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06 yrBep:kaenun Ilosioxkennst 06 HCMOJIBL30BAHNH NMPOCTOMH JIEKTPOHHOI MOJANMUCH H
3JIeKTPOHHOH UG PoBOii MOANMHCH VIS JIEKTPOHHOI0 JOKYMEHT0000poTa B
MyHHUIHIIAIBHOM 0X0/IZKETHOM JOIKOJbHOM 00pa30BaTe/JIbHOM yupexaeHun «/lerckni
cang Ne 68»

B nensix peanusainuu 3J€KTPOHHOTO JOKyMeHTa000poTa, Ha OCHOBaHUU DeiepaibHOTO
3akoHa «O0 anexTpoHHOM noanucu» oT 06.04.2011 Ne 63-D3 (nanee — ®3 Ne 63-D3),
NPUKA3BIBAIO:

1. VrBepaute Ilonmoxxenue 00 HCHOMB30BAaHHMHM MPOCTOM IIEKTPOHHOH MOAMUCH |
. 3JEKTPOHHOM HU(PPOBOM MNOANMUCH JUIs DIEKTPOHHOTO JOKYMEHTooOOopoTa B
MynununaisHOM OI0/UKETHOM IOIIKOJIBHOM 00pa30BaTEIbHOM yUupexaeHHH «JleTckuit

can Ne 68» (manee — ITonoxenue).

2. EpemeeBoii Mpune MuXaliJIoBHE, cTapIieMy BOCIHTATeIIO, pPa3MECTHUTh IaHHOE
[Tonoxxenne Ha odunuansHoMm caiite MBIOY Ne 68 B cern MuTtepHer B Teuenue 10
pabouux JHEH ¢ MOMEHTa ero yTBEPKICHHS.

3. Kontpossb 3a ncnonHeHnevM(ﬁﬁm‘c‘aga_‘QoraBJ;x_}o 3a coboi.
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ITos10:xenne 06 MCMOIBL30BAHUH MIPOCTOMH JIEKTPOHHOM MOANMMCH H JIeKTPOHHOI
uH(pPOBOIH MOANMUCH VIS 3JIEKTPOHHOI0 JOKYMEHT0000poTa
B MyHHIHIAILHOM (I0/KETHOM JJOMIKOJIbHOM 00pPa30BaTeIbHOM YUpeKIeHHH
«Jlerckmii cax Ne 68»

: 1. O6mue mosokeHUst
1.1 Hacrosimee ITonoxenue 06 uCIonp30BaHUM IPOCTOM 3NEKTPOHHOM MOAIMKUCH M 3JIEKTPOHHON
TOIHUCH JUIsl JIEKTPOHHOrO JOKyMEHT0000poTa B MyHUIIMIIATIEHOM OIOJKETHOM JIOIIKOJIEHOM
obpazoBatenbHOM Yyupexxnenud «Jlerckuit cam Ne 68» (mamee - IlomoxkeHue) sBiSETCS
JIOKQJIBHBIM ~ HOPMATHBHBIM  aKTOM  MyHHIMIAIBHOTO  OIOMKETHOTO  JOLIKOJBHOTO
obpasoBatenpHOro yupexaenus «Jlerckuit cax Ne 68» (manmee - OpraHusainus) U ONpeAeNseT
NOPSJIOK U yCJIOBHs pabOThl COTPYIHUKOB C AJIEKTPOHHBIMH JOKyMEHTaMH B MH(pOpMaHOHHOM
Cucreme (nanee — MC), HemocpeaCTBEHHO CBS3aHHBIME C MX TPYAOBOM AEATEIBHOCTBIO, C
NPUMEHEHHEM IIPOCTOH sneKkTpoHHON noamucu (manee — IIDII) u snexTpoHHOM HHUGPOBOI
noanucu (ganee - DLIT).
1.2 Peanusanus onpeneneHHBIX HacTOSIIUM IloJO)KeHHeM YCIIOBHM IpPHMEHEHHs IIPOCTOM
SJICKTPOHHOM TOANMMCH M 3JCKTPOHHOM 1MppoBOM moamucu oOecnednBaeT IpHIaHHE
IOPUIMYECKON CHIIBI 3JEKTPOHHBIM JoKymeHTaM Opranumzamuu B MC, TpeOyromum JIHYHON
MOAIKCH COTPYHHKA, H OTIePALIUsIM C HUMH.
1.3 Hanuuume [1911 u D1II oGecrnieunBaeT 3neKTpoHHBIM JoKkyMeHTam B VIC:
®TIOJITTMHHOCTb - [TO/ITBEPIKICHHE aBTOPCTBA JIOKYMEHTA,
® [[€JIOCTHOCTD - JOKYMEHT HE MOKET ObITh H3MEHEH I0CIIE MO IHUCAHNS;
® HE OTPHUIIAHHE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOYKET OTKA3aThCsl OT CBOEH IO/IITHCH.
1.4 Jlna moanucanus 3neKTPOHHBIX HOoKyMeHTOB B MC mcmonb3yercs aneKTpoHHas uposast
MONKCH - HH(GOPMALHS B 3JIEKTPOHHOU (popMe, KOTOpasi PHCOeIMHEHA K APyrod uH(OpMaIuu
B 9JIEKTPOHHOM (opme (moanuckiBaeMoii HHGOpPMALKH, JOKYMEHTY B 3JIEKTPOHHOM BHJIE) HJIH
MHBIM 00pa3oM CBs3aHHas ¢ Takoil MHGOpMaueil, # KOTOpas UCIOIB3YETCs Ul ONpeeIeH s
JIMIA, TIOATIUCHIBAIOIIETr0 HH(OPMALIHIO.
1.5 B kauectBe my6muunoi yactu kmoda [1OIT u OLIIT ucnone3yercs yHHKaIbHOE HMS y9ETHOM
3aIiCH, IPUMEHsIEMOe JIIs aBTopH3anuy noib3oBarens B MIC. B kavectBe KoH(DUIEHIHATEHON
yacTu kmova [1911 u DI ucnonb3yercs maposis K yY€THOM 3aMuCH.

2. TepMHHBI ¥ onIpeIe/IeHUsI
B nannom Ios10)keHMH HCTIOTB3YIOTCS CIIEIYIOLINE TEPMHUHBI M UX OIPEIEICHHUSL:
2.1 Biazenen 3neKTPOHHOH NMOAMKCH - COTpyAHUK OpraHu3aiuy, MOANUCcaBIIMil YBenoMIeH e
00 o3HaKoMJIeHHH ¢ HAacTosIMM [TooJKeHHeM W HCIONB3YIOUMHA UM TIOTB30BATeNs U TapoIh
Jutst apropusanuu B VIC;
2.2 DneKTpOHHBIN JOKyMeHT (aee - JIOKyMeHT) - ZOKyMeHT co3ianHbiii B VIC B 31eKTpoHHO#M
(opme M mOAMHECAHHBIA JNEKTPOHHOM MOANKMCHIO COTPYAHHMKA (3EKTPOHHBIMH TOITHCIMHE
coTpyaHUKOB) OpraHu3zanuu;
23 Koy 51eKTPOHHOW MOANHCH - YHHKQIbHAs IOCIEJOBaTEIbHOCTh  CHMBOJIOB,
NpeAHa3sHa4YeHHas Ul MOATBEPXKIeHHs ¢ ucnonb3oBaHueM cpenctB MC mommunoctu 1211 u
OUIT B lokymenre;
2.4 PeecTp BBIIAHHBIX KTIOYEH 3JIEKTPOHHOM MOAMUCH - XpaHsiuuiics B UC CIHCOK yHHKANBHBIX
TOC/Ie/10BATEIBHOCTEH CUMBOJIOB, COZIEPKAIIMXCS B BHITAHHBIX I10JIB30BATEIISIM MMEHAX YUETHBIX
3ammceil U mapossx;
2.5 Peectp OTO3BaHHBIX KJIIOYEH OJIEKTPOHHON MOAMHCH - Xpamsmmiics B MC cmucox



nose3oBaresieit MC, KIoun 3JIeKTPOHHOM MONUCH KOTOPBIX K MOMEHTY 0OpalleHus K TaHHOMY
peecTpy OBUIM OTMEUYEHBI KaK HeIeHCTBUTEIIbHEIE,

2.6 Onexkrtponnas iwdposas mnoxnuck (DLII) u mpocras snexkrponHas noamucu (TIOII)-
uHpopmanus B 21eKTpoHHOM (opme B VIC, Bo3HHKaIOIAss B MOMEHT BBIIIOJTHEHHS BJIaZIeNIbLEM
3JIEKTPOHHOM MmoAanucH KoMau sl noanucanus Jokymenta B uatepdeiice C, moarsepiknaromas
nomHHOCTE JlokyMeHTa w/unu ¢daxt ozHakomieHus Bianensia 1911 u OLII ¢ JlokymenTom,
KOTOpasi B3aHMHO OJHO3HAYHO CBS3BIBAETCS ¢ JIOKYMEHTOM M BIIaJENbIEM ITOIIUCH;

2.7 Wramn II2IT u DUII - Bu3yanbHas oTMeTKa 00 3JIEKTPOHHOM IMOINMCH, BKIIIOYAIOLIAs
pexsusutel 1911 u DL, koropas aBromMaTHdecku cos3naercs cpeactBamu MC npu OTKpEITHH
(Busyanusanuu) gokymenra, mnoamucanHoro I[IDIT u DUII, B wunrtepdeiice HC; Bpems
dopmuposanust [TO11 u DIIIT oroOpaxkaeTcst B ITaMIIe 110 YaCOBOMY Tosicy mnonb3oBaress VC;
2.8 OOpaboTKa 5JIEKTPOHHOTO IOKyMeHTa - AedcTBHs mosb3oBarenass MC ¢ 2eKTpoHHBIM
nokymeHTOoM cpeactBaMu MC, BKiIoyast, HO He OTpaHUYMBAsCh: CO3aHKE, IPOBEPKA, TOAITHCAHHE
[12IT u DUII, uadopmupoBanue apyroro mosszoBaresiss VIC o JOKyMEHTE, MOATBEPXKICHHE
MOJIy4YeHHSs], 03HAKOMJICHHE, CO3aHHe KONTUU Ha OyMa)KHOM HOCHTEJIE, OTKJIIOHEHHE, yIaIeHHE.

3. Obecnieuenne IOPHIHIECKOH CHIIBI 3JIEKTPOHHBIX JOKYMEHTOB
3.1 XXusnennsi mukn Jlokymenta B MC BiIIOYaeT: CO3JaHHME U MpPOYME ACHCTBHS IO €ro
obpaboTke, orpaxeHue B yvere, a Takke xpaHenue B MC. VIC obecneumBaeT perucrpaiuio
neiicTBui monb3oBareeii ¢ JJokyMeHTOM (JIOrHpOBaHUE) B TEUCHHE KU3HEHHOIO LIUKJIA.
3.2 Bce mmamemsusr IIDI1 u DOUIT npusnator paBHO3HauHOCTh cBoedt IIOIT m OIIII
coOCTBEHHOPYYHOH NOANKMCH HA OyMa)XXHOM HOCHTEIE.
3.3 IMonuomouns Braxenbua [12I1 u DI, moamucasmero JlOKyMEHT, MOATBEPXKIAIOTCS B
MoMmeHT noxanucaHus Jlokymenta B MC aBToMaTtu4ecku IO IOJIOXKUTEIBHOMY pE3yJIbTaTy
CJIEYIOIIMX ITPOBEPOK:
® COOTBETCTBYIOIIUH MOJIb30BaTe)b aBTOpu30BaH B YIC,
® COOTBETCTBYIOLIMH KIIIOY 3JIEKTPOHHON IOJMHCH BKJIIOYEH B PEECTP BBIJAHHBIX KIKOYEH
IEKTPOHHOM MOJIUCH,
® COOTBETCTBYIOLIHMH KJTFOY 3JICKTPOHHOM MOJIMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIOYEH
9JIEKTPOHHOM MOAHUCH.
3.4 Bpems ¢opMupoBaHHsS 3JIEKTPOHHOH mnoamucu ¢ukcupyercs cpeactBamu HC 1o
rpunBudckomy Bpemenu (UTC+0).
3.5 DnexktponHble a0KyMeHThl, moanucanubie [IOIT m DOIIII, npusnatorcss B Opranuzanuu
pPaBHBIMH TI0 IOPHIMYECKOH CHJIE JOKYMEHTaM Ha OyMaXKHBIX HOCHTESX, 3aBEPEHHBIM
COOCTBEHHOPYYHOM IOITHCHIO.
3.6 Ilons3zoBarenu VIC npusHaiot, yro Busyanusanus mramma [I211 u DIIT npu nemoHcTpanuu
Jlokymenta B uHTepdeiice VMC, BomonHenHas cpexnctBamu WC, sBisieTCS HEOCIOPHMbBIM
HOATBEPKACHHEM (paKTa MOJIMHCAHUS JOKYMEHTa COOTBETCTBYIOIMUM BiaaeasieM [1911 u DILIIT
(MOTMHHOCTH M HEOTPEKAEMOCTB).
3.7 Xpanenue JIOKyMEHTOB OCYIIECTBJISIETCS IyTeM 3aIlMCH CBeAeHHi 0 JIOKyMeHTax B apXHB
9JIEKTPOHHBIX JOKYMEHTOB, KOTOPKI siBjsieTcst yacThio MC.
3.8 Opranmzauus obecrieyuBaeT TEXHUYECKMMH W OPraHM3alMOHHBIMH MEpaMH 3allUTy OT
HECAHKIIMOHMPOBAHHOIO JIOCTyIla M IPEJHAMEPEHHOTO YHMYTOXKEHHS W/WIA HCKaKEHUS
ceenieHuii o JIoKyMeHTaX B apXHBe 3JIEKTPOHHBIX JOoKyMmMeHTOB MC, a Takxe rapaHTupyer
NOATBEPIKICHHE aBTOPCTBA JOKyMeHTa, noanucansoro [1911 u DLIIT aBTopa, B TOM uuncie nmytem
YTBEP)KJIEHHUsT IMOMMEHHOIO OrPaHWYEHHOrO0 CHHCKAa JIMI, HMEIOUIMX pacCIIMpEeHHBIE
(aIMHHHCTPAaTHBHBIE) IIPaBa JOCTYIIA K apXUBY JIEKTPOHHBIX JOKyMeHTOB MC.
3.9 loxymenTs! xpansres B UC B Tom popmare, B KOTOpoM OHE ObUTH co31aHbL. CPOK XpaHEHHs!
JlokymMeHTOB ¥ cBeleHH# 0 JIokyMeHTax He MOXeT ObITh MeHee 3 (TpeX) JIeT M ONpeenseTcs B
COOTBETCTBHH C JIOKAJIbHBIMH HOPMATHBHBIMH akTamMu OpraHu3allid WIH €€ CTPYKTYPHBIX
TIOpa3Ie/ICHHIA.
3.10 Komnus 51€KTpOHHOIO JOKyMEHTa MOXKET OBbITh H3roTOBJIEHA (paciieyaTana) Ha GyMaKHOM



Hocutese cpeacramMu VIC u 3aBepeHa coOCTBeHHOpYUHOM noanuckio Brajgensua [1911 u OII,
b0 YieHaMH KOMHCCHH, BKIIIOUaromeif B ce0st kak MHHUMYM pyKoBoAuTenst Opranusanuu u
JIMII0, UMEIOIIee PacIIUpeHHble (aJIMHUHUCTPATUBHBIE) IpaBa JOCTYyNa K apXHBY 3JIEKTPOHHBIX
nokymeHToB MC. Komnust 371eKTpOHHOro TOKyMeHTa Ha OyMa)XHOM HOCHTENIE J0JDKHA COJIEPIKATh
Bu3yanu3anuio mrammna (mramos) [19I1 u D11, noaTBepkaatomyto, uto opuruHai JJokymeHTa
noanucad [1DIT u DIIIT. AyTeHTHYHOCTH 3JIEKTPOHHOTO JOKYMEHTA M ero KOIUH Ha OyMa)KHOM
HocuTene obecneunBaercs cpeacreamu MC.

4. IIpaBa, 00513aHHOCTH H OTBETCTBEHHOCTH BJIA/ICJbLA YIEKTPOHHOM NMOANUCH
4.1 Bnanenen 11911 u LT umeer npaso:
e obOpamarbess Kk OTBETCTBEHHOMY 3a TeXHHYecKyio mnomuepxkky MC ans aHHymupoBaHHs
(oT3BIBa), MPUOCTAHOBKH (BO300OHOBIICHHS ) I€HCTBUS IPHUHAIIEKALLET0 eMY KJII0Ya 3JIEKTPOHHOM
IOJIITUCH;
e B ClTy4ae He0OXOUMOCTH 3aMEHBI, BOCCTAHOBJIEHHUS KJTFOYa 3JIEKTPOHHOM MOANUCH 00paTHTECS
K OTBETCTBEHHOMY 3a TeXHHUYECKYI0 moanepxky MC ¢ cooTBeTcTBYIOMEH MPOCKOOH M IOIYYHThH
HOBBIH KJIIOY 3JIEKTPOHHOM! ITOATIHCH;
e oOpamarbess K pykoBoacTBy OpraHuzanuu i pazbopa KOHQIMKTHBIX CHTyalui (Cropos),
Bo3HuKaromux npu npumenenuu 1911 u DI B UC.
4.2 Brnanenen 1311 u DIIIT o6si3an:
e BecTH 00pabOTKY BHYTPEHHHX 3JIEKTPOHHBIX HOKyMeHTOB B MIC B COOTBETCTBHH CO CBOUMH
JOJDKHOCTHBIMHU 00S13aHHOCTSIMH;
® [pHHMMATh BCE BO3MOJXKHBIE MeEpBl JJIs INPENOTBPALICHHUS HECAHKIHOHHUPOBAHHOI'O
HCIIOJIB30BAHMSI CBOETO KJIIOYa 3JIEKTPOHHOM MOIIHUCH;
® HHU IPU KAKUX YCJIOBUSIX HE MepeaBaTh KIII0Y 3JIeKTPOHHON MOAIMUCH APYTHM JIMLAM;
® [IpU KOMIIPOMETAIMH CBOEr0 KJIIOYa 3JIEKTPOHHOM MOAMHMCH He3aMeIJIHTEIbHO 00paTHTBCS K
OTBeTCTBEHHOMY 3a TeXHHYecKylo mnomuepxkky WMC s NpHOCTAaHOBKH — AEHCTBUSA
IPUHAJIEKAILETO €My KITI04Ya 3JIEKTPOHHOM IOIIHUCH.
4.3 Bnagenen [19I1 u DLII HeceT MUYHYIO OTBETCTBEHHOCTH 3@ COXPAHHOCTH CBOETO KIIHOYA
3JIEKTPOHHOM MOJAMKCH M €ro 3alIUTy OT HECAHKIIMOHHPOBAHHOTO UCIOIB30BAHHUS.

5. Texnosnorusi npumenenus cpeacts I u I B UC
5.1 Jins npumenenus [1211 u DL 8 UC Bragensiry 1911 u DL He06X01MMO aBTOPH30BATHCS
B VIC ¢ ucnonb3oBanueM myOnu4yHON M KOHpHAeHIMaNbHOH yacTeit kmoua [1911 u DLII (ums
nosnb3oBarens ¥ naposb). [lognucanue JIoKyMeHTa BBINOJHSETCS MyTeM HaKaTHUs HA KHONKY
"TToanucats" B uaTepdeiice UC.
5.2 Undopmanus 060 BceX BBIIAHHBIX IOJIB30BATENIO KIOYAX 3JIEKTPOHHOM IOAIMMCH, JaTax
TNOJIyYeHMs ¥ IIPeKpalieHus ux AeHcTBus (u3patus) xpanurcs B VIC nocrosiHHO.
5.3 Ilpu npexpamenuu y corpyauuka OpraHu3zaiyy JODKHOCTHEIX 00s3aHHOCTeH M0 006paboTke
BHYTPEHHHX JJICKTPOHHBIX JOKYMEHTOB ¢ ucnoab3zoBanueM [I9I1 u DLII wim npu yBosbHEeHHH
COTPYAHMKA €ro K04 BHOCHTCSI B PEECTP OTO3BAaHHBIX KIIIOYEH O3JIEKTPOHHOH IIOAIHCH
OtBercTBeHHBIM 3a TexHuueckylo mnojuepxky MC. C MoMeHTa BHECEHHS KiIIO4Ya B PeecTp
OTO3BAaHHBIX KJIIOUYEH 3NIEKTPOHHON MMOJIMCH Bee Nocneayonye JJOKyMeHThI, TOAMHCaHHbIE TON
[I9I1 u OUII, He cuHTaOTCS NOANUCAHHBIMH HaUIeKAIIUM 00pa3oM, T.e. IOAMKCHIO,
PaBHO3HAYHON COOCTBEHHOPYYHOIA.

6. 3akn0unTeIbHBIE MOJI0KEHHUSI
6.1 Hacrosimee ITonoxenue BCTynmaer B CUITy € JaThl YTBEP)KACHHS.



