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IHonoxenue 00 HCNOIB30BAHUY MPOCTOM IJICKTPOHHOM NMOANUCH
JJIS1 BHYTPEHHEI 0 3JIEKTPOHHOI0 JIOKYMEHT0000poTa
B MyHUIIMNIAJIBHOM OIOPKETHOM JIOIIKOJIBHOM 00pa30BaTeIbHOM YyUpEKICHUU
«Jletckmit cag Ne 5»

1. O0une moJIoKeHus

1.1. Hacrosimiee [lonoxenne 06 MCMoIb30BaHUU MPOCTOM 3EKTPOHHON MOJIUCH IS
BHYTPEHHETO JJIEKTPOHHOTO JOKYMEHT000OpoTa B MYHHMIIMNAIBEHOM OOKETHOM
JIOIIKOJILHOM ~ oOpa3oBaTenbHOM yupexaeHuun «Jlerckuit cam Ne 5» (mamee -
[Tonoxenue) sBisieTcst JIOKaJbHBIM HOpMaTUBHbIM akToM MBJIOY Ne 5 (nmanee -
Opranuzanus) # ompeenser MNOPsSJOK U YCIOBHS pabOThl COTPYJHUKOB C
ANEKTPOHHBIMU JOoKyMeHTamMu B HMuHdopmanmonHoir Cucrteme (manee - MUC),
HEIIOCPEACTBEHHO CBA3AHHBIMU C UX TPYIAOBOM IEATEIBHOCTBIO, C IPUMEHEHUEM
IPOCTOM AIEKTPOHHOM noanucu (nanee - [1311).

VYBenomnenue o0 o3HakomsieHun ¢ llonmoskenuem. Iloanmucanue coTpyIHUKOM
Opranuzanuu YBeJOMJICHUSI DPABHO3HAYHO TNPUCOEAMHEHHIO K COTJIAIEHUIO 00
y4acTUU BO BHYTPEHHEM DJIEKTPOHHOM JIOKyMEHTO0OOpoTe ¢ ucnoib3oBanueM [1911
Ha ycnoBusx Hacrosuiero IlonoxkeHuss B cooTrBeTcTBUM cO CT. 428 ['pakmaHcKoro
kojaekca PD («JloroBop mpucoeTInHESHUS).

1.3. Peanuzauus ompeneneHHbIX HacTosuuM I[lonoxkeHueMm yclnoBUM NpUMEHEHUs
OPOCTOM DIEKTPOHHOM TMOANUCH OO0ECTeUnBaeT MPUAAHUE FOPUIUYECKON CHIIBI
BHYTPEHHHM SJIEKTPOHHBIM JokyMeHTaM Opranmzanuu B UC, TpeOyromuM JTUYHOMN
MOAMKUCHU COTPYIHUKA, U ONEpalusiM C HUMHU.

1.4. Hanuuue 1011 obecrieyrBaeT BHYTPEHHUM DJIEKTPOHHBIM JoKyMeHTaM B UC:

- OJTMHHOCTH - OATBEPIKJICHUE aBTOPCTBA IOKYMEHTA;

- IIEIOCTHOCTB - JIOKYMEHT HE MOXKET ObITh H3MEHEH MOCJe MO ITHUCAHMUS;

— HE OTpUIIaHUE aBTOPCTBA (HE OTPEKAEMOCTh) - aBTOP HE MOXKET OTKA3aThCsl OT CBOEH
MOJIHNCH.

1.5. Jlna moamucaHusi »NEKTPOHHBIX AOKyMeHTOB B MC wucnonb3yercs mpocras
AJIEKTPOHHAS MOJAMUCH - HH(POPMAIIHS B 3JIEKTPOHHOH (hopMe, KOTopasi IpUcOoeIUHEeHa
K Jpyroi wuHpOpManuu B DIEKTPOHHON ¢opme (moanuchiBaeMoil uHpopmarmm,
JOKYMEHTY B OJJEKTPOHHOM BHJE) WIM HUHBIM 00pa3oM CBsI3aHHas C TaKou
uHpopMaIel, U KOTOpasi UCIOIb3YeTCs /sl ONpeNeIeHUs JIUIa, TOMUCHIBAIOIIETO
uH(pOpPMAIHIO.

