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O BHECEHUH U3MCHCHUM B JJOKaJbHEIC HOPMATHUBHBIC aKThI, PCIIIaMCHTHUPYIOIITUC

NESITETbHOCTD
MBJIOY «JleTckuii cag Nel29»»

B nensx npuBeneHUs B COOTBETCTBUE C JECUCTBYIOIIMM 3aKOHOAATEIBCTBOM POCCHICKOM

Odenepanuu,
[TPUKA3BIBAIO:

1. VrBepauts Ilomoxkenne 00 WHCMONB30BAaHUU DIEKTPOHHOW IUGPOBONW TMOMANMUCU IS
JJEKTPOHHOTO JIOKyMEHT0000poTa MyHHUIIMTIaTBHOTO O10/KETHOTO JIOIIKOJIBHOTO

oOpasoBatenbHOro yupexaeHus: «Jlerckuit cag Nel29y.
2. JlaHHbIE TOKaJTbHbIE HOPMAaTUBHBIC aKThI ACHCTBYIOT CO JTHS YTBEPKICHUS.
3. KonTpoib 3a ucrosiHeHMEM HACTOSIIETO MPUKa3a OCTABIISIIO 3a COOOI.

3asenyronui MB/I0Y E. B. KapaBaeBa
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YTBEPXJIEHO
[Tpukazom 3aBenyroIIero
MBJIOY Nel29

oT No

IHonoxkenue
00 HCNOJIL30BAHUM IJIEKTPOHHOMH HU(POBOI MOANMUCH /JIs1 IJIEKTPOHHOT 0
AOKYMEHT0000poTa B MyYHMUIMIIAJIBbHOM OI0/I’KETHOM JOIIKOJbHOM 00pa30BaTeIbHOM
yupe:xknennu «/lerckuii cag Ne129»

1. OO0mMe moI0:KeHNsa
1.1 Hacrtosmee IlonoxxeHne 00 MCHOAB30BaHUU DJIEKTPOHHOM  MOJANUCH  JUIS
AJICKTPOHHOTO  JIOKYMEHTOOOOpoTa B MYHUIIMIIAJBHOM  OOJKETHOM JOIIKOJILHOM
oOpazoBaTenibHOM  yupexxaeHun «Jlerckuit cax Nel29» (nmanee - Ilonoxenue) sBhsieTcs

JIOKaJbHBIM  HOPMATUBHBIM  aKTOM  MYyHUIMNAJIBHOIO  OIOJUKETHOIO  JOLIKOJIBHOTO
oOpa3zoBaTenbHOrO yupexaeHus «Jlerckuii cag Nel29» (nmanee - OpranHuzauus) U onpeaesnser
MOPAZIOK U yCIOBUSI pabOThl COTPYAHUKOB C 3JIEKTPOHHBIMH JOKyMeHTaMu B MH@opmaimoHHOR
Cucreme (manee — MC), HEmOCpPEeACTBEHHO CBS3aHHBIMU C WX TPYAOBOH AESITENBHOCTHIO, C
MPUMEHEHHEM MPOCTOM IIEKTPOHHON moxamnucu (ganee - [1911).

1.2 Peanmmzanms onpenenéHHplx HactoAmmM [lonokeHMeM  ycIIOBUM ITPUMEHEHUS
ANEKTPOHHOW MOMUCH 00eCTIeunBaeT MPUAAHNE FOPUIUICCKON CHITBI AJICKTPOHHBIM JOKYMEHTaM
Opranuzanuu B UC, TpeOyrommM TUYHON TOMUCH COTPYIHUKA, U OTIEPAIHSIM C HAMHU.

1.3 Hammane [1311 oGecieunBaeT »rieKTpoHHBIM AokyMeHTaM B VC:

® [IOJJIMHHOCTH - IOATBEPKIACHUE aBTOPCTBA JOKYMEHTA;

® IICJIOCTHOCTH - JOKYMEHT HE MOXKET OBITh M3MEHEH ITOCIIC TTOIITMCAHMS,

e HE OTpUIaHME aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXKET OTKa3aThCs OT CBOEH
MTOJIIHCH.

