Hpunoscenue x npuxasy
Ne 191/ Y11 om 23.09.2026 a.
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IIOAOXEHHE

00 HCIOAB3OBaHHH NIPOCTOMH ACKTPOHHOMN NMOAIMCH JAS BHYTPEHHEIo
SACKTPOHHOro NoKyMeHTooGopoTa B MAY IO "llenTp AeTeii u MoAozmexu
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1.2,

1.3,

1.4.

1.5,

"IOHOCTR" VBAaTCKOro MyHHIIHIIZRABHOI'O OKpyra
1. OGuiie MOAOKEHHS

Hacrosiee IloaoskeHme 00 HCMOAB30BaHHMH ITPOCTOM SAEKTPOHHOMN
NOANHCH B HH(pOpMAaIHOHHOH cucreMme (masee - UC) MAY IO "llenTp
pgerenn m Moaoaexu "HOHOCTE" YBaTCKOrO MYHHIIMIIAABHOIO OKpyTra
(maaee - IToAozkeHUE) SBASETCS AOKAABHBIM HOPMAaTUBHBIM akToM MAY
JO "llerTp nerenn u Mmoaonexku "HOHOCTE' YBAaTCKOrO MyHUIIUIIAABHOTO
okpyra (masee - OpranHu3saiug) U OIpENEeAdeT IIOPALOK H YCAOBHSA
paboTel COTPYZIHUKOB C SAEKTPOHHBIMH JIOKyMeHTamu B HC,
HEIIOCPE/ICTBEHHO CBH3aHHBIMH C HX TPYAOBOH [OEATEABHOCTBIO, C
IIPUMEHEHHEM IIPOCTOMN 3AEKTPOHHOH noanucH (faaee - I131I).
YyacTHHMKaMH  3SA€KTPOHHOIO  B3aWMOEHCTBHUST HA  YCAOBUHAX,
onpeneAeHHBIX HacTrosumM [loAoxkeHueM, SBASIOTCA COTPYAHHUKH
Oprauuzanuy, OoANKUCABIINE YBeJOMACHHE 00 O3HAKOMAEHHU C
Toaoxkenuem. Ob6paszen; YBezioMAeHs npuBeieH B [Ipuaoxkennn Ne 2 x
HacroguieMy Iloaoxenwnio. [loxpmucanme corpygHuUKOM OpraHmusanun
YBelOMAEHHSI PaBHO3HAYHO IIPUCOEIHHEHHI0 K COTAAILUIEHHIO 00
y4acTHH BO BHYTPEHHEM 3A€KTPOHHOM JOKyMeHTOOOOpoTe ¢
ucrioabzoBanuemM II3I1 Ha ycaoBusx Hactosiiero IloaokeHuss B
COOTBEeTCTBHH cO CT. 428 Ipaxkzmanckoro kozekca P® ("orosop
OPHCOCANHECHHUSA "),
PeaAnsamysi OIIpefeA€HHBIX HacToaummM [loAOKeHHEeM  YCAOBHH
IMPUMEHEHHs ITPOCTOH 3AEKTPOHHOI IOMIUCH obecrieqnBaeT NnpuiaHue
IOPH/IMYECKOH CHABI BHYTPEHHHM  JAEKTPOHHBIM  JOKYMEHTaM
Oprauuzauuun B UC, TpebyolupM ANYHON TOAIIHCH COTPYAHHEKA, U
oIeparisaM ¢ HIMH.
Haamaue T19I1 obecriednBaeT BHYTPEHHHUM 3AEKTPOHHBIM JOKYMEHTaM
B UC:

® IIOJIAWHHOCTB - IIOATBEPK/IEHHE aBTOPCTBA JIOKYMEHTA;

® IIEAOCTHOCTh - J[JOKYMEHT HE MOKeT OBITh H3MEHEH TIIOCAE

NOAHCAHHSA;
* HE OTPHULIAHHE ABTOPCTBA (HEOTPEKAEMOCTB) - aBTOP HE MOIKET
OTKAa3aThCd OT CBOEH ITOAIIHUCH.

[aa moAmHcaHUs BACKTPOHHBIX HOKyMeHTOB B HC wucroaesyercs
MpocTas AEKTPOHHASA MOAIKCH - HH(MOpMAIHS B 3AEKTPOHHOU (hopme,
KOTOpas IPHCOoEAHHEHA K Apyroi nHpopMalli B JACKTPOHHOHN dopme
(mozmHCchIBaeMOi HH(MOPMALIHH, JOKYMEHTY B JAEKTPOHHOM BHJIE) HAH
uHBIM 00pa3zoM CBA3aHHAS ¢ Takod wHHQOpMAaLHeHd, H KOoTopad
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L7,
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HUCIIOAB3YETCH  JIAsA OIIpeleACHUS AMIIA, TO/ITHCHIBAIOLLIETO
HHGOPMAIIHIO.

B kadectBe IyOAm4HOM wacTH KAo4a [10I1 HCIOAB3yeTCsl YHHKAABHOE
HMsI yYETHOH 3aITHCH, IIPUMEHAEMOE JIAG aBTOPHU3ALINHY ITIOAB30BATEAS B
HC. B xauecTBe KOH(pHAEHIMAABHON YacTu KAo4da [1311 ucroassyercs
IIapoAb K YYETHOH 3aIIHUCH.

HsroroBaeHue (reHepaluio), Bbliady U perucrpaimio B UC ykazaHHbBIX
B 11.1.6 HMEH MOAB30BATEACH U ITAPOAEH OCYILUECTBASIET HA3HAYEHHBIN
cnemuaAucT (masee - OTBETCTBEHHBIN 3a TEXHHYECKYIO ITOAZIEPIKKY
HC).

IMapoar mnoaszoBatTeas MC moker OBITE M3MEHEH €r0 BAQIEALLIEM B
aloboti momenT mocae aBropusauuu B UC. PekoMeHAyeTCs H3MEHATH
IMapoAk He pexke OJHOI0 pa3a B Tpu Mecaua. [JAd CHHXXEHHs pPHCKA
noafopa NMapoAd U HECAHKIMOHHPOBAHHOIO HCIIOAB30BAHUS JAPYTHUM
AWIIOM KAKOYA SACKTPOHHOHN TOAIINCH PEKOMEHIAyETCH HE 3a/1aBaTh
apOAH, HCIIOAL30BAHHEIE PAHEE.

2. Tepmuubl 1 onpeAeACHHS

B pmamaoMm TloAoxeHun HCIIOAB3VIOTCH CAEOYVIOIIMHE TEPMHHBI W HX
OnNpenecACHHAA!
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Baapieaerr mpocTolf SA€KTPOHHOH NOANNCH - coTpyAHUK OpraHu3samnuy,
NOANHUCABLINI YBegoMAeHHEe 00 O3HAKOMAEHHH C HACTOSILHM
ITorokKeHMEM ¥ HCIIOAB3YIOIME HMS ITOAB30BATEAS H IIAPOAB A4
aBropusauuu B UC;

BHyTpeHHHH 3A€KTPOHHBIN AOKYMEHT (Hasee - [JOKYMEHT) - JOKYMEHT
OZIHOTO M3 THUIIOB [AOKYMEHTOB, HpuBeeHHbIX B [Ipumaoxkenun 1 k
macrosuemy [Toaoxkenuso, coznauusii B UC B 3aekTpoHHON dopMme u
TIOAMUCAHHBIA 3AEKTPOHHOI IO/MUCHI0 COTPYAHUKA (3AEKTPOHHBIMH
DOANHMCAMH COTPYAHHKOB) Oprasn3anyy,

KA¥09 3AEKTPOHHOM TMOANKUCH - YHUKAABHAdA IIOCACZIOBATEABHOCTH
CHMBOAOB, IIpeAHA3HAYEHHAd AL [IOATBEPKIEHUS C MCIIOAB30BaHHEM
cpeacts YC nogaunnsoctH [1311 B [JoxkymeHTe;

2.4. peeCTp BBIIAHHBIX KAIOYEH 3A€KTPOHHON NOANHCH - XpaHALIHICH
B HC CcHOUCOK YHHKAABHBIX IIOCAEOBATEABHOCTEH CHMBOAOB,
COEPKAIUMXCA B BBIIAHHBIX TIOAB30BATEASSM HMEHAX YYE€THBIX
3aruced U MapoAax;

2.5. peectp OTO3BAaHHBIX KAIOYEH JAEKTPOHHOM IIOANMCH -
xparsumiica B UC cnucok moab3oBareseit MC, y KOTOPBIX KAIOYH
SAEKTPOHHON MOAIMCHA K MOMEHTY o0pallleHus K JaHHOMY PpPeecTpy
ObIAH OTMEUYEHBI KAK HeIeHCTBHTEABHBIE;

2.6. mpocras 3aexkrpoHHas mnoxmnuck (II2I1) - mHGpOpMalua B
aaekTpoHHOl dopme B HMC, BO3HHKAaOIAA B MOMEHT BBIIIOAHEHHS
BAAJIEABLIEM SAEKTPOHHOM MOANKUCH KOMaHApl noanucanusa JJoKkymesTa
B wunaTepdeiice HC, mnoareepxkaarolaa NOAAHMHHOCTE J[loKymeHTa
u/uau arr ozHakomaeHusa Baazeavua [1911 ¢ [lokymenToM, KoTOpast
B3aWMHO OJIHO3HAYHO CBA3bIBaeTcs C [IOKyMEHTOM H BAAJICABIIEM
TIC/ITHCH,;

Iframn 1311 - Bu3yaAbHash OTMETKa OO0 SAEKTPOHHOH TIOAIINMCH,
BRAIOUawINas pekBu3uThl 1911, KOTOpasi aBTOMATHYECKH CO3AeTCs
cpeacrBsamu HWC 1mpu  OTKpBITHH (BHUSyaaM3aluy) AOKYMEHTA,
noxmucansoro I1901, B uarepdeiice UC; Bpems copmupoanmsa 1911
oTOBpaKaeTCs B LIITaMIIe II0 YaCOBOMY noscy noas3oBaTead HC;
O6paboTka AeKTPOHHOIO ZOKyMeHTa - JeiicTBus moas3oBateas UC ¢
SAGKTPOHHBIM JOKyMeHTOM cpexcrBamu HWC, Braiouaa, HO He
OrpPaHuIUBASCH! co3aHue, IIpoBepKa, noAmucanue 11311,
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uHpopMupOBaHHEe Apyroro Tmioas3oBateas HC o JOKymeHTe,
MOATBEPKCHNE TIOAYYEHHs, O3HAKOMAEHHE, CO3[aHHe KOIIHH Ha
OyMa’kHOM HOCHTEAE, OTKAOHEHHE, V/IAACHHE.

3. Obecnevenue IOPpHAHYECKON CHABI BHYTPEHHHX
SACKTPOHHBIX NOKYMEHTOB

XKuzuenublii urA [lokymenta B C BKAIOYAET: CO3AaHHE H IIPOYHE
ZieficTBHS 110 ero 06paboTKe, OTpaXkeHue B y4eTe, a TAKKe XpaHeHne B
UC. UC obecneunBaeT perucTpauyio AEHCTBUI IIOAB30BATEAEH C
JIOKyMeHTOM (AOTHpOBAHIE) B TEUEHNE KHU3HEHHOTO IIHRAA.

Bece Baapeasnpr IIO0II npu3HAOT paBHO3ZHAYHOCTE cBoeit I12I1
COOCTBEHHOPYYHOI MOAIHCH HA OyMAaKHOM HOCHTEAE.

Coznmanue TI9I1 B MC MHHILMHPYETCS COOTBETCTBYIOLUMM IAeHCTBHEM
Baazeabiia [19]1], T.e. He BBINOAHSIETCH ABTOMATHYECKH HAM HE3aMEeTHO
JASI BABZIEABLIA.