1.6. B kauectBe myOmuuHoil wactu kmoya [IDI1 ucmonmb3yeTcst yHUKambHOE HMS
YYETHOH 3amucu, NpUMEHseMoe s aBTopu3auuu nosb3osarens B MC. B kauectse
KoHuAeHanpHoM yactu kitoda [I911 ncnonp3yeTcst maposib K y4eTHO 3amucu.
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1.7. UsroTtoBnenne (rerepanuio), Beady u peructpanuio B MC ykasannbpix B 1. 1.6
WMEH TOJIb30BATENECd W  MApOJEd  OCYWIECTBISIET  CTapIIMid  BOCIHTATENb,
JeJIONPOU3BOUTEND (fasiee - OTBETCTBEHHBIH 3a TexHUYeCKyI0 nogaepxky HUC).

1.8. [Mapons monb3oBarenss MC moxkeT ObITh HM3MEHEH €ro BIAJCNbIEM B JIHO0OM
MOMEHT mociie apropusanuu B UC. PekoMeH1yeTcst U3MEHSTh NapoJib HE PEXKE OJHOTO
pasa B Tpu Mecsina. s CHuKeHUs: pucka nogadopa mnaposisi 1 HeCaHKIHOHUPOBAHHOTO
WCIIOJIb30BaHMS APYTUM JIMLOM KJII04Ya 3JIEKTPOHHOM MOJNUCH PEKOMEH]IYyEeTCs He
3aJ1aBaTh MapoJiv, UCIOJIb30BAHHBIE paHEe.

2. TepMmunbl U onpeaeIeHUs

B nannom I[lonmoxkeHnn UCNoab3yOTCS CIEAYIOIIME TEPMUHBI U UX ONPEACIICHUS:

2.1. Buaagesen mpocToil 3JEKTPOHHOM mMOANMCH - cOTpyAHUK OpraHuzanuu,
MOAINMUCABIINN YBeaOMJIEHHE 00 O3HAaKOMJIEHHMH ¢ HactoamuM [lojmoxxkeHueM u
WCIIOJIB3YIOINUNA UMS TTOJIB30BATENS U TAapoJib Juist aBTopu3aunu B 1C.

2.2. BHyTpeHHMI 3JIEKTPOHHBIN J0OKYMeHT (aaJjee - JlIokyMeHT) - JOKYMEHT OJTHOTO
W3 TUIOB JOKyMEHTOB, co3faaHHbI B MC B amekTpoHHON ¢dopMe W TMOAMUCAHHBIN
AJICKTPOHHOM TMOJMUCHIO COTPYAHHMKA (DJIIEKTPOHHBIMU TMOAMUCAMU COTPYIHUKOB)
Opranuzanuu.

2.3. K4 2J1eKTPOHHOI MOANUCH - YHUKAJIbHAS IMOCIEAOBATEIHHOCTH CHMBOJIOB,
MpeHa3HauYCHHAs JIs OATBEPKICHUS C MCMoJib30BaHuEM cpeacTB NC noammHHOCTH
[I3I1 B TokymeHTe.

2.4. PeecTp BBIIAHHBIX KJIOYEH 3JIeKTPOHHOW moamucu - xpaHsmuidcs B MC
CIIMCOK YHUKAJIbHBIX IOCIEA0BATEIbHOCTEN CHMBOJIOB, COJEPKAIIUXCS B BbIJAHHBIX
II0JI30BATEISIM UMEHAX YUETHBIX 3alUCEN U MapoIsiX.

2.5. PeecTp 0TO3BaHHBIX KJIIOYeH 3JIEKTPOHHOW moamucu - xpansmuiics B C
cnucok mnosb3oBareneid MC, KIO4YM 3JIEKTPOHHOM MOIANUCH KOTOPBIX K MOMEHTY
oOpallleHUs K JaHHOMY peecTpy ObUIM OTMEUEHBI KaK HeJIeHCTBUTEIbHBIE.

2.6. IIpocras rnekTponnasi noanuck (I131I) - uadopmaus B 27IeKTpOHHON Popme
B MC, BO3HMKawIas B MOMEHT BBIIOJHEHHS BIAJENbIEM 3JIEKTPOHHON MOANUCH
komaHabl mnoanucanus Jlokymenra B wuHTepdeiice UWC, mnoarBepxkaromias
NOJUIMHHOCTh ~ JlokymMeHTa w/wnu Qakt o3Hakomienuss Biaaensua [IOI1 ¢
JIOKyMEHTOM, KOTOpas B3aMMHO OJHO3HAYHO CBA3bIBaeTcsd ¢ JlokymMeHTOM U
BJIaJICbLEM MOAIHUCH.