1.4 Jlns moanucanust SIeKTPOHHBIX JokyMeHToB B C ncnonb3yercs nmpoctas nudposast
MOJNHUCH - MHPOPMAITUS B IIEKTPOHHOU (Popme, KOTopasi MPUCOSTUHEHA K APYroil nHpOpManuu B
ANEKTpOHHOU (opme (moAmMCchBaeMOil WHGPOpPMAIUHU, JOKYMEHTY B 3JIEKTPOHHOM BHUJE) WU
WHBIM 00pa3oM CBSI3aHHAs C TaKoW WH(GOpMAaNMel, W KOTopas WCIOJB3YeTCs ISl ONpeAciICHUs
JUIa, TTOAMMUCHIBAIONIETO HHPOPMAITHIO.

1.5 B xawecrBe nyOmmunoit uwactu kimoua [IDI1 ucnonb3yercss yHHKaIbHOE WM
YYETHOM 3alucH, MpUMEHseMoe s aBTopu3anuu nosb3oBatenss B HMC. B kauectBe
KoH(puaeHMaNbHON YacTu Kiatoda [ID11 ucnonp3yeTcs mapoiib K y4eTHOH 3aIucH.

2. TepMHUHBI U onpeeIeHUsl

B JaHHOM ITonoxenun HCIOJIB3YIOTCA CICAYIOIINE TCPMHUHBI U UX OIIPCIACIICHUA:

2.1 enaoeney dNeKMPOHHOU noonucu - COTpyaHUK OpraHuzanuu, TOAMUCABIIUN
YBenomieHnue 00 03HAKOMJICHUHU ¢ HACTOSIIHUM [loJ10’KeHHEM U UCTIOJIB3YIOITUN UM TTOJIh30BaTEIIs
1 napoJib Juist aBTopusanuu B C;

2.2 anekmponnvil dokymenm (nanee - Joxymenm) - nOkyMeHT cosnaHHbii B MC B



AJIEKTPOHHOW (opME M TOJIMUCAHHBIA 3JIEKTPOHHOW MOANHUCHIO COTPYIHHUKA (IJIEKTPOHHBIMU
MOJANUCAMHU COTPYIHUKOB) Opranusanuu;

2.3 KIIOY  DNIeKMPOHHOU NoOnucu - YHHUKAJIbHAs IOCJIEN0BATEIbHOCTh CHUMBOJIOB,
npelHa3HayeHHas Uid MOATBEpKIAEHUs ¢ ucnosib3oBaHueM cpeAacts MC mognmuunoctu 1911 B
JlokymeHTe;

2.4 peecmp 6bIOAHHBIX Kloueli d1eKkmponHou noonucu - xpansauuiicas B MC cnucok
YHHUKAQJIbHBIX IOCJEIOBATEIbHOCTE CHMBOJIOB, COJEP)KAIMXCS B BbIJAHHBIX I10JIB30BATEISAM
MMEHAX YYETHBIX 3alMCEN U MapoJsx;

2.5 peecmp OMO36aHHLIX KIOYel I1eKmpoHHOU nodnucu - xpansumiicas B UC crnucok
nosib3oBareneit IC, xiaro4n 3J€KTPOHHOM MOAMKMCH KOTOPBIX K MOMEHTY OOpamieHusi K JaHHOMY
peecTpy ObUIM OTMEUYEHBI KaK HEACHCTBUTEIBHBIC,

2.6 npocmas snekmponnas noonuce (II211) - unpopmanus B 3aekTporHoi popme B HC,
BO3HHUKAOIIAs B MOMEHT BBITTOJHEHHUS BJIQJCIBIIEM 3JICKTPOHHOW MOAIMMCH KOMAHJIBI TTOAITHCAHUS
Jlokymenta B wuHTep(heiice MC, moarBepxkmaromias MOMIMHHOCTh JlokymMeHTa wu/mam  Qakr
o3HakomJienusi Biazaenbia [IDI1 ¢ JlokymMeHTOM, KOTOpas B3aUMHO OJIHO3HAYHO CBSI3BIBAETCS C
JIOKyMEHTOM | BJIQJICIIBIIEM TTO/IITHCH;

2.7 wmamn [IDI1 - Bu3yanbHas OTMETKAa OO0 AJIEKTPOHHOW MOINMCH, BKJOYArOLIast
pexBu3uthl [IDII, koTopas aBromaruuecku co3naércs cpeacrBamu MC 1pu  OTKpbITHH
(Buzyanmzanmu) gokymenTa, noamucannoro [I19I1, B uatepdeiice UC; Bpemst popmupoBanus [1911
oTtoOpakaeTcs B LITaMIIe TI0 4acoBOMY Mosicy mnosb3oBarenst UC;

2.8 obpabomka  21eKmMpoHHO20 OOKyMenma - jAeictBus moaws3oBarens WC ¢
ANEKTPOHHBIM JOKyMeHTOM cpenactBamu MC, Brimodas, HO HE OrpaHWYMBAACH: CO3JAHHE,
npoBepka, moxnucanue [IDII, wmrpOpMUpoBaHme npyroro momb3oBarens MC o mgokymeHre,
MOATBEPKICHNE TIONYYCHHs, O3HAKOMIIEHWE, CO3JaHHE KOMMH Ha OyMa)XHOM HOCHUTEIE,
OTKJIOHEHHE, y/1aJICHUE.

3. ObecneyeHue IOPUIMYECKON CHIIBI 3JIEKTPOHHBIX IOKYMEHTOB

3.1 Kuznennbiii nuki JJokymenrta B UC BKIIFOYAET: CO3JaHUE U MMPOYUE JIEUCTBUS 110 €T0
oOpaboTke, oTpakeHue B yuere, a Takke xpaHeHue B MC. MC obecneunBaeT perucTpanuio
NeNCTBUM Mojb30Barened ¢ JIOKyMeHTOM (JIOTMpOBaHUE) B TEUECHHE YKU3HEHHOTO IUKJIA.

3.2 Bcee Bnagensupt DIII nmpusnator paBHO3HauHOCTH cBoeit DIII cobcTBeHHOPYYHOM
MOJNUCH HAa OyMa>kHOM HOCHTEJE.

3.3 [Honnomoums Bnagensua [1911, nognucasmiero JlokyMeHT, MOATBEPKAAIOTCS B MOMEHT
noanucanus Jlokymenta B MC aBTOMaTnyeckud 1O IOJOKUTEIBHOMY pE3YyJbTaTy CIEIYIOIINX
MIPOBEPOK:

- COOTBETCTBYIOIIMI M0JIb30BaTENb aBTOpU30BaH B VC,
- COOTBETCTBYIOUIMH KJIFOY SJEKTPOHHOM MOJMMCH BKJIIOYEH B PEECTP BbIJAHHBIX KIHOYEH
BJIEKTPOHHOW MOJAMUCH,
- COOTBETCTBYIOUIUM KJIFOU JIEKTPOHHOW IMOAMMCH OTCYTCTBYET B PEECTPE OTO3BAaHHBIX KIIIOUEH
3JIEKTPOHHOW MOJIHUCH.

3.4 Bpems dopmupoBanus snekTpoHHOW momanucu ¢ukcupyercs cpeactBamu MC 1o
rpuaBruckomMy BpeMenu (UTCHO0).

3.5  DnexrponHsle AO0KyMeHTH mnoamucanubie IIDI1 , npusnarorcs B Opranmsanuu
PaBHBIMM 110 IOPUJIMYECKOM CHJIE JIOKyMEHTaM Ha OyMaXHbIX HOCHUTENSIX, 3aBEPEHHBIM
COOCTBEHHOPYYHOM MOJIIHCHIO.

3.6 [Tons3oBarenu MC npusnarot, uro Buzyanuzanus wmramna 11311 npu nemoHcTpanuun
Hokymenta B uHTepdetice WC, BemonnenHas cpenctBamu HC, sBiseTcs HEOCIOPUMBIM
MONATBEpXKAeHHEM (akTa TMOJMHCAHUS JOKYMEHTa COOTBETCTBYIOmUM Biangenbiem [10I1



(MTOATMHHOCTD U HEOTPEKAEMOCTH ).

