[TpunoxeHue K npukasy
29/1-IT o1 02.07.2024

[lonoxenune 006 HCNO/IL30BAHHH MPOCTOH 3/IEKTPOHHOMH MOXMHCH A1
BHYTPEHHEro 31eKTpoHHOoro AokymenToobopora B MKY MO CeBepckuii
paiion "LIBYK"

1.001me nmonoxeHus

1.1. Hacrosmee ITonoxxenue 06 HCHONb30BaHUH MPOCTOM 3JIEKTPOHHOM MOAMUCH B
uHpopmanmonHoii cucteme (mamee - UC) MKY MO Cesepckuit paiion "LIBYK"
(manmee - IlonoxeHue) siBNSETCS JIOKANBHBIM HOPMAaTHBHBEIM aktoM MKY MO
Cesepckuit paiion "LIBYK" (namee - Opranusammsi) U omnpeiensieT MOPSAOK H
yclIoBUs paboThl COTPYAHMKOB C 3J€KTPOHHBIMH JokyMeHTamu B WC,
HENOCPEICTBEHHO CB3aHHBIMH C MX TPYIOBOH AEATENBHOCTHIO, C NMPUMEHEHHEM
MIPOCTOM 3J1EKTPOHHOM noanucH (aanee - I1211).

1.2, VyacTHHKaMH 3/1€KTPOHHOTO B3aUMOJCWCTBHs Ha YCIOBMAX, ONpENeTeHHBIX
HactoamuM IlonoxkenneM, sBnsOTCS cOTpyAHHKH OpraHu3alyy, MNOANUCABLINE
VBenomnenne 06 osHakommeHHH ¢ [lomokenmem. OGpasenr Ysemomienus
npuBened B [lpunoxenuu Ne 2 k Hacrosumemy Ilonoxenuro. Iloamucanue
cotpyaHukoM Opranusanyu YBeJIOMJIEHUS DPAaBHO3HAYHO IPUCOEIUHEHHIO K
COTJIAllleHHI0 00 y4YacTHM BO BHYTPEHHEM OJJIEKTPOHHOM JIOKyMEHT00OOpoTe ¢
ucnonb3oBanueM [IDI1 Ha ycnoBusx HacTosmiero ITosokeHHS B COOTBETCTBUHU CO
cT. 428 I'paxxnanckoro koaekca P® ("IoroBop npucoenuneHus").

1.3. Peanuzanms onpeneneHHBIX HacTOsAImMM [lo0XKeHHEM YCIOBHH NpPUMEHEHHUS
IIPOCTOH OJIEKTPOHHOM IOANMHMCH obecneyHBaeT NPHOAHUE FOPUAMYECKOW CHIIBI
BHYTPEHHUM 3JIEKTPOHHEIM Jl0KyMeHTaM Opranuszauuu B UC, TpeGyromum JHu4HOM
MOATIMCH COTPYAHUKA, U ONepaLiUsiM C HUMH.

1.4. Hamnawme I1311 obecrniednBaeT BHYTpeHHHM 3JT€KTPOHHBIM 10KyMeHTam B UIC:

* IOJVIMHHOCTB - NTOJATBEPIKIEHHE aBTOPCTBA JOKYMEHTA;

* LIEJIOCTHOCTD - JOKYMEHT He MOKET ObITh H3MEHEH I0CJIe€ MOANMHCAHNS;

* HE OTpHLIAHWE aBTOPCTBa (HEOTPEKAaeMOCTb) - aBTOP HE MOXKET OTKAa3aThCs OT
CBOEH MOJIHUCH.

1.5. lna noanucanus aeKTPOHHBIX JoKyMeHToB B MC ncnonb3syercs npocTas
5JICKTPOHHAsl TMOANKCH - HHGOpPMAaLHs B JJIEKTPOHHOW (opme, KoTopas
IpHCOeIMHEHa K APYrod MH(OpMalMU B 3NEKTPOHHOH (opMme (moanHchIBaeMoit
HH(pOpMALIMH, TOKYMEHTY B 3JISKTPOHHOM BHJIE) WM HHBIM 00pa3oM CBs3aHHAs C
Tako MH(poOpMalnyed, U KoTopas WHCHOJNB3yeTcs Ui ONpeleNeHus JIHIa,
[OJAITMCBIBAOIIEr0 HH(OPMAIIHIO.

