IMpuioxkenue Nel
K npukasy Ne 01-2/ox o1 09.01.2023

Ilosro:kenne 006 HCMOIBL30BAHMH NPOCTOI YICKTPOHHOI NMOANMHCH /IS BHYTPEHHET 0
3JIeKTPOHHOI0 10KyMeHToo0opota B UBI' PAH

1.00mmue mooxeHHs

1.1.Hactosmee [lonoxenue 00 uCHONB30BaHWM  MPOCTOM  JIEKTPOHHOM  MOJIHMCH B
HHpopMaMoHHOI cucteme (nanee - UC) UBI" PAH (nanee - [lonosxenue) aBiasgeTcs JOKATbHBIM
HopmatuBHbIM akToM UBI" PAH (nanee - UuctutyTt) u onpesensier mopsiiok ¥ ycIoBUst paboThl
COTPYAHHKOB € 3JICKTPOHHBIMH JOKyMeHTaMH B MC, HEMmOCpEICTBEHHO CBA3aHHBIMH C HX
TPYJOBOM JEATENBHOCTBIO, C IPUMEHEHHEM NTPOCTOIt 3NIEKTPOHHOM nojnuck (nanee - [T21T1).

1.2.Y4YaCcTHHKaMH 3JIEKTPOHHOIO B3aHMOJCHCTBHS Ha YCJIOBHAX, OMNPEACICHHBIX HACTOSAIIMM
[TonoxeHnuem, SBASIOTCS COTPYAHWMKH OpraHu3ainuu, [OJIMUCABIINE YBeJOMIEHHE 00
osakomsienuu ¢ Ilonoxkenmem. OOpaserny Yeenomsenus npusenen B [lpunoxennn Ne 2 k
HactosmeMmy Ilonoxenwro. Ilommucanue corpynnukoM  OpraHuzanuu  VBeJIOMIIEHHS
PaBHO3HAYHO IPHCOCAUMHCHHIO K COIVIAICHHIO 00 y4YacTHH BO BHYTPEHHEM 3JICKTPOHHOM
nokyMeHToobopore ¢ wucnonszoBanueMm IIDI1 Ha ycnoBusx Hacrtosumero IlomosxkeHus B
cooTBeTcTBUHM O CT. 428 'paxanckoro koaekca PO ("JoroBop npucoeaunenus").

1.3.Peann3anus OnpeieneHHbIX HacTosaumM [lomokeHneM yCIOBHI HpPUMEHEHHs TMPOCTOM
JIEKTPOHHOH moamucu  o0ecnedMBaeT NpUIAHHE IOPHJIMYECKOM CHJIBI  BHYTPEHHHM
3JEKTPOHHBIM JoKyMeHTaM Opranusauuu B UC, TpeOyromuM JIHYHON MOAMHCH COTPYIHHKA, H
orepanusaM C HUMH.

1.4 Hannume [1D]] obGecnieunBaeT BHY TpEeHHHM 3JIEKTPOHHBIM H0KyMeHTam B UC:

+  TOJUIMHHOCTB - IOJATBEPIK/ICHHE aBTOPCTBA JIOKYMEHTA,
¢« IIEJIOCTHOCTD - JOKYMEHT HE MOKeT ObITh M3MEHEH ITOCIIC TOAMHCAHHUS;
« HeE OTpHIIAHHE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOYKET OTKA3aThCs OT CBOEH IOIITHCH.

1.5. JIng noanmmcaHus SIEKTPOHHBIX A0KyMeHTOB B MC wucmonb3yercs mpoctasi 3JeKTpOHHAs

IOANKUCEH - HH(OpMaNus B 3/IeKTPOHHOH popMe, KOTOpasi IPUCOEAHHEHA K IPYTOi HH(POpMAIHK
B 9JIEKTPOHHOMN (hopme (rmoanuchiBaeMoit HHGOpMaLUy, JOKYMEHTY B JIEKTPOHHOM BHJIE) HIIH
MHBIM 00pa30M CBsi3aHHAs ¢ TAaKOH HH(pOpMaLMel, 1 KOTOpasi UCIOIb3YETCs I ONpeae/ICH s
JM1IA, IOAMUCHIBAIOLIErO HHHOPMALIUIO

1.6.B xavectse myOimunoi yactu kiaroua 1011 ucnonp3yercs yHHKaIbHOE HMs YYETHOM 3aIHCH,
OpUMEHsAeMoe Ui aBTopu3anuu nojib3osatensd B UC. B kauectBe xoH(uIeHIMANLHON YacTH
kmoyga [12]1 uenons3yeTcs maposib K y4eTHOH 3armmcH.

