocras snexrponnas noanucs (I1311) - uapopmanus B anexrponHoit popme B UIC, Bo3HUKaromas B
MOMEHT BBITIOJIHEHHUS BJIQAETBIIEM IEKTPOHHON MOANKUCH KoMaH Ikl noanucanus Jlokymenta B uarepdeiice UC,
MOATBEPKIAI0IIAs TIOUTMHHOCTH JlokymeHTa u/uim GakT o3HakoMieHus Binaaensia [1911 ¢ JlokymeHToM, KOTO-
pasi B3aMMHO OJJTHO3HAUHO CBsI3bIBaeTcs ¢ JIOKyMEHTOM U BIIAJIENbLIEM [TOAINNCH;

2.7. mrramm [10I1 - Bu3yanpHast oTMeTKa 00 3IIEKTPOHHOH MOANUCH, BKIItoYaromas pekBu3uthl 11911, ko-
TOpasi aBTOMaTHuecku cosnaercs cpeacrsamu MC npu oTKpbITUM (BU3YyaIM3alMKi) JOKYMEHTA, MOANNCAHHOTO
1311, B uarepdetice UC; Bpems hopmuposanus [1311 orobpakaercs B mTaMIie o 4aCOBOMY MOSICY MOJIb30Ba-
Teasa UC;

2.8. 00paboTKa 3JIEKTPOHHOTO JIOKYMEHTA - NEHCTBUS mojb3oBaTesiss VIC ¢ 31eKTPOHHBIM TIOKYyMEHTOM
cpeacrBamu MC, BKitouasi, HO HE OTpaHUYUBASCH: CO3/1aHUE, NTpoBepKa, noanucanue 1911, unpopmupoBanue
apyroro nosb3oBarens UC o nokyMeHTe, HOATBEPKIACHHUE MOTYYEeHUs, 03HAaKOMJICHHE, CO3/IJaHNe KOITUU Ha Oy-
Ma)XHOM HOCHTEJIE, OTKJIOHEHUE, yAaJIeHUE.

3. O0ecneyeHue WPUIANYECKOH CHIIBI BHYTPEHHHUX YJIEKTPOHHBIX TOKYMEHTOB

3.1. )Kusnennsrii ukn JlokymenTa B IC BKIIIOYaeT: CO3AaHUE W MPOYUE JCHCTBHUS IO €ro 00padoTKe,
oTpakeHHe B yuete, a Taxke xpaHeHue B C. C obecrieunBaeT peructpaiuio aeicTsuil nonb3osareneit ¢ Jlo-
KYMEHTOM (JIOTHPOBAHHUE) B TEUEHUE KU3HEHHOTO IIUKJIA.

3.2. Bee Bragensis! [1911 npu3HaroT paBHO3HAYHOCTH cBoel [IDI1 cOOCTBEHHOPYIHOU MOANMKCH Ha OY-
Ma)KHOM HOCHTEJIE.

3.3. Coznanue [1911 B UC wHUIAUPYETCS COOTBETCTBYIONINM JielicTBUEM Biianenbna [1311, T.e. He BHI-
TTOJTHSETCS] aBTOMATHYECKU WM HE3aMETHO JUTsI BJIaJIENbIIa.

3.4. [Tomromouns Bianenbia [1311, moanucapmrero JIokyMeHT, TIOITBEPIKIAIOTCS B MOMEHT ITOIITACAHUS
JloxymenTa B IC aBTOMaTHyecky 1o MOJI0OKUTETBHOMY PE3yJIbTaTy CACAYIOIIMX MPOBEPOK:

* COOTBETCTBYIOIIUI MOJIb30BaTENb aBTOpHU30BaH B C,

* COOTBETCTBYIOLIUM KJTFOU 3JIEKTPOHHOM MOAMUCH BKIIOUEH B PEECTP BBIIAHHBIX KITIOUEH SJIEKTPOHHOM
MO IIUCH,

* COOTBETCTBYIOIIMI KJIHOY 3JIEKTPOHHOM MOJINKCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOUEH IJIEK-
TPOHHOU TMOJIITUCH.

3.5. Bpems popmupoBanust anekTpoHHOM noAnucu gukcupyercs cpeacrsamu MC o rpuHBUYCKOMY Bpe-
MEHH.

3.6. BHyTpeHHuE 311eKTPOHHBIE TIOKYMEHTHI, iepeunciennbie B [lepeune, npuBeaennom B [lpunoxenun
Ne 1 x Hactosimemy Ilonoxxenuto, moanucannasie [1311, npusHaroTes B Opranu3auy paBHBIMHU 10 FOPUITIECKOM-
cuiie JOKYMEHTaM Ha OyMakKHBIX HOCUTEJISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOMN MOAIMHUCKHIO.

3.7. Tlonp3oBatesn UC npusHaroT, yto Bu3yanu3amus mramia [1911 npu nemoncTpanmu JlokyMeHTa B
untepdetice C, BrimonnenHas cpeacrsamu UC, sBisieTcsi HEOCIOPUMBIM MOATBEPkKACHUEM (aKTa MOANUCAHUS
JOKYMEHTa COOTBETCTBYIONINM BiajaeibiieM 1311 (moamuHHOCTD U HEOTPEKAEMOCTB ).

3.8. Xpanenue JIoKyMEHTOB OCYILECTBIISIETCS IIYTEM 3alUCU CBEACHUM 0 JIOKyMEHTax B apXUB DJIEKTPOH-
HBIX JOKYMEHTOB, KOTOpbIi siBisieTcs yacthio MC.

3.9. Opranuzanus o0ecrieunBaeT TEXHUYECKUMU U OPTaHU3AIIMOHHBIMHE MEPaMH 3alIUTy OT HECAHKIIHO-
HUPOBAHHOTO JIOCTYTA U MIPETHAMEPEHHOTO YHUUTOKEHUS /UM UCKaXKEHHS CBelIeHU 0 JJokyMeHTax B apXuBe
ANEeKTPOHHBIX AOKyMeHTOB MC, a Takke rapaHTUpyeT MOATBEPKJIEHUE aBTOPCTBA JOKYMEHTA, MOJIUCAHHOTO
[I2I1 aBTOpa, B TOM YMCIIE IYTEM YTBEP>KACHHS MOMMEHHOTO OTPAaHUYEHHOTO CHHUCKA JIMI], UMEIOIINUX PaCIIu-
peHHbIe (aIMUHUCTPATUBHBIC) MIpaBa IOCTYMA K apXUBY JEKTPOHHBIX AokymeHTOB MC.

3.10. Hokyments! xpansites B UC B Tom Gopmate, B KOTOpOM OHU ObLITH co3/iaHbl. Cpok xpaHeHus [Joky-
MEHTOB U cBeJieHU 0 JJokyMeHTax HEe MOXKeT ObITh MeHee 3 (TpeX) JeT U ONpeAensieTcs] B COOTBETCTBUU C JIO-
KaJIbHBIMU HOPMAaTUBHBIMU akTaMi OpraHu3aliy Wik €€ CTPYKTYPHBIX MOPa3AeICHHI.

3.11. Komusi 571€KTPOHHOTO TIOKYMEHTa MOKET ObITh M3TOTOBIIEHA (pacrieyaTana) Ha OyMa)kHOM HOCHUTEIe
cpenctBamu MC u 3aBepeHa coOCTBEHHOPYYHOU moanuckio Biaaenbia [1911 mibo dieHaMu KOMUCCHH, BKITFOYA-
folel B cedst Kak MUHUMYM pykoBoauTenss OpraHu3aiiy U JUI0, UMEIoIee pacliupeHHble (aIMUHUCTPATHB-
HBIC) MTpaBa JA0CTYIA K apXuBY AEKTPOHHBIX JoKyMeHTOB MC. Komnus 3eKTpOHHOTO JOKYMEHTa Ha OyMaKHOM
HOCHTEIIE I0JDKHA COAepKaTh BU3yanu3amuio mrammna (mrammnos) [1911, moareepsknaroiryto, yto opurunan Jo-
kymeHTa nofanucan [13I1. AyreHTHYHOCTH JIEKTPOHHOTO JOKYMEHTA U €r0 KoMK Ha OyMa)kHOM HOCHUTele o0ec-
neunBaercs cpeacrsamu MC.



4. IIpaBa, 0013aHHOCTH M OTBETCTBEHHOCTD BJIA/IeJIbIA JJICKTPOHHOM NMOANMUCH

4.1. Brnagenen II3I1 umeer npaso:

* oOpamatscs K OTBEeTCTBEHHOMY 3a TeXHUYECKYI0 nojepkky MC st annynupoBanus (0T3bIBA), IPH-
OCTaHOBKH (BO300OHOBJICHHUS) ICHCTBHS NPUHAIISKAIIECTO EMY KITF0Ya AIEKTPOHHON MOIHICH;

* B ciIydae HeoOXOAMMOCTH 3aMEHBI, BOCCTAHOBIICHUS KIIIOYA 3JIEKTPOHHOM noamnucu odparuthbest kK Ot-
BETCTBEHHOMY 3a TeXHUYECKYI0 nouepxKy UC ¢ cooTBeTcTBYIOMIEH MPOCHO0ii U MOIYYUTh HOBBIN KITIOY DJICK-
TPOHHOMU MOJIIUCH;

* oOpamaThest K pykoBoAcTBY Opranu3anuu Jj1si pa3dopa KOH(YIUKTHBIX CUTyaluil (CIIOpOB), BOSHUKAIO-
uux npu npumenenuu [1911 B UC.

4.2. Bnagenen 11911 o6s13an:

* BeCTH 00pabOTKYy BHYTPEHHUX JIEKTPOHHBIX TOKYMEHTOB B MIC B COOTBETCTBHH CO CBOMMHU JIOJKHOCT-
HBIMH 00SI3aHHOCTSIMU,

* IPUHUMATh BCE BO3MOXKHBIE MEPHI JUIsl IPEIOTBPAILCHNS HECAHKIIMOHUPOBAHHOI'O UCIOJIb30BaHMSI CBO-
€ro KJIF04a JIEKTPOHHOU MOIINCH;

* HM IIPU KaKUX YCJIOBHSX HE MepelaBaTh K04 3JIEKTPOHHOM MOANKUCH APYTUM JIULAM;

* P KOMIIPOMETAIIMN CBOErO KJF0UYa AJIEKTPOHHOM MOJINMCH HE3aMeIIUTeNbHO 00paTuThest K OTBET-
CTBEHHOMY 3a TeXHHUYecKyto noanepxky MUC mist npuocTaHOBKY AEHCTBUS MIPUHAUISKAIIETO eMy KIFoUa 3JIeK -
TPOHHOM ITOIITUCH.

4.3. Bnanenen [1911 HeceT JIMYHYIO OTBETCTBEHHOCTD 32 COXPAHHOCTH CBOETO KJTFOUA DJISKTPOHHOH TIO/T-
IIMCH U €r0 3alUTy OT HECAaHKIIMOHUPOBAHHOTO UCIOJIb30BaHUSI.

5. Texnosnorust npumenenus cpeacts 1311 B UC

5.1. Ins mpumenenus [1311 B UC Bnanenpity [1911 HeoOxoaumo aBropuzoBathes B C ¢ ucnonb3oBaHueM
nyonuuHOM U KoHpUAeHInanbHOU yacTel kintoua [1911 (ums nosb3oBarens u naposib). [loanucanue Jlokymenra
BBITIOJIHSETCS MMyTeM HaxkaTus Ha kHonKy "[loanucats" B untepdeiice UC.

5.2. Madopmanius 060 BceX BBITAHHBIX TOJIB30BATEIIO KITI0YaX JIEKTPOHHOM MOAMKCH, aTaX MOJTyICHUs
Y TIpeKpaIieHus ux aeucTBus (u3bsaTus) xpanutces B IC mocTosiHHO.

5.3. [Ipu npekparieHuu y corpynanka Opraau3anun J0DKHOCTHBIX 00s3aHHOCTEH TI0 00paboTKe BHYT-
PEHHUX EKTPOHHBIX JOKYMEHTOB C ucnojb3oBanueM 1311 niau npu yBOoJIbHEHUHN COTPYAHHUKA €T0 KIIFOY BHO-
CUTCSI B PEECTP OTO3BAHHBIX KJIKOUEH 3JIEKTPOHHOUN noanucu OTBETCTBEHHBIM 3a TEXHUYECKYIo nmoanepxkky MC.
C MOMeHTa BHECEHHUS KJIK0Ya B PEECTP OTO3BAHHBIX KIIIOUEH 3JIEKTPOHHOM MOJNKUCH BCe mociuenyrommue Jloky-
MEHTHI, o anucanubie 3Toit [1911, He cunTaroTCs MoANMCaHHBIMU HaAJIEKAIUM 00pa3oM, T.€.IOIUChI0, paBHO-
3HAYHOU COOCTBEHHOPYYHOM.

6. 3akiII0UNTe/IbHBbIE MOJI0KEH U
6.1. Hacrosimee [lonosxenue BcTymaer B CHITy C JaThl yTBEPKACHUS.
6.2. Texcr [Tonoxenus pazmemaercs B UC. Crioco6 fgoctymna K akTyaibHOUW Bepcruu [107105KeHHS ONUCHI-
BaeTCs B MOJIb30BaTENIbCKOM okymeHTanuu K C.
6.3. Tekcr I[lonoxxeHust XpaHUTCA Y U IPEAOCTaBIsAETCs cOTpyaHIKaM OpraHu3aiuu 1o 3amnpocy.
6.4. loxymentsl, coznanubie B UC u noanucannsie [1911 B cootBeTcTBUM ¢ HacTosuuM [lonoxenuem,
MIPU3HAIOTCS IOPUANYECKU 3HAYUMBIMU C 1aThl yTBepxkAeHus [lonoxeHus.



ITpunoxxenne Ne 1
K [lonoxxenuto 06 UCIoIb30BaHUN TTPOCTOM
AJIEKTPOHHOM HOJIUCH /711 BHYTPEHHET O
AJEKTPOHHOTO JIOKYMEHTOO0OpOTa
[NEPEYEHb IOKYMEHTOB
Y4acTHUKY BHYTPEHHET0 AJIEKTPOHHOTO TIokyMeHTooOopota B MBOY Kotnosckas OOILI
HCHOJIB3YIOT IPOCTYIO 3JIEKTPOHHYIO TOANKUCH IPU 00pa0OTKE CIEAYIOIIMX 3JEKTPOHHBIX JOKYMEHTOB:
* aBaHCOBEIM OTHYET,
* PacXOJIHbI KaCCOBBIN OpJIEp,
* UHBEHTApU3alMOHHAsI OIIMCh TOBAPHO-MAaTE€PHAJIbHBIX [IEHHOCTEH,
* HaKJIaJJHasl HA BHYTPEHHEE MepEMEILEHNE TOBAPHO-MaTEpUaIbHbIX LIEHHOCTEH,
* UHBIC JIOKyMEHTHI.



	ПОЛОЖЕНИЕ
	об использовании простой электронной подписи для внутреннего электронного документооборота
	2. Термины и определения
	3. Обеспечение юридической силы внутренних электронных документов
	4. Права, обязанности и ответственность владельца электронной подписи
	5. Технология применения средств ПЭП в ИС
	6. Заключительные положения

		2024-10-25T09:15:04+0300
	Шмелева Наталья Владимировна
	я подтверждаю этот документ