1.6. B kauectBe myGnuyHo#t vactu kioya [1DI1 HCronb3yeTcs YHUKATbHOE MM
Y4YEeTHOM 3aIMCH, IPUMEHAEeMOe Ul aBTopu3aliny nojib3osatens B UC. B kayectse
KOH(uAeHUHaNbHOH acTH Kmoda [TOIT ernonb3yeTes naposk K y4eTHO# 3aIucH.
1.7. Usrotosnenue (renepauuio), Beinady 1 peructpamuio B UC ykasaHHbIX B 11.1.6
MMEH TIoNk30Baresieli W mapoiied ocymectsiasier Yemsauna M.A. (manee -
OrBeTcTBEHHBIH 3a TeXHHYECKY0 noaaepxky MC).




1.8. INMapons nmomas3oBatensi UC MoxkeT ObITh M3MEHEH €ro BiajelblieM B JIHOOOMH
MoMeHT nocne aBropusaund B MC. PekomeHayeTcs M3MEHSATH Mapolib HE pexe
ONHOTO pa3a B TpH Mecsua. Jlnsg CHIKEHHS pucKa Moxbopa Mapois |
HECaHKIIMOHUPOBAHHOTO HCIOJIB30BAHUS JAPYTHUM JIHIIOM KJIIOYa 3AeKTPOHHOM
NOJIMCH peKOMEHyeTcsl He 3a/1aBaTh MapoJiy, UCIIOJIb30BAHHEIE paHee.

2. TepMuHBI U ONpeneIeHus

B nannom [TonoxkeHuu UCNONb3YIOTCS CAEAYIONIME TEPMUHbBI U UX OINPE/IeIeHHUs:
2.1. Bmamenen MpPOCTONM OJNEKTPOHHOW moAmMHCH - coTpyaHuk OpraHuzanuu,
NoAMUcaBIIui YBegoMieHHe 00 oO3HakoMIeHHWH ¢ Hacrosmum [lonoxeHuem u
UCTIONB3YIOMIUN UMS TT0IB30BATENs U Mapoib s apTopusanuu B UC;

2.2. BHyTpEHHMI 3JIEKTPOHHBIN JOKYMEHT (nasnee - JJOKyMeHT) - JOKyMEHT OJHOTO
U3  TUMOB  JIOKYMEHTOB, NpuBeJeHHBIX B [Ipunoxenuu | Kk HacTosiemy
[Tonoxenuto, co3zmaHHbii B WMC B 31eKkTpoHHOM QopMe M NOANKWCAHHBIN
3IIEKTPOHHOM MOAIMUCHIO COTPYAHHUKA (IMEKTPOHHBIMU TOMAMUCSIMH COTPYIHHKOB)
Opranuzanuy,

2.3. K104 3J€KTPOHHOW IMOANHMCH - yHUKaJIbHas IOCIENOBATEIbHOCTh CHMBOJIOB,
npefHa3HaYeHHass JJisi TOATBEp)KIAeHHS C Hcronb3oBaHueM cpeacts  MC
noanunHocty I1911 B JlokymeHTe;

2.4. peecTp BbIIaHHBIX KJIIOYEH 371€KTPOHHOMN noAanucH - xpansuuiics B UC crimcok
YHUKAJIBHBIX I10C/IEJOBATEILHOCTEN CHMBOJIOB, COJAEpIKAIMXCS B BBIJIAHHBIX
I10JIb30BaTeIIM UMEHAX YYETHBIX 3alucedl U naposisix;

2.5. peecTp OTO3BaHHBIX KIIOYeH 3JEKTPOHHOW MOANUCH - XpaHsuwiics B MC
cnucok nose3zoBareneid MC, y KOTOpBIX KIHOYU 3JIEKTPOHHOHM MOIMUCH K MOMEHTY
oOpallleHUsl K JaHHOMY peecTpy ObLIIH OTMe4YeHbI KaK HeIeHCTBUTENBHBIE;

2.6. npocTas snektpoHHas noanucs (I19I1) - undopmarus B s1eKTpoHHOH hopme B
MC, Bo3HuMKaiollass B MOMEHT BBINOJHEHHUS! BIaelblieM 3J1eKTPOHHOH MOAMKCH
KoMmaHael rnoanucanus Jlokymenta B wuHTepdeiice MC, mnoareepxaarorias
nonuHHOCTE JlokymeHTa w/uiau ¢akT o3HakomneHus Biuagensua I[I3I1 ¢
JIOKyMEeHTOM, KOTOpas B3aUMHO OJHO3HA4YHO CBS3bIBaeTcsi ¢ JloKyMeHTOM W
BJIaJI€/IbLEM MOAMUCH;