2.7. Wramn II3II - BusyanpHas OTMETKAa 00 AJICKTPOHHOW IOJIKCH, BKJIIOUYAIOIIAS
pexBusuthl 11911, kotopas aBTomaTuyecku co3gaercs cpenctsamu MC npu OTKphITUH
(Buzyanuzanuu) jaokymeHTa, noxanucanHoro IIDII, B wunrepdeiice UC; Bpems
dbopmupoBanust [IDI1 orobpaxkaercs B mITamiie MO 4acOBOMY MOSICY MOJb30BaTENs
ncC.

2.8. O0OpaGoTka JJ1eKTPOHHOIO JAOKYMeHTa - JnedctBus mnonws3oBarens UC c
ANIEKTPOHHBIM JOKyMeHTOM cpeactBamu WC, Bkioudas, HO HE OrpaHUYUBAACH:
co3manue, mposepka, noanucanue [1911, nHbOpMHpOBaHUE APYroro MOIb30BATENS
NC o noxymeHTe, MOATBEPKJICHUE IMOITYUYEHUs, O3HAKOMJICHHUE, CO3/IaHUE KOMHHM Ha
OyMa)XHOM HOCHUTEJIE, OTKIOHEHHUE, YIaJIeHUE.

3. ObecneyeHne WPUANYECKON CHJIbI BHYTPEHHHUX JIEKTPOHHBIX JOKYMEHTOB

3.1. XKuznennsiii nukn Joxkymenra B IC BKiIIOYaeT: co3laHUE U MPOYUE AECUCTBHS 11O
ero oOpabotke, oTpaxkeHue B yuere, a tarke xpanenue B MC. UC obGecrneunBaer
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perucTpamnuio AeHcTBUIl Tosib3oBareneit ¢ JIOKyMeHTOM (JIOTMpOBAaHHE) B TEUCHUE
KU3HEHHOTO ITUKJIA.

3.2.  Bce Bunagensusl IIDI1  npusHaioT  paBHO3HAuyHOCTH  cBoet  [IDII
COOCTBEHHOPYYHOM MOJMKCH Ha OyMaXHOM HOCHUTEIE.

3.3. Cozpanue [I2I1 B UC nHMIIMHUpYETCS COOTBETCTBYIOIIMM JICUCTBUEM BIIAJICIIbIIA
IIDI1, 1. €. HEe BRIMOTHAECTCS aBTOMATHUECCKH MJIW HE3aMETHO JIUIS BJIAJCIIbIIA.

3.4. Ilonnomouns Bnagensua I19I1, moamucaBmero JJokymMeHT, MOATBEPKAAIOTCS B
MoMeHT mnoanucanus Jlokymenra B KMC aBTOoMaThyeckd MO TOJIOKUTEIBHOMY
pe3yJIbTaTy CIEAYIOIINUX MPOBEPOK:

- COOTBETCTBYIOIIUH TOJIb30BaTENb aBTOpU30BaH B 1C,

- COOTBETCTBYIOIIMMA KJFOU DSJEKTPOHHON TMOJIMUCH BKJIIOUYEH B PEECTP BBIJAHHBIX
KJIFOYEH 3JIEKTPOHHOUN MOAMUCH,

- COOTBETCTBYIOIIMM KIFOU DJEKTPOHHOW TMOJMUCH OTCYTCTBYET B pPEecTpe
OTO3BaHHBIX KJIKOYEH AIEKTPOHHOU MOJIHUCH.

3.5. Bpems dopmupoBanus 3eKTpoHHOU moanucu pukcupyetcs cpeacrBamu MC 1o
rpunBruckomy Bpemenu (UTCH0).

3.6. BHyTpeHHHE >JeKTpOHHBIE JOKYMEHTHI, moanucanubie [IDI1, mpusHaroTcs B
Opranmzaniui paBHBIMH 10 HOPHAUYECKOW CHJIE JOKyMEHTaM Ha OyMaKHBIX
HOCHUTEJISX, 3aBEPEHHBIM COOCTBEHHOPYUYHOH TMOMUCHIO.

3.7. lTlonws3zoBarenu WC npusHaror, urto Busyanuzauums wmramna I[I9I1 npwm
nemoHctpaiuu Jlokymenta B unrtepdeiice MC, BoimonnenHas cpeactBamu UC,
ABJISIETCSI  HEOCHOPUMBIM  TOATBEpKIACHHEM  ¢akTa TMOANUCAHUS  JOKYMEHTa
cooTBeTCTBYIOUUM BiaaesnbieM [1311 (moamTuHHOCTh U HE OTPEKAEMOCTh).

