IPUHATO VTBEPXKIEHO

O6wmM cobpanueM pabOTHHKOB S T[IpuKa3oM 3aBeyI0
MBIOY Ne217 MBIOY Ne217

Tporoxon Ne 6 ot 14.10.2024 T [ 0r114.10.202

Monosxenne 00 MCNOIb30BAHUH npocToi 3J1eKTPOHHOI HOAMACH AT BHYTPEHHEr0
3J1eKTPOHHOI0 J0KyMeHTo000poTa B MyHHIHNATBHOM G10A/KETHOM J0UIKOJILHOM
o0pazoBaTebHOM yupemxIeHuH «Jlerckmii can Ne217»

1. OGuue NoJoKeHus

1.1. Hacrosuuee I10n10KECHAC 06 KCIOIB30BaHNY npoCTON 3JEKTPOHHOM ToanMen At
BHYTPEHHETO HNEKTPOHHOTO JOKyMEHTO000pOTa B MyHULMaTBHOM G1OKETHOM JOLIKOIBHOM
06pa3oBaTe/IbHOM yUpeKICHUH «JleTckuid cal Ne217» (nmanee - [Tonosxenue) ABIACTCA
JOKAJIBHBIM ~ HOPMATUBHBIM akToM ~ MyHHIMIATBHOTO GIOKETHOro  JOLIKOIBHOTO
06pa30BaTeIbHOrO yUPEKACHUA «JleTckuit can Ne217» (manee - Opraumaum) u onpeaenact
TIOPSAZIOK U YCIOBHA paGOTHI COTPY AHUKOB C »TEKTPOHHBIMHU JOKYMEHTaMHI B MnpopMaLMOHHOMU
Cucreme (nanee - UC), HemnocpeacTBEHHO CBSI3aHHBIMH C MX TpyAOBO# JIeSTEIBHOCTBIO, C
NIPUMEHCHUEM TIpOCTOM 5JIeKTPOHHOM MOANACH (manee - T1511).

12, YuacTHHKaMu OJICKTPOHHOIO p3aUMOJICHCTBUS HA YCIOBUAX, onpeaeNeHHbIX
pacrosM TTo0KeHHEM, SBIAIOTCA cotpyaHuKy OpraHu3alii, onucaBiune Y BEJIOMICHAC
06 03HAKOMJICHUH C [MonoxenueM. IloamucaHne COTpYAHUKOM OpraHu3alin Y BeIOMIICHUA
paBHO3HAYHO TIPUCOSIMHEHNUIO K corjialieHno 00 ydacTud BO BHYTpEHHEM JIIEKTPOHHOM
JI0KyMeHTo000poTe € HCTIOB30BAHUEM TI9I1 Ha YCIOBHAX pacrosimero Ilonoxenusd B
COOTBETCTBHH CO CT. 428 I'pakAaHCKOro KOJIEKea P® ("lorosop npncoennueﬂm").

1.3. Peanusauus ONpe/eTCHHBIX pacrosmmM T1070KEHHEM yCOBHI TIPUMEHEHIL
npocToHt 3IEKTPOHHON MOAIHCH oGecrieunBaeT TPUIAHNC JOPUAMYECKON CHIIBI BHYTPEHHUM
3JEKTPOHHBIM JOKYMCHTaM Opranu3aiuy B WC, TpebyromuM IMUHOM TOAMKCH COTPYAHMKA, 1
oreparusaM ¢ HUMH.

1.4. Hanmuwue T1911 oGecreunBaeT BHYTPEHHUM 3NMEKTPOHHBIM JOKyMCHTaM B C:

- [IOJUTMHHOCTB - TIOATBEPHKACHAC aBTOPCTBA JIOKYMCHTA,

- 1eOCTHOCTD - TOKYMEHT HE MOJKET GBITh H3MEHEH NOCTIC MOANUCAHMSA;

- HEOTpHILAHWE aBTOPCTEA (Heorpexaemocrb) - aBTOp HE MOXKCT OTKa3aThesl OT CBOCH
MOJIITHACH.