2.7. mrramn IIDI1 - Bu3yanbHast oTMeTKa 00 3JIEKTPOHHOM MOANKMCH, BKIKYAKOLLAs
pexBusuthl IIOII, xoTopas aBromartuueckum cosmaercs cpeactBamu HMC mnpu
OTKpBLITHH (BU3yalM3alMu) AoKymeHTa, noanucannoro II3I1, B untepdeiice UC;
BpeMsi (opmupoBanus [IDI1 orobpaxkaercss B IuTamMme IO YacOBOMY IIOSICY
nosis3oBarens UC;

2.8. obpaboTka 3IEKTPOHHOTO IOKyMeHTa -  JHelcTBus mnonb3oBatens MC c
3JIEKTPOHHBIM IOKyMeHTOM cpeactBamu MC, Bkiiodasi, HO He OrPaHUYHBAsCh:
cosjaHue, rposepka, noanucanue 1311, unpopmMupoBanmre NPyroro moab30BaTeNs
HC o mokymeHTe, NOATBEP)KACHUE TIOyYEeHHUs, 03HAKOMJIEHHE, CO31aHHe KOIMHK Ha
OyMa)XHOM HOCHTele, OTKIIOHeHHUE, YAaleHHE.

3. ObecnedyeHue IOPHANYECKON CUIIBI BHYTPEHHUX 3J€KTPOHHBIX JOKYMEHTOB




3.1. XKuznennsiit uuxi Joxymenra B UC BriO9aeT: co3/iaHue U NpovHe NeHCTBUS
1o ero odpadoTke, oTpakeHue B yuete, a Takke XpaHenue B MIC. UC obecneunBaer
perucrpauuio AedcTBuil nonb3osatenei ¢ JJOKyMeHTOM (JIOTHpOBaHHE) B TeUYEeHHE
’KM3HEHHOI'0 I[UKJIA.

3.2. Bce Bnagensust IIDI1 npusnaior paBHO3HayHocTh  cBoer  [IDI1
cOOCTBEHHOPYYHOH MOJANMUCH Ha OyMa)KHOM HOCHTEE.

3.3. Co3manme IIDI1 B WC wuHHUMHpYETCS COOTBETCTBYIOIIMM JAEWCTBHEM
Brazensua [IDII, T.e. He BBINOMHSAETCS ABTOMATUYECKU WJIM HE3aMETHO [Jis
BJlajie/blia.

3.4. ITonnomouus Brnaznensia [10I1, noanucasiiero JJokyMeHT, MOATBEP)XKAatOTCA B
MomeHT moxamucanus [oxymenta B MC aBTOMartuuecku MO MOI0KHTEIHLHOMY
pe3ynbTary CleAyOIUX IPOBEpOK:

* COOTBETCTBYIOLIUH T0JB30BaTe/ b aBTopu3oBaH B C,

* COOTBETCTBYIOIIMH KJTFOY 3JEKTPOHHON MOJIMKMCH BKIIFOYEH B PEECTp BbIJIAHHBIX
KIIIOUYeH 3JIeKTPOHHOM MOITUCH,

* COOTBETCTBYIOLIMM KIIOY JJEKTPOHHOW IOANKUCH OTCYTCTBYET B peEecTpe
OTO3BAaHHBIX KJIHOYeH 3/IEKTPOHHOM MOAHCH.

3.5. Bpems dopmupoBaHus 371eKTpOHHOH noanucu ¢ukcupyercs cpenctBamu HC
no rpuHBuuckomy Bpemenu (UTCHO0).

3.6. BHyTpeHHHe »3JIeKTPOHHBIE JOKYMEHTHI, IepeuucieHHsle B [lepeune,
npusenieHHoM B Ilpunoxenun Ne 1 x nHacrosuemy ITonoxeHuro, NMoJAnUcaHHbIE
I13I1, mpuzHaroTcs B OpraHu3aldy paBHBIMU 110 IOPUIAYECKOU CHJIE JOKyMEHTaMm
Ha OYMa)KHBIX HOCUTEJISX, 3aBePEHHBIM COOCTBEHHOPYUHOM MOJIMTUCHIO.

3.7. Tlonp3oBarenu WMC npusHaooT, 4To Bu3yanuszauus ramna IIDI1  npwu
nemoHcTpauuu Jlokymenra B uHrepdeiice VMC, BbimonHennas cpexnctBamu WC,
ABJIAETCS HEOCIOPUMBIM TMOATBEPXKIACHUEM (¢aKTa MOAMMUCAHUS JOKYMEHTa
cooTBeTcTBYIOUMM BrazenslemM [1311 (moamMHHOCTE U HEOTPEeKaeMOCTh).

3.8. Xpanenue JIOKYMEHTOB OCYLIECTBIseTCS IIyTeM 3aIlliCH CBeIEHHH O
JloxymMeHTax B apXHB 3J1eKTPOHHBIX JOKYMEHTOB, KOTOPBIH siBisieTcst uacThio VIC.
3.9. Opranuzanus obecrneynBaeT TEXHUYECKUMHM U OpraHU3allHOHHBIMH MepaMu
3alIUTy OT HECaHKUHWOHMPOBAHHOIO JOCTYNa W [MPEJHAMEPEHHOr0 YHWUYTOKEHUS
W/WIIM UCKaxkeHMsi cBelleHUuH o JIoKyMeHTax B apxXHBe 3J€KTPOHHBIX JOKYMEHTOB
HC, a Takxke rapaHTUpyeT MNOATBEP)KIECHUE aBTOPCTBA JOKYMEHTA, MOAMUCAHHOTO
[IDI1 aBrOpa, B TOM 4MCIE€ MyTeM YTBEpXKICHHS NOUMEHHOIO0 OrpPaHUYEHHOIO
CIHMCKa /ML, HMEIOLIUX pacIlUpeHHble (aJIMUHUCTPATHUBHbIE) MpaBa AOCTyNa K
apXuBYy 21eKTpoHHBIX 1oKymeHTOB UC.

3.10. JJoxyments! xpanstes B UC B Tom ¢dopmarte, B KOTOPOM OHH OBLTH CO3aHEL.
Cpox xpaHeHus JloKyMeHTOB U cBeleHHMH O J[okymMeHTax He MOXeT ObITh MeHee 3
(Tpex) IeT U onpeenseTcsi B COOTBETCTBHHU C JIOKATbHBIMH HOPMATUBHBIMH aKTaMu
OpraHuzanyy UM ee CTPYKTYPHBIX MOApa3ae/leHUH.




3.11. Komnus 371eKTPOHHOTO JOKYMEHTa MOXKeT ObITh H3rOTOB/IEHA (pacrieyaTaHa) Ha
OymaxknoM Hocutene cpeactBamu MC W 3aBepeHa cOGCTBEHHOPYYHOM MOIMCHIO
Brafensua 1301 mu6o umeHamMu KOMHCCHH, BKITIOYArOImeHd B ceGsi KaKk MHHUMYM
PYKOBOIUTES Opranuzanuu u JHUIO, uMerolee pacIIupeHHbIe
(aZIMMHHMCTPAaTHBHEIE) NpaBa JOCTyIla K apXWUBY SJIEKTPOHHEIX JO0KymeHToB KC.
Komus 371eKTpOHHOrO MOKyMeHTa Ha OyMaXKHOM HOCHTeNe AO/DKHA COIEepXKaTh
BU3yanu3anuio Iuramna (mramnoB) [IOI1, moaTBep)KIamollyro, YTO OpPUIMHAN
Hokymenra noanucad I1OI1. AyTeHTHYHOCTH 3JEKTPOHHOIO JOKYMEHTAa U €ro
KOIMHU Ha OymakHOM Hocutene obecnieunBaercs cpeactamu HC.

4. IlpaBa, 00513aHHOCTH M OTBETCTBEHHOCTD BJIaJie/Iblia 3JIEKTPOHHOMN MOANHCH

4.1. Bnagenen 1311 umeeTt npaso:

* oOpamarbcs kK OTBEeTCTBEHHOMY 3a TeXHMYeckyio mnoanepxky MC ans
QHHYJUPOBAHUS (0T3BIBA), MIPUOCTAaHOBKH (BO300OHOB/IEHUS)  JI€HCTBHSA
NIPUHAIJIEXKALLEr0 eMy KIIKo4a 3JIEKTPOHHOM MOANUCH;

* B Cilydae HEOOXOAMMOCTH 3aMEHBI, BOCCTAHOBJIEHHs KJIKOYa 3JIEKTPOHHOM
noanucu obpatuthes k OTBeTCTBEHHOMYy 3a TexHHYecKyro mnoazepxky MC c
COOTBETCTBYIOLIEH NMPOCLOOH M MOJYYHTH HOBBIH KITIOY 3JIEKTPOHHOM MOMHCH;

* obpamarecs K pykoBoAcTBY Opranusaiuu 1 pazbopa KOHGIHKTHBIX CHTYaIHif
(cropog), Bo3HuKaromux npu npumenenuu [1311 8 UC.