3.8. Xpanenue JJokyMEHTOB OCYIIECTBISETCA IIyTEM 3allUCH CBEIEHUM 0 JlIOKyMeHTax
B apXMB AJIEKTPOHHBIX JOKYMEHTOB, KOTOPBIH siBisgeTcs yacTbio MC.

3.9. Opranuzanus oOecrneyuBaeT TEXHUYECKUMU W OPraHU3alMOHHBIMU MEpaMHU
3alIUTY OT HECAHKIMOHUPOBAHHOTO JOCTYyNa W NPEIHAMEPEHHOTO YHUYTOKECHHS
W/WIH UCKaXKeHUs cBefieHni 0 JIOKyMeHTax B apXuBe AJIEKTPOHHBIX ToKymMeHToB UC,
a TaK)Ke TapaHTUPYEeT MOATBEPKICHHE aBTOPCTBA AOKyMeHTa, moanucaHHoro [IOI1
aBTOpa, B TOM YHCJIE€ IIyTEM YTBEPXACHHUS MOMMEHHOI'O OIPAHMYEHHOr0 CIHUCKA JIUII,
UMEIONINX  pacHIMpeHHble (aAMUHUCTPATUBHBIC) TIpaBa JOCTYyNa K AapXUBY
3NEKTPOHHBIX JOKyMeHTOB UC.

3.10. Hokymentsl xpansrcs B UC B Tom ¢(opmare, B KOTOPOM OHHM OBLIM CO3JaHBI.
Cpok xpanenusi JIokyMeHTOB U cBeAeHH O J[okyMeHTaX He MOXeT ObITh MeHee 3
(Tpex) net u ompenenseTcs B COOTBETCTBUU C JIOKaJbHBIMU HOPMAaTHUBHBIMU aKTaMHU
Oprasu3zanuu Wiv €e CTPyKTYPHBIX NOApa3IeIeHUM.

3.11. Konust 37eKTpOHHOTO JOKYMEHTa MOXKET OBITh M3TOTOBJICHA (paclieuaTaHa) Ha
OoymaxxHom Hocutene cpeactBamu MC u 3aBepeHa COOCTBEHHOPYYHOW MOJIMUCKIO
Brnagenbiia [IDI1, mubo wieHaMHM KOMHCCHH, BKIFOYArOIIEH B ce0S KaKk MHHUMYM
pykoBoauTenss OpraHu3anuu U JIMIO, UMEIOIIEe pACIIUPEHHbIE (AAMUHUCTPATUBHBIC)
mpaBa JOCTyla K apXxuBy 3JIEKTPOHHBIX JokymeHTOB MC. Komusi 31neKTpoHHOTO
JOKYMEHTa Ha OyMaXHOM HOCHTENIe JOJDKHA COJEepXKaTh BU3YaIH3aIUIO IITamIa
(wramnos) II2I1, moarBepxkparoniyto, uro opuruHan Jlokymenrta noamnucan [IOII.
AYTEeHTUYHOCTh JJIEKTPOHHOI'O JIOKYMEHTa M €ro KOMHH Ha OyMaKHOM HOCHUTEIE
obecnieunBaetcs cpeacrsamu HC.

4. l'[paBa, 00513aHHOCTH M OTBETCTBEHHOCTh BJIajie/ibIia 3.]'leKTp0HHOi/i noANMMUCH

4.1. Bnapenen I1911 umeer npaso:
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- oOpamarbcsi K OTBETCTBEHHOMY 3a TexXHUYecKyro mnoauepxkky MWC g
AHHYJIMPOBAHUSA (o13BIBA), MIPUOCTAHOBKH (BO30OHOBJICHMUS) JNEUCTBUS
MPUHAJIEKALET0 MY KJII04a 3JIEKTPOHHOM MOJIIUCH;

- B CIy4yae HE0OXOJUMOCTH 3aMEHbl, BOCCTAHOBJIEHHS KJII0Ya 3JIEKTPOHHOW MOANHMCH
oOparutbcsi K OTBETCTBEHHOMY 3a TeXHUYecKyto nojaepxky MC ¢ coorBeTcTBytOIIEH
MPOCHOO U MOITYYUTHh HOBBIN KJIHOY 3JIEKTPOHHOM MOIUCH;

- oOpamaTtbcs K pykoBOACTBY OpraHuzanuu st pa3dopa KOHGIUKTHBIX CUTyalUH
(ciopoB), Bo3Hukaronux npu npumenenuu [1311 B VIC.