1.7.M3roToBnenne (remepanuio), Bbliadyy M perucrpanuio B MC ykasanHeIX B 1.1.6 umen
nmoib3oBarelieli M naposiel ocyuiectBisroT benoycoB AHapei BiammMupoBHY- CHCTEMHBIM
agmuuuctparop Otaena uHpopMmanuoHHBIX TexHonoruit; [llymoB Aprém BragmcnaBoBnu-
CHCTEeMHBIH aaMuHHCcTpaTop OTAena uHGOPMALIMOHHBIX TEXHOJIOTHH (naiee - OTBETCTBEHHbIE
3a TexHH4YecKyto noaaepxky MC).

1.8.ITapons nonb3oBarenss MC moxker ObITH M3MEHEH €ro BIAJENbleM B JIIOO0H MOMEHT mocie
asropu3anuu B MC. Pexomenjtyercss M3MEHATh 1apojib HE peske OHOTO pas3a B TpH Mecsna. Jlis
CHMJKCHMS PHUCKa 1oJ00pa maposist ¥ HeCAaHKIHOHUPOBAHHOTO HCIOJIB30BAHMSA APYTUM JIHIIOM
KJIH04a 3JIEKTPOHHOM IOUTMCH PEKOMEHTy€ETCs HE 3a/[aBaTh I1apOJIM, UCII0JIb30BaHHBIE paHee.

2. TepMHHBI H onIpe/Ie/IeHHA.
B nannom [lonokeHHn HCIIONB3YIOTCS ClIeIYIOIINe TEPMUHBI U X OIPEIC/ICHUS:

2.1. Bnangenen mnpocToif 37€KTPOHHOM MOANUCH - COTPYIAHMK OpraHu3aiuu, 10/ ITHCaBIIHMA
VBenomyienne 00 O3HAKOMJIEHHMHM ¢ HacTosmuM [TojoKeHHeM | HCHOJB3YIONMH HMs
IMOJIB30BATEIIA | naponb JJTA aBTOpH38.LlHH B I/IC,



2.2.BHyTpeHHUIi 5IeKTPOHHBIH JOKYMEHT (HJamee - JIOKYMEHT) - JOKYMEHT OJHOrO U3 THIIOB
JIOKYMEHTOB, TpyBe/ieHHbIX B [Ipunoxennn 1 k nacrosumemy [lonoxenuto, co3nannsii B UC B
NEKTPOHHON (POpMe H TOIMMCAHHBIA HIEKTPOHHOH MOJIMHMCHIO COTPYAHHKA (dIEKTPOHHBIMU
TOJITUCIMH COTPYAHUKOB) Opranu3aluy,

2.3.Kmou QHGKT})OHHOﬁ TOOMHCH - YHUKaJIbHAA IOC/ICA0BAaTC/IbHOCTE CHMBOJIOB, npeaHazHavdCHHasA
IUTsL MOATBEP KICHHUS ¢ Henoab3zoBanueM cpejicts MC nommuanocTu 11911 B JlokymenTe,

2.4 PeecTp BBLIAHHBIX KJIKOYEH A/IEKTPOHHON Moanuck - Xpansmuiics B MC cnucok yHUKaIbHBIX
MI0CJIC/IOBATEIbHOCTEN CHUMBOJIOB, COJEpPKAIIMXCA B BBAAHHBIX II0JIb30BATE/IAM HMEHaX
YUETHBIX 3aITUCeH U napoJisix;

2.5.Peectp 0TO3BaHHBIX KIIHOUEH 2JIEKTPOHHOMN noanucH - Xpanamuiicsa B MC cnincok nosp3osaresnei
HC, y KOTOPBIX KJTIOYH 3JIEKTPOHHOM MOANUCH K MOMEHTY 00pamieH s K JaHHOMY peecTpy ObLId
OTMEYCHBI KaK HEJICHCTBUTEIILHBIE;

2.6.Ilpocrast snektponnas mnoxamuch (II2I1) - undopmanus B anexktponHoit ¢opme B HC,
BO3HUKAIOIAS B MOMEHT BBIMOJTHEHHS BIAJEIblLEM 3JIEKTPOHHOM MOANKCH KOMAaH/IbI
noanucanus Jlokymenra B uatepdeiice UC, moareepikaatomas nomnHHocTs JlokymenTa n/nnm
baxr o3Hakomienus Braagensua IIDI1 ¢ JlokymMeHTOM, KOTOpas B3aUMHO OJJHO3HAYHO
CBsI3bIBAeTCs ¢ JJOKyMEHTOM U BJIaJIeJIbIIEM ITOIIHCH;

2.7.1Itamn ITDI1 - Bu3yaneHas oTMeTKa 00 3JICKTPOHHOM IMOANKUCH, BKITIOUaromas pekBu3uThs! 11011,
KOTOpasi aBToMaTiyecku cosjaercs cpeacrsamu MC npu oTKpeITHH (BU3yaIu3alluy) JOKyMEHTa,
noanucannoro 1311, B untepdeiice UC; Bpems Gpopmuposanus I1I1 orobpaskaercs B mrammne
1o yacoBoMy mnosicy nosib3osareiis UC;

2.8.00paboTka 2NMEKTPOHHOrO JIOKyMeHTa - JedcTBus mosb3oBareniss HMC ¢ 2/1eKTpOHHBIM
nokymeHToM cpeiactBamu MC, BkIrodas, HO HE OrPaHUYMBAsACH: CO3JaHHE, IIPOBEPKA,
nomucanue 1311, undopmupoBanue apyroro nonszoparens MC o nokymeHnrte, NoATBEpkKICHHUE
TIOJTy4eHHs], 03HAaKOMIJIEHHE, CO3/IaHNe KOTIMU Ha OyMa)KHOM HOCHUTEIIE, OTKJIOHEHHE, YalleHHE.

3. OGecnieyenne IPUANYECKOH CHIbI BHYTPEHHHUX Y1€KTPOHHBIX 10KYMEHTOB.

3.1.Kusnennsni uuki JJokymenra B UC BKIIIOYAET: co3aanue u npoyue JeicTeus mno ero obpaborke,
oTpaxkeHne B yueTe, a Taike xpaHenue B MC. MC obecneyuBaeT peructpanuio AeHCTBHHA
noss3oBareseii ¢ JJokyMeHTOM (JIOTHpOBAaHHE) B TEUEHHE KU3HEHHOIO LIMKJIA.

3.2.Bce Bmanensusl 1211 npusHaroT paBHO3HaYHOCTh cBOEH 111 coOCTBEHHOPYYHOH MOAIKCH Ha
OyMa)xHOM HOCHTEIIE.

3.3.Cozmanue [1911 8 UC uHHUMHpYeETCs COOTBETCTBYIOMMM JaelcTBreM Bianensua [1011, T.e. He
BEITIOJIHACTCA aBTOMaATHYCCKH HJIH HE3aMETHO JJId BiIadelIblla.

3.4 Ilomaomouns Bnamensia [IDI1, moamucaBmiero JIOKYMEHT, IMOATBEPHKIAAIOTCH B MOMEHT
nojanucanus Jlokymenra B UC aBTOMaTu4ecku Mo MOJIOKHTEIBHOMY Pe3yJIbTaTy CIeAyOUX
IIPOBEPOK:

L COOTBCTCTBYIOH_[Hﬁ IMONIB30BATEIb ABTOPU30BAaH B I/IC,

® COOTBETCTBYIOLIMI KJIIOU HJIEKTPOHHON MOJIMUCH BKIIIOUEH B PEECTP BBIIAHHBIX KITIOYe
JIEKTPOHHOM MOJAIHUCH,

® COOTBETCTBYIOIIUN KIFOY 3JIEKTPOHHOH MOJAIHKCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KITIOYEH 3JIEKTPOHHOMN MOJIIUCH.

3.5.Bpemst hopMupoBaHHs 3JIeKTPOHHOMI moanucu pukcupyercs cpeacrsamu MUC mo rpuHBHUCKOMY
sBpemenu (UTCHO0).

3.6.BHyTpeHHHE 3JIEKTPOHHbIE JOKYMEHTHI, IepeuncieHHble B IlepeuHe, mnpuBeneHHOM B
[Tpunoxxennn Ne 1 k Hacrosmemy Ilonoxenuto, moamucanueie [1DI1, npusnatorcs B
OpraHu3anuyd paBHBIMH MO IOPUAMYECKOH CHJIE JOKYMEHTaM Ha OyMaKHBIX HOCHTEISX,
3aBCPEHHBIM COGCTBGHHOpy‘iHOﬁ IMOAITHUCHIO.

3.7.ITonb3osaremu UC npusHaiot, uyto BU3yanu3anus mrammna 1211 npu nemoncTpammm JlokymeHnTa
B untepdeiice UC, Boinonnennas cpeactsamu MC, siBiiseTcss HEOCIIOPUMBIM ITOATBEPKIACHUEM
(akTa MOANMCAHUS JOKYMEHTa COOTBETCTBYIOIMM Bhajensiem [IDI1 (moummHHOCTE M
HEOTPEKAaeMOCTh).

