IIpunoxenue Ne 1
k npukasy Ne 55-m ot 04.04.2023 r.

VTBEPXJIAIO:

IHonoxenune
00 MCIO0JIb30BAHUH NPOCTOI JIEKTPOHHOM MOANUCH /IS BHYTPEHHEr0 3J1eKTPOHHOI0
AOKyMeHT0000poTa B mporpamme «1C»

1.OBIIUE TIOJIOXKEHU A

1.1. Hacrosimee Ilonmoxkenue 00 HCHOIB30BaHMM MPOCTOM 3JIEKTPOHHOM MNOJNKMCH B
nHpopmannonHoil cucreme (manee - MC) (manee - IlonoxkeHue) sBASETCS JIOKAIBHBIM HOPMAaTHBHBIM
aKTOM MYHHULMIAIBHOTO OIOKETHOTO yupexaeHus «LleHTp ncuxonoro-neiarorndyeckoi, MeIuIMHCKON
u couuanbHoi momommu Ne 7 «Croco6usiit pedernok» (MBY LITTIMuCII Ne 7 «CriocoOHBIN peGeHOK)
(manee - YupexaeHue) U oIpenenseT MOPSJOK U YCIOBUS pabOThl COTPYAHUKOB C 3JIEKTPOHHBIMHU
nokyMmeHTamu B MIC, HENOCPEACTBEHHO CBSI3aHHBIMU C MX TPYJIOBOW JIEATENbHOCTBIO, C IIPUMEHEHUEM
MIPOCTOM AIeKTpOHHOMU moanucu (nanee - [1311).

1.2. VY4acTHUKaMM 3J€KTPOHHOTO B3aUMOJICHCTBUS HA YCIIOBUSX, ONPEIEIECHHBIX HACTOSALIUM
[TonoxeHueM, ABISIOTCA COTPYIHUKU YUPEKICHHUs, MOJANMCABIINE YBeJOMICHNE 00 03HAKOMJICHUHU C
[TonoxxenneM. O6pazeny YBepomienust npuseneH B llpunoxenun Ne 1 k nacrosmemy [lonoxenuro.
[lonnucanue COTpyAHUKOM YUpeKIEHHUS YBEIOMIICHHs PAaBHO3HAYHO IPUCOEINHEHUIO K COTVIALICHUIO
00 y4JacTWM BO BHYTPEHHEM 3JIEKTPOHHOM JOKYMeHTooOopoTe ¢ ucnoisb3oBanueM [IDI1 Ha ycnoBusx
Hactosmero IlomoxeHuss B cooTBeTCTBUU co cT. 428 ['paxmanckoro konekca P® ("lorosop
MpUCOEANHEHU").

1.3. Peanuzanus omnpenencHHbIX HacTosAmuM llonoxkeHueM yclioBUM NPUMEHEHUS NPOCTON
ANEKTPOHHON TMOJANUCH OO0ECleUMBAEeT MPUAAHUE IOPUAMYECKON CHUJIbl BHYTPEHHUM 3JIEKTPOHHBIM
nokymeHTaMm YupexaeHus B IC, TpeOyromuM TUYHON NOANUCH COTPYIHUKA, U OTIEPALUAM C HUMH.

14. Hanuuue 1311 oOecnieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM J0KymMeHTaM B VC:

* IIOJUIMHHOCTb - TOATBEPK/IEHUE aBTOPCTBA TOKYMEHTA;

* IEJIOCTHOCTH - TOKYMEHT HE MOXET OBbITh U3MEHEH MOCIe TOMUCaHMUS;

* HE OTPHIIAHUE aBTOPCTBA (HEOTPEKAEMOCTH) - aBTOP HE MOXET OTKa3aTbCsl OT CBOEH MOATMUCH.

