[Mpunoxenne K NpUKasy

No 103 o/n or 22.03.2024

IMonoxkenne 06 HCMOAB30BAHHHA NPOCTOH IEKTPOHHOMH NOANMHCH /181 BHYTPEHHETD
yaekTpornoro gokymentoodopora B TOAYCOH "Hoaspuozopuuckuii KIICOH"

1.061mue nonoxeHus

1.1. Hacrosmee Ilonowenne o006 MCOONLIOBAHWH TIPOCTOH  MEKTPOHHOH [IOANHCH B
undopmannonnoii cucreme (nanee - UC) FTOAYCOH "Tlonapuosopunckuit KIICOH" (nanee -
IMonowenue) apngerca jNokadbHeIM HOpMaTHBHBIM aktoM ['OAYCOH "llonsprnosopHHCKHH
KIICOH" (manee - OpraHnusanug) ¥ onpeac/igaeT MOPAIOK H YCIOBHA paboThl COTPYIHHKOB €
MEKTPOHHBIMI  AoKymeHTamMH B HC, HenmocpencTBEHHO CBA3AHHBIMH € HX  TPYJIOBOH
NEeATeNbHOCTRIO, C IPHMEHEHHEM [IPOCTOi anekTponnoil noanucu (nanee - [1311).

1.2. VyacTHHKAMH IEKTPOHHOTO B3aMMOJIEHCTBHA HA YCIOBHAX, ONPEACICHHBIX HACTOALLMM
[MonomenneM, ABagroTca  corpyauukn  Opranumzanum, nOoAnHcaswine YsenomneHnue 00
oznakomnennn ¢ [lonowennem. OGpazen Yeemominenua npuseien B [lpunomenun Ne 2 K
nHacrommemy [lonowenmio. Ilognucanwe  corpyanukom — Opranusanue  YBeJIOMIEHHA
PABHO3ZHAYHO MPHCOCAMHEHHIO K COIIAWEHMI0 00 YYacTMH BO BHYTPEHHEM JJIEKIPOHHOM
JnokyMmeHToobopore ¢ wucmonb3opanueM IIDI1 Ha yenoBuax Hactoswero Ilonowkenus B
COOTRETCTBHH co cT. 428 ['pasknancroro koaekca PO (" Horosop npucoenunenns”).

1.3. Peanusanmsa onpeneneHHbix Hactoswus [lonoimenneM yclaoBHil NpHMEHEHHA MPOCTOl
3MEKTPOHHOM noanucy ofecnedynBacT NpHIAHHE HOPHAHYECKOH CHIIBI BHYTPEHHUM MICKTPOHHEIM
noxkymentam Opranmnsauuu B MC, tpeGyiomuM AHYHOA NMOMMTHCH COTPYIHMKA, H ONEpalMiM ¢
HUMH.

1.4. Hanwuwue T1311 obecneunBaer BHYTPEHHHM 3/1€KTPOHHBIM fokyMmenTam B MC:

* OJJIHHHOCTD - [MOATBEPHJIEHHE ABTOPCTRA JIOKYMEHTA;

* [EJIOCTHOCTD - JOKYMEHT HE MOJKET OBITh M3MEHCH [0CHE NOAIMHCAHMS,

* He OTPHIAHHE ABTOPCTBA (HEOTPEKAEMOCTS) - ABTOP HE MOMKET OTKA3aTLCA OT CBOCH MOANMHCH.
1.5. Jlna noanucanus 3neKTpoHHBIX AokyMenToB B MC uenonssyerca npocras

MEKTPOHHAA NOANKCE - MHpOPMAIHA B IMeKTPOHHOI (opMe, KoTopas NpHCOeanHEHa K ApYToi
HHpOPMALIMK B 3NEKTPOHHON dopme (moanuceiaemMoil HHPOPMaMK, AOKYMEHTY B 3M1€KTPOHHOM
BHJIE) MJIH MHEIM 00pazoM C¢BA3aHHad ¢ Takod MH(popManMeii, W KoTOpas MCMONL3YyeTca s
onpeneneHus LA, TTOAMHCEIBAIONIIErD HHOPMAIIHIO.

1.6. B kauecrse mybnnunoii yacti kroya I3 uenomsiyeres YHHKAIBHOE HMA YYETHOM 3aMHCH,
npuMeHseMoe Juid apropusanue nonssosarends B UC. B kayecrse konQmuueHuHanrbHOH yacTH
kmova L1911 uenonssyercd nmapolk K YUETHOH 3anicH.

1.7. HMarorosnenne (renepauuio), Beigauy u peructpanmio B MC, ykasanueix B m.1.6 umeH
nofp3osareneii u naponeii ocyuecrsnger agMuHucTparop 6a3s nanueix Iapnenko Mapus-SfluuHa
Meanoena (ganee - OTeercTBeHHbIH 3a TexHu4eckyio nogaepkky UC).

1.8. IMapons nons3oearens UC momer OBITE H3MEHEH €ro Biaje/iblieM B MOD0H MOMEHT nocie
asroprsanuu B MC. Pekomenjiyercs H3MEHAT Napolib He Pese OJHOTO pasa B Tpu Mecaua. Jlna
CHHIKEHHA pHcka noadopa maponf M HECAHKIMOHHPOBAHHOIO HCIONBIOBAHHA APYTHM JIHLIOM
KJII0Ua MIEKTPOHHOM MMOANHCH PeKOMEHIYeTcsd He 3a1aBaTh Napoiu, HCIOIb30BaHHEIE PAHEE.

2. Tepmuunl 1 onpeneneHus

B nannom IonokennH HCHOAB3YIOTCS ClAEIYIOLIHE TEPMHHBL H HX OIPENEIeHH:
2.1. Baamenen NPOCTOH WIEKTPOHHOH noanucH - coTpyaHuk Opradusanuy, NOANMcaBlMii
VeEegoMmiacHHe o0 o3Hakosienud ¢ wHactoamuM [lonosmeHueM M HCHOONBIVIOWIHE MM

MoJL30BaTeNs H Napoiis 114 asropusaiuy B MC;



2.2. BHYTpPEHHHil MEKTPOHHEII JloKyMeHT (danee - JIOKyMEHT) - JOKYMEHT OIHOIO W3 THIOB
JOKYMEHTOB, npuseneHHelx B [punokenun 1 k nacrosuwemy [onokenuto, cosnanneiit B HC B
JMEKTPOHHOH dopMe W IOANHCAHHEI WIEKTPOHHOH MONNHCHIO COTPYIAHHMKA (WIEKTPOHHEIMHA
NOAMUCAMHA cOTPyIHUKOB) Opranusaiuu;

2.3, Km0 WIEKTPOHHOH NOANMHCH - VHHUKajAbHas  [0CHEJ0BATENILHOCTE  CHMBOJIOR,
npeaHasHAuYeHHAA JUIA MOATBEPHIeHNs ¢ HenonbsosanneM cpencte MC nommunocrn 19101 B
Jlokymenre;

2.4, peectp BBIMAHHBIX K0YEH anekTpornoil nofmicy - xpansawuiics 8 MC crnicok yHHKaIBHBIX
NOCHeN0BaTeNBHOCTEN CHMBO/IOB, CONEPKAIMXCA B BEIIAHHEIX M0JE30BATEIAM HMEHAX YUETHBIX
sanuced M naponasx;

2.5. peecrp OTO3BaHHBIX KJKOYell 2CKTPOHHOH noanucH - xpanswuiica B MC cnmcok
nonezopareneil MC, y KOTOpPBRIX KMIOYM 3ME€KTPOHHOI MOAMMCH K MOMEHTY 00pallieHHsa K
JIaHHOMY peecTpy OBUIH OTMEYeHBl KaK HeJeHCTRHTENBHEIE,

2.6. npocras onexrponHas noanuck (1I2II) - uadopmaumns B aaexrponHoit gopme B MC,
BOZHUKAIOWIAA B MOMEHT BBIIIOJHEHHS BIAJEABLEM IEKTPOHHOH MOMAMHCH  KOMEHJEI
nojanucanus Joxymenta B uatepdeiice UC, noarsepikaaoas nouiMiHocTe JokymenTta n/iviun
(akt o3HakoMneHHs Baagensua [I901 ¢ JJokymentoMm, KoTopad B3aUMHO OIHO3HAYHO
casbiBaeTcd ¢ JJOKYMEHTOM M BlajebleM MoJInHeH;

2.7. wramn I13I1 - BusyanbHas oTMeTKA 00 EKTPOHHOH MOANHMCH, BKIIOYAIONMIAA PEKBH3HTI
I13I1, wotopas aeTomaTHueckd coszfaerca cpeactsaMu MC npu OTKpeITHM (BH3yajM3allkH)
nokymMenta, noanucansoro I1D11, B nutepdeiice UC; spema dopmuposanua [1311 otobpamaercs
B IITAMIIE IO YACOBOMY mosicy nons3osarens MC;

2.8. obpaborka SMEKTPOHHOrO AOKYMeHTa - feiictBus nonssosarens MC ¢ aekTpoHHBIM
JokymenToM cpeiactamu  MC, Brmouas, HO He OrpaHHuYMBasCh: CO34aHHE, [POBEpKa,
nopmicanue 11311, undopmupopanne apyroro nonassosarens MC o fokyMenTe, NoaTBEpKIEHHE
MONyYeHH, 03HAKOMJIEHHE, CO3[aHHE KOMUH Ha OyMaKHOM HOCHTENE, OTKIOHEHHE, YIAICHHE,

3. OGecneyeHHe OPHANYECKOH CHIIEI BHY TPEHHHX EKTPOHHEIX JJOKYMEHTOR

3.1. XKuznennnit tuukn Jloxymenra 8 MC Brmodaer: coslaHHe W NpoyHe JEHCTBHA 110 €T0
obpaboTke, oTpaxenue B yuete, a Takie xpanenuwe B MC. MC obecneunsaer perucrpariiio
neicrerii nonssorareneil ¢ JlokymMenToM (JIOTHPOBAHHE) B TEYEHHE JKHIHECHHOTO LIMKIA.

3.2. Bee pnagensust [IDT] npusHaior papHosHayHocts coeil 11311 cobersennopyuHoii noanucu
Ha OyMaXKHOM HOCHTEIIE.

3.3. Coznanue 1311 B MC mHuumMupyeTcs cooTBeTCTBYIOMMM AeiicTBHem Bragensua [1211, Te.
HE BBIMOIHAETCS ABTOMATHYECKH HIIM HE3aMEeTHO JUId Biajlefbiia.

3.4. ITonnomouna wsnasensna 11211, mogmucasmero JIoKyMeHT, NMOATBEPAKIAIOTCA B MOMEHT
nognucanus Joxymenra B UC aproMatH4YecKH 110 NOJNOKUTENLHOMY PEsYNsTatry CIeAyIoumx
NPOBEPOK:

* COOTBETCTBYHOILMIT MONk30BaTe/ b asropusosad B MC,

* COOTBETCTBYIONIMI KMIOY IEKTPOHHON MOANHCH BEKNIOYCH B PEECTP BBLIZAHHBIX KMHOYeH
ANEKTPOHHOM MOIIHCH,

* COOTBETCTBYIOLLMI K/IHOY 3NEKTPOHHON MOANHCH OTCYTCTBYET B PEECTPE OTO3BAHHLIX KIloUei
NEKTPOHHOM MMOAMHCH.

3.5. Bpems dopMupoBaHus IeKTpoHHOH nommuck  Qukcupyercs cpepcrsamu MUC  no
rpuHBrYcKoMy Bpemenn (UTCH0).

3.6. BuyTpeHHHe 3MEKTPOHHBIE [OKYMEHTBHI, nepeuncieHHeie B [lepeune, npusejeHHOM B
[Mpunomenun Ne 1 xk Hacrosmemy [lonmkenwio, nonnmcanusie [I3I1, npusnarorca B
OpraumM3anuu paBHBIMH 10 IOPHAMYECKOH CHIe JOKyMeHTaM Ha OyMaKHBIX HOCHTENSX,
JaBEPeHHLIM cODCTBEHHOPYYHOI MOANHCEIO.



3.7. IMomszosarenn WC npusHator, yro Busyanusaums mrramna [IDI1 npu jgemoHCTpanHu
Jloxymenta B untepdeiice MC, smnornennas cpencrsamu MC, ABISeTCS HeOCHOPHMbIM
moATBepAACHHEM (aKTa TOANMCAHWA JOKYMEHTa COOTBETCTBYIOUIMM BIACILIEM 1211
(IOMTMHHOCTE H HEOTPEKAEMOCTE).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTRBIACTCS ITYTEM 3aINICH CBEJIEHHH 0 JlokyMeHTax B apxuB
WIEKTPOHHBIX IOKYMEHTOR, KOTOPRIil asnsercs 9acteio MC.

3.9. Opranuzauns oOecrieuMBAET TEXHHYECKMMH M OPraHH3aUHOHHBIMH MEpaMu 3allnTy OT
HECAHKLMOHMPOBAHHOIO [OCTYNA M [PEHAMEPEHHOrD YHUYTOKEHHA W/HIH  HCKaKCHIA
ceefeHmii 0 JlOKyMeHTaX B apxuBe MeKTpoHHBIX JAokymentos MC, a Taike rapaHTupyer
NOATBEpIKACHHE ABTOPCTBA JLOKyMeHTa, moamucanxoro I1DI1 asTopa, B TOM HYHCIE NYTEM
YTBEPHKACHUS  [OMMEHHOTO  OrPaHMYEHHOTO  CITMCKA  JIMIL,  MMEIOUIMX  pacllHpCHHEIE
(AIMMHHCTPATHBHEIE) NPaBa JOCTYIIA K APXHUBY 1eKTPOHHLIX fokymenTos MC.

3.10. Jokymentsr xpauarcs B MC B ToM (opmare, B KOTOPOM OHH OBUTH CO3JaHBI. Cpox
xpanennd JlokymMeHTOB M cBefenuii o Jlokymentax He MoxeT OmITh MeHee 3 (Tpex) jer M
ONpe/IeNaeTcs B COOTBETCTBHH C JIOKA/IbHEIMH HOPMATHBHBIMH akramu Opranusallud win ee
CTPYKTYPHBIX NIOApasie/leHHi.

3.11. Konust 71eKTpOHHOTO JAOKYMEHTa MOKET OBITh H3rOTOBIEHA (pacrieyarana) Ha OyMaiHOM
Hocurene cpeacteamu MC wu 3asepena coberenHopyunoii noanuceio siaagensia IIO1I nubo
QIeHaMH KOMHCCHM, BKModaiomeii B celd Kak MHHUMYM pykoBomauTens OpraHusalui u Mo,
MMEIOINeE paciiMpeHHsle (aJMHHHCTPaTMBHBIC) [paBa [0CTYNa K AapxXuBy 31EKTPOHHBIX
noxymentos MC. Konus 3/1eKTPOHHOTO TOKyMeHTa Ha GyMajKHOM HOCHTENE JIOJKHA COEPIKATE
Busyanuzamuio wramna (wramnos) TDII, noarBep#iaionlyio, HTO OpPHIHHAN Joxymenra
noanucad [19I1. AyTeHTHYHOCTE IEKTPOHHOTD JOKYMEHTa M €ro KOMHH Ha OyMaiHOM
nocutene obecrieunnaerca cpenacreamu HMC.

4, [Tpapa, 003aHHOCTH H OTBETCTBEHHOCTE BIAENbIA JEKTPOHHO MOMNTHCH

4.1. Bnanenen [1211 umeer npaso:

« obpamarscs K OTBETCTBEHHOMY 3a TexHHuecKyio mnomtepikky MC nns annyanpopatis
(or3piBa), OpPHOCTAHOBKM  (BO300HOBNEHWA) JICHCTBHA — NPHHAICKAILEIO €My  Koua
WIEKTPOHHOH MOANHCH;

* B clTyuae HeOGXOAMMOCTH 3aMEHBI, BOCCTAHOBIICHHS KIIHOUA MIEKTPOHHOI MOAMHCH 00paTHTHC
k OTBeTCTBEHHOMY 3a TexHHueckyio nomiepkky HC ¢ coorsercrayroueii npock0oil 1 nomyuuTh
HOBBII KJIHOY JIEKTPOHHOM MOJTHCH;

« ofpamarkea k pykoromctsy OpraHusanuu s pasdopa KOHQUIHKTHBIX CHTYallWi (cnopoe),
BO3ZHUKAOMMX 1pu npumenennn 11311 8 MC.

4.2, Bnapeneu I1311 o0s3an:

« pecTH 06pabOTKY BHYTPEHHHX 3/EKTPOHHEIX AokymeHTOB B MC B COOTBETCTBHH CO CBOMMH
JIOKHOCTHRIMH 00A3aHHOCTAMM;

* MpPUHMMATE BCE BO3MOMKHBIE MEphl A MPEAOTBPALCHHA  HECAHKLUHOHHPOBAHHOIO
HCIIONB30BAHKMSA CBOETD KIIOUa MEKTPOHHON MOAIIHCH;

* HH [PH KAKHX YCIOBHSAX HE MepelaBaTh Ko 31eKTPOHHON NOANKCH JAPYTHM JTHLAM;

* IPH KOMIIPOMETALMK CROET0 KIKHa MIEKTPOHHOI HOAMNHCH HE3aMEUTHTENBHO 00paTHTLCA K
OTBETCTBEHHOMY 33  TexHuueckyw nommepkky MC g OpHOCTAHOBKM  ICHCTBHI
MPHHALIEKAIIETO eMy KIH0Ya JIEKTPOHHOH MOIIHCH.

4.3, Baapeney IIDI1 Hecer nMYHYH OTBETCTBEHHOCTH 38 COXPAaHHOCTH CBOEIO KIKOHa
SIEKTPOHHOI OAIMCH W ero 3alMTY OT HECAHKIIHOHMPOBAHHOTD HCIONB30BAHUA.

5. Texnonorna npumenenns cpencrs [1911 8 UC



5.1. Jina npumenenna I1911 8 MC pnagensiy 1911 HeoOXoaHMO aBTOpPU30BATECA B UC ¢
HCTOJB30BaHMeM yGmuuHOl 1 KonduieHLMansHOH Yacteii kioua [I3T] (uma nonssoparens u
napons). [logmucanme JlokymenTa BHIMOMHAETCHA MMyTeM HAKATHA HA KHOMKY "Tlopnucats” B
untepheiice MC.

5.2. Undopmaius 060 BeeX BBLIAHHBIX MOB30BATENO KIOYAX IEKTPOHHOH NOANMCH, Jatax
MOMyYeHHs W TIPeKpallieHns UX JeHcTBuA (M3BATHA) XpaHHTCA B HC nocroanno.

5.3. [pu npexpaienun y corpyihuka Opranusainy J0/KHOCTHRIX 00s3anHocTel 1o oOpaGoTke
BHYTPEHHHMX 37EKTPOHHBIX JIOKYMEHTOB C HCHOIL30BAHHEM II3I1 wam npH  YBOABHEHHH
COTPY/IHMKA €ro KIKY BHOCHTCA B peecrp OTO3BAHHBIX KModeil WEeKTPOHHOH [OAIIHCH
OTeeTCTBEHHBIM 34 TexHHdeckvio nopgepkky MC. C MoMeHTa BHECCHHA KIKO4a B peectp
OTO3BAHHBIX KIIOYEH 2MEKTPOHHOI nojmuen Bee nocheyomue JJokyMeHTEI, MOAIHCAHHbIE ITOH
[1311, He cuMTalOTCAd NMOAMHCAHHBIMH Hajne:xawium o0pasoM, T.e. MOAIMHCHID, paBHO3HAYHO
coOCTBEHHOPYYHOH.

6. 3akmouMTelEHEIE MOTOMEHMS

6.1. Hactomuee [TomoxeHne BCTYNAET B CHIY C JIATB YTBEPAACHHA.

6.2. Texer Monokenns pasmemaercs B UC. Crnocob poctyna k aktyanbHoit sepeuu [lonokenus
OIHCHIBACTCA B NONL30BaTENbCKOI nokymenTanun k MC.

6.3. Teker [lonowenus xpanuwrcs B bByxranTepud M NpefOCTABIACTCH  COTPYAHHKAM
Opranuzanuu 1o samnpocy.

6.4. Jlokymentsl, cospannsie B MC n moanucanneie [1D11 B cooTBeTCTBHM C HACTOALMM
[TonoieHneM, MPU3HAIOTCA HOPHAMYECKH 3HAYMMBIMH C IaThl yTepiKaenns [lonomeHits.



[Tpunoxenue Ne 1

K [Tonoienuio 06 Henonk3oRaHUH MPOCTOlH
EKTPOHHON MOMMHCH JUTA BHYTPEHHETO
AMEKTPOHHOTO JoKyMenToobopoTa

B TOAYCOH "Toasprosopuuckuii KIICOH"

IMEPEYEHBL JOKYMEHTOB

VYacTHHKH BHYTPEHHEro ajiexrpoHHoro nokymeHtoobopora B I'OAYCOH "llonaprosopuHckui
KIICOH" mcnone3ylT NpocTy) MEKTPOHHYH NMOANHCE NMpH 00paboTke cneayrommux MeKTPOHHBIX
JIOKYMEHTOR:
1. Axrt o npueme-nepenaue HOA (. 0510448)
Axr npueMkH Toapos, pabot, yeayr (¢. 0510452)
AKT 0 pesynerarax MuBeHTapusauuu (¢. 0510463)
AKT 0 ciHcanun 61anKoB cTporoii otueTnoctH (. 0510461)
AKT 0 ciMcaHMi MaTepHalbHEIX 3anacos (. 0510460)
AKT 0 cnucanun odbexkToB HDA (kpome Tpancnoprueix cpeacts) (. 0510454)
AKT 0 cniMcanum Tpascnoprhoro cpeiacrea (. 0510456)
3asBra-obocHoBanmue 3akynku (. 0510521)
9. Bejomocts HauMcieHns goxonos 6romxeta (. 0510837)
10. Hapemenue o Hauucnenuu goxonos (¢. 0510432)
11. UuBeHTapHad KapTo4Ka ydeTa He(yuHAHCOBEIX akTHBOB (d. 0509215)
12. MnBenTapHan KapTodka rpynnoBoro yyera HedpuHancoBeIX akTHBOB (. 0509216)
13. Kaprouka kanenosxkenui (. 0509211)
14. Kaprouka npaea nons3osanus HOA (. 0509214)
15. Haxnagsas Ha BHyTpeHHee nepememenme (. 0510450)
16. Otuer o pacxonax nogoryetHoro muua (§. 0504520) (apancosslii oTueT)
17. Akt 00 yrHim3anmn (YHASTOKEHHH) MarepualbHeX ueHHoceted (¢. 0510435)
18. XKypnan onepauuii no 3abanancoeomy cuety (. 0509213)
19. 2KypHan pertcTpaluy NMPUXOAHEIX H PACXOIHLIX KacCoBRIX opaepos (¢. 0504093)
20. Mnsle JOKyMeEHTEI

b



[punosenne Ne 2

K ITonosxenuio 06 HCMoNB30BaHUH NPOCTOH
AAMeKTPOHHON NOJANHCH JUT BHYTPEHHETO
aMeKTPOHHOID AoKyMeHToDGOpOTA

g MOAYCOH "Tonaprozopuackuit KIICOH"

I'OAYCOH "Tonapuosopuackuit KIICOH"
YBEIOMIIEHHE

®.M.0. corpynsuka, umenyemslii(ag) B mameHedmem "PaloTHMK", HACTOALIMM MOATBEPWIAET, HTO
osnaxoMuica(ace) u cornacen(na) ¢ [Monokennem o0 HCHONL3OBAHHH NPOCTOH JIEKTPOHHOH NOAMMCH JUIA
BHYTPEHHET0 2MeKTpoHHoTo Jokymentoobopora 8 TOAYCOH "TMonaprosopunckuit KIICOH", a umenno:
PaGOTHMK NpH3HAET pPAaBHOSHAYHOCTe CRoeil mpoctoit  onexrponnoii  noanucen  (manee  [191I)
coBcTBeHHOPYYHOH ToanHcH Ha OyMaykHOM HOCHTENE M 3asBifeT O MPHCOSAHHEHHH K COIMACHHIO ob
YUACTHM BO BHYTPEHHEM IEKTPOHHOM JokymeHTooGopote ¢ uenomssosamdeM [I911 na yenosmax
[Monowenus o6 HCNONE20BAHHH NpocToil  ANEKTPOHHOH OOANMCH U4 BHYTPEHHEIO JCKTPOHHOTO
noxymentooBopora B 'OAYCOH "Tlonsprosopusckuit KIICOH" B coorpercTun co ct. 428 I'pamnanckoro
koexca P® ("{orosop npucoemnnenns”) ¢ 22.03.2024.

nara nognucanus, MO