TToaHOMOuUMS BAAZIEABLIA I1311, MOAIHCABILETO JIOKyMeHT,
NOATBEPKAAIOTCE B MOMEHT mnoanucaHua J[lokymenra B HC
aBTOMATHYECKH IO IIOAOKHTEABHOMY  PE3YABTATY  CAELYIOLIX
IIPOBEPOK:

* COOTBETCTBYIOLIHMI ITOAB30BATEAb aBTOpU30oBaH B UC,

* COOTBETCTBYIOILMI KAIOY 3A€KTPOHHOIN MOIIHCH BKAIOYEH B PEECTP
BBIJIAaHHBIX KAIOYEH SA€KTPOHHOM ITO/ITICH,

* COOTBETCTBYIOLIMH KAIOYW 3AEKTPOHHOM MOANKMCH OTCYTCTBYET B
PEECTPpE OTO3BAHHBIX KAKOYEH 3AEKTPOHHOM IOIIHCH.

Bpemss ¢dopMupoBaHHS  3JACKTPOHHOH MOANHMCH (PHKCHpyeTCs
cpeacreamu MC nio rpusBuyckoMy Bpemenu (UTC+0).

BHyTpeHHIE 3A€KTPOHHBIE IOKYMEHTHI, IlepedHcAeHHbIe B [lepeune,
npuBeaeHHOM B [lpuaokenmu Ne 1 k Hacrosuiemy IloaoskeHmro,
nopnucauueie [I9II, mpuzsarorca B Oprasu3anuy paBHBIMHA II0
IOPHANYECKOM CHA€ [JIOKYMEHTAM Ha OYMaKHBIX HOCHTEAdX,
3aBEepPEeHHBIM COOCTBEHHOPYYHOM MTOIIIHUCHIO.

IToaszoBarean HMC npusHaioor, 4To Bu3yaamsauuda mwrramna 1911 npm
neMoHcTpauuu Jlokymenta B uHTepdeiice HWMC, BrimoAHEHHasi
cpeacrBamu MC, aBagercs HEOCHIOPUMEBIM IIOATBEPKACHHEM (axTa
MOANHCaHNA JOKYMEHTa COOTBETCTBYIOIUMM  BaazeasliemM [IOI1
(MoOMAMHHOCTE ¥ HEOTPEKAEMOCTH).

XpaseHue [JOKyMEHTOB OCYLIECTBASIETCS IIyTEM 3allliCH CBEJEHHI O
JlokymMeHTax B apXuB JA€KTPOHHBIX JOKYMEHTOB, KOTOPBIH sBAsIETCH
yacTteio UC.

Opranuzaius obecrieduBaeT TEXHHYECKHMM M OpPraHH3al[HOHHBIMH
MepaMH  3allldTy OT  HECAHKI[MOHUPOBAHHOIO  JOCTya H
IpefHAMEPEHHOTO YHHUYTOXEHHS H/HAM HCKaXKEeHUs CBEAECHUN O
JokymenTax B apxXHBE 3AEKTPOHHEIX AokymeHToB MC, a Takxke
rapaHTUpYeT NOATBEPKEHUE ABTOPCTBA JOKYMEHTAa, IOANHCAHHOIO
1211 aBTOpa, B TOM YHCAE IIyT€M YTBEDKICHHA NOMMEHHOI'O
OrpaHU4YEHHOI0 CIIHCKa AULIL, UMEIOLIHMX pacCIpEeHHbIE
(apMuUHHCTPATHBHBIE) IIpaBa JOCTYNa K ApPXHBY DACKTPOHHBIX
JoxrymernToB VC.

HoxymenTtsl xpausrcs B IC B ToMm cpopmare, B KOTOPOM OHH OBIAH
co3zianbl. Cpok xpaHeHusa [JOKyMEHTOB H CBeleHHil o [JoOKyMeHTax He
MO3KeT ObITH MeHee 3 (Tpex) AeT U ONpPEeNeAseTcss B COOTBETCTBHH C
AOKAABHBIMH HOPMATHBHBIMH aktamMu OpraHuzaudd HAH  ee
CTPYRTYPHEIX ITOAPA3IEACHHI.

