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IHoJyi0keHue

00 UCNOJIb30BAHUM MPOCTOM FJICKTPOHHOU MOAIMUCH
JJISI BHYTPEHHEI 0 3JIEKTPOHHOI0 JOKYMEHT0000poTAa

B MBJ/IOY «ThL10BaUCKHUM AeTCKUA Caa»



1. O0111E TTOJIOKEHUS

1.1. Hacrosiee IlonoxeHne o0 MCHOIB30BAHUM MPOCTON 3JIEKTPOHHOM MOJIMUCH Ha
caiite ['ocBeO (manee — MC) https://ds-tylovajskij-ri8.gosweb.gosuslugi.ru MyHUIIUITAIBHOTO
OIOPKETHOTO JIOIIKOJIBHOTO 00pa30BaTeNIbHOrO YyupexkaeHus « ThUIoBaiicKuil NeTcKui
can» (nanee Ilonoxkenue) siBsieTCs JIOKaJIbHBIM HOPMAaTUBHBIM aKTOM MYHHULHUIAIBHOTO
OIOPKETHOTO JIOLIKOJIBHOTO 00pa30BaTeNIbHOTO YyupexkaeHus «ThUIoBailcKuil IeTcKuid
cal» U OINpeenseT MNOpPAJOK M YCIOBHUA pabOThl COTPYIHUKOB C 3JIEKTPOHHBIMU
nokyMeHntamu B MC, HEMOCPEACTBEHHO CBSI3aHHBIMU C UX TPYAOBOHM JESTENBHOCTHIO, C
MPUMEHEHHEM MPOCTOM AEeKTpoHHOU noanucu (anee-I11911).

1.2. VYdyacTHUKaMH OJJIEKTPOHHOTO B3aUMOJICHCTBUSI Ha YCJIOBHUSX, OMNPEAEIECHHBIX
HactosuM  [lonoxkeHuem, ABISAIOTCA COTpyAHMKHA OpraHu3anuii, MOJANKMCABIINE
VBenomnenue 00 o3HakomsieHun ¢ Ilonmoxxenuem. Iloamucanue cCOTpyIHUKOM
Opranuzanuu YBeJIOMJIEHUS PAaBHO3HAYHO MPUCOCANMHEHUIO K COTJIAIICHUIO 00 y4acTHH
BO BHYTPEHHEM DJICKTPOHHOM JOKYMEHTO000poTe ¢ ucnosb3zoBanuem [1911 Ha ycnoBusax
Hacrosimiero IlonmoxkeHuss B cooTBeTcTBUU co cT.428 ['paxmanckoro kojaekca P®
(«/loroBop mpuCOETUHEHHS).

1.3. Peammuzanus ompeaeleHHBIX HacTosSIUM [lomokeHneM yCIOBUN TPUMEHEHUS
MPOCTOM  DJIGKTPOHHOW TOJMUCH oOOecleunBaeT TMpUIaHUE HOPUIAUYECKOW CHIIBI
BHYTPEHHUM OJJIEKTPOHHBIM JokyMmeHTam Opranmzanmuu B MC, TpeOyroomuM JIUYHON
HOJIMUCH COTPYIHUKA, U ONIEPALIUIM C HUM.

1.4. Hanuuue 1311 obecnieunBaeT BHYTPEHHUM SJIEKTPOHHