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Monoskenue 06 HCNOABL30BAHAH MPOCTOH 3JEKTPOHHOI MOANHKCH /ISl BHYTPEHHEro
31eKTporHoro Jokymentoodopora B 'KOY yP «lllkona-untepuar NelS» st
JeTeli ¢ OrpaHHYeHHbIMH BO3MOKHOCTAMH 310POBbSI»

1. 1.1. Obume nonoxeHus

Hacrosimee [Tonoxenue 06 HMCIIONB30BAHAN MPOCTOM 3IEKTPOHHOM IOIMUCH JULA
BHYTPEHHEro 3J1eKTpoHHOro iokymentoobopora B KOV VP «Illkona-unreprar Nel5»
I feTeil ¢ OrpaHMYEHHBIMH BO3MOXKHOCTSMA 3HOpOBbs» (manee - Ilomoxenue)
SIBISETCS JOKaMbHBIM HopMaTUBHEIM akToM KOV VP «lllkona-untepHar NelSy» s
JeTeil ¢ OrpaHMYeHHBIMH BO3MOJKHOCTSMH 3H0pOBbs» (namee - Opramusanys)
OTpe/IeNseT MOPSIOK U YCIOBHUS pabOTHI COTPYAHUKOB C SEKTPOHHBIMH JJOKYMEHTaMU
B Undopwmarmonnoii Cucreme (nanee — MC), HemocpeICTBEHHO CBS3aHHBIMU C HX
TPYIOBOH JEATENBHOCTBIO, ¢ NPUMEHEHHEM IIPOCTON JIEKTPOHHOH MOAMKCH (Janee -
T13110).

1.2. YyacTHHKaMH 3JIEKTPOHHOTO B3aMMOJE.(CTBUS HA YCIOBHSX, ONMPEIENECHHBIX
HactosnM I[lonmoxkeHweM, SBIAIOTCS COTpyAHUKH OpraHusaluy, IIOANKMCABIINE
VBenomienue 06 o3Hakomtenuu ¢ [Tonoxenuem. Obpaser; YBenomieHus NpuBeieH B
[Tpunoxxennu Ne 2 k Hacrosmemy IlonoxeHuso.

IMommucanue  coTpymuukoM — OpraHu3auud — YBEJOMIEHHS — PaBHO3HAYHO
MPUCOEIMHEHUIO K COIVIAlleHHI0 00 yd4acTMH BO BHYTPEHHEM OJICKTPOHHOM
nokyMeHTo060poTe ¢ ucnos3oBanreM [1011 Ha ycnoBusx Hacrosiero [Tonoxerus B
COOTBETCTBUH co cT. 428 I'paxnanckoro kozaekca PO ("[oroBop npucoeuHeHus").

1.3. Peanusanus ompesieieHHbIX HacTosumM [lonoxkeHueM yClIoBHi MPUMEHEHUS
IIPOCTOM 5JIEKTPOHHOM MMOAMHACH ObecreynBaeT TNPUIAHHE FOPHIMYECKON CHIIBI
BHYTPEHHMM SJIEKTPOHHBIM JokymeHTaM Opranmzauuu B VIC, TpeOyrommum JIH4HOH
TIOAINUCH COTPYHHUKA, U OTIEPALUsIM C HUMH.

1.4. Hamuue TIDIT o6ecriedrBaeT BHyTPEHHMM 3JIEKTPOHHBIM JJokymMeHTam B UC:

* OJTMHHOCTH - TIOATBEPIXKIEHHUE aBTOPCTBA ['OKYMEHTA,

* [1eJIOCTHOCTD - JOKYMEHT He MOXeET ObITh U3MEHEH I10CJI€ IIOMHCaHHUS,

* He OTpUI[AHWE ABTOPCTBA (HEOTPEKAEMOCTb) - aBTOP HE MOXET OTKa3aThCs OT
CBOEH MOMMKCH.

1.5. Jins moamucaHus dJ1eKTpoHHBIX AokyMeHToB B MC mcmome3yercst mpocras
3JIEKTPOHHAS MOAMKCH - HHPOPMALHUS B NEKTPOHHOH (QopMe, KOTopast IPUCOeIUHEHa K
Jpyroii uH(OpMAIMK B OIEKTPOHHOH (opMe (TMOAMMCHIBAEMOM HH(pOpMALIH,
JIOKYMEHTy B OJEKTPOHHOM BHIE) WIH MHoIM 00pa3oM CBf3aHHas C TaKou
vH(pOpMaIKel, 1 KOTopask MCIONb3yeTcs Ul ONpelelIeH s JIMIa, MOIMHUCHIBAIOIIEro
MH(OPMALHIO.



1.6. B xayectBe nmyoOsnuyHoil wactu kitova [1DI1 ucnonb3yercs yHHKaIbHOE MM
YYETHOM 3amucy, NpUMEHSEMOE Uisl aBTopu3auuu nosb3oBarens B MC. B kauecTtBe
KoH(puIeHnanbHoM yactu kimoda [1311 ucnonb3yercs maposib K y4eTHOM 3aIUCH.

1.7. UsrotoBnenue (rerepanuio), Beiiauy u peructpanuio B UC ykazannbix B 1m.1.6
MMEH I0JIb30BaTENEN U MapoJield ocymecTBiaseT XaxaakuHol Onbroii MUHapHUCOBHOM,
3aMEeCTUTeNIeM  JUPEeKTopa 10  y4eOHO-BOCcHUTaTesNbHOW  pabore  (nmamee -
OTBeTCTBEHHBIN 3a TexHUYeCcKyI0 noauepxkky NC).

1.8. IMapons momb3oBaTenst MC MoxeT ObITh M3MEHEH €ro BIAJEIbIIEM B OO0
MOMEHT nocie aBropusanuu B UC. Pekomenayercs U3MEeHITh MapoJib HE PEKe OJJHOTO
pasa B Tpu Mecsua. i1 CHWKeHus: pucka moadopa maposisi U HeCAaHKIIMOHUPOBAHHOTO
WCIIOJB30BaHUs JIPYTMM JIMIOM KIKOYa JJEKTPOHHOW MOIINHUCH PEKOMEHIYETCS HE
3a/1aBaTh MAPOJIH, UCIIOJIB30BAHHBIEC PAHEE.

2. TepMuHBI 1 OIIpeNEICHUS

B nannowm IlonoxxeHnn UCoyIb3yr0TCs CIEYIOINUE TEPMUHBI U UX OIIPEACIICHUA:

2.1. Bmazgenen NOpOCTOM SJIEKTPOHHOW NOANHUCH - COTpyAHUK OpraHuszanuu,
noanucaBmIMi  YBenomiieHHe o0 oO3HakoMileHMHM ¢ HacrosmuMm [lonoxenuem u
UCIIOJIB3YIOIIMI UMS MMOJB30BaTENS U apoJib 7151 apTopu3anuu B UC;

2.2. BHYTpPEHHUH 3JIEKTPOHHBIN JOKYMEHT (fanee - JIoOKyMeHT) - TOKyMEHT OJIHOTO
U3 TUIIOB JOKYMEHTOB, IpuBeAcHHBIX B [Ipunoxkennn 1 x HactosmeMy I[lonoxeHuro,
co3ganHblii B UC B 351eKTpOHHON (opMe M MOANMCAHHBIA AJIEKTPOHHON IMOJIUCHIO
COTpPYIHHKA (3JIEKTPOHHBIMH MOJNUCAMU COTPYAHUKOB) Opranuzaiuu;

2.3. KJIIOY 3JIEKTPOHHOM TMOJIIKUCH - YHHKAJIbHAs MOCJIEA0BATEIBHOCTh CUMBOJIOB,
IpeaHa3HaYeHHasl Ui MOATBEPKICHUS C MCIOJIb30BaHHEM cpeactB MC nommHHOCTH
II9I1 B lokymeHTe;

2.4. peecTp BBIIAHHBIX KJIKOYEN JIEKTPOHHOM noAnucu - xpansumica B UC cnimcok
YHUKQJIBHBIX  IOCJIEOBATEIILHOCTE CHMBOJIOB, COJACPKAIIMXCSA B  BBIJAHHBIX
MOJIb30BATEIISIM UMEHAX YUYETHBIX 3alIUCEN U MapOoJIsX;

2.5. peecTp OTO3BAHHBIX KJIOUEW BJIEKTPOHHOM mnoamnucu - xpansmwmiics B MC
criicok monb3oBarenet MC, KiIo4Yu S3JI€KTPOHHOW MOANMCU KOTOPBIX K MOMEHTY
oOpallieHus! K JAaHHOMY peecTpy ObLIM OTMEUYEHBI KaK HEJICHCTBUTEINbHBIC,

2.6. mpocrast anekTponHas noanuck (I[1911) - uadopmanus B sneKTpoHHON PopMe B
NC, BO3HMKaroImas B MOMEHT BBIIOJHEHHS BIAACIBLEM JJIEKTPOHHON IOJANUCH
KoMaH/bl oanucanus Jlokymenrta B untepdeiice UC, moareepkaaromniasi HoAJIUHHOCTb
Jlokymenta u/wim (axt o3HakomsieHus Bhanenwia [19I1 ¢ JlokymeHTOM, KoTOpas
B3aMMHO OJHO3HAYHO CBA3bIBAETCS C JIOKYMEHTOM M BIAAEIbLEM HOAIKCH;

2.7. wrramn TI9I1 - Bu3yanbHas OTMETKA 00 AJIEKTPOHHOM MOAMHUCH, BKJIIOUYAOIIAs
pekBu3uThl 11911, koTopas aBromartnuecku cosnaercs cpeacrsamu MC npu oTKpsITHH
(Bu3yanuzauun) JokymeHTta, nognucanHoro 11311, B untepdeiice UC;

2.8. 0o0paboTka »BJIEKTPOHHOTO JOKyMEeHTa - JeicTBus mosb3oBatenss HMC c
ANEKTPOHHBIM JOKyMEHTOM cpenctBamu MC, Bkiroyas, HO HE OIPaHUYUBASCH:
co3ianue, nposepka, nognucanue 1311, undpopmupoBanue npyroro noias3zonatens UC
O JOKYMEHTE, IIOATBEPKICHHUE IIOJYyYEHMS, O3HAKOMIICHME, CO3JaHUE KOIIMH Ha
OyMa)XHOM HOCHTEJIE, OTKJIOHEHHUE, YAalleHHUE.

3. O0ecrnieueHue IOPUANYECKON CHUITbI BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB



3.1. Kuznennsiii uukn JJokymenra B UC BkItouaeT: co3gaHuE U MPOYHE JCHCTBUS
no ero obpaboTke, oTpaxkeHue B yuere, a Takxke xpaHeHue B MC. UC obecneunBaer
perucTpanuio JedCcTBUIl monb3oBareneil ¢ JlokymMeHTOM (JIOTHpOBAaHHME) B TEUEHUE
KU3HEHHOI'O LIUKJIA.

3.2. Bce Bmagensusl II9I1 mnpusHaiOT paBHO3HAYHOCTH  cBoeil  [IOII
COOCTBEHHOPYYHOM MOANNCH HAa OyMa>KHOM HOCHUTEIIE.

3.3. Cozmanue IIDIT B MC wuHMIMUHPYETCS COOTBETCTBYIOIIMM JICMCTBUEM
Brazensla [ID11, T.e. He BBITONHIETCS aBTOMAaTHYECKHU WJIM HE3aMETHO IS BiaIesbLa.

3.4. TlonHomouus Baaznensua 1311, noanucasmero J{okyMeHT, MOATBEPKIAIOTCS B
MoMeHT mnoxanucanus Jlokymenta B HMC aBTOMAaTHMYECKHM MO MOJIOKUTEIBHOMY
pe3yJabpTary CIEAYIOIUX IPOBEPOK:

* COOTBETCTBYIOIIN MOJIb30BaTeNb aBTOpr30BaH B 1C,

* COOTBETCTBYIOIIMN KJIIOY AJIEKTPOHHOM NOANMCH BKJIKOYEH B PEECTP BBIJAHHBIX
KJIFOYEH DJIEKTPOHHOW MOIINCH,

* COOTBETCTBYIOIIMM KIJIKOY 3JIEKTPOHHOW IIOAIMCH OTCYTCTBYET B PEECTpPE
OTO3BAHHBIX KIIFOYEH DJIEKTPOHHOU MOIIHCH.

3.6. BHyTpeHHuE D3JEKTPOHHBIE JIOKYMEHTBI, mHepeuucieHHsle B Ilepeune,
npuBeieHHOM B [Ipunoxkenun Ne 1 k Hacrosmemy [lonoxenuto, noanucanueie 1911,
npusHaroTcss B OpraHu3alid paBHBIMH 110 FOPUIMYECKOM CHJIE JOKYMEHTaM Ha
OyMakKHBIX HOCUTEIISIX, 3aBEPEHHBIM COOCTBEHHOPYYHOMN MOIHUCHIO.

3.7. TlompzoBatermn MC mnpuszHatoT, uro Bm3yanm3amus mramma [IDI1 mpwu
nemoHcTpauun Jlokymenta B wuHTepdeiice NC, BwimonHenHas cpencrsamu HC,
ABJISIETCS  HEOCIOPUMBIM  TOJTBEpXkACHUEM  (daKTa MOANUCAHUA  JTOKyMEHTa
COOTBETCTBYIOIMMM BiajaebiieM 1311 (mogmmHHOCTh U HEOTPEKAEMOCTH ).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIIACTCS IIyTEeM 3alUCH CBEICHUHA O
JIOKyMEHTax B apXUB JIEKTPOHHBIX JOKYMEHTOB, KOTOPHIN siBsieTcs yacTbro MC.

3.9. Opranuzamusi 00ecreunBaeT TEXHUYECKUMH U OPTaHU3AIMOHHBIMH MEpaMu
3alUTY OT HECAaHKLMOHUPOBAHHOTO JIOCTYIA U MPEAHAMEPEHHOTO YHUUYTOKEHUS U/UIH
UCKa)XEHUs CBeJeHUM 0 JJOKyMeHTax B apXMBE AJIEKTPOHHBIX J0KyMeHTOB MC, a Takxke
rapaHTHpPYeT MOJITBEPXKACHUE aBTOPCTBA JOKYMEHTa, nognucanHoro IIOI1 aBropa, B
TOM YHCJIE IIYTEM YTBEPKIAEHUsS NOMMEHHOI0 OTPAaHWYECHHOTO CIIMCKA JIML, UMEIOIIUX
paclIMpeHHble (aIMUHHACTPATUBHBIE) IIpaBa JOCTYNa K apXWBY D3JIEKTPOHHBIX
nokymentoB UC.

3.10. Hokymentsl xpauarcs B UC B ToM opmaTe, B KOTOPOM OHHU ObUIM CO3IaHBI.
Cpox xpaHeHusi JJokyMeHTOB M cBeleHUH O J[OKyMeHTax He MOXeT ObIThb MeHee 3
(Tpex) et u ompeAensercss B COOTBETCTBUU C JIOKAJIbHBIMH HOPMATHMBHBIMU aKTaMU
Opranuzaiuu uim ee CTPYKTYPHBIX MOAPA3AECIEHUN.

3.11. Komnust 31€KTpOHHOTO JJOKYMEHTa MOKET OBbITh U3TOTOBJIEHA (pacrieuaTtana) Ha
OymaxkHoM Hocutene cpeactBamu MC u 3aBepeHa COOCTBEHHOPYYHOW TMOJIHUCHIO
Brnaaensua [IOI1, nubo uneHamMu KOMHCCHH, BKJIIOYANOIMIEH B ce0si KaK MHUHUMYM
pykoBoautenss OpraHusanuy M JIMLO, UMEIOUIEE pacliMpeHHbIe (aAMUHUCTPATHUBHBIC)
mpaBa J0CTyna K apXuBy O3J€KTpOHHbIX J0KyMeHTOoB WC. Komusi 351€KTpOHHOTO
JOKYMEHTa Ha OyMa)XHOM HOCHUTEJIE JOJDKHA COJAEP)KaTh BU3YyAIM3AlMIO IITaMIa
(wramnoB) II9I1, moarBepxkparomryro, uyro opuruHain Jlokymenra noamnucan I19I1.
AYTEHTUYHOCTh JJIEKTPOHHOTO JOKYMEHTa M €ro KOMNWU Ha OyMaKHOM HOCHUTENE
oOecnieunBaercs cpeacrsamu UC.



4. TlpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTb BJIAJIENbIA JIEKTPOHHOU MOANUCH

4.1. Bnanenen 1911 umeer npaso:

* oOpamarbcss kK OTBETCTBEHHOMY 3a TexHUYeckyro mnoaaepxky WC nmnsa
AQHHYJIMPOBAHUS (0T3BIBA), MIPUOCTAaHOBKH (BO30OHOBJICHHS ) JeHCTBHS
NPUHAJIEKAIIETO EMY KIIFO4a 3JIEKTPOHHOU MOIITUCH;

* B cCly4ae HEOOXOJMMOCTH 3aMEHbl, BOCCTAHOBJICHHUS KJIOYa 3JIEKTPOHHOMU
noanucu oOpatuthesi K OTBETCTBEHHOMY 3a TexHMYeckyro mnojaepxkky MC c
COOTBETCTBYIOIIEH IPOCKOON M MOTYYUTHh HOBBIH KIIIOU AJIEKTPOHHOM MOIIHUCH;

* oOpamarbes K pykoBoACTBY Opranuzaiuu aisi pa30opa KOHPIMKTHRIX CUTYaIlHi
(cnopoB), Bo3Hukaromux npu npuMmenennu 11911 B UC.

4.2. Bnapenen IIDII oOs3aH: * BecTu 00pabOTKy BHYTPEHHHMX 3JIEKTPOHHBIX
nokymMeHTOB B IC B COOTBETCTBUU CO CBOMMM JIOJPKHOCTHBIMH OOSI3aHHOCTSIMU;

* IPUHUMATh BCE BO3MOXHBIE MEPBI JIJIs1 TPEAOTBPALIEHUSI HECAHKIIMOHUPOBAHHOTO
UCIIOJIb30BAHUS CBOETO KIIF0Ya AIEKTPOHHOM MOINCH;

* HU IIPYM KAKUX YCJIOBHUSX HE IEpeAaBaTh KIIIOY 3JIEKTPOHHOW MOIINKCH JIPYTUM
JIuLaM;

* [IpU KOMIIPOMETALMHM CBOEr0 KIIF0YA IEKTPOHHOM MOJIMCH HE3aMEIJIUTEIBHO
oOpatutbcs kK OTBETCTBEHHOMY 3a TeXHHUECKylo nonanepkky MC nns nmpuocTaHOBKH
NEUCTBUS NMPUHAJICKAIIETO €My Kito4a 3JIeKTpoHHOW noanucu. 4.3. Buagenen [1011
HECET JIMYHYIO OTBETCTBEHHOCTh 32 COXPAHHOCTh CBOETO KJII0Ya 3JIEKTPOHHOMN MOAIUCH
Y €0 3alIUTy OT HECAHKIIMOHUPOBAHHOTO HUCIIOJIb30BaHUA.

5. Texnonorus npumenenus cpencts 11911 B UC

5.1. Ans npumenenus 11311 8 UC Bnaaensuy 1911 HeoOX0auMo aBTOPU30BATHCS B
NC ¢ ucnonb3zoBanueM nmyOau4yHOW M KOH(puUAeHUMaIbHOW yacted kimoya [IOI1 (ums
nosib3oBatens U napoiib). llonnucanue JlokymMeHTa BBINOMHSETCS MYTEM Ha)XKaTus Ha
kHonky "lloanucate" B untepdeiice NC.

5.2. Wudopmanmss 000 BcCeX BBIIAHHBIX IOJIH30BATEIIO KJIIOUYAX JJICKTPOHHOM
HOJINUCH, AaTax IMOJyYEeHUs M MpeKpaleHus ux aercrtsust (u3bsaTus) xpanutcs B UC
IIOCTOSIHHO.

5.3. Ilpu nipekparieHnu y coTpyaauka Opraau3anyy JOJKHOCTHBIX 00s3aHHOCTEH
no 0o0paboTKe BHYTPEHHUX DJIEKTPOHHBIX JOKYMEHTOB ¢ ucroiyib3oBanueM [I9I1 wmm
IIPU YBOJIBHEHUM COTPYAHUKA €ro KJIKY BHOCUTCS B PEECTP OTO3BAHHBIX KIIHOYEH
ANEeKTpOHHOM noanucu OTBETCTBEHHBIM 3a TexHHUYecKyro noaaep:xkky MC. C MmomeHTa
BHECEHUSI KJII0YAa B PEECTP OTO3BAHHBIX KIKOYEH DJIEKTPOHHOW TOMANMCH BCE
nocnenyromue JokymeHntsl, noanucanubie 3tor 1311, HEe cunuTaroTCs MOANMCAHHBIMU
HaJUIeKaumM o0pa3oM, T.€. MOAMNKUCHI0, PABHO3HAYHOU COOCTBEHHOPYUHOM.

6. 3aKJIFOUUTENBHBIE MOJIOKEHUS

6.1 Hacrosiiee [lonoxenue BCTynaeT B CUILy C 1aThl YTBEP>KICHUS.

6.2 Tekct [Tonoxenus pazmemaercs B C.

Cnoco6 pgocryma K akrtyanbHOM Bepcun [lonmokeHusi ONUCHIBaeTcsl B
M0JIb30BaTENBCKOM JoKkyMeHTanuu K MC.

6.3. Jlokymentsl, co3nanubie B MIC u mnomnucannsie IIDI1 B cooTBeTCTBHM C
HacTtosimM  [lonokeHneMm, TPU3HAIOTCS  IOPUAWYECKH 3HAYMMBIMH € J1aThl
yrBepxkaeHus [lonoxenns.



[Tpunoxenue Ne 1

IHHEPEYEHb JOKYMEHTOB

VY4acTHUKM BHYTPEHHEIO AJIEKTPOHHOI'O JOKYMEHTO00OpOoTa B <<HANUMEHOBAaHUE
OpraHM3ali™>> HCIOJb3YIOT MPOCTYI0 3JEKTPOHHYIO TMOAMHCH MpH 00paboTKe
CIEAYIOIIUX 3JIEKTPOHHBIX JOKYMEHTOB:

* ABaHCOBBIN OTYET,

* pacXOIHBIN KacCOBBINM OpPAED,

* UHBEHTAPU3ALMOHHAsI ONKCh TOBAPHO-MATEPHUAIbHBIX LICHHOCTEMN,

* HAKJIaJ{Hasl HA BHYTPEHHEE NIEPEMEILICHHE TOBAPHO-MATEPUAIBHBIX IEHHOCTEM,

* OTYET IIPOU3BOJICTBA 3a CMEHY,

* TOKyMEHTOB, pacrojlaraéMbIX Ha opUIHaIbHOM caiiTe OpraHu3aiui.

[Tpunoxxenue Ne 2

YBEAOMJIEHUE

<<@®ammmss HWms OtdyecTBO™>>, HMEHYyeMbI B JanbHeimeM "PaGoTHUK",
HACTOSIIIIMM TIOATBEP)KIAET YTO  O3HAKoMmmics U coryaceH ¢ [lonoxxenueM 00
WCIIOJB30BaHUU TPOCTOM SJIEKTPOHHOW MOANUCU JJIsl BHYTPEHHErO 3JEKTPOHHOIO
JOKyMEHTO000pOoTa B <<HAUMCHOBAHHWE OPTaHU3AIMKU>>, a WMEHHO: PaboTHHK
MIPU3HAET PABHO3HAYHOCTH CBOEW MPOCTOM 3JeKTpoHHOM mnoamucu (namee - I19I0)
COOCTBEHHOPYYHOM TMOJIMUCU HA OYMa)KHOM HOCHUTEJIE M 3asBIISCT O MPUCOCTUHEHUH K
COrJallleHHI0 00 Yy4YacTMM BO BHYTPEHHEM JJEKTPOHHOM JOKYMEHTO00OpOTE C
ucnosnibzoBanueM IIDI1 nHa ycnoBusx IlonoxkeHus o0 HCMOAB30BAHUM MPOCTOM
AJIEKTPOHHON MOJMUCH JJIi BHYTPEHHEro AJIEKTPOHHOTO JOKYMEHTO00OpOTa B
<<HaMMEHOBAHHE OPTraHU3AIMKU>> B COOTBETCTBHUU CO CT. 428 ['paxk1aHCKOr0 KOJEKCa
P® ("orosop npucoeanHeHus") ¢ <<pata_BCTYIUICHUS B CHIIy>>.

JlaTa MOAMUCAaHUs, TMIHas moamucsk, DO