3.7  Xpanenue JIOKyMEHTOB OCYLIECTBJIAETCS IMYTEM 3alMCH CBEAECHHMH O J[OKyMEHTax B
apXUB DJIEKTPOHHBIX IOKYMEHTOB, KOTOPbIH siBisieTcst yacTbio UC.

3.8 Opranuzanus o0ecreynBaeT TEXHUYECKUMU U OPraHU3allMOHHBIMUA MEpaMHU 3alIUTy OT
HECAaHKIIMOHUPOBAHHOTO JIOCTYIIA U MPEAHAMEPEHHOTO YHUUTOXKEHUS W/WUITN UCKAKCHHS CBEICHUN O
JlokymeHTax B apXuBe 3JEKTPOHHBIX I0KyMeHTOB MC, a Takke rapaHTUpyeT NOATBEPXKICHHE
aBTOpCTBa JOKyMeHTa, noanucanHoro 11011 aBTopa, B TOM uncie nmyTeM yTBEPKAECHUSI IOMMEHHOTO
OTPAaHUYEHHOTO CIHCKA JIUI, MMEIONIMX pacIIMpeHHble (aIMUHUCTPATUBHbBIC) IpaBa JOCTyHa K
apXUBY AJIEKTPOHHBIX JoKymMeHTOB UC.

3.9  Joxymentsl xpansrcs B8 UC B Tom ¢opmaTe, B KOTOPOM OHH ObuLid co3ganbl. Cpok
xpaneHus: JIokymMeHTOB W cBefeHuUU O JloKymMeHTaXx HE MOXeT ObITh MeHee 3 (Tpex) JIeT U
ONpENIENsAeTC B COOTBETCTBUM C JIOKAIbHBIMM HOPMATHMBHBIMM akTaMyu OpraHu3aluu WIH €€
CTPYKTYPHBIX OAPA3ACICHUI.

3.10 Kommus 5>1€KTPOHHOrO JOKYMEHTa MOXET ObITh M3rOTOBJEHA (pacredyaraHa) Ha
oymaxknoM HocuTtene cpeactBamu MC u 3aBepeHa coOCTBEHHOPYYHOM moanuckio Bianenbia ST,
100 YJIeHAaMU KOMHUCCHH, BKIIIOYAOIIEeH B ce0s1 KaK MUHUMYM pyKoBoAuTe st Opranuszaiuu v Julo,
MMEIOIIee PACIIMPEHHBIE (aIMUHUACTPATUBHBIE) TIPaBa IOCTYIA K apXHUBY AJEKTPOHHBIX JOKYMEHTOB
NC. Komnust 371eKTPOHHOTO TOKYMEHTa Ha OyMa)KHOM HOCHUTEIE JODKHA CONEPIKATh BU3YAIH3AIHIO
mramma (mrtammnoB) [IOI1, moarBepxkmaromyto, uyto opuruHan Jlokymenta mnoamucan [IOI1.
AYTEeHTHUYHOCTH 3JIEKTPOHHOTO TOKYMEHTAa M €r0 KONMUU Ha OyMa)KHOM HOCHTENE O0ECIeUMBACTCS
cpeacteamu NC.

4. IlpaBa, 00S13aHHOCTH H OTBETCTBEHHOCTD BJIa/Ie/IbLA 3JI€eKTPOHHOM MOANUCH

4.1 Buagenen 1211 umeeT npaso:

- oOpamaThest K OTBETCTBEHHOMY 3a TeXHUUECKyto nojaepxky MC s anHyaupoBaHus (OT3bIBa),
MIPUOCTAHOBKH (BO30OHOBIIEHUS) NEHCTBUSA MPUHAIJIEKAIIETO eMy KIIF04a 3JIEKTPOHHOM MMOIUCH;
- B CiIy4ae HEOOXOOMMOCTH 3aMEHbl, BOCCTAaHOBICHMs KJIIOYa 3JIEKTPOHHOW IOANUCU
obpatutbcst Kk OTBETCTBEHHOMY 3a TexHMueckyro momuepkky MC ¢ coorBercTByrOImIEeH
MPOCHOOI ¥ TTOTYYUTh HOBBIN KITIOU AJIEKTPOHHOU TIOIITUCH;

- oOpamarbeCcsi K PyKoBOJCTBY OpraHm3amnuu s pa3dopa KOH(MIMKTHBIX CHTyaluil (CIOpOB),

BO3HUMKaromux rnpu npumenenuu 1911 8 UC.

