«MUHHCTEPCTBO KyJILTYpEI Kpacnonapckoro kpas
Focynapcereennoe aBToHOMHOE yupeskaenue KYJbTYPbI
Kpacnonapexoro kpas «Teatp 3amuruuka OTedecTsay

ITPUKA3

«10» HOsIOps 2022 T. Ne 343
r. KpacHonap

06 yTBepsxaennn Ionoxenns 06 HCIOAB30BAHIK NPOCTOMH 3JIEKTPOHHOI
MOAMHUCH /ISl BHYTPEHHEr0 3JIeKTPOHHOr0 JoKyMeHTooGopoTa B TAVK KK
«Teatp 3amuTnuka OrevyecTBay

B uensx mnopsimrenus s¢gpexTHBHOCTH ACTIONPOU3BOJCTBA M YCKOPEHUS
noxymeHToobopora B 'AVK KK «Teatp 3amurauka Oreyectnay

ITPUKA3BIBAIO:

1. VTBepoute u BBecTu B meiictBHe ¢ 10.10.2022 roga Ilonoxenue 06
HCMOB30BAHUY NPOCTOM 3JIEKTPOHHON TOANMUCH ISl BHYTPEHHETO 3IEKTPOHHOIO
noxymentoobopora B 'AYK KK «Tearp 3amuraika OteuecTBay (ITpunoxenue).

2. Cnennanucty no Mmapketusry Tumuayk E.C. pasmectuts Texet ITooxeHus
Ha odurnansHoM caiite TAYK KK «Tearp 3amutauka OTevecTBay.

2.1 Tlo 3anpocy mpemOCTaBIATE COTPYIHHKAM TekeT IIoToeHus JU1S

O3HaKOMJIEHUS.

3. PyKoBoIuTeNnAM CTPYKTYpHBIX MOIpPA3feleHHH JOBECTH HACTOSIIEE
[Tonoxenue 10 cBeneHUs pabOTHUKOB TOMYMHEHHBIX No/pa3/ieleHni, KOTOPEIE B
COOTBETCTBHM C JOJDKHOCTHBIMM OOS3aHHOCTAMH  SIBJIAKOTCS — YYaCTHUKAMHU
BHYTPEHHETO 3JIEKTPOHHOI'0 JOKYMEHTOOO00pOTa H 06ECIIeYUTH IOIHUCAHNE
KaXIbIM YYaCTHHKOM YBeOOMJIEHHMS 00 O3HAKOMIEHHH ¢ LloNoXkeHHeM 10
11.11.2022 ropa.

4. Kontposns ucrionsenus INpukasa ocTapisio 3a co6oii.

7#

PykoBonurens E.C. JlykoBuu




IIpunosxenue k nmpukazy No343
ot 10.11.2022 ropna

IHosokenune 06 HenoIL30BaAHKH NPOCTOH 3JIEKTPOHHOM MOANHCH A

BHYTPEHHEr0 3JIEKTPOHHOIO 10KYMEHT0060poTa B Tl'ocymapcreennom

ABTOHOMHOM Y4pexIeHHH KyJAbTypPbI Kpacnopapcxoro kpas «TeaTp
3amuTHuka OTevyecTBay.

1.06mue nonoxenus

1.1. Hacrosmee ITonosxenne 06 HCMOIb30BAHHE NIPOCTOHN 3NEKTPOHHOM
TIOAMHICH B HH(YOPMAIIMOHHOMU CUCTeMe (fasee - HC) TAVK KK «Teatp 3amurauka
OreuectBa» (manee - IlonoxkeHne) sBIAETCA JTOKAIBHBIM HOPMAaTUBHBIM aKTOM
I'AYK KK «Tearp 3amutunka OTtedectsay (manee - Oprauuzanus) u oIpejenser
TMOPANOK U YCIOBHS PabOTEl COTPYIHHUKOB C 3EKTPOHHBIME nokyMeHTamu B HIC,
HCMOCPE/CTBEHHO CBA3AHHBIMU C MX TPYJOBON HEATENBHOCTHIO, C IPUMEHEHHEM
[IPOCTOM NEKTPOHHOM moamucu (manee - ITII).

1.2.  YuacTHHKaMM 3IIEKTPOHHOTO B3aUMONEHCTBHS Ha YCIIOBUSIX,
OIPENENCHHBIX HacToAmuUM [TonoxeHueM, ABNAIOTCS coTpynuukn OpraHusaimu,
MOANHUCABIINE YBEAOMIECHHE 00 O03HAKOMICHHW ¢ IIOOJKEHHEM. O6paszen
YBenomiienuss npusenen B Ilpunoxenum Ne 2 x Hacrosmemy [lomoxkeHwuro.
Ioxnucanue  cotpymuukom  Opranmsaimu  YBemoMIIeHHs PAaBHO3HAYHO
MPUCOCTIMHEHUIO K COINIAMICHHIO 00 y4acTWHM BO BHYTPEHHEM 3IEKTPOHHOM
HNOKyMeHTooOopoTe ¢ wucmons3obanueM IIDI1 Ha YCIOBHAX HACTOSIIETO
[TonoxeHust B cooTBeTcTBHU CO cT. 428 I paxnaHckoro koxexkca P® ("[lorosop
npucoeIuHeHus").

1.3. Peanusaunus omnpeneneHHBIX HACTOAIMMM IloJ0KeHmeM YCI10BHiIt
IPUMEHCHHUSA  TPOCTOM  JIEKTPOHHOW TMOAMHCH obecreynBaer puaaHue
FOPUMYECKOH CHIIBI BHYTPEHHHM 3JIEKTPOHHBIM JJOKYMEHTaM Opranuzanuu B UC,
TpeOYIOLIMM JIMYHOM MOMKUCH COTPYAHUKA, U OIIEPALIMSIM C HUMH.

1.4. Hanwaue 1911 o6ecrieunBaeT BHY TpeHHIM DIIEKTPOHHBIM JIOKYMEHTAM B
HC:

* IIOOJIMHHOCTD - IOATBEPIKACHUE aBTOPCTBA AOKYMEHTA,
¢ OCJIOCTHOCTE - JOKYMEHT HE MOXET OBITE U3MEHEH ITOCJIE TIOAITHUCAaHUA,

* HC OTPHI[aHHE aBTOPCTBA (HeOTpeKaeMOCTL) - ABTOP HE MOXET OTKa3aThbCs
OT CBOEH IOIITHCH.



1.5. JIna nomnucanus JJICKTPOHHBIX NoKyMeHTOB B MC wucmomssyercs
Ipocras

SJICKTPOHHAs MOAMMCh - HUHQOPMALHSI B SIEKTPOHHOM Gopme, kortopas
MPUCOCMHCHA K NPYroi HH()OPMALMK B 3JIE€KTPOHHOM dopme (moanuceiBaemoit
MH()OPMAIUH, JOKYMEHTY B 3JICKTPOHHOM BHIIE) MJIM MHBIM 00pa30M CBS3aHHAS C
TaKod HH(popManumeil, um koTopas HCIONB3YeTCsl Ul ONpedesieHns] JIWIIa,
IIOIMHCEIBAOIIEr0 MH(pOPMALIMIO.

1.6. B xauecTBe ny6amunoit yactu kmoua [T VCITIOJIB3YETCSI YHUKAIEHOE
HMs yYETHOW 3aIllCH, NPUMEHSeMoe IS aBTOpu3aluu moJss3oBatens B MC. B
KauecTBe KOH(UICHIIMANIBHOMN YacTr Kiroua [13I1 UCIIOJIE3Y€ETCS ITapoIIb K YUETHOM
3aIlHUCH.

1.7. UsrotoBnenue (reneparmro), BeIIavy U peructpanuio B UC ykazaHHBIX
B I1.1.6 nMen mone30BaTeneit u maponeit ocyuiecTsiseT (ganee - OTBETCTBEHHBIH 3a
TeXHHYECKYI0 nojuepxky MC).

1.8. Tlapons mome3oBatenss UC MoskeT GBITH M3MEHEH ero BJIaJIeIbIIEM B
M000H MOMEHT mocne aBropusanuu B UC, Pexomennmyercst uamensTh napons He
PeXe ONHOro pasa B Tpu Mecsua. Jlis CHIWXEHHs pHcKa moxbopa mapons u
HECAHKLMOHUPOBAHHOTO HCMONB30BAHMs JPYTUM JIMLOM KIOYA 3JIEeKTPOHHOM
MOATHUCH PEKOMEHIYETCS HE 3a/1aBaTh IapoJId, HCIIOJb30BaHHbIE PaHee.

2. TepMUHBI 1 ONpeeneHuUs

B nannom ITonoskeHMM HCMOMB3YIOTCS CIICOYIOIIME TEPMUHBI U HX
OIIpEJIeIICHHS:

2.1. Bnajiesnen IpoOCTO 31€KTPOHHOM MOIMHCH - coTpynHuK OpraHusaiuy,
NOANMCABIINK YBeNOMIIEHHe 06 O3HAKOMJIGHHH C HACTOSIIUM ITONOEHHEM H
HCTIOJIB3YIOIME MMsl [10JIb30BATENS M IAPOIb UIs aBTopu3auuu B VC;

2.2. BHYTPEHHHII JIEKTPOHHBINA JOKYMEHT (manee - JIOKyMeHT) - OKYMEHT
OAHOTO M3 THIOB NOKYMEHTOB, NpUBeAeHHBIX B ITpunoxennu 1 k HacTosmeMy
[Tonoxenuro, cosmanueii B HMC B ONICKTPOHHON (opMe U INOAIUCAHHBIH
SJIEKTPOHHOH MOJIMHUCHID COTPYIHUKA (DJIEKTPOHHBIMH ITOMUCIMU COTPYIHUKOB)
Opranuzanuy;

2.3. KIIOY OJIEKTPOHHOM TMOXIHCH - YHHUKQJIbHAsI TOCJIEN0BATEIBHOCTD
CUMBOJIOB, IIPEAHA3HAUCHHAs! UL IOATBEPKACHHSA C UCIIOJIb30BaHueM cpencTs MC
noamuaHocTH 11211 B JJokymenTe;



2.4. peecTp BBINAHHBIX KIIOYeil BIIEKTPOHHOM MOJINCH - XpaHsuuiics B YUC
CITMCOK  YHUKANBHBIX  IOC/IEN0BATEeNBHOCTEH CHMBOJIOR, COIlepXKalUuXCsI B
BBIIaHHBIX TI0Ib30BATE/ISAM UMEHAX YYETHBIX 3aruceif u IIapoJIsIX;

2.5. peecTp 0TO3BaHHBIX KIIHOUeit SJIEKTPOHHOM MOANNCH - Xpansimuiics 8 YIC
CIMCOK romb3oBarelielt VIC, y KOTOpEIX Kitoun 31eKTpOHHOM MOMHCH K MOMEHTY
OOpaIenHs K JaHHOMY peecTpy GBUTH OTMEUYeHE! Kak HEIEHCTBUTENBHEIE;

2.6. mpocTas SIEKTPOHHAS! TIOMKCH (II3I1) - urdopmanus B smexTpoHHOMN
dopme B HIC, BO3HMKAIOIAS B MOMEHT BbIIOIHEHHS BJIQJIENIBLEM DIIEKTPOHHOM
TMOAIMHCH KOMaHLBI oAnucanus JlokymenTa B uuTepdetice IC, noarsepynaromast
MOAMMHHOCTE  JIokymeHTa wu/umi  (akT o3Hakomienus Bmagensma IO ¢
JloKyMeHTOM, KOTOpas B3aHMHO OIHO3HAYHO CBS3BIBAETCS C HoxymeHTOM M
BIIaJIEIBLIEM ITOAIIHCH;

2.7. wramn IIOII - BusyameHas oTMmeTka 06 DIEKTPOHHOM IOMITUCH,
BKJrovaiomass pekBU3UTh! I1011, koTopas aBromMaTHuecku cozmaercs CpefcTBaMu
UC npu orkpetHu  (Bu3yanmsammm) JNOKYMEeHTa, mnoanucanHoro IIDI1, B
unTepdetice VIC; Bpems dopmuposanus IT3IT oToOpakaeTcss B IITaMIle 10
4acoBoMy moscy nomnb3oBarens UC;