Komusi 3A€KTPOHHOrO JOKYMEHTA MOXKeT ObITh H3IrOTOBACHA
(pacmeyaTana) wa OymamxuaOM HOcuTeae cperacrBamu HC u 3aBepena



COOCTBEHHOPYYHOM TMOANMMCHI0 BAaageabna 191 Ambo yvaeHAMHU
KOMHCCHH, BKAIOYAOWIEH B cebd KaK MHHHMYM DPYKOBOIUTEAS
Opranuszanuu u AMI0, HMEIOLLIEE PaCLUNpPEHHbIE (aAMUHHCTPATHBHEIE)
npaBa ZIOCTyNa K apxuBy 3SAEKTpPOHHBIX AokymeHToB HC. Komusa
AEKTPOHHOIO JOKYMEHTA Ha OGYMasKHOM HOCHTEAE [OAKHA COAEPKATH
Bu3yaAusaumio irrammna (mrramnos) IIO0II, moaTBepKIaroilyio, YTO
opurnHaa [okymenrta noanuacad [19I1. AyTEHTHYHOCTE SAEKTPOHHOIO
JIOKYMEHTa W €ro Kommu Ha OyMaxkHOM HOcUTese obecrieduBaeTrcs
cpencreamu UC.

4. IIpapa, 06S3aHHOCTH H OTEETCTEEHHOCTE BAAZEALIIA
3A€KTPOHHON MOANMKHCH

5.1. Baaneaer II9I1 umeer npaso:

e obpam@arecss K OTBETCTBEHHOMY 38 TEXHHYECKYIO MOAEPIKKY
UC nmaa  anHyAupoBaHHMsi (OT3BIBA), IIPHUOCTAHOBKH
(BO30OHOBAEHWMS) NEHMCTBHUSI MPUHAMAEKALLIETO €My KAIOYa
SAEKTPOHHOMN MOLIINCH;

® B cAy4yae HeOOXOOMMOCTH 3aMEHBI, BOCCTAHOBAEHHUS KAIOYA
SAEKTPOHHOH noammcu obparurscss K OTBETCTBEHHOMY 34
TEeXHU4YECKyIo nomaepxkky VC ¢ cooTBeTcTBYIOIIEH MPOCHOOii
Y TIOAYYUTDH HOBBIH KAIOY 3A€KTPOHHOM ITOIINCH;

e oOOpauaTbCd K PyKOBOACTBY OpraHmusaumu [ag pasbopa
KOH(AMKTHBIX CHTyaldil (CIIOpOB), BO3HHMKAIOLMX MpH
npumeneHuu 1911 B UC,

5.2. Baaneaers I1311 obsizan:

e BecTH 00pabOTKY BHYTPEHHHX SAEKTPOHHBIX JOKYMEHTOB B
HcC B COOTBETCTBHH  CO CBOHMH  JOAIKHOCTHBIMH
obsa3aHHOCTAMY;

e IIpUHHMATHL BCE BO3MOXKHBIE MEDHI JIAS ITPEOTBPAILEHUS
HECAHKIIMOHUPOBAHHOIO HCIIOAB30BAHHS CBOETO KAIOYA
SAEKTPOHHOMN MOIITHUCH;

® HH IIPH KAKHX YCAOBHSIX HE IIE€PEeaBaTh KAIOYW SACKTPOHHOMN
TIOAIHCH APYTHM AHLIAM;

® IIpH KOMIIPDOMETAIIHH CBOEr0 KAIOYA 3A€KTPOHHOM ITOAIIHCH
He3aMEeNAUTEABHO oOparuthca K OTBETCTBEHHOMY 34
TEeXHHUYECKyIo nozzepxkkKy HWC mad IpHOCTAHOBKH JEHCTBHS
MpPHHAZIACKALLIETO eMy KAIOYa ACKTPOHHOM IOAIIHCH.

5.3. Baapgeaen II9I1 Hecer AMYHYIO0 OTBETCTBEHHOCTH 38 COXPaHHOCTH
CBOEr0 KAIOYa SACKTPOHHONW IOANHMCH W €ro 3al|ry oT
HECAHKLMOHUPOBAHHOIO UCIIOAB30BAHUS.

6. TexnHosoruna npumeHenusa cpeacts [IJII B HC

6.1. [aa nupumeHenua IIOII B UC Baageasuy IIOII wHeoOxomumo
aBropuzoBathcss B HMC ¢ ucrnoab3oBaHueM IyOAMYHOR U
KOH(bHUAEeHIIMAABHOH dwacTten Kaoda [I9Il (mMa moap3oBaTeAsd U
napoas). [Togmucanue [JokymMeHTa BBIIOAHAETCH MIyTEeM HaXXaTHd Ha
kHonky "Iloanucats” B nHTEepdetice UC.

