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[TpunoxeHue K NpUuKasy

Ne 1-B o1 09.01.2025r.

QJIQ)KCHPIC 00 HCIIONIB30BaHMU IIPOCTOH SHeKTPOHHOH MOJIUCH JUIS BHYTPEHHEI'G  9JIEKTPOHHOIO
Ea) IIOKYMCHTOOGOpOTa B MBJIOY "bapbunckuit nerckuii cag”

1.001ume noI0XKeHus

1.1. Hacrosmiee IlonoxeHne 00 HCHONL3OBAaHUH IIPOCTOMH 3neKTp0HH017I HONIMUCH B WHGMOPMAITHOHHOM

,, ~cucreme (manee - UC) MBJIOY "bapOuuckuil neTckui can (manee - IlomoxxeHue) SIBJISIETCS JIOKATHHBIM
%i; HopMaTuBHBIM akToM MBJIOVY "Bapbunckuit nerckuit can” (nanee - Opranusanus) U onpeaessieT NopsaoK U

L:ycIIOBUSL pabOTHI COTPYAHHKOB C 3JEKTPOHHBIME JoKyMeHTaMH B MC, HEMOCPENCTBEHHO CBA3AHHBIMU C HX
% TpyZOBOM ACATENBHOCTHIO, C IPUMEHEHHEM IPOCTOH JIIEKTPORHOM mormucy (rasee - [ISI).

1.2. YyacTHHKaMu 3JEKTPOHHOTO B3aUMOIEUCTBUS Ha YCIOBHSAX, ONPEACICHHBIX HacTosmuM [lonoxenuem,
SIBJISIIOTCS COTpyAHUKH OpraHusanuy, NOANMcaBIIMe YBenoMieHue o0 o3HakomieHuu c ITonoxeHueMm.
O6pazenr Yeemomnenus mnpuseneH B Ilpunmoxenuum Ne 2 x mHacrosmemy Ilonoxenuro. Ilopnmucanue
cotpyauukoM Opranuzanuy YBeJOMJICHHS PaBHO3HAYHO IPHUCOEJUHEHHIO K COLJIALICHHMIO 00 y4acTuy BO
BHYTPEHHEM O3JIEKTPOHHOM JOKyMeHTooOopore ¢ wucnons3oBanumeM IIDII Ha ycnoBusx Bacrosmero
. TTonoxenus B coorBeTcTBUM CO CT. 428 ['paxcnanckoro xozxexca P@ ("Iorosop mpucoenunenus").

}}3 Peanusaius onpezenennbx HacrosmuM [losoxenueM ycnoBuii NPUMEHEHHs NPOCTOH 3JIEKTPOHHOU
 oprcy | obecrieunBaeT PHIAHHE IOPHIMYECKOM CHJIBI BHYTPEHHHM OJIEKTPOHHBIM  JOKYMEHTaM
OpraHuaauHH B VIC, TpeOyronuM JIMIHOH ITOIIKNCH COTPYAHHUKA, M OLEpalMsiM ¢ HUMH.

1.4. Hamruwe TI3IT obecnieynBaeT BHYTPEHHHM 3NEKTPOHHBIM NoKyMmeHTaM B MIC:

* IIOJUIMHHOCTH - IOATBEPIKACHUE aBTOPCTBA JOKYMEHTa,;

* [[EJIOCTHOCTH - JOKYMEHT HE MOXXET OBITh H3MEHEH II0CTIE IOIMCaHuUs;

* He OTPUILAHKE aBTOPCTBA (HEOTPEKaeMOCTh) - ABTOP HE MOXET OTKAa3aThCs OT CBOEH ITOJIHCH.

1.5. JInst ouucanus SIEKTPOHHBIX JOKyMEHTOB B MC ucnone3yercs npocras

;f:»)JIeKTpOHHaﬂ IOANHKCH - HHPOPMAIUs B 3JIEKTPOHHOM (opme, KOoTopast IPUCOSIUHEHA K Apyroi uHdopmalmu
B ‘9eKTpOHHOM (opMe (moamuChBaeMo¥ HHOpMAlMK, IOKYMEHTY B OIEKTPOHHOM BHJC) WM HHBIM
o6pa30M CBA3aHHAs C Takod wH(popManmeidl, M KOTOpas HCIONB3YyETCS M ONpeZeNeHus UL,
IIOJITHCHIBAIOLIEr0 HH(OPMALIHIO.

1.6. B xauectBe NyONMYHOH 4YacTH KiIioya HSH HCIIONB3YeTCs YHUKAJIBHOE HMS YYETHOH 3alluCH,
NpUMeHAeMoe JUls aBTopusaiuu rnoas3osatens B VIC. B kagsectse xoH(unenmmansnoi yactu xnoya 11911
. HCIIONB3YeTCs Napoih K yIETHOM! 3aIlkCH.

§. 1.7. Usrotosienue (redepauuio), Beyiady U perucrpanuio B VIC yka3aHHBIX B 11.1.6 MMeH 1oNb30BaTeNek U
lllabOIICfI ocymectpiser baxypuna Beponumka HuxomaeBHa (manee - OTBETCTBEHHBIA 33 TEXHHYECKYIO
Honpepaxy YIC). :

1.8. ITapons noss3osatens YIC MoxeT GBITh U3MEHEH €ro BIAJENbIEM B JII000H MOMEHT II0CTIE aBTOPH3ALNK
B VIC. PexoMeHyeTCa H3MEHATH [IapoJib HEe peXke ONHOTO pasa B TpH Mecsna. J[na cHmkeHus pucka nojudopa
Hapols W HECAHKIMOHHPOBAHHOTO VCIOJNB30BAHUS JPYTHMM JHMIOM KJKOYa 3JICKTPOHHOM IIOJITHCH
PEKOMEHIYeTCs He 3aJaBaTh NapOJIH, HCIIOIb30BaHHbIE PaHEe.
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2. TepMUHEI U ONPEAECTEHUS

: 3 8LY o
}3 I@HH?M TToJIOKEHHH MCTIONB3YIOTCS! CIIEAYIOIHE TEPMHUHBI H UX ONPEICIICHHUS:

2.4 Bna,uenen TIPOCTOM 3JIEKTPOHHOM IOAMNCH - COTpynHUK OpraHu3aluy, MOAMICABIIME YBenOMIIeHHE 00
03HAKOMJIEHHH ¢ HacToAIuM I10JI0)KeHHEM U UCIIOJIB3YOLIMMA UM II0Jb30BATENS M IIAapOJIb JJIST aBTOPH3ALMH
B UC;

2.2. BHYTPEHHHUM 3JIEKTPOHHBIM HOKyMEHT (Hanee - JJOKyMEHT) - JOKYMEHT OJHOTO M3 THUIOB IOKYMCHTOB,
JIPMBENEHHBIX B Ipunosxxenun 1 k Hacrosimemy Ilonoxenuto, coznannblii B IC B anexTporHO# (opme 1
NOJNMCAHHEIA  ONEKTPOHHOM IIOJNMHMCHI0  COTPYAHMK? - (JJIEKTPOHHBIMH  IOJIHCSIMH  COTPYIHHMKOB)
(praHu3anum;

243, KHOY. BNIEKTPOHHON MOJMIHMCH - YHHKAlbHAs MOCIENOBATENLHOCT: CHMBOJIOB, NPEHASHAUCHHAsS UL
TIOATBEpKIeHHs ¢ ucronb3oBanueM cpeacts IC nopmuanoctu 11911 B lokymeHTe;



:2.4. peecip BBIJAHHBIX KIIOYEH O3/IEKTPOHHOM HoAmucH - Xpadsumiicas B VIC CIHCOK YHHKATBHBIX
TI0CTIE/I0BATENBHOCTER CHMBOJIOB, CONEPIKAIMKCS B BEINAHHBIX [OJIB30BATENAM AMEHAX YUYETHBIX 3alUCEH U
.:ﬁapojmx;-

2.5. peecTp OTO3BaHHBIX KIIKOYEH 3NEKTPOHHOMN moamucy - Xpausmuiicss B VIC crucok mons3osateneii UC, y