4.2. Bnagenen 11311 o6s3an:

- BECTH 00pabOTKy BHYTPEHHHMX AJIEKTPOHHBIX HOKyMeHTOB B IC B COOTBETCTBUU CO
CBOMMH JIOJKHOCTHBIMU O0S3aHHOCTSIMU;

- MPUHUMATh BCE BO3MOXKHBIE MEpbI IJIs MPEAOTBPAIICHUS] HECAHKIIMOHUPOBAHHOTO
MCIIOJI30BaHMS CBOETO KJII0Ya 3JEKTPOHHOMN MOANKCH;

- HU TNPU KaKUX YCIOBUSIX HE MEpelaBaTh KIIIOY AJIEKTPOHHOM MONAMUCU JIPYTUM
Tunam;

- IpU KOMIPOMETAIMM CBOEro KII0Ya 3JEKTPOHHOM MOANHUCH He3aMeIUTEIbHO
oOparutbcsi K OTBETCTBEHHOMY 3a TeXHUYecKyto noanep:xxkky MC ans npuocTaHOBKH
JeMCTBUS TPUHAUICKALIETO EMY KITI0Ua AJIEKTPOHHOM MOMHUCH.

4.3. Bnagenen 1311 HeceT NTMYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTb CBOETO KJIIOYa
ANEKTPOHHOU MOAMKUCH U €ro 3alUTy OT HECAHKIIMOHUPOBAHHOTO MCIOJIb30BaHNUS.

5. Texnonorusi npumenenus cpeacts I B UC

5.1. Jnsa npumenenus [19I1 B UC Bnagensiry 1911 HeoOX0auMO aBTOPU30BATHCS B
NC ¢ ucnonp3oBanueM MyOJMYHON U KOHPUACHIIMATHHOU YacTeit kimtoua 1911 (ums
noJjib30Barensi U naposis). [lognucanue JJokymMeHTa BBINONHSIETCS MyTEM Ha)XaTHsl Ha
kHoniky "[loamucats" B untepdeiice UC.

5.2. Wndopmanus o000 BceX BBIJAHHBIX TOJB30BATEIIO KIIOYAX AJICKTPOHHOM
MOJIMUCH, AaTax MOJyYeHUs U MpeKpalleHus ux AeUcTBUs (U3bsTHs) xpanutcs B IC
HOCTOSIHHO.

5.3. Ilpu npekpaieHuu y cotTpyanuka Opranu3aiuu J0KHOCTHBIX 00s13aHHOCTEH 110
00paboTKe BHYTPEHHUX AJNEKTPOHHBIX IOKYMEHTOB ¢ Hcnoiab3oBanueM [ID3I1 unu npu
YBOJIBHEHUN COTPYJHUKA €r0 KU BHOCUTCA B pEECTp OTO3BAaHHBIX KIIIOUEH
ANEeKTPOHHOU noanucu OTBETCTBEHHBIM 3a TexHUYecKyto noanaepxxky MUC. C moMmeHnTa
BHECEHUsl KJII0Ya B PEECTpP OTO3BAHHBIX KIIIOUEHW HJIIEKTPOHHOW MOJANHUCH BCE
nocnenyromue JlokymMeHTsl, noanucanusie 3toil [1311, He cunTaroTca NOoANMCAHHBIMU
HaJUIeXKAIIUM 00pa3oM, T. €. MOAMKUCHIO, PABHOZHAYHOW COOCTBEHHOPYUYHOI.

6. 3aKkII0UYNTeIbHbIC MOJI0KECHUS

6.1. Hacrosimee IlonoxeHne BCTymaeT B CUITY C AaThl YTBEPKIACHUS.

6.2. Tekcr Ilonoxenus pasmemniaercs B UC. Criocob mocTyma K akTyalbHON BEpCUU
[TonoxxeHust oMMChIBAETCS B MOJIb30BaTEILCKOM JoKyMeHTaruu k C.

6.3. Tekct IlonmoxkeHusT XpaHUTCS y CTapIIEr0o BOCHHUTATENS W MPEIOCTABISACTCS
cotpyaHukam OpraHu3aiyu mno 3amnpocy.

6.4. Jloxymentsl, co3aanHble B WMC u noanucannsie IIDII B cooTBeTcTBUM C
HactosiuM  [lonokeHueMm, MpPU3HAIOTCS  IOPUAMYECKH 3HAYMMBIMH C  JIAThl
yTBepxkacHus [1onoxeHus.
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