15. J{ns mognucanus AIeKTPOHHBIX JOKyMeHTOB B MIC ucnonb3yercs npocrast

AJIEKTPOHHAs TOAMUCH - WH(pOpPMAIM B AJIEKTPOHHOH (hopMme, KOTopasi MPUCOETUHEHA K JAPYroi
nH(pOpMaLIUU B ANIEKTPOHHOU Qopme (moanuckiBaeMoil nH(popMaluu, JOKYMEHTY B 3JI€KTPOHHOM BUJIE)
WM UHBIM 00pa3oM CBsI3aHHAs C Takoi HMH(popMaIMen, 1 KOTopast UCIOIB3YEeTCsl JUIsl ONpeAeTIeHNs LA,
MTOAMHICHIBAIOIIETO WH(OPMAITHIO.

1.6. B xauectBe myOnuuHOW uyactu kimtoua IIDI1 mcnonp3yercst yHHKaTbHOE UMS Y4ETHOM
3amucH, MpUMEHsIeMoe Ui aBTopu3anuu mnojb3oBarens B MC. B kauecTBe kOH(DHICHIIMATIBHON YacTH
kiroua [I3I1 ucnonb3yercs naposib K y4ETHOM 3aIluCH.

1.7. Nsrorornenue (reHepanuio), Bbeigady u perucrpamuio B MC yka3zanHbiX B 1.1.6 MMeH
NOJIb30BaTENICH M apoJjiel ocyniecTBisieT (nanee — pabotHuk byxrantepun).
1.8. [Taponb monw3oBarenss UC MoxkeT ObITh U3MEHEH €r0 BIACNIbIIEM B JIIOOOW MOMEHT IOCIIE

aBropuzauun B MC. PexomeHnyeTcs M3MEHATh MapoJib HE PEXe OAHOIO pasa B Tpu Mecsaua. s
CHIJKEHMsI pHCKa 10o00pa MapoJis U HECAaHKLMOHWPOBAHHOIO HCIHOJIb30BAHUS APYIMM JIMIIOM KIHOuYa
JJIEKTPOHHOM MOAIMCH PEKOMEHIYETCS He 3a[1aBaTh I1APOJIM, UCIIOIb30BAHHBIE PAHEE.

2. TEPMUHBI U OITPEAEJIEHUA
B nannowm IlonoxxeHnu nCHOIB3YIOTCS CIEAYIONINE TEPMUHBI U UX ONPEIECICHUS:



2.1. BJIAJIEIIEL] TIPOCTOM DJEKTPOHHOW MNOANMUCH - COTPYIHHUK YUpEXKIACHUS, NOANUCABIIMI
YBenomiieHre 00 03HAKOMJICHWU ¢ HAacTOALIMM [lonokeHneM M MCHOJB3YIOUIMI UMs MOJIb30BaTeNs U
naposb s apropusaiuu B MC;

2.2. BHYTPEHHUH 3JIEKTPOHHBIA TOKYMEHT (Aanee - JJoKkyMeHT) - TOKyMeHT, co3ianHblil B 1C
B DJIGKTPOHHONH ¢opMe U TMOANHUCAHHBIM AJIEKTPOHHOM MOAMUCHI0 COTPYIHUKA (PIEKTPOHHBIMU
MOJIHUCSAMU COTPYJHUKOB) YUpEKICHMUS,

2.3. KJIIOY  DJICKTPOHHOM TMOANMCH - YHUKAQJIbHAas IOCJIEIOBAaTEIbHOCTh  CHMBOJIOB,
IIpelHa3HaueHHas: JUlsl HOATBEp)KIeHUs ¢ wucnonb3zoBanueM cpeacts MC noamunHoctu [IOI1 B
JlokyMeHTe;

2.4. peecTp BBIAAHHBIX KIIIOYEM AJIEKTpOHHOM mnoxanucu - xpassmuiics B HMC cnmcok
YHUKQJIBHBIX IOCJIEI0BATEIbHOCTEN CHMBOJIOB, COJAEPXAIIMXCS B BBIIAHHBIX I0JIB30BATEISAM HMEHaX
YYETHBIX 3alIUCEH U MapOJIsX;

2.5. peecTp OTO3BaHHBIX KIIIOYEH BJIEKTPOHHOM moanucu - xpansmuiics B MC chnmcok
nonp3oBareneid C, y KOTOPBIX KIIIOYM AJIEKTPOHHOW IOANMCH K MOMEHTY OOpalleHUs K JaHHOMY
peecTpy ObLITM OTMEUYEHbI KaK HeJICHCTBUTENbHBIC;