1.5. Jlns mOANMCaHUA 3NMEKTPOHHBIX JIOKYMCHTOB s MC wcronp3yercs mnpocrai
3JIeKTpOHHAs MOIHUCDH - uHdopmauus B 3NEKTPOHHOH popMe, KOTOpast MPUCOEIMHEHA K Apyro#
uHdopmaluu B snekTpoHHON  popMme (nonnncmsaemoﬁ pHbopMaIH, JAOKYMCHTY B
3NEKTPOHHOM pue) WIM HMHBIM obpasom CBs3anHad © takoii mHGbopMalwel, u KoTOpast
HCTIONB3YETCs JU1s OTPENCTICHILA JIMLA, TIOAMUCHIBAIOIIETO uH(opMaLHIO.

1.6. B xauecTBe myGaMUHON 4acTi woua TTOT1 nernonb3yeTes YHUKAJIBHOC UM yueTHOM
3amicH, NPUMEHIEMOe I ABTOPU3ALIH T10/1b30BATENA B JC. B xauecTBe Kombmeﬂuuanbuoﬁ
yacTy Konoua [12IT uenonp3yeTed napoib K y4EeTHOH 3aMHCH.

1.7. V3roToBJICHUC (reHepauuio), BbLAALY H perncTpanuio B WUC ykaszaHHBIX B TL. 1.6




VMMEH ITI0JIb30BaTEIECH M MMApOJIe OCYIIECTBIIAET cTapuii Bocnurarens Mamaxosa Al
(manee - OTBeTCTBEHHBIN 3a TeXHUUECKYIO oaaepxkky MC).

1.8. ITapons nonws3oBatens MC MokeT ObITh U3MEHEH €r0 BIAAEIbIEM B 000N MOMEHT
nociie aBtopuzauuu B MC. Pexomenayercs M3MEHATh Mapoyib HE pPEXE OAHOIO pa3a B TPH
Mecsua. Jlns CHMKEeHMsT pucka moja0opa maposisi U HECAaHKIMOHUPOBAHHOIO HMCIOJb30BAHMS
APYTUM JIMIOM KJIIOYa JJEKTPOHHOM MOANMCH PEKOMEHAYEeTCsl He 3ajaBaTh IapoJIH,
UCIOJIb30BaHHbIE paHee.

2. TepMunbI 1 onipeaesieHust

B nannoMm [lonoxeHnn UCIIONIB3YIOTCA CIEAYIOINE TEPMUHBI U UX OIIPEACIICHUS:

2.1. Buaapgenen mnpocTOl OIEKTPOHHOH TOAMHCH - COTpyAHUK OpraHuzanum,
nonnucaBmuii  Yenomsienue (Ilpunmoxxenme Nel) 00 03HAKOMIIGHMHM C  HACTOSLIUM
ITosiok€HMEM U UCITONIB3YIOIIMM UMsI ITOJIB30BATENS U Tapoib A aBTopusanuu B MC.

2.2. BHYTpeHHHi 3JIeKTPOHHBIH [JOKYMeHT (najiee - JOKyMEHT) - [IOKyMEHT,
coznanHblil B IC B 25IeKTpOHHOM (popMe U MOANMMCAHHBINA 3JIEKTPOHHON NOAMUCHIO COTPYAHHUKA
(97EKTPOHHBIMH MOAMUCIMU COTPYAHUKOB) OpraHu3aium.

2.3. K4 3/IeKTPOHHOW NOANMUCH - YHHUKAJIbHAs IIOCIEI0BATEIHLHOCTh CHMBOJIOB,
MpeIHa3HAYCHHAs 111 NOATBEPKACHUS ¢ ucnonb3oBanueMm cpeacts UC nmogmuanoctu [19I1 B
JlokymeHTe.

2.4. PeecTp BBIIAHHBIX KJIKYeH 3J1eKTPOHHONH moanmucu - xpansmuiicsa B MC crimcok
YHUKQJIBHBIX IOCIEAOBATEIBHOCTEN CHMBOJIOB, COJEPKALIUXCS B BBIJAHHBIX IOJIB30BATEISIM
MMEHaX YYETHBIX 3alIMCEN U MapOJIsX.