6.2. Hudopmanus o060 BCexX BBIJAHHBIX IIOAB30BATEAI0 KAOYax
SACKTPOHHON NOAIMCH, JaTax IIOAYYEHHS U IIPEeKpalllcHHd HX
aercTBud (n3paTug) xpasurcda B C mocTogHHO.

6.3. IIpu npexpauieHun y corpyaHuka Oprasuzanui AOANKHOCTHEIX
obsizanHOCTE TO  0OpaboTke  BHYTPEHHHX  SAKTPOHHBIX
OOKYMEHTOB C HcroabzopanpeMm IIOII HAH I©IIpH YBOABHEHHH
COTPYAHHKA €r0 KAIOW BHOCHTCA B PEECTP OTO3BAHHBIX KAOYEH



13,
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DAEKTPOHHON  moxmucu  OTBETCTBEHHBEIM 32  TEXHHUYECKYIO
nozzepxKy UC. C MOMeHTa BHECEHHS KAIOYA B PEECTP OTO3BAHHBIX
KAIOYEH 3AC€KTPOHHOM IOAIMMCH BCe NOCAeAyoume J[IOKyMEHTEI,
noanucadHeie  3rom  IIDII, He CYMTAOTCHd NOANHCAHHBIMHA
HajAexampMm  obpas3oMm, T.e.  OOANNMCHIO, PaBHO3HAYHOMN
COBCTBEHHOPYYHOM.

7. SaRAIOYHTEABHBIE IOAOKEHHS

Hacrosiee IToaoxkeHHe BCTYIIAET B CHAY C AAThI YTBEPKIAECHHS.
Texer Tloaokenus pasmemaercs B HC. Cnocob nmocryma K
akTyaabHOH BepcHH [ToAOKEeHHS OMUCEIBAETCS B ITOAB30BATEABCKOM
AoxkyMmernTanuu K UC.

Texct IoAoKeHHST XpAaHHTCH y AEAOIIPOM3BOUTEAS YIPEKIACHUS H
npenocraBagercd coTpyaHukaM OpraHu3aiiii 110 3ampocy.
HoxkymenTsl, cosmamabie B HWC wu mnoanucaHueie IIDI B
COOTBETCTBHMH ¢  HacrogumMm  [loaoxkeHmeMm, npu3HAOTCH
IOPHIUYECKH 3HAYMMBIMH C JaThl yTBEPXKAEHUS [T0AOKEHHS.



Hpunoxcenue Ne 1

K IToaoxenuro

00 MCIIOAB30BAHMY IIPOCTOH

3ACKTPOHHOM ITOATIMCH A BHYTPEHHETO
3AEKTPOHHOIO AOKYMEHTO000pOTA B

MAY IO "Ilentp aeredt u moaoaexu "FOHOCTR"
YBaTCKOr0 MyHHIIMIIAABHOTO OKPYTa

IIEPEYEHDb OKYMEHTOB

Y49acTHHKH BHYTPEHHEIO 3AEKTPOHHOIO AOKYMEHTooOOopora B MAY 10

"Henrp nereii u mosozmexu "HOHOCTH" YBATCKOrO MyHHIIHIIAABHOTO OKPYTA
HUCIIOABSYIOT IIPOCTYIO 3A€KTPOHHYI0 MOANHCE IIpH 0OpaboTKe CAeAyroLmx
9AEKTPOHHBIX JOKYMEHTOB:

aBaAHCOBEBIH OTYET,

pacxo[HBIN KacCOBBIH OPED,

WHBEHTAPU3ALHOHHASA OIIHCH TOBAPHO-MATEPHAALHLIX IIEHHOCTEI,
HaKAa[Has Ha BHYTPEHHEE IIEPEMEIICHHE TOBAPHO-MaTEPHAALHBIX
LIEHHOCTel,

HHBIE [IOKYMEHTEI.
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