2.6. npoctas snektpoHHas nognuck ([I9I1) - mHpopmanus B snekrponnoit ¢opme B UC,
BO3HHMKAIOIIAsi B MOMEHT BBIIOJHEHHUS BIAJEIbLUEM 3JIEKTPOHHOW MOAMUCH KOMaH[bl MOJNUCAHUSA
JHlokymenTa B untepdeiice IC, moareepkaaroniasi Mo UIMHHOCTL JlIokyMeHTa W/WiH GakT 03HAKOMIICHUS
Bragensia I[19I1 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJIHO3HAYHO CBs3biBaerca ¢ JlokymeHTOM U
BJIAJIENIBLIEM TIOIIINCH;

2.1. mrramn [1311 - Bu3yanbHas oTMeTKa 00 3JIEKTPOHHOM MOAINKCH, BKIIOYAONIAs PEKBU3UTHI
[1311, xoTopast aBToMaTuyecku cosnaercs cpeactBamu C npu oTKpeITUM (BU3yalU3alliu) JTOKYMEHTA,
noanucanHoro I13I1, B unTtepdeiice UC; Bpemst dhopmupoBanust [19I1 orobpakaercs B mramme Mo
yacoBoMy mosicy noss3osarens 1C;

2.8. 00paboTKa 3MEKTPOHHOIO JIOKyMEHTa - JeHcTBUs monb3oBarenss VC ¢ 31eKTpOHHBIM
nokyMeHToM cpeactBamu MC, BKito4asi, HO HE OrpaHUYMBAsICh: CO3/1aHKE, IpoBepKa, nognucanue 1911,
uHpopMHupoBaHue Jpyroro nmnons3oBareast WC o JOKyMeHTe, MOIATBEpXKIECHUE MOIy4YEeHHUS,
03HaKOMJIEHUE, CO3/IaHUE KOMTMU Ha OyMa>KHOM HOCHUTEINE, OTKIIOHEHUE, yaJIeHHE.

3. OBECIIEYEHUE IOPUIUYECKOW CUJIBI
BHYTPEHHUX 3JIEKTPOHHBIX JJOKYMEHTOB

3.1. Kusznennsnii mukn Jlokymenta B UC BkitouaeT: co3aHue U MPOYME JIEUCTBUS TIO €r0
00paboTke, oTpakeHHe B yuere, a Takke xpaHeHue B MC. IC obecrnieunBaeT perucTpanuio AeHCTBUIM
noJib3oBareneit ¢ JIokyMeHToOM (JIOrMpOBaHHUE) B TEUEHHUE KU3HEHHOTO LIUKJIA.

3.2. Bee Bnagensusl II0I1 nmpusnator paBHO3HauHOCTH cBoed IIDI1 cobcTBeHHOPYUHOI
MOJANKCH HAa OyMa)kKHOM HOCHUTEIIE.

3.3. Cozpanue II0I1 B UC mHunumupyercs cOOTBETCTBYHOIIMM JeicTBueM Biajensua [1911,
T.€. HE BBINOJHAETCS aBTOMATHYECKHU WJIM HE3aMETHO JJIs BIIAJEIbIIa.

3.4. ITonnomouns Bnagensua 1911, noanucasmero /[okyMeHT, MOATBEPKAAIOTCS B MOMEHT
noanucanus JJokymenta B UC aBTOMAaTH4ECKH MO MOJT0KUTEILHOMY PE3yIbTaTy CIEAYIOIIUX TPOBEPOK:

* COOTBETCTBYIOLIMI NOJIB30BaTeNb aBTopu3oBal B MC,

* COOTBETCTBYIOUIMM KJIKOY 3JIEKTPOHHOW NOJANKMCH BKJIKOYEH B PEECTP BBIJAHHBIX KIIOUEH
JJIEKTPOHHOM ITOAINCH,

* COOTBETCTBYIOIIMI KIIFOY 3JIEKTPOHHOW MOJIMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIHOUEH
JJIEKTPOHHOU IOATIHUCH.

3.5. Bpemst ¢dopmupoBanus >1neKTpoHHOM mnoanucu Qukcupyercs cpeactsamu WC mo
rpuaBHYcKoMy Bpemenu (UTC+0).
3.6. BuyTpenHue 31eKTpoHHbIE TOKYMEHTHI, moAanucanueie [1911, mpusHatorcs B YupexaeHnun

pPaBHBIMH 10 IOPUIUYECKOM CHJIe JOKYMEHTaM Ha OyMaKHBIX HOCHTENSIX, 3aBEPEHHBIM
COOCTBEHHOPYYHOH TTOIHCHIO.

3.7. ITonp3oBarenn MC mnpusHawor, uto Busyanuszauus mrammna [IOI1 mpu memoHcTpanun
Joxkymenta B wuHTepderice WMC, BemonnenHas cpenctBamu HWC, sBIsIeTCS  HEOCTOPUMBIM
MOJTBEPXKACHUEM (pakTa MOANMMCAHUS JOKYMEHTa COOTBETCTBYIOMMM BianenbieM 1911 (mommmHHOCTh
1 HEOTPEKAEMOCTh).

3.8. XpaHeHue JJoKkyMEHTOB OCYIIECTBIISAETCS IyTEM 3alMCH CBEACHUN O JIOKYMEHTax B apXuB
AJIEKTPOHHBIX JOKYMEHTOB, KOTOPbIU ABisieTcs yacThio MC.
3.9. VYupexxaenne o0ecrieunBaeT TEXHUYECKUMHM M OPraHM3allMOHHBIMM MEpaMM 3alluTy OT

HCCaAaHKINUOHUPOBAHHOI'O AOCTyIa M NPEAHAMCPCHHOIO YHHYTOXCHHA W/UIN HCKaKEHUS CBe,Z[CHI/Iﬁ 0



JlokyMeHTaxX B apXUBE AJIEKTPOHHBIX TOKyMEHTOB VC, a TakyKe rapaHTHUPYET MOATBEPKACHHE aBTOPCTBA
JIOKyMeHTa, mnoamucanHoro IIDI1 aBTopa, B TOM 4YHClIE€ TyTeM YTBEPXKACHHUS TMOMMEHHOTO
OTPaHUYEHHOTO CIHCKA JIUIL, UMEIOIINX PACHIMPEHHbIE (aMUHUCTPATUBHBIC) IIpaBa JIOCTyIa K apXHUBY
ANEKTPOHHBIX TOKyMeHTOB UC.

3.10.  Hoxymentsl xpansrcs B UC B Tom ¢opmare, B KOTOpOM OHHU ObLIM co3maHbl. Cpok
xpaHeHusi JJokyMeHTOB U cBefieHUH 0 JlokyMeHTax He MOXKeT ObITh MeHee 3 (TpeX) JIET U OmpeAeseTcs
B COOTBETCTBUU C JIOKAIbHBIMH HOPMATHUBHBIMH aKTaMH YUPEKICHUSWIN €€ CTPYKTYPHBIX
MIOAPA3ACIICHUMN.

3.11.  Komus 3eKTpOHHOTO JOKYMEHTa MOKET ObITh U3TOTOBJICHA (paciieyaTaHa) Ha OyMaKHOM
Hocurene cpenctBamu MC u 3aBepeHa COOCTBEHHOPYYHOU moamuchio Biaaenbia 1311 nubo unenamu
KOMHUCCHH, BKIIOYAlONIe B ce0s Kak MUHHUMYM pPYKOBOIUTENS YUPEXKIEHUS U JUI0, HUMEIolIee
pacivpeHHble (aAMUHUCTPATUBHBIC) MpaBa JOCTyNa K apXUBY AIEKTPOHHBIX HokymeHToB MC. Komus
ANEKTPOHHOIO JIOKyMEHTa Ha OyMa)KHOM HOCHUTENE [OJDKHA COJEpXKaTh BU3YAIM3AlMI0 [ITaMIia
(wramnos) IIDII, nmoareepkaarouryto, uto opuruHan Jlokymenrta noxpnucad IIOIl. AyreHTuuHOCTBH
ANEKTPOHHOTO JJOKYMEHTA U €ro KoMUY Ha OyMa)KHOM HocuTele obecnieunBaercs cpenctsamu HC.

4. TTIPABA, OBA3AHHOCTU U OTBETCTBEHHOCTD BJIAAEJIBLIA
DJIEKTPOHHOM ITOIINCU

4.1. Bnanenen 11911 umeer npago:

* oOpamarecss Kk OTBETCTBEHHOMY 3a TeXHUYeckylo nogaepxkky MC s aHHynupoBaHHS
(oT3BIBa), MPUOCTAHOBKH (BO30OHOBJIECHHUS) IEUCTBUS MNPHUHAMIEKAIIETO €My KI0Ya 3JIEKTPOHHOH
MOJIINCH;

* B Cllyuyae HEOOXOJMMOCTH 3aMEeHbl, BOCCTAHOBJIECHUS KJItOYa 3JIEKTPOHHOM MOJANMCH 00paTUThCS
Kk OTBETCTBEHHOMY 3a TeXHHUYECKYI0 nojaepxky C ¢ cooTBeTcTBYyIOIIEH IPOCKOOM U MMOIYYUTh HOBBIN
KJIIOU JIEKTPOHHOM MOJIINCH;

* oOpamarbscsi K PYKOBOJACTBY YUpexIeHHs Ui pa3dopa KOH(MIMKTHBIX CHTyaluid (CIOpoB),
BO3HHUKaroImMX npu npuMenenuu 11011 B UC.

4.2. Brnanenen 11311 o6s3aH:

* BecTU 00OpabOTKYy BHYTPEHHHX 3JIEKTPOHHBIX HOKYMEeHTOB B MIC B COOTBETCTBUH CO CBOMMH
JOJKHOCTHBIMU 00SI3aHHOCTSIMU;

* IPUHMMATh BCE BO3MOXHBIE MEpbl U1 TNPENOTBPAIICHHUS HECAaHKIIMOHWPOBAHHOIO
HCIIOJIB30BAaHUsI CBOETO KJIK0Ya JIEKTPOHHOM NOJINCH;

* HU IIPU KaKUX YCJIOBMSX HE MEPEAABaTh KJIIOY JIEKTPOHHOM MOJIUCH IPYTUM JULaM;

* IIpU KOMIIPOMETAIlMU CBOErO KJII0Ya 3JIEKTPOHHON MOJNUCH HE3aMEIJIUTENIbHO OOpaTUThCS K
OTBeTCTBEHHOMY 3a TeXHUYecKyro noanepxkky VC i npuocTaHOBKM AEUCTBUS IPUHAJIEKAIIETO EMY
KJIFOYA AJIEKTPOHHOM MOJITHCH.

4.3. Bnagenen IIOII HeceT nM4YHYI0 OTBETCTBEHHOCTh 3a COXPAaHHOCTb CBOEro KiIrO4a
9JIEKTPOHHOMW MOAMMCH U €T0 3alUTy OT HECAHKIIMOHUPOBAHHOIO UCIIOIb30BaHMUS.

5. Texunonorus npumenenus cpeacts [1311 8 UC

5.1. s npumenenus [19I1 B UC Bnangensuy [19I1 HeoOxomumo aBtopuzoBatbest B UC ¢
UCIOJIb30BaHUEM ITyOIMUHON U KOH(UAeHIHANbHOM yacTeit kimroda [1311 (uMs monp30BaTenst ¥ mapoib).
[Tonnucanue JlokymeHTa BHIIONHSAETCS MyTeM HaxkaTus Ha kHomnky "lloanucars" B untepdetice MC.

5.2. Wudopmanus 060 Bcex BBIJAHHBIX MOJIB30BATEIIO KIIIOUaX 3JIEKTPOHHOM MOMUCH, AaTax
MOJIyYEHUs U TpeKpalieHus ux aenctBus (u3bsaTus) xpanurcs B IC noctosiHHO.
5.3. IIpu npekpameHun y COTPYAHMKA YUPEXKICHHUS IODKHOCTHBIX O0Of3aHHOCTEH 110

00paboTKe BHYTPEHHHX JJIEKTPOHHBIX IOKYMEHTOB C wHcmoiib3oBanueMm [IDI1 wnmm mpu yBoIbHEHUH
COTPY/AHMKA €T0 KIIF0U BHOCUTCSI B PEECTP OTO3BAHHBIX KIHOYEH 3IEKTPOHHOU noanucu OTBETCTBEHHBIM
3a TexHuueckyro noanepxkky MC. C MomMeHTa BHECEHHS KJI0Ya B PEECTpP OTO3BAHHBIX KITIOUEH
AJIEKTPOHHOU MOANHUCH Bce mnocienytoume JlokymeHntsl, noanucanusie 3toil IIDII, He cumTatorcs
MOJANMCAaHHBIMU HaJJIeXKaIUM 00pa3oMm, T.€.MOAMKUChI0, pABHO3HAYHON COOCTBEHHOPYYHOH.

6. 3akIroUHUTEIHHBIC TTOIOKEHUS

6.1. Hacrosimee [Tonoxxenue Becrymaet B cuuty ¢ 01 ampernst 2023r.

6.2. Texcr [Tonoxenus pazmeniaercs B IC. Criocob nocTtymna K akTyalbHOM Bepcun
[Tono>xeHus oNKUChHIBAETCA B MOJIb30BATENIbCKON JOKyMeHTaluu k MC.

6.3. Teker IlonoxkeHus XpaHUTCs y U IPEAOCTABIIACTCS COTPYAHUKAM Y UpEKICHUS 110
3amnpocy.

6.4. JoxymenTsl, cozgannbie B UC u noanucanuslie 1311 B cooTBEeTCTBUM ¢ HACTOSAIUM

HOJ’IO}KGHI/IGM, MMPU3HAIOTCA OPUANYCCKU 3HAYUMBIMH C OaTbl YTBCPKIACHUA ITonoxxenus.



[punoxenne Ne 1
K [Tonoxxenuto 00 MCIOIB30BaHUK MPOCTON 3JIEKTPOHHOM MOIIMHUCH
U1 BHYTPEHHETO 3JIEKTPOHHOTO JOKYMEHT0000poTa B mporpamme «1Cx»

YBEJAOMJIEHUE

®.1.0. cotpynnuka, iMeHyeMblii(as) B qaybHemeM "PadoTHuK",

HACTOSIIUM IOATBEPKIAET, YTO O3HAKOMHUICs(ach) U coriaceH(Ha) ¢ [TomoxkeHrneM 00 MCIOIB30BAHUH
MIPOCTOM SJICKTPOHHOW MOMANUCH JII BHYTPEHHETrO JJIGKTPOHHOTO JOKYMEHTOOOOpOTa B IMPOrpaMMe
«1C», a umenno: PaboTHUK IpHU3HAET PaBHO3HAYHOCTH CBOEH MPOCTOI AIIEKTPOHHOM MOANHCHU (Ianee
[12I1) coOcTBeHHOPYYHOW TOANMUCA Ha OYMa)XHOM HOCHUTENE U 3asiBJISIET O MPHUCOCAWHEHUM K
COTJIALIEHUIO 00 y4aCTUU BO BHYTPEHHEM AJIEKTPOHHOM JOKYMEHT0000poTe ¢ ucnois3oBanuem [1311 Ha
ycioBusix [lomoxenuss 00 WCIMONB30BAHUM MPOCTOM DJIGKTPOHHOW TMOANKMCH I BHYTPCHHETO
ANEKTPOHHOTO JTOKyMEHTOoOOpoTa B mporpamme «1C» B cooTBeTcTBUU cO cT. 428 I['paxkgaHckoro
kojziekca PO ("orosop mpucoenunenus") ¢ 01.04.2023

I[aTa noAaImrMCaHuA

Tloamuce
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