4.2. Bnaneneu IT3I1 o6s3aH:

* BeCTH 00paboTKy BHYTPEHHHMX 3JIEKTPOHHBIX HOKYMeHTOB B MC B cOOTBETCTBHH
CO CBOMMMU JO/IKHOCTHBIMH O00S3aHHOCTAMHU;

* IPHHUMATh BCE BO3MOXHbIE MEPBI LISl IPEAOTBPALIEHNs HECAaHKIIMOHMPOBAHHOT'O
MCII0JIb30BaHMsl CBOETO KIIIOYa 3JIEKTPOHHOM IO/IIHCH;

* HU IPH KaKHX YCJIOBHSX HE IepelaBaTh KIIOY 3JI€KTPOHHOW MOAMHCH APYTHM
JULaM;

* IPU KOMIPOMETALIMM CBOEro KJH0Ya ANIEKTPOHHOM MOAMMUCH He3aMeIUTEILHO
obpatuthcss K OTBeTCTBEHHOMY 3a TexHWYeckyro mnoanepxky MC g
NPUOCTAHOBKH ACHCTBHs NMPUHAIECKALIETO eMy KIIH4a 3JIeKTPOHHON MOITHCH.

4.3. Baazgenen ITOIT HeceT NMYHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTH CBOETO
KTFOYa 3JICKTPOHHOW TMOANMCH M €ro 3allMTy OT HECaHKIMOHHPOBAHHOIO
HCII0JIb30BaHHUS.

5. Texnonorust npumenenus cpencts [13I1 8 UC

5.1. Ins npumenenus [1311 B IC Bnagensiyy 1311 Heo6X0auMO aBTOPH30BATHECS B
WC c ucnons3oBaHueM MyGNUYHOM M KOHGMUIEHLMAIBHON yacTeit kmoua [1311
(imMs momb3oBatens W maposs). IMoanucanue J[OKyMeHTa BBHIMOJHAETCS ITyTeM
HaxaTus Ha KHonKy "[loanucars" B untepdetice UC.

5.2. Wndopmanus 060 BceX BBIIAHHBIX II0IB30BATENO KJIHOYAX 3JIEKTPOHHOM
MOAMUCH, JaTaX MOIy4YeHUs W TPEKpalleHHs HX JeHCTBHUs (M3bATHs) XPaHHUTCS B
UC nmocrosHHO.




5.3. Ilpu mpekpatieHuu y cotpyasrka OpraHU3amiy T0DKHOCTHBIX 06S3aHHOCTeR
no o0paboTke BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB C HCIIONB30BaHWeM I1DI1
WKW TIpH YBOJIBHEHHH COTPYAHHKAa €ro KIIOY BHOCHTCS B PEECTP OTO3BaHHBIX
KITo4eH dJ1eKTPOHHOM noamucu OTBETCTBEHHBIM 33 TEXHHYECKYIO moauepx)ky HC.
C MOMeHTa BHeCeHHS KIIIOYa B PEECTp OTO3BAHHBIX KITIOYeH 3IeKTPOHHOMH MONHCH
Bce mocmenyromue JlokymeHTsl, nommucanHele stoii IIDI1, He cumTaroTCs
NOANMMCAHHBIMM  HAIeXalluM  00pa3oM,  T.e.MOAMUCHIO,  pPaBHO3HAYHOI
COOCTBEHHOPYYHOM.

6. 3aKIIFOYUTENIbLHBIE TTOIOXKEHHUS

6.1. Hacrosmee [onojxeHue BCTymaeT B CHITy C 1aThl yTBEPIKICHHSL.

6.2. Texcr Ilonoxenus pasmemaercs B MIC. Crioco6 gocTyna k aKTyanbHOM BepcHH
TTosnioxenus onuChIBaeTCS B MIOIB30BATENLCKOM JoKyMeHTanuu K VC.

6.3. Texcr Ilomoxenus xpamutcs y Yensmumoir WM.A. u mpemocrasisercs
cotpyaHrkam OpraHu3aif Mo 3ampocy.

6.4. JloxymenTsl, co3gannble B UC u mommucanssie [19I1 B COOTBETCTBHH C
HacroAwuM [lonoxkeHneM, TNpPHU3HAIOTCS HOPUAMYECKH 3HAYUMBIMH C  JAThI
yrBepxaenus [lonoxenus.