KOTOPBIX KIIIOYM DJIEKTPOHHOM MOJNHCH K MOMEHTY OOpalleHHs K JaHHOMY peecTpy ObUIM OTMEUYEHBI Kak

HEICHCTBUTENBHBIE,;

2.6. npocras snekrponHas noanuck (IISII) - uadopmanus B snexrponnoit popme B UC, BosHukaromas B

» MOMEHT BBINIOJHEHNS BIaJeIbLEM JIEKTPOHHOM MOAMMCH KOMaHAb! noaucanus Jloxymenra B unrepdeiice

2. JIC, HOATBEPXKAAomas NOoAIMHHOCTE JlokymeHTa uw/mnu Qaxkt o3sakomieHus puazensia I12IT ¢

JlokyMeHTOM, KOTOpasi B3aUMHO OJHO3HAYHO CB3BIBAETCH ¢ JJOKYMEHTOM U BIIAACIBIIEM TTOITUCH;

*2.7. wrramn TIOT1 - Bu3yanbHast oTMETKa 00 3JIEKTPOHHON IOMIHUCH, BKIIIOUaroIas pexsusutsl 11311, koTopast
aBTOMaTHYeCKH co3jaercs cpeacTsaMu VIC npr oTKpeITHE (BU3yaIM3aliK) JOKYMEHTa, noanucagsoro 11911,
B unTepeiice VIC; spemsa popmupopanus IIOIT oTobpakaercs B mTaMIe 1O YaCOBOMY IIOSICY IONB30BATEIS
HC:

2.8. obpaboTKa 2JIEKTPOHHOTO JOKyMEeHTa - JeiicTBus monb3oBarens VC C SIeKTPOHHBIM JTOKYMEHTOM
cpeactBamu  MIC, BKmodYas, HO HE OIpaHMYHBAsCh: CO3IaHWE, [pOBepka, moamucasme I1ID11,
¢ wmHdopmupoBaHue Apyroro momszoBarens MIC o HOKyMeHTe, MOATBEPIKIEHUE IIONYUEHHS, O3HAKOMICHHE,

Yoz nanue xonum Ha GyMaXXHOM HOCHTENE, OTKIOHEHHE, yJaJIeHHe.
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3. O6ecneuenue FOPUINIECKON CHIIBI BHYTPEHHHX 3JICKTPOHHBIX TOKYMCHTOB

3.1. XKuzuennsit 1muxn Jloxymenta B MIC BKiroYaeT: co3laHue M NPOYMe NEUCTBHS IO €ro o6paboTke,
OTpaxceHHE B yuere, a Takxke xpanenue B MIC. UC obecneunBaeT perucTpanmio AeHCTBUH ONb30BaTENeH C
JIoKyMeHTOM (JIOT'MpOBaHHE) B TEUEHHE )KU3HEHHOTO [UKIA.

3.2. Bee mnanensusl IIOI1 npussator paBHO3HauHOCTH cBoel IIOII COGCTBEHHOPYYHOM IOMNIMCH Ha
GyMaXKHOM HOCHTEIIE.

%ﬁl"ngqsgaﬂne [I9I1 8 MC wmuuumMupyeTcs COOTBETCTBYIOIUMM AelicTBHeM Biajensna 1311, T.e. He
BBIIOJIHAETCS aBTOMaTHHYECKU MIIM He3aMETHO JIJis BIajelbla.

3.4. Iomnomoyus Bnajensua IIOI], mommucaBmero J[OKyMEHT, MOATBEPKIAIOTCA B MOMEHT IIOJNMCAHHUS
Hoxymenta 8 UC aBTOMaTHYeCKH 110 IOJIOXKUTEIILHOMY PE3yJbTaTy CIEAYIOUIHX IPOBEPOK:

* COOTBETCTBYIOIIUH ITONB30BaTENb aBTOpH30BaH B VIC,

* COOTBETCTBYIOIIHM KIIFOY SJIEKTPOHHON IIOANMCH BKIIOYEH B PEECTP BBIIAHHBIX KIOYEH 3JIEKTPOHHOM
TIO/IITHCH,

& COOTBETCTBYIOIIUN KIIFOY 3JIEKTPOHHO# IOMHACH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KJIFOUEH JIEKTPOHHOM
IOJTIHCH.