3.8. Xpanenne JIOKYMEHTOB OCYIIECTBIISETCS NyTEM 3allMCH CBeJeHHH 0 JIoKyMeHTax B apXHB
JIEKTPOHHBIX JIOKYMEHTOB, KOTOPBIi sBjsiercs yacteio UC.



3.9, Opraﬂn3auna OGGCHe‘iHBaeT TCXHHYCCKHMH H Oprand3allHOHHBIMH MCpaMH 3alluTy OT
HECAHKI[UOHHPOBAHHOTO JOCTYNa M IPEJHAMEPEHHOTO YHUYTOKEHHS H/MIM HCKAKEHHS
cBeneHMit 0 JlokyMeHTaXx B apxuBe 3JeKTpoHHBIX gokymeHtoB HMC, a Taxxke rapanTupyet
MOATBEPXkKICHHE aBTOPCTBA JAOKYMeHTa, nojamucadHoro IIDII aBropa, B TOM d4HCIE INyTeM
YTBEPXKIEHHS IOMMEHHOr0 OrPAaHWYEHHOTO CIHCKA JIML, MMEIOIIMX PaCIIMpPEHHEIE
(aIMMHHCTPATHBHEIE) [IpaBa JOCTYIIA K apXHUBY 3JIEKTPOHHBIX JoKyMeHToB UC.

3.10. JokymenTs! xpausrtes B IC B Tom dopmare, B koTopom oHH ObutH co3fanbl. Cpok XpaHeHHs
JlokyMeHTOB 1 cBefieHUI 0 JlIokyMeHTaxX He MOXKeT ObITh MeHee 3 (TpeX) JIET U ONpeeNseTcs B
COOTBETCTBHH C JIOKQJIbHBIMH HOpPMaTHBHbIMH akramMd OpraHu3alldd HIH €€ CTPYKTYPHbIX
nojapaszeeHui.

3.11. Komust 3MEeKTPOHHOTO JIOKYMEHTa MOeT ObITh M3rOTOB/ICHA (pacredaTaHa) Ha OyMaKHOM
Hocutenie cpezctBamu MIC u 3aBepena coOcTBeHHOpYYHOH mojamuckio Bnaaensua [19I1 mmbo
YJICHAMH KOMHCCHHM, BKJItOUaroliei B ce0s Kak MUHUMYM pyKoBouTens Opranu3aluy v Mo,
UMeEIOIIee pacIIupeHHble (aAMHHHCTpPATHBHbIE) IpaBa JOCTyNa K apxuBY HIEKTPOHHBIX
noxkymenToB MC. Kormus 21eKTpOHHOT0 JOKyMeHTa Ha OyMaKHOM HOCHTEJIE I0JIXKHA COEePIKATh
Busyanuzanuio mramna (mrammnos) IO, moxreepikaarouryto, yro opuruHan JlokymeHTa
noanmucad [1DI1. AyTeHTHYHOCTH 3JICKTPOHHOIO JIOKYMEHTA M €ro KONMH Ha OyMaKHOM
HocuTene obecnieunBaercs cpeacrsamu KC.

4. [IpaBa, 00513AaHHOCTH M OTBETCTBEHHOCTD BJ/I1a/e/IbLA 3JIEKTPOHHOM MOJIIHCH.

4.1.Bnangenen 11211 umeer npaso:

e oOpamarbest K OTBETCTBEHHOMY 3a TexHMueckyro noxnepxky HMC mng annymupoBaHms
(oT3pIBa), NPHUOCTAHOBKHU (BO30OHOBJIEHMS) JEHCTBHSA IPUHAUICKAIIEr0 €My KIoua
3JIEKTPOHHOU MOJIIUCH;

e B ciy4yae HeOOXOJMMOCTH 3aMEHbl, BOCCTAaHOBJIEHHS KJIO4Ya 3JIEKTPOHHOH IOAIHNCH
oOpatutbess kK OTBETCTBEHHOMY 3a TeXHHYecKyro mnojyiepxky MC c¢ coorseTcTByromen
pochOO# ¥ MOITYYUTh HOBBIN KJIFOY JIEKTPOHHOH ITOINCH;

e oOpamarecsi K pykoBoJcTBy Opranusauuu s pa3dopa KOHQIMKTHBIX CUTYaIHH (CIIOPOB),
Bo3HUKaromux npu npumenenuu [1211 B C.

4.2 Bnagenen 1211 o0si3anH:

e BecTH 00paboOTKY BHYTPEHHHUX 3JIEKTPOHHBIX JOKyMEHTOB B MC B COOTBETCTBHHU CO CBOMMHU
JOJUKHOCTHBIMH O0SI3aHHOCTSIMH;

e [IpUHHMaTh BCE BO3MOJXKHBIC MEpBl Ul IPEJOTBpAILEHHS HECAaHKIHOHHPOBAHHOIO
WCIIOJIB30BAHUS CBOETO KITHOYA JIEKTPOHHOM IOINCH;

® HU IIPU KaKUX yCJIOBUSIX He Iepe/IaBaTh KJII0Y 3JIEKTPOHHON MOJNUCH APYTUM JIAIAM;

® IIpH KOMIIPOMETALMH CBOETO KJIFOYa HJIEKTPOHHOMN HOJNUCH He3aMeUIUTEIbHO 00paTUThCS K
OTBeTCTBEHHOMY 3a TexHHuYeckyro mnomuepxky WC ans TpHOCTaHOBKHM JeHCTBHS
IPUAHAJUIEKAIIETO MY KIII04a 3JIEKTPOHHOM ITOAIIHCH.

4.3.Bnanenen 1311 HeceT MHMYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTH CBOEI0 KJII0Ya 3JIEKTPOHHOH
MOJIHUCH M €ro 3allUTy OT HECAaHKIMOHUPOBAHHOIO UCIIOJIb30BaAHUS.

5. Texnonorus npumenenusi cpeacts 11211 8 UC,

5.1.Jna npumenenuss II2I1 B MC Bnapensmy [I9I1 neobxommmo asropusoBarecst B MIC ¢
UCII0JIb30BaHUEM ITyOJINYHON H KOH(UACHIHaNbHON yacTed Kitova [IDI1 (M noap3osaress U
napons). [lognucanue JlokyMeHTa BBHINONHSETCS MyTeM HakaTus Ha KHonky "[loammcats” B
uaTepdeiice UC.

5.3.Mudopmanus 000 Bcex BBIIAHHBIX I0JIB30BATENIIO KIIOYAX DJJEKTPOHHOH MOMINHMCH, JaTax
NOJTy4eHHs U MpeKpalleHus ux aeiucTus (u3bsatus) Xxpanutes B UC nocrosHHO.



5.3.Ilpn npekpamienun y corpyanuka Opranu3aiuy J10JKHOCTHBIX 00s3aHHOCTEH mo oOpaboTke
BHYTPEHHHX OJIEKTPOHHBIX JOKYMEHTOB ¢ Hcmonmb3oBanieMm [IDI1 wmm mpu yBonpHeHHH
COTPYJIHUKA €ro KIIOY BHOCHTCSI B PEECTP OTO3BAHHBIX KIIFOUEH 3JIEKTPOHHOW MOINUCH
OTBeTcTBEHHBIM 3a TexHuuecKyto nojuiepkky MC. C MOMEHTa BHECEHHMs KioYa B PEecTp
OTO3BAHHEIX KJIOUell JJIeKTPOHHOU IMOJIIMUCH Bce mocieayioniue JIOKYMeHTHI, IMOJITHCAHHEIE
sroi TIDII, He cuMTarOTCs NOMMNMCAHHBIMKM HaIEKAIIUM 00pa3oM, T.€. HOIIHCHIO,
PABHO3HAYHON COOCTREHHOPYUHOM.

6. 3akmounTeILHBIC NOJIOKEHHS.

6.1.Hacrosmee [Tonokenne BCTynaeT B CUILY € 1aThl YTBEPIKIACHHS.

6.2.Tekct [Tonoxenus pasmemaercas B UC. Crocod goctyma k akryaubHo#i Bepcuu Ilomoxenus
OIUCBIBAETCS B MOJIb30BATENIbCKOH okyMeHTanuu Kk MC.

6.3.Texct [lonoxenus XpaHHTCA B AUPEKLUUH H NPEAOCTaBIACTCA COTpyAHHKaM OpraHusalyy 1o
3arpocy.

6.4.JToxymenTsl, co3nanabie B UC u moanucannbie [1311 B cooTBeTcTBHYM ¢ HacTosmuM [TonoxkeHneMm,

TMPU3HAIOTCS FOPUUUECKH 3HAUMMBIMH C JIaThl yTBepKaeHus [onokenus. -
i
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Hupexrop UBI' PAH /ﬁ I'eoprues ILI.