2.5. PeecTp 0TO3BaHHBIX KJIIOUEl 3J1eKTPOHHOI moanucu - xpausmuiics B UC ciimcok
nosib3oBareneit UC, kimtoun 351eKTpOHHON MOAMKUCH KOTOPBIX K MOMEHTY OOpallleHus K JaHHOMY
peecTpy ObUIM OTMEYEHBI KaK HeJIeHCTBUTEIbHBIE.

2.6. IIpocras saexkTponnas noanuck (IIIII) - uadopmaius B 3MeKTpOHHON dopMme B
NC, Bo3HMKaroniass B MOMEHT BBIIIOJIHEHMS BIIAJENIBLIEM 3JIEKTPOHHOM IMOANKMCH KOMaH[bI
noanucanusa Jlokymenta B uHTepdeiice MC, moarBepxpaaromas MOIIUHHOCTH JlokymeHTa
u/umn ¢dakt ozHakomsieHus Branenbia [IDI1 ¢ JlokymeHTOM, KOTOpas B3aUMHO OJIHO3HAYHO
CBA3BIBACTCA ¢ JIOKYMEHTOM U BIaJENIbLEM OAIUCH.

2.7. Wramn DIl - BuzyanmbHas oTMeTKa 00 SJIEKTPOHHOM TMOJIMUCH, BKIHOYAIOIIAS
pexBusutsl [IOII, xoropass aBTomaTmyecku coszgaercss cpeacrBaMu HMC npu  OTKpsITHH
(Bu3yanu3anuu) aokymenta, noanucanHoro II0I1, B unrepdeiice UC; Bpems dhopmupoBaHus
[1311 orobpaskaeTcs B mITaMIIE 10 YaCOBOMY Mosicy moib3oBarens MC.

2.8. O0OpadoTka »>JIEKTPOHHOIO JAOKyMeHTa - jeiictBus mnoib3oBatenss HMC c
NIEKTPOHHBIM JOKyMEHTOM cpeactBamu MC, BKiItouyas, HO HE OIPAaHUYMBASCH: CO3JaHUE,
npoBepka, noanucanue [I9I1, nndopmupoBanne apyroro mosb3oBarenss MC o gokymente,
MOJATBEPKACHUE TIONYyYEHHUs, O3HAKOMIIEHHE, CO3/laHhe KOMHM Ha OyMa)kHOM HOCHUTeEJe,
OTKJIOHEHHE, YJaJICHUE.

3. O0ecnieyeHue IPUINIECKOH CHJIbI BHYTPEHHUX JJIEKTPOHHBIX JOKYMEHTOB

3.1. XKuznennniéi 1ukn JJokymenta B C BkiroyaeT: co3naHue W Npoyue JEUCTBUS IO
ero o0paboTke, oTpaxkeHue B yuere, a Takke xpaneHue B UC. UC obecrieunBaeT perucrpaiuo
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NEeNUCTBUM MOJB30BaTeNel ¢ JJokyMeHTOM (JIOTHUPOBAaHKE) B TEUEHUE KU3ZHEHHOTO IIUKJIA.

3.2. Bce Brnagensibl [1311 npusnator paBHO3HaUYHOCTH cBoeil I1DI1 coOcTBEeHHOpYUHOM
MOJMUCH HAa OYMaKHOM HOCHUTEIIE.

3.3. Cozpganue I19I1 B UC mHuULMHMpYETCS COOTBETCTBYIOIIMM JEWCTBUEM BIaJelblia
[1211, T. . HE BBINOIHAETCS ABTOMAaTHYECKH MJIM HE3aMETHO IS BIaIeIIbLA.

3.4. Ilonnomoums Buagensua IIOII, nmonnucaBmero JloOKyMeHT, NMOATBEPKIAIOTCS B
MoMeHT noanucanus [loxkymenta B MC aBTOMaTtWyecku MO IOJOKUTEIBHOMY pE3yJbTaTy
CJIEAYIOIIMX ITPOBEPOK:

- COOTBETCTBYIOIINI M0JIb30BaTENb aBTOpU30BaH B 1C,

- COOTBETCTBYIOIIMI KJIIOU JJIEKTPOHHOW MOANMCU BKIIOYEH B PEECTP BBIJAHHBIX
KJIFOYEH 3JIEKTPOHHOUN MOAMUCH,

- COOTBETCTBYIOIIMI KIIIOY AJIEKTPOHHOW MOJIUCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH JIEKTPOHHOM IOIUCH.

3.5. Bpemsi gopmupoBanusi 3yeKTpoHHOU moanucu (uxcupyercs cpeacrsamu NC 1o
rpunBuuckoMy Bpemenu (UTCH0).

3.6. BHyTpeHHUE OJ3JIEKTPOHHBIE JOKYMEHTHI, mnoanucanueie [IOII, mpusnatorcs B
Opranuzanuu paBHBIMH [0 HOPUIUYECKON cHJie JTOKyMEHTaM Ha OyMa)KHBIX HOCHUTESIX,
3aBEPEHHBIM COOCTBEHHOPYYHOM MOAIUCHIO.

3.7. llonp3oBarenn MC npusHaroT, yTo Busyanusauus mwramna [1911 npu nemoHcTpannn
Hokymenta B uHTepdeiice UC, BweimonHeHHas cpeactBamu HC, sBiseTcss HEOCTOPUMBIM
MOATBEpkKJACHUEM (pakTa MOANUCAHUS JOKYMEHTa COOTBETCTBYIOHMUM BiaaenbiieM [1D11
(MOITTUHHOCTH U HEOTPEKAEMOCTB ).

3.8. Xpanenue JIOKyMEHTOB OCYIIECTBIISECTCS MyTEM 3alUCH CBeJeHUN 0 JlokymeHTax B
apXHUB DJIEKTPOHHBIX JIOKYMEHTOB, KOTOPHIi siBisiercs yactbio NC.

3.9. Opranuzanus obecrneuynBaeT TEXHHYECKUMU U OpraHU3allMOHHBIMA MEPAMHU 3aLUTY
OT HECAHKIIMOHHUPOBAHHOTO JOCTYyMa W MPEIHAMEPEHHOTO YHUUYTOXXCHHUS W/WIM HCKAKCHHS
cBelleHui o JloKyMeHTax B apXHMBE 3JIEKTPOHHBIX J0KyMeHTOoB MC, a Takke rapaHTUpPyeT
MOATBEPKICHUE aBTOPCTBA AOKyMeHTa, moanucanHoro IIDI1 aBTopa, B TOM uwucie myTemMm
YTBEPXKACHUS TMOWMEHHOTO OTrPAaHMYEHHOTO CIIMCKA JIMIl, WMEIOUIUX paCIIUpEHHBIC
(aAMUHUCTpaTUBHBIE) IpaBa JOCTYIA K ApXUBY AJIEKTPOHHBIX JoKyMeHTOB UC.

3.10. Joxymentsl xpanstcs B IC B Tom dopmare, B KOTOpoM OHH ObLIH co3aaHbl. Cpok
xpaHeHus: JJokyMeHTOB U cBeleHud o JIoKymMeHTaX He MOXET OBITh MeHee 3 (Tpex) JeT U
OTpeIeNsIeTCS B COOTBETCTBUM C JIOKAJbHBIMA HOPMAaTHUBHBIMU akTamMu OpraHuszalud Wid ee
CTPYKTYPHBIX MOJpa3/IeICHUN.

3.11. Konusi 37€KTPOHHOTO JOKYMEHTa MOKET OBITh M3rOTOBJICHA (paclieyaTraHa) Ha
oymaxxHom Hocutene cpeacrBamu MC u 3aBepeHa cOOCTBEHHOPYUHOH MOJMUCKHIO BIaJeiblia
[ID01, nubo uneHaMM KOMHCCHHM, BKJIIOYAIOMEH B ce0sf Kak MHUHHUMYM PYKOBOJUTENS
Opranuszanuu ¥ JIMI0, UMEIOLIEe paCIIMpPEeHHbIe (AAMUHUCTPATUBHBIE) ITpaBa JOCTYIA K apXUBY
aneKTpoHHBIX AokyMeHTOB MC. Komusi 351eKTpOHHOro TOKyMeHTa Ha OyMa)KHOM HOCHTENe
JOJDKHA coepxaTh Buszyanuzanuio mramna (mramnos) [I9I1, moarBepkaarouryto, YTO
opurusHain Jlokymenra nognucas I13I1. AyTeHTUUHOCTB 3JIEKTPOHHOTO IOKYMEHTA U €r0 KON
Ha OyMaxHOM HocuTele obecrieunBaercs cpeacreamu MC.
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4. IIpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTH BJIajle/IbIla YJIEKTPOHHOI MOANNCH

4.1. Bnanenen [1911 umeer mpago:

- oOpamartbes kK OTBETCTBEHHOMY 3a TeXHHYeCKyro noanep:xkky UC ans aHHyaupoBaHuUs
(oT3bIBa), TPHUOCTAHOBKHU (BO3OOHOBIICHMS) JEWUCTBUS NPUHAJICKAIIETO €My KIouda
AJIEKTPOHHOW MOJIUCH;

- B Clly4ae HEOOXOJMMOCTH 3aMEHbl, BOCCTAHOBJIEHUS KJIIOYa AJIEKTPOHHOW MOANUCU
oOpatutbcst k OTBETCTBEHHOMY 3a TexHUYeckyro mnomuepxkky HC ¢ cooTBercTBYyrOIIEH
MPOCHOOH U MOJTYYUTh HOBBIN KITIOU JIEKTPOHHOM MOJIIUCH;

- oOpamarbcsi K pykoBojAcTBY OpraHuzanuu ais pa3dopa KOHQIMKTHBIX CHUTYallUi
(ciopoB), Bo3HuKaromux mnpu npumenenuu [1311 B MIC.

4.2. Bnanener [1911 o0s3aH:

- BeCTU 00pabOTKY BHYTPEHHUX JJIEKTPOHHBIX NOKyMeHTOB B MIC B COOTBETCTBHH CO
CBOMMH JIOJKHOCTHBIMU O0SI3aHHOCTSIMU;

- NPUHUMATh BCE BO3MOXHBIE MEpbI Jis MPEAOTBPAIICHHUS HECAHKIIMOHUPOBAHHOTO
MCIIOJIb30BAHMSI CBOETO KJIFOYA IEKTPOHHOM MOJIUCH;

- HU TIPU KaKUX YCJIIOBUSX HE MepelaBaTh KIIOU AIEKTPOHHOM MOAMUCH IPYTUM JIUIIAM;

- TpU KOMIIPOMETAIMM CBOETO KII0Ya SJIEKTPOHHON MOANMCH HE3aMEUIUTEIbHO
oOpatutbcst K OTBETCTBEHHOMY 3a TeXHHUYECKYIO nojaepkky MC nis mpuoCcTaHOBKU JAEHCTBUS
MpPUHAJIEKAILET0 MY KJII04a 3JIEKTPOHHOM MOIIUCH.

4.3. Bnapenen IIDII HeceT MMYHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTh CBOETO KIIFOYA
AJIEKTPOHHOM MOJIUCH U €r0 3alIUTy OT HECAHKIIMOHUPOBAHHOTO UCIIOIb30BAHMS.

5. Texnosorust npumenenus cpeacts III11 B UC

5.1. dns npumenenus 11011 B UC Bnagensiy [1911 Heo6xoaumo aBTopuzoBathes B VIC ¢
MCIIOJIb30BAHMEM ITyOJIMYHOM U KOHPUACHIHaNbHOHM yactel kiatova 1911 (ums monb3oBarens u
napoiib). [lognucanue JlokyMeHTa BBIMOJHSAETCS MyTeM Haxkatus Ha kHomnky "[logmucate" B
untepdeiice UC.

5.2. Uudopmaniusi 000 BCeX BBIJIAHHBIX MOJIB30BATEIIO KITFOYAX AJIEKTPOHHOU MOJIIUCH,
JaTax MOJYyUYCHHs U MPEeKpalieHus ux aeuctBus (u3bsatus) xpanurcsa B IC nmoctosiHHO.

5.3. Ilpu npekpanieHnn y corpyanuka Opranu3aiuu JT0JDKHOCTHBIX OOS3aHHOCTEH 10
00paboTke BHYTPEHHHUX DJIEKTPOHHBIX JOKYMEHTOB ¢ wucrnosb3oBanuem [IOIl wnm mpwm
YBOJIbHEHUN COTPYAHUKA €ro KJII0Y BHOCUTCA B PEECTP OTO3BAHHBIX KIIOUEH 3JIEKTPOHHOM
noanuc OTBETCTBEHHBIM 3a TeXHHYecKyro noaaepxkky MC. C MOMeHTa BHECEHMs KJIouYa B
peecTp OTO3BAHHBIX KIIOYEHW JJIEKTPOHHOW TMOAIKCH BCE mocienywmue J{OKyMeHTHI,
noanucanueie 3tod [IDIl, He cuwmTarOTCs MOANMUCAHHBIMU HAJJICKAIIUM 00pa3oMm, T. €.
MOJMUCHIO0, PABHO3HAYHOU COOCTBEHHOPYUYHOIA.

6. 3akar0YHTEeIbHbIE MOJIOKEHUS

6.1. Hacrosimee 1lonoxeHne BCTynaeT B CUILy C AaThl YTBEPKIACHUS.
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[Tpunoxenne N 1

k [TonoxxeHnro 00 UCTIOIL30BaHUH TTPOCTOU
AIIEKTPOHHOM MOIUCH 1T BHYTPEHHETO
AJIEKTPOHHOTO IOKYMEHTO000pOTa B
MyHununantbHoOM 010 I)KETHOM
JIOTIIKOJIBHOM 00pa30oBaTeIbHOM
yupexaeHuu «Jlerckuii cag No217»

VYBenomienme
00 03HAKOMJICHUU C TIOJIOKEHHUEM 00 MCIOJIb30BAHUU MPOCTOM 3JIEKTPOHHON MOAMUCH IS
BHYTPEHHETO JIEKTPOHHOTO JOKYMEHTO000pOTa

[©. U O. pabomnuka], wumenyembli B najabHeiimem "PaOoOTHHK'", HACTOSAIIUM
MOJATBEPXKAAET, YTO O3HAKOMMWICS U corjaceH ¢ [lojokeHneM o0 WCHOJIB30BAHMM IPOCTOM
NEKTPOHHOW  MOJANUCH  JUIi  BHYTPEHHETO  BJIEKTPOHHOTO  JOKYMEHTOOOOpoTa B
MyHUIIMTTaNTEHOM OIO/PKETHOM JIOIIKOJIBHOM 00pa3oBaTeNbHOM yupexaeHun «JleTckuit caj
Ne217», a umenHo, PaboTHHUK MpU3HAET paBHO3HAYHOCTh CBOEH MIPOCTOM 3IEKTPOHHOMN TOIIUCH
(mamee - IIDII) coOcTBeHHOPYYHOW TMOANMHCH Ha OYMa)XXHOM HOCUTENIE W 3asaBIsSE€T O
MPUCOECUHEHUH K COTJIAIICHUIO 00 y4acTUU BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTO00O0pOTE
¢ ucnonszoBanueM [IDI1 Ha ycnoBusix IlonoskeHns 06 MCHOIB30BaHUU MPOCTOM IIEKTPOHHOU
MOJTMUCHU JIJISl BHYTPEHHETO AJIEKTPOHHOTO JOKYMEHTO000pOoTa B MYHUIIUIIaTFHOM OFOKETHOM
JOLIKOJIBHOM 00pa3oBaTenbHOM yupexkaeHuu «Jletckuit cag No217»

[Tognucanne PaOOTHMKOM HACTOSIIIETO YBEAOMIICHHUS PaBHO3HAYHO MPUCOSTUHEHHUIO K
COIJIAIICHHIO 00 Y4acTUU BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTOOO0OPOTE C UCIOIb30BAHUEM
[19I1 Ha ycnoBusx Hactosmero Ilonoxenns B cooTBeTCTBUH €O CT. 428 I'paXkJaHCKOro KOJEKca
P® ("dorosop npucoequHeHus") ¢ AaThl MOJIUCAHUS.

[oonocnocmob, noonuce, unuyuansl, pamunus) [wucno, mecsay, 200]
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