2.8. 00paboTKa 3IeKTPOHHOrO TOKYMEHTa - AeifcTBHS mofs3oBarens VIC ¢
SNIEKTPOHHBIM NOKyMEHTOM cpefctBamu KC, BKIIOYas, HO He OrpaHUUMUBASACE:
CO3MlaHue, MpoBepka, noanucanue 11311, nuadopmuposanue Apyroro moms3oBaTes
HC o noxymeHTe, OATBEPKIEHHE IOy 4eHH s, O3HAaKOMJIEHHE, CO3JaHHe KOIIMH Ha
OyMa)XHOM HOCHTEIIe, OTKIOHEHHE, YIaleHHe,

3. Obecneuenue IOPUIMIECKOI CHITEI BHYTPEHHIX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. J)KuzHeHHBIN LMK Hoxymenta B C Bkrodaer: cosjanue u [IpoYHre
JCHCTBHS 110 ero 06paboTKe, OTpaXKeHHE B ydueTe, a TaKKe xpanenue B UC. UC
obecrieunBaeT  perucTpalMio  AelCTBHH  MOMB30BaTeNedl ¢ JokyMeHTOM
(IorupoBaHHKe) B TeUEeHHE KUZHEHHOTO [UKJIA.

3.2. Bce mmamemsupl IIDI1 mpusHaloT paBHO3HAYHOCTH cBoeit ITDII
COOCTBEHHOPYYHOH IOANMCH Ha GyMasKHOM HOCHTeJe,

3.3. Coszpanue IIOI1 B UC urMuumpyercs COOTBETCTBYIOIIUM JACHCTBHEM
Biagensua IIOII, T.e. He BBIMONHSETCS ABTOMATHYECKH WM HE3aMETHO IUIS
BJIafieIbIIA.



3.4, TlonHomouus Bmamensua [IDI1, moamumcasmero JoxymenT,
HOATBCPXKAAIOTCA B MOMEHT nojnucaHust JlokymeHTa B UC aBTOMATHUECKH IO
TIOJIOKUTEILHOMY PE3yNbTaTy CIeIyIOLIUX [POBEPOK:

® COOTBETCTBYIOIIUI N10JI30BATENH aBTOpH30BaH B VIC,

* COOTBETCTBYIOUIMH KIJIIOU DIEKTPOHHOI IOAMHMCH BKIIOYEH B peectp
BBIZIAHHBIX KJIFOYEH 37IeKTPOHHOM OJTHCH,

* COOTBETCTBYIOIIMM KIIIOY JIEKTPOHHOM MOAIMCH OTCYTCTBYET B peectpe
OTO3BAaHHBIX KJIFOYEH 3JIEKTPOHHOMN MOIHCH.,

3.5. Bpems GopMupoBaHUs 5IEKTPOHHON MOATHCH (Gukcupyetcs cpencreamu
VIC 1o rpunBuackomy Bpemenu (UTCH0).

3.6. BHyTpeHHHe d11EKTPOHHEIE JOKYMEHTHL, nepevncienHsle B [lepeune,
npuBeneHHOM B [lpunoxxenuu Ne 1 x HacrosawmeMy Ilomorkenuio, moanucaHHBIE
11311, npusnatoTcst B OpraHu3anuy paBHEIMH O IOPUINYECKON CHIle TOKYMEHTaM
Ha OYMa)XHBIX HOCUTEIISIX, 3aBEPEHHBIM COOCTBEHHOPYUHOH MOJITHCHIO.

3.7. Ions3oBarenu UC NPU3HAIOT, YTO BU3yanmusauusa urammna [IDIT mpu
AemoHcTpauuu [loxymenta B untepdeiice VIC, BeImonHeHHAs cpenctBamu MC,
ABIIACTCA  HEOCIOPUMBIM  MOATBEPXKACHHEM (DakTa IOANHCAHUS JOKyMEHTa
COOTBETCTBYIOIIUM BiaaensueM [1OI1 (nogmuHHOCTE 1 HEOTPEKaeMOCTh).

3.8. Xpanenue JlOKYMEHTOB OCYILIECTBIsETCS IIyTEM 3aIllUCH CBEOEHHUH O
JlOKyMeHTaX B apXHB 3JIE€KTPOHHBIX NOKYMEHTOB, KOTOPbIi siBIsieTcs yacTero VC.

3.9. Opranumsanms obecneyuBaeT TEXHUYECKHUMH U OpraHU3aIMOHHEIMH
MEpaMu  3alUTY OT HECAHKUHOHHPOBAHHOTO MOCTYIda W IIpeIHaMEepeHHOTO
YHHYTOXCHUS M/UIKM UCKaXKECHUS CBelleHuit 0 JIOKyMeHTax B apXuBe JIEKTPOHHBIX
noxymentoB MC, a takxke rapaHTHpyeT MOATBEPIKICHHE aBTOPCTBa JOKYMEHTAa,
noanucanHoro ITOIT aBropa, B TOM wYmcie myTem YTBEPKIACHHUS ITOMMEHHOIO
OTPaHAYCHHOTO CIMCKA JIULI, UMEIOILHX PaClIUpeHHEIe (aIMUHUCTPATUBHEIE) IPaBa
JIOCTyMa K apXHUBY 3IE€KTPOHHEBIX HoKyMeHTOB MC.

3.10. MoxymenTsr xpansres B UC B ToM dopmare, B KOTOPOM OHM OBLTH
co3fanbl. Cpok XpaneHus JJokyMeHTOB U CBeJleHH 0 JIOKYMEHTax He MOeT OBITh
MeHee 3 (Tpex) JIeT U OIpeeNsieTcs B COOTBETCTBIH C JIOKATBHBIMU HOPMaTHBHBIMH
akTamMu OpraHu3aluy MM ee CTPYKTYPHEIX MOIpa3ielIeHHIA.

3.11. Kommsa 3JeKTPOHHOrO JOKYMEGHTA MOXET OBITh H3rOTOBJICHA
(pacevaTana) Ha OyMaXXHOM HOCHTEJE cpencteamu  HMC u 3aBepeHa
coOCTBEHHOpYYHOH moanuchio Bhagensua 111 nu6o umeHAMH KOMUCCHH,
BKJIIOYAOIIEH B Ce0sl Kak MUHUMYM pyKoBoAuTeNs OpraHu3aliy 1 JIMIO, UMEIOIIee
pacIIMpeHHble (aJAMMHUCTPATHBHbIE) MpaBa IOCTYNd K apXMBY 3JIEKTPOHHBIX
noxkymentoB MIC. Komus 371€KTPOHHOrO DOKyMEHTa Ha GYMaKHOM HOCHTENe



AOIDKHA CONCPKATh BU3yanu3auuio mramma (wrammos) [TO11, O TBEPKTAIOIIYIO,
4TO opuruHan Jlokymenra mnogmucan IIDII. AYTEHTHYHOCTb 3JIEKTPOHHOIO
IOKYMEHTA U €ro KOIHMH Ha OyMaXHOM HocuTele oGecrieunBaetcs cpencramu UC,

4. IlpaBa, 06S3aHHOCTM M OTBETCTBEHHOCTE BIAJEJIbla 3IeKTPOHHOU
MOATTHCH

4.1. Bnapener ITOI1 umeet npago:

* obpamarscs x OTBETCTBEHHOMY 3a TEXHUYECKYI0 nomuepxkky WC mus
AHHYNTAPOBaHUS  (OT3BIBA), NPHUOCTAHOBKH (Bo300HOBNIEHMs])  HeHCTBUS
NPAHAUIEKAIIETr0 eMy KIII0Ya 3JIeKTPOHHOM IOAMTUCH;

* B ClIy4ae HeOOXOIUMOCTH 3aMeHBI, BOCCTAHOBJICHHUS KIIOYA JJIEKTPOHHOH
nonmuck obpatuthes Kk OTBETCTBEHHOMY 3a TeXHHYeCKyro nonmepxxky HUC c
COOTBETCTBYIOLIEH MPOCHOOH U MOIYYUTH HOBBIH KITIOY 3JIEKTPOHHOM MOATHCH;

* ofpamaTecsi K pykoBoacTBY OpraHH3alyd s pa3bopa KOH(IHKTHBEIX
CHTYyalli# (CIIOPOB), BOSHUKAKOWIUX TIpU IpuMeHenunu [T1I11 B UIC.

4.2. Bnapeney [1311 o6g3au:

* BeCTM 00pabOTKy BHYTPEHHHX OJIEKTPOHHBIX JOKyMeHTOB B WC B
COOTBETCTBHU CO CBOMMH JOJDKHOCTHBIMHU 00S3aHHOCTIMH,

_ IIpUHHUMATh BCeE BO3MOJKHEIE MEPEI PIR)G:S IIpeanoTBpallcHUA
HECAaHKIIHOHUPOBAHHOI'O MCII0JIb30BAaHUS CBOEr0 KJIFO4Ya 3J'I€KTpOHHOI71 TIOJITHCH,

* HH IIPH KaKHX YCJIOBHAX HE nepenaBaTb K04 SHGKTPOHHOﬁ IIOOITUCH
APYIHM JIHIIAM;

° TpH  KOMIPOMETallUM  CBOEr0  KIIOYa  3JIEKTPOHHOW  IOMIUCH
HEe3aMeIJIHTEIbHO 00PaTUThLCS K OTBeTcTBEHHOMY 32 TEXHUYECKYI0 noanepx Ky MC
AJIS IPYOCTAHOBKM ACHCTBUS IPUHAJIEKANIEr0 MY KITFOUa DJIEKTPOHHOM MOITHCH.

4.3. Bragenen ITOI1 HeceT THYHYIO OTBETCTBEHHOCTH 33 COXPAHHOCTH CBOETO
KI0Ya 3JIEKTPOHHOH TOMNKMCH U €ro 3alllUTy OT HeCAHKIUOHUPOBAHHOTO
HCII0JIb30BaHUS.

5. Texnonorus npumenenus cpencts ITOI1 B IC

5.1, Hna npumenenuss IIOII B WUC Bnamemsmy IIDIT Heo6xomumo
aBTopu3oBatecss B MC ¢ ucnonp3oBanneM myGiuuHON M KOH(GUICHIMATIBHOM



yacred kmoua IIDI1 (ums mone3oBaTesns u napoins). Ilognucanue Jlokymenra
BBINOJIHACTCA MyTeM HaXaTus Ha KHOIKy "[Toxmnucars" B mHTepdheiice UC.

5.2. Madopmanust 060 Beex BBIIAHHBIX MOJB30BATENIO KIFOYAX 3JIEKTPOHHOMH
HMOZAIHNCH, aTaX MOy ICHHUS 1 IPEKPAIIEHHS HX JeHCTBUA (M3BATH) xpanutes B UC
MIOCTOSIHHO.

5.3. Ilpu mpeKpaleHWH Yy COTPYHHHMKA OpraHusanuu  JONKHOCTHBIX
obsi3aHHOCTell 10  06paborke BHYTPEHHUX OJIEKTPOHHBIX JOKYMEHTOB C
ucrnons3oBanueM IISI1 Uiu npu yBONBHEHHM COTPYIHHKA €ro KIFOY BHOCHTCS B
PCECTp  OTO3BAaHHBIX KIFOYEH JJIEKTPOHHOW mommucu OTBETCTBEHHBIM 34
TexHuIecKyio noaaepxky MC. C MoMeHTa BHeCeHHUs KITI0Ya B PeecTp OTO3BAHHBIX
KITIOYeH SIICKTPOHHOH TMOJIIHACH BCE MOCTETYIOLINE JIOKyMEHTEBI, MOANMMCaHHbIE
aToi II31], He cunTarOTCS MOAMHUCAHHBIMU HaJuIexalumM obpas3omM, T.e. MOIUChIO,
PaBHO3HAYHOH COOCTBEHHOPYUYHOH,

6. 3aKIIOYHTEIbHBIE TTOJIOKEHHU A

6.1. Hacrosmtee ITosoxeHye BCTynaeT B CHILY ¢ 1aThl YTBEPXK/CHHUS.

6.2. Texct ITonoxenus pasmemaercs B UC. Crioco6 JIOCTyNa K aKTyalbHOH
Bepcun ITosoxeHust ONUCEIBAETCS B IIOJIB30BATENECKOM JoKyMeHTauu k VIC.

6.3. Tekcr IlonoskeHHs XpaHUTCA Y M IIPeIOCTaBISLETCS COTpYIHUKaM
Opranusanuu 1o 3ampocy.

6.4. JloxymenTsl, cosnansbie B MMC u nogmucaunsie 1191 B COOTBETCTBHHE C
HacToAmUM IlonoKeHueM, NpPU3HAIOTCS IOPUAWYECKH 3HAYHMBIMU C  JAThI
yrBepxkaeHus [lonoxenus.