3.5. Bpewms . GopMupoBaHus 2JI€KTPOHHOH moxnucu ¢uxcupyercs cpencrBamu MC 1o rpuHBHYCKOMY
spemenu (UTC+0).

3.6. BuyTpeHHME S1IEKTPOHHBIE JOKYMEHTEI, epeunciennsle B [lepeune, npusenennom B Ipunosxkernn Ne 1
K Hactosemy [lonoxenuro, moanucanusie 11011, npusnatorcs B OpraHu3aiuy paBHEIME 10 FOPHAXIECKOH
CHJIe IOKYMEHTaM Ha OyMaXkHBIX HOCHTEJSX, 3aBEPEHHBIM COOCTBEHHOPYYHOM II0AIHCHIO.

3.7. Honssosaremu VIC npusHaror, yro Bu3yammsanus wramna 1191 npu nemoncrpanmuu JIoKyMeHTa B
ynrepdpeiice UC, somonuennas cpeacreamu MC, sBiIseTCd HEOCHOPHMBIM IOATBEPXCICHHEM (aKTa
TIOJIIUCAHS JOKYMEHTa COOTBETCTBYIOIHM BiiazenbieM IIDI1 (MoMIHHHOCTD 1 HEOTPEKAEMOCTE).

3.8. Xpanenue JOKyMEHTOB OCYIIECTBILIETCS IYTEM 3aIlMCH CBEICHHI O JIoKyMeHTaX B apXHB 3JIEKTPOHHBIX
JIOKYMEHTOB, KOTOpKIi sBsgeTcs yacTthio VIC.

3.9. Opranusanus oOecneYHBacT TEXHWYECKHMMH M OpPraHM3alOHHBIMHM MEpaMH  3allUTy OT
HECAHKIHOHUPOBAHHOTO JOCTYNa M IIPEJHAMEPEHHOTO YHHYTOXGHMS W/WIM HCKAKEHHS CBEICHWH O
JlokymeHTax B apXuBe SJEKTPOHHBIX HOKyMeHTOB MC, a Takxke rapaHTHpYeT MOATBEPIXKICHUE aBTOPCTBA
noxkymenTa, noanucagnoro I19I1 aBropa, B TOM 4HClIe MyTeM YTBEP)KACHHS MOMMEHHOTO OIPaHHYEHHOIO
CIMCKA JIAL, MMEIOIUX DACIIMPEHHBIE (3AMEHUCTDATHBHEIE) IpaBa MOCTYNA K apXMBY OJIEKTPOHHBIX
Jtoxymentos UC. |

3:10." Toxymentsl xpausites B VIC B ToM ¢opmare, B KOTOPOM OHH GbLmH co37aHbl. CpOK XpaHEHHS
JloxymenToB u cBeneHui o JlokyMeHTax He MOXeT OBITh MeHee 3 (TpexX) JIET U ONpPENENeTcsl B COOTBETCTBHU
C JJOKaJILHBIMM HOPMAaTUBHBIMH akTaMy OpraHu3aluy WK €€ CTPYKTYPHEIX IOApa3aeeHHi.
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/ 3.11. Komust 9MeKTPOHHOrO MOKyMEHTa MOXET OBITh M3rOTOBJIEHa (pacneyaraHa) Ha OyMaXKHOM HOCHTENe
cpencreamit MIC u 3aBepeHa coGcTBeHHOpY4HOH moxmucebro Biaiensia [I0I1 mubo wienamu xomwuccuw,
BKIIOYAIOIEH B cebsg Kak MHHMMYM pykoBogutens OpraHusalgd M JIMIO, HMMEIOIEE paCIIMpPEHHBIC
a,HMI/IHI/ICTpaTI/IBHBIC) OpaBa JOCTyma K apxuBy SJNeKTpoHHBIX nokymenToB MC. Komus asnexTpoHHOrO
JOKyMeHTa Ha OyMaXkHOM HOCHMTeNe JOJDKHA COJEepXarh BH3yanusaluio Imramma (mrramnos) ITOII,
OATBEPKAAIONLYIO, uTo opuruHai Jlokymenra noanucan I19I1. AyTeHTHYHOCTH SIEKTPOHHOIO JOKYMEHTA M
€ro KoMy Ha 6yMaxHOM HocuTele obecneunBaercs cpeacrsamu MIC.

4. TIpaBa, 00S3aHHOCTH X OTBETCTBEHHOCTH BJIaJIeIbla JIEKTPOHHON NOAMHCH

4.1. Bnapenen [1911 umeer mpaBo:

obpamarscss Kk OTBETCTBEHHOMY 3a TexHuueckyio mnomuepxky WC juisi anHynuposaHus (OT3bIBa),

JIPHOCTaHOBKH (BO300HOBIIEHNS) JEUCTBHUS PHHAUISHKANIETO EMY KIIFOYa 3JIEKTPOHHOM IOIIHCH;

B Cllyyae HEOOXOIMMOCTH 3aMEHBI, BOCCTAHOBJICHHS KIIOYAa O3JIEKTPOHHON ITOAIHCH 0OpaTUThCA K
OTBeTCTBEHHOMY 32 TeXHUUeCKyIo moiepxky UC ¢ cooTBeTcTBYyIOMEH TPOChOOH M MONYIHUTh HOBBIH KIIFOY
DIIEKTPOHHOH MOANUCH;

* oOpamarscs K pykoBoacTBy OpraHuzanuu s pa3dopa KOHGIUKTHEIX CHTyalui (CIIOPOB), BOSHUKAIOIIMX
npu npumenenuy [1911 B VIC.

. 4.2. Bnageneu II9I1 ob6s3an:

P (' BeCTH 00paboTKy BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB B YIC B COOTBETCTBHH CO CBOUMH JOJDKHOCTHBIMH

§§3aHHOCTﬂMH

;i_upyIHHMale BCE BO3MOXKHBIE MEPHI JUIS MPEIOTBPAIEHUS HECAHKIIMOHMPOBAHHOIO MCIIOIb30BAHMS CBOETO

KJIIOYa DIEKTPOHHOM MOMUCH; ‘

* HY IIPU KaKUX YCJIOBHAX HE Iepe/iaBaTh KI0Y JIEKTPOHHOH MOANMCH APYTHM JIAIAM;

° [pH KOMIPOMETAllHd CBOEro KJIOYa 3JIEKTPOHHOM IIOANHCH HE3aMEIMTENBHO O0OpaTduThcd K

OTBETCTBEHHOMY 3a TeXHHUYecKyro nomuepxky MC mis mpuocTaHOBKM ACHCTBHS NPUHAIIEXAIUEIO €My

KITEIOYa 3JIEKTPOHHOM IIOIUCH.

4.3, Bnagenen 1311 HeceT TMYHYIO OTBETCTBEHHOCTH 33 COXPAHHOCTH CBOETO KIIFOYaA 3JIeKTPOHHOM IOATIHCH

H'gro 3aLUTY OT HECAHKIMOHMPOBAHHOIO HCIIOJIb30BAHML.

Caviss

VAZSA S -

5. Texuonorus npumenerus cpencts I1911 8 UC

5.1. s npumenenus 1311 8 IC Bnapensuy II9I1 Heobxoaumo aBTopru3oBaThes B MIC ¢ MCmosb30BanieM
nyOnuunod W KxoHpuueHumanpHO# dyactelf xmova IIOIT (uMs mome3oBarens ¥ mapons). Ilonnucanune
JloxyMeHTa BHIIOJIHSETCS IyTeM Haxartus Ha kHonky "Tlommucars” B unTepdeiice YUC.

5.2. Mudopmanyst 060 BceX BBIIAHHBIX ITOIB30BATENIO KIFOYaX 3JIEKTPOHHOW IMOMIKCH, AaTaX IONYy4YECHHS U
[PEKPALIEHHUS KX JCHCTBUS (M3BATAS) XPAHUTCS B N C nmocrosiHHO.

5.3, Ilpu mpexpamenud y corpyaHuka OpraHusald JODKHOCTHBIX o0s3aHHOCTEN 1O 00paboTke
BHYTPEHHUX DJIEKTPOHHBIX IOKYMEHTOB ¢ Hcmonb3oBanueM IIOII wimu mpu yBOJNBHEHMH COTPYIHHKA €ro
KJTIOY BHOCHTCS B PEECTP OTO3BAaHHBIX KIIOYEH 3/eKTpoHHOH moimucy OTBETCTBEHHBIM 33 TEXHHYECKYIO
nomnepxky VIC. C MOMeHTa BHECEHHMs KIIOYa B PEECTP OTO3BAHHBIX KIIFOYCH SJICKTPOHHOW MOAIHCH BCE
nocienyromme Jlokymentsl, noxnucanssle 3tod IIOIl, He cyMTaroTCs MOAMMUCAHHBIMM HAJIEKAIIHM
pOpa3oM, T.e.IIOANUCHIO, PABHO3HAYHOH COOCTBEHHOPYYHOH.

6. 3axOUNTENLHEIE TTOJIOKEHHUS
o JE o S

6.1. Hacrosiee ITosioxeHre BCTYIIAET B CHILY € JAThl yTBEPXKIACHHUA.

6.2." Texer ITomoxxenms pasmemaercs B WC. Crmoco6 poctyma X akTyansHOH Bepcun Ilonodxenus
OIIMCHIBAETCS B IOJIB30BaTENBCKOM qoxyMenTanuu Kk MC.

6.3. Texcr ITonoxenus xpanutcs y bakypuna Beponmka HuxonaeBHa U NPEAOCTaBISAETCS COTPYIHHUKAM
Oprasuzauys 1o 3aIpocy.

6.4. Jloxyments, coznannbie B MIC u moxmucannsle II0I1 B cooTBeTCTBHH ¢ HACTOAIUM IMonoxenuemM,
Hpmﬂaro"rcx IOPUIHYECKH 3HAUMMBIMU € JaThl yTBepkaeHus ITonoxeHus.



ITpunoxenne Ne 1

K [lonoxxennto 00 UCIIOB30BaHUN MTPOCTON
AJIEKTPOHHOU MOAMKUCH JIJIs BHYTPEHHETO
AIIEKTPOHHOTO JOKYMEHTO000pOTa

B MBJIOV "bapbunckwuii nerckuii caa"

I[NEPEYEHDb JOKYMEHTOB

Y4YacTHUKM BHYTPEHHETO JJIEKTPOHHOTO JoKyMmMeHTtoobopota B MBJIOY "BapOunckuit nerckuit can'
UCTIOJIB3YIOT MPOCTYIO 3JIEKTPOHHYIO ITOIIHCH TPH 00pabdOTKE CIEAYIOINX dIIEKTPOHHBIX JOKYMEHTOB:

e AKT pueMKH TOBapoB, padoT, ycayr (¢.0510452)(611, pea. 100H)

e Akt o cnucanuu M3 (¢. 0510460) (61n,pen. 157n)

e Akt o cniucannu 00bekToB HDA (. 0510454) (61u1,pen. 157H)

e Pemenue o npuznanuu 006ekToB HDA (. 0510441) (611,pen. 142n)

e AKT 0 mpuemMme-nepeaave 00beKToB HehprHaHCOBBIX aKTUBOB ( (.0 0510448)

e AKT O CIIMCaHUH MATKOTO U X03siicTBeHHOTo nHBeHTaps ( .0504143)

e AKT O CIMCaHUU UCKIIFOUECHHBIX 00BhEKTOB OnbmoTeunoro Gouna (¢.0504144)

e AKT 0 pe3ynbrarax uHBeHTapuzauuu (¢.0510463)

e Pemenue o npoeaeHun nHBeHTapu3anuu (h.0510439)

e lluBeHTapu3alroHHAas ONMUCH(CIUYUTENIbHASI BEAOMOCTH )0 00hEKTaM He()pHUHAHCOBBIX aKTUBOB
(¢.0510466)

L] I/IHBCHTapI/I:%aHI/IOHHaSI OIINUCH paC‘IeTOB C IMoOCTaBIIMKaAaMHU U HpO‘II/IMI/I I[C6I/ITOpaMI/I nu er}lHTOpaMI/I
(.0504089)