4.2 Brnagenen [1211 06s13aH:

- BecTd 00pabOTKy BHYTPEHHHUX 3JIEKTPOHHBIX JOKyMEeHTOB B MC B COOTBETCTBHM CO CBOMMH
JOJKHOCTHBIMH 00SI3aHHOCTSIMH;

- TOpUHUMATh BCE€ BO3MOXHBIE MEpPbl U1 MPEAOTBPAILEHUS HECAHKLIMOHUPOBAHHOTO

UCIIOJIB30BAHUS CBOETO KIIF0Ya 3JIEKTPOHHOH IOJIIUCH;

- HM NPU KaKUX YCIOBUAX HE MEpelaBaTh KU AIEKTPOHHOW MOAMMCH JAPYTUM JIMLAM;
- TIpU KOMIPOMETAIIMH CBOETO KJII0Ya 3JIEKTPOHHOM MOJIUCH He3aMEJIMTEIbHO OOpaTUTHCS K
OTBeTcTBEHHOMY 3a TeXHMYeckyr mnojuepkky MC sl OpUOCTAaHOBKHM — AEMCTBUSA
MPUHAJUICKAILETO EMY KIIF04a 3JIEKTPOHHOM MOJIIMUCH.
4.3 Bnanenen DLII HeceT JWYHYHO OTBETCTBEHHOCTh 3a COXPAHHOCTH CBOEr0 KItOUa
AJIEKTPOHHOW MONUCH U €r0 3aIIUTY OT HECAHKIIMOHUPOBAHHOTO UCIOJIb30BAHUS.
5. Texnosorusi npumenenns cpeacrs [1011 8 UC

5.1 Ina mpumenennst [19I1 8 UC Brnagenpiy 1311 Heobxomumo aBTopuzoBathes B C ¢
WCIIOJIb30BaHUEM IMyOTWYHONW M KOHGUACHIHMATbHOW yacTei xmroua [IDI1 (uMst monb3oBaTens u
napoiib). Iloanucanne JlokymeHTa BbINOJHSETCA NyTEM Haxkatus Ha kHonky '"[lommucarte" B
unrepdeiice UC.

5.6 HNudopmanus 000 Bcex BBIIAHHBIX MOJIB30BATEIO KITHOYaX 3JIEKTPOHHOHN TOAIMNCH,



Jatax MoJydeHHs ¥ MPEKpaIieHus ux naerucTust (u3bsaTus) Xxpanurcs B IC mOCTOsSHHO.

5.7 [Ipu mpekpamiernn y cotpynauka OpraHu3anuy JOKHOCTHBIX OOS3aHHOCTEH 110
00paboTKe BHYTPEHHHUX OIIEKTPOHHBIX JOKYMEHTOB ¢ wHcnojib3oBanueM [IDI1 wim mpu
YBOJILHEHHH COTPYIHHKA €ro KJIIY BHOCHUTCS B PEECTP OTO3BAHHBIX KIIOYEH JIIEKTPOHHOM
noamnucu OTBETCTBEHHBIM 3a TeXHUUeCKYHo noiepkky MC. C MOMeHTa BHECEHHS KITIOYa B PEECTp
OTO3BAaHHBIX KIIOYEH 3JIEKTPOHHOHM MOIMUCH BCE Mocieaytomue JJOKyMeHThI, OAMUCAHHbIC ITOH
[IDI1, He cuwTarOTCAd TOANMCAHHBIMU HAJUIEKAIUM 00pa3oM, T.e. IMOJAINUCHIO, PAaBHO3HAYHON
COOCTBEHHOPYYHOM.

6. 3aKkII0UHTEeIbLHbIE MOJI0KEHUS

6.1 Hactosimee [lonosxenue BCTynaeT B CUILY € JaThl yTBEPKACHUSL.
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