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Ionoxenne 06 HCMOJIL30BAHHH NPOCTOH JIEKTPOHHONH NMOANHKCH JIsi BHYTPEHHEr 0
3JIEKTPOHHOr0 AoKymeHToobopora B MOY "Cryaenenxas OIII"

1. O6mue moyoxxeHus
1.1. Hacrosmmee Ilonoxenne 00 HCHNONL30BaHMM NPOCTOH 3NEKTPOHHOH TMOAMHCH JUIS
BHYTPEHHETO 3JIEKTPOHHOro aokymMeHroobopora B MOY "Crynmeneukas OII" (nanee -
Ionoxenue) siBisieTcss JOKAIbHBIM HOpMaTuBHBIM aktoM MOY "Crynenenkas OIII" (manee -
OpraHusanysi) ¥ ONpEAeNsieT MOPAAOK H YCNOBHS paboThl COTPYAHHMKOB C 3JIEKTPOHHBIMH
noxymentamu B Madpopmanuonnoit Cucreme (nanee — HC), HEMOCpEACTBEHHO CBA3AHHBIMHU C X
TPYAOBOH EATENLHOCTHIO, C MPUMEHEHHUEM MPOCTOH EKTPOHHOH noanucH (nanee - [1011).
1.2. YuacTHUKaMH 3JIEKTPOHHOTO B3aMMOJEHCTBHSA Ha YCIOBHSIX, ONPENENCHHBIX HACTOSLINM
Ilonoxenuem, sABISIOTCH coTpyAnukn OpraHusamyy, TOANMCAaBIIME YBegoMiieHHe 00
osHakomyienun c [lonoxenuwem. OOpaszen Ysenomnenus npuseneH B Ilpunokennu Ne 2 k
HacrosimeMy Ilonoxenmio. Ilognucamme corpyanukom Oprasmsaimu — YBeIOMIICHUS
PaBHO3HAYHO TNPHCOCOWHEHHIO K COTJIAIIEHHI0O OO0 y4acTHH BO BHYTPEHHEM 3JIEKTPOHHOM
nokymeHtoobopore ¢ wucnonszopanuem I[IOI1 Ha ycnosmsx Hacrosmero Ilonoxenus B
cooTBeTcTBUH CO CT. 428 ['paxxpanckoro koaekca P® ("{oroBop npucoeauHeHHS").
1.3. Peanuzauusa omnpeneneHHbix HacrosmmuM [lonoxeHnem ycnoBHil NMPHMEHEHHs IPOCTOM
JNIEKTPOHHOM moAmMHCH ofecneyMBaeT MpHAAHWE IOPHAMYECKOH CHJBI BHYTPEHHHM
9JIeKTPOHHBIM JJoKyMeHTaM Opranmnsanun B UC, TpeOyromum nH9HO# NOANHCH COTPYAHHKA, U
onepauysiM ¢ HUMH.
1.4. Hamuue ITOIT o6ecnieunBaeT BHYTPEHHUM 3JEKTPOHHBIM AOKyMeHTaM B HC:

* MIOJJIMHHOCTD - MIOATBEPXKACHHE aBTOPCTBA JOKYMEHTA,

* LEJIOCTHOCTD - JOKYMEHT HE MOXET ObITh H3MEHEH MOCJie MOANUCAHHS,

* He OTpHIIaHHE aBTOPCTBA (HEOTPEKAaEMOCTb) - aBTOP HE MOXET OTKa3aTbCi OT CBOEH
MOZMUCH.
1.5. Ina noanucaHus 3N€KTPOHHBIX AoKymeHTOB B MC mcronb3yercs mpocrast 3JeKTPOHHAs
MOAMHKCH - UHPOPMALMSA B NEKTPOHHOMH (POopMe, KOTOpasi MPHCOESAMHEHA K APYroi nHGopMaLuu
B JIEKTPOHHO#M (opme (TOANMHCHIBaeMOH HH(POPMALIHH, JOKYMEHTY B 3JIEKTPOHHOM BHJIE) WIIH
HHBIM 00pa3oM CBsi3aHHas C Tako# WHPOpMalMEH, H KOTOpas HCTIONB3YETCs JUIA ONpeNeIeHUs
JIMLA, MOMHCHIBAIOIIEr0 HHPOPMALHIO.
1.6. B xauectBe nmyOmuunod 4wactu kmoua IIDIl ucnonb3yercs yHHMKanbHOE MMs Y4€THOM
3aMKCH, NPUMEHsieMoe Ui aBTopu3anuu noab3osarens B UC. B kauecTBe xoHPHAECHIMAIBHOM
yactu kmoya [TOI1 ucnonb3yercst naposib K y4EeTHO#H 3alHCH.
1.7. Hsrotosnenune (reHepanuio), Bbiady H perucrpaumio B MC yka3zanHbiX B n.1.6 mmeH
nosib3oBaTeNneil ¥ mnaponed ocymecrsaser Mwumub Banepuit AmaronbeBnu  (nmanee -
OTtBercTBeHHBII 3a TexHU4ecKy10 noaaepxkky UC).
1.8. ITaposb nonb3oBatenss UC Moxer ObITh H3MEHEH ero BiajeNbiieM B J000H MOMEHT Tociie
asropusauuu B UC. PexoMeHayeTcs: H3MEHSTh Napojib HE PeXe OJHOro pa3a B Tpu Mecsina. s
CHIDKEHHUS PHCKa moabopa mapoJii M HECAaHKIMOHHPOBAHHOTO MCMONL30BaHHS APYTHM JIULIOM
KJIIOYa 3JIEKTPOHHOM MOANIHCH PEKOMEHAYETCS HE 3a[aBaTh NapOJIH, HCTONIb30BaHHbIE PaHee.

2. TepMuHBI U OTIpEACCHUS



B nannowm IToJi0kKeHHH HCTIOJIB3YIOTCS CIECAYIONIHE TEPMHHBI H HX ONPEEIICHHU:

2.1. enadeney npocmoii 31exmpounoli noonucu - corpyaHuKk OpraHu3saiyy, NOANHCABLIHIA
VBenomienne 00 oO3HaKOMIEHHH C HacrosmuM [lonoxeHHeM M HCHONB3YIOIUH UM
TIOJIb30BAaTENs1 ¥ MApoib Uit asropusaiuu B UC;

2.2. enympennuii 3nexkmpounsiii Ooxymenm (nanee - /[oxymenm) - ROKyMEHT OIHOTO W3 THUIIOB
JOKYMEHTOB, npuBeneHHbiX B [Ipunoxennn 1 x nacrosmemy Ilonoxenuto, co3nannbii B UC B
3JIEKTPOHHOH ()OpME W TMOJANWCAHHBINH 3JEKTPOHHOH MONNHCHIO COTPYAHHKA (DJEKTPOHHBIMH
MOAMMCAMH COTPYAHUKOB) OpraHusaiuy;

2.3. KkmoY 9NeKMPOHHON NOONUCU - YHWKAJbHAs TOCHEHOBAaTENBHOCTb CHMBOJIOB,
npeaHa3HaYeHHas Ul MOATBEpPXKAeHHUs ¢ ucnonb3osanueM cpencrs UC mommunnoctu I1911 B
JokymeHre,

2.4. peecmp 8viOannvix Kmiouell 3neKkmponnoli noonucu - xXpawsmuiics B HMC cnucok
YHHUKQJIbHBIX TOCJENOBaTEIbHOCTEH CHMBOJIOB, COAEPXKAIHXCA B BBIAHHBIX MOJIb30BATEISIM
MMEHAaX YYETHBIX 3alUCeH U Naposix;

2.5. peecmp omo3seannvix Knlouel sneKkmpoHHOl noonucu - xpansmuiics B UC crnmcok
none3opatenei UC, kimo4n 3JeKTPOHHOH NOANKMCH KOTOPBIX K MOMEHTY OOpaleHus K JaHHOMY
peecTpy ObLIH OTMEYEHBI KaK HEACHCTBHTENbHBIE,

2.6. npocmas snexmponnas noonucy (I13I1) - undopmauus B 3nexkrpoHHoi (opme B HUC,
BO3HMKAIOIasi B MOMEHT BBINIOJIHEHHWs BJAJiENbIIeM OJJIEKTPOHHOM TNOANMMCH KOMAHIbI
noamucanus Jloxymenrta B uatepdeiice UC, noarsepxnaromas nommmHHOCTb JIoKyMeHTa W/ uinu
daxr o3Hakominenus Biagenbua IIDI1 ¢ JlokymeHTOM, KOTOpas B3aMMHO OIHO3HAYHO
CBsI3bIBaeTCsA € JIOKYMEHTOM H BJIaJIENbLIEM TOTIHCH;

2.7. wmmamn II3I] - Bu3yanbHasi OTMETKA 00 3NIEKTPOHHOH MOANNCH, BKJIIOYAIOWIAS PEKBU3UTEHI
IIOI1, xoropas aBromMaTHdecku cosgaercs cpeacrsaMd MC npu OTkpbiTHH (BH3yajiW3allii)
nokymenrta, mnoxamucanHoro IIDIL, B wunrepdeiice HC; Bpems dopmuposanusi 1211
oToOpakaeTcsi B LITaMIie [0 YaCOBOMY MOsCy nojib3oBatens UC;

2.8. obpabomka snexmponnozo Ookymenma - pedctsus nonb3oBatessi UC ¢ 3J€KTPOHHBIM
nokymMeHnTtoM cpeacteamd HC, BiouYas, HO He OFPaHHWYHBA’CH. CO3JAHHME, MPOBEPKA,
noanucanue 1011, napopmuposanue apyroro nons3osaress UC o nokymenre, noaTsepxaeHue
NIOJTy4EHHsl, O3HAKOMJICHHE, CO3/IaHHE KOMMH Ha OyMakHOM HOCHTENE, OTKIIOHEHHE, YIaIeHHE.

3. ObecnieyeHne IOPHAMYECKON CHIIbI BHYTPEHHHX 3JIEKTPOHHBIX AOKYMEHTOB

3.1. XKusnennpiii mukn Jlokymenra B UC Bxmouaer: co3naHme W mpovme ACHCTBHS MO €ro
obpabotke, oTpaxkeHue B ydere, a Taioke xpanenue B MC. UC obecneunBaer perucrpaipio
ZieficTBUIl NoJIb30BaTeNeH ¢ JIokyMeHTOM (JIOrHPOBaHHE) B TEYEHHE KXKHU3HEHHOIO IMKJIA.

3.2. Bee Bnanensunl IIOI1 npusnator pasHo3HauHoCTh cBoel I1DI1 coGcrBeHHOpYUHO#M MoANHCH
Ha OyMa)xHOM HOcHTEE.

3.3. Cozpanue I1311 B UC uHHImMHpyeTCs COOTBETCTBYIOIMM AeicTBreM Biaaenbua [1011 T.e.
He BBITIOJHAETCS aBTOMaTHYECKH MJIM HE3aMETHO JUIS BJIaJeNblia.

3.4. Tlomsomouns snapensua IIOI1, noammcasmero JIOKymMeHT, MOATBEPKAAIOTCS B MOMEHT
noanucanus Jlokymenra B MC aBTOMarH4YecKH Mo MOJOXKHTENbHOMY PE3YJIBTATy CIAEAYIOLINUX
MPOBEPOK:

* COOTBETCTBYIOLIUH NMOJB30BaTeNb aBTopu3osan B UC,

* COOTBETCTBYIOIIMH KJII0Y 3JIEKTPOHHOH NOANHCH BKJIOYEH B PEECTP BBIJAHHBIX KIIOYEH
3NEKTPOHHOM MOJIHUCH,

* COOTBETCTBYIOLIHH KJIFOY 3JIEKTPOHHOH MOAIHCH OTCYTCTBYET B PEECTPE OTO3BaHHBIX KJIHOUYEH
3JIEKTPOHHOU MOATIHUCH.

3.5. Bpems ¢opmMupoBaHus OSNEKTPOHHOM mnoamucu (Quxcupyercs cpencreamu HMC 1o
rpunBuuckomy Bpemenu (UTCHO).

3.6. BHyTpeHHHME 3JEKTPOHHBIE NOKYMEHTHI, NepedHcieHHbie B IlepeuHe, nmpHBEAEHHOM B
Ipunoxennun Ne 1 k nacrosmemy Ilonoxenmo, noamucannesie I[IDIl, npusHaorcs B



Opranusanyy paBHBIMM 1O HOPHAMYECKOH CHJIE MOKYMEHTaM Ha OyMaXHBIX HOCHTENSX,
3aBEPEHHBIM COOCTBEHHOPYYHO#H MOAITHCHIO.

3.7. Tlone3osateu UC npusHaioT, 9ro Bu3yanmusauus mramna IIDI1 npu nemoHCTpauuu
Hoxymenta B uHTepdeiice UC, Bmmonnennas cpexcrsamu HMC, sBisiercs HEOCIIOPHMBIM
NOATBEPXKACHHEM (akTa NOANHCAHHMS HOKYMEHTa COOTBETCTBYIOMIMM Biazgenbiiem 11911
(TOUTMHHOCTD ¥ HEOTPEKAEMOCTD).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIAETCS IyTeM 3allHCH CBefieHu# O JIOKyMEHTax B apXuB
3JIEKTPOHHBIX AOKYMEHTOB, KOTOPbIH siBisiercs yacTbio UC.

3.9. Opranusanus obecneYMBAaeT TEXHHYECKHMH H OPraHH3alLMOHHBIMM MEPAMM 3alUTy OT
HECAHKI[MOHMPOBAHHONO JOCTYNla M TNPEAHAMEPEHHONO YHHYTOXEHHS W/MIM MCKOKEHUS
cefeHnil 0 JlokymeHTax B apxuBe 3N€KTPOHHBIX HoKymeHToB HC, a Takke rapaHTupyer
MOATBEPXKICHUE aBTOPCTBA JOKymeHTa, noamucanHoro IIOII aBropa, B TOM umcie myrtem
YTBEPXKIEHHS] TOHMEHHOTO OrPaHMYEHHOTrO CNHCKa JIML, HMEIOUMX PaCIIMPEHHBIE
(anMUHHECTpaTHBHBIE) PaBa JAOCTYIAa K apXHBY 3JEKTPOHHBIX AoKymenTos MC.

3.10. Moxymentsr xpansitcs B HC B Tom ¢opmare, B koTopom OHM Obuti coszmanbl. Cpok
xpaneHust JlokymenTos u ceneHmii 0 JlokymeHTax He MOXer Obirb menee 3 (Tpex) jer u
OMpeNeNsieTCss B COOTBETCTBUM C JIOKAJIbHbIMH HOPMAaTHBHbIMH aktamu OpraHu3aiiu WIH ee
CTPYKTYPHBIX NOZIpa3AeiiCHHH.

3.11. Konusi 3)1eKTPOHHOTO IOKYMEHTa MOXET ObITh H3roTOBJEHa (pacrneyarana) Ha GyMaKHOM
Hocutene cpencreamu MC u 3asepena coGcTBeHHOpy4HO#M moanmceio Baagenbua I19I1, nubo
4JIeHAMH KOMHCCHH, BKJIIOYAIOmIEH B ce0s kak MHHAMYM pykoBoauTens OpraHuM3aliy | JIULO,
HMeIOIllee paCliMpeHHbie (aAMMHMCTPaTHBHBIE) NpaBa NOCTYNa K apXWBY SNEKTPOHHBIX
noxymentoB MC. Konusi 3IEKTPOHHOTO IOKyMeHTa Ha OyMaXKHOM HOCHTENE IOJDKHA COZIEPXKaTh
Busyanmsauuio wramna (wramnos) IIOI1, noarsepxxpalomyio, 4ro opuruHan JlokymeHTa
noarmucad [IDI1. AyTeHTHYHOCTH 3JIEKTPOHHOTO NOKYMEHTa M €ro KONHM Ha OyMakHOM
HocHuTene obecneunBaercs cpeacrsamu UC.

4. IlpaBa, 06s13aHHOCTH H OTBETCTBEHHOCTD BJA/ENbLA 3JIEKTPOHHOM MOITHCH

4.1. Bnanenen IIOI1 umeer npaso:

* obpamarbcsi k OTBETCTBEHHOMY 3a TeXHHYeCKyl0 momaepxky MC nans aHHymMpoBaHHS
(ot3biBa), mTpHOCTaHOBKH (BO3OOHOBNEHMS) MACHCTBHS NPHHAMIEKAMENO €My KIouYa
3JIEKTPOHHOM MOATIUCH,;

* B Clly4ae HEOOXOIMMOCTH 3aMEHbI, BOCCTAHOBJICHHS KJIIOYa 3JIEKTPOHHOMN MOAMUCH 0OpaTHThCH
k OrtBerctBeHHOMy 3a TexHuueckyio mnomaepxky MC c coorsercryromeii npocw6oii u
MIOJIy4YMTh HOBbIH KJIFOY 3JIEKTPOHHO#M TOITHUCH;

* obpamarbcs k pykosoacTsy OpraHusamuy uis pa3dopa KOHQIMKTHBIX CHTyamuii (CriopoB),
BO3HUKaOMuUX npu npumenennu [1211 B8 UC.

4.2. Bnaneneu IIOI1 o6si3an: * BecT 06paboTKy BHYTPEHHHX NEKTPOHHBIX 1OKyMeHTOB B C B
COOTBETCTBHM CO CBOMMH JOJDKHOCTHBIMH O0S3aHHOCTSIMM,

* TMpHHMMAaTb BCE BO3MOXHBIE M€l JUIA NPENOTBPALNEHHS HECAHKLHMOHMPOBAHHOTO
MCTIOJIb30BAHHUS CBOETO KJII0YA 3MIEKTPOHHOM MOIIHCH;

* HU MPH KaKHX YCJIOBHUSX HE NEPEAABATh K04 3JIEKTPOHHOH NOANKCH APYTHM JIMIIAM;

* IPH KOMIIPOMETALMH CBOETO KIH0Ya 3JIEKTPOHHOM NMOANKCH He3aMeJUIMTENbHO 00paTHThCS K
OtBercTBeHHOMY 3a TeXHHYecKyl0 mnomaepxky HWC fans  npHOCTAHOBKH  JEiCTBHS
NPHHAJIEXKAIIEr0 MY KJI0Ya JIEKTPOHHOM MOMHCH.

4.3. Bmapenen IIOIl HeceT nM4YHYI0O OTBETCTBEHHOCTb 3a COXPAHHOCTH CBOEr0 KIIOYA
SJIEKTPOHHOM NOANMKCH U €ro 3alUTy OT HECAHKIHOHMPOBAHHOIO HCTIONb30BAHMUS.

5. Texnonorus npumerenus cpexcrs I1311 8 UC
5.1. ins npumenenns IO 8 UC Bnamemsiry IIDI1 meoGxommmo asropumsosatecs B MIC ¢
MCTIOJIb30BaHHEM MyONIM4HON M KOH(HACHIMaNbHOH 4acreii kimova [T (MM nonb3oBaTens u



naposib). Ilogmucanue JIOKyMEHTa BBINONHSETCS MyTeM HaxaThs Ha kHonky "llopmucarts” B
unrepdetice UC.

5.2. Uadopmarmst 060 BCEX BBIAAHHBIX MOJIB30BATENIO KIH0YAX 3JIEKTPOHHOM MOJIMMCH, JaTax
TOJIy4EHUsI U TIPeKpamenns ux aeicTsus (u3paTus) xpanurcs B UC nocrosxHo.

53. Ilpu npexpamenun y corpyaHuka OpraHusanuy HOJDKHOCTHBIX OOs3aHHOCTEH IO
00paboTke BHYTPEHHHMX OJJIEKTPOHHBIX JOKYMEHTOB C Hcnojb3osanueMm IIOI1 wmm npu
YBOJIbHEHUH COTPYAHHKa €ro K04 BHOCHTCS B PEECTP OTO3BaHHBIX KIIHOYEH 3JIEKTPOHHOM
noanucu OTBeTCTBEHHBIM 3a TexHH4YecKylo momnepxky MC. C mMomeHTa BHECEHHs KIHOYa B
peecTp OTO3BaHHBIX KJIOYEH JJIEKTPOHHOM TMOANMCH BCe mocaenywomue JloKkyMeHTsl,
nognucannpie 3toi IIDIl, He cuMTalOTCS NOANMMCAaHHBIMH HajUiexammuM oOpasoMm, T.e.
MOAMKCHI0, PABHO3HAYHOM COOCTBEHHOPYYHOH.

6. 3aKJIFOYUTENbHBIE MOJIOXKEHHUS

6.1. Hacrosee Ilonoxenune BCTynaer B CHIY C JaThl YTBEPXKACHHUS.

6.2. Tekcr Ionoxenus pasmemaercs B UC. Cniocob pocryna k akryanbHo# Bepcuu [lonoxxeHust
OIHCBIBAETCS B MOJIb30BaTENbCKOH AoKkyMeHTauu k UC.

6.2" Texct Ilonoxenus xpanurca y Mummna B.A. u npenocraBisiercs COTPYAHHKaM
Oprasusanmy no 3anpocy.

6.3. loxymentsl, co3ganHbie B MC u moamucannbie IIDI1 B COOTBETCTBHH C HACTOSIIMM
ITonoxxeHneM, NPU3HAIOTCS IOPHANYECKH 3HAYHMBIMH C JaThl yTBepxAeHus [lonoxeHus.



Ilpunoxxenue Ne 1

k Ilonoxenunio 06 ucnonb3oBaHUM NPOCTO#
3JIEKTPOHHOM MOAIUCH AJIi BHYTPEHHETO
3JIEKTPOHHOTO JOKyMeHT0o000pOoTa

B MOY "Cryneneukas OII"

INEPEYEHb IOKYMEHTOB

VY4aCTHHUKH BHYTPEHHETO 3JIEKTPOHHOIO A0KyMeHToobopora B MOY "Crynenenkas OI"

HCHOJIb3YIOT MPOCTYIO 3JIEKTPOHHYIO NOANKCH NPH 00paboTke CIeAYIOM#UX 3JIEKTPOHHBIX
JIOKYMEHTOB:
* aBaHCOBBIH OTYET,

* pacXOOHbIM KacCOBBIH OpAEP,

* MHBEHTapHU3aLIMOHHAs ONKCh TOBAPHO-MAaTEPHANILHBIX LIEHHOCTEH,

* HaKJIa/IHas Ha BHYTPEHHEE NEPEMEIEHHE TOBAPHO-MAaTePHANIbHBIX LIEHHOCTEA,
* OTYET NPOMU3BOJICTBA 32 CMEHY,

* IOKYMEHTBI, Pa3MEIICHHbIE Ha CaiiTe IMKOJbL.



IIpunoxenue Ne 2

k Ionoxenunio 06 UCMONB30BaHUH NMPOCTOH
3JIEKTPOHHOM MOANMUCH JAJIsi BHYTPEHHETO
3JIEKTPOHHOIO JOKyMeHTOo000pOTa

B MOV "Cryneneuxas OII"

YBEJIOMJIEHHUE

<<@amunuss Hma Omuecmeo>>, wMeHyeMblii B nanbHeiimeMm "PaboTHuK", HacTosmIMM
MOATBEPXKIAaeT 4TO O3HaKoMmics M cornacen ¢ IlonoxenuweM 00 HCIONL30BaHMH NPOCTOM
SNEKTPOHHOM MOANMCH JUIi BHYTPEHHEro 3JIEKTPOHHOIO JIOKyMeHTooGopora B MOY
"Cryneneuxass OII", a wumenHo: PaboTHMK mnpu3HaeT paBHO3HAYHOCTL CBOEH NPOCTOH
snexTpouHoi nmoxnucu (nanee - IIIIT) cobcrBeHHOpY4HOH MoAMHCH Ha OyMakHOM HOCHTENE U
3asBJISiET O MPHCOECAMHEHHWH K COTJIAIEHHI0O OO0 y4YacTHH BO BHYTPEHHEM 3JIEKTPOHHOM
noxymentoobopore ¢ ucnons3oBanueM IIOI1 Ha ycnoBusix IlomoxkeHust 00 HCHONB3OBAHUU
NPOCTO#i 3NEKTPOHHOH TOANMCH JUI BHYTPEHHErO 3JIEKTPOHHOrO NOKymeHtoobopora B MOY
"Cryneneuxas OII" B coorBercrBum co cr. 428 I'paxpmanckoro koxekca P® ("JIoroeop
npucoenusenus”) ¢ 01.01.2021 r.

JiaTa MOAIMCAHUs, JIMYHas nognucs, ®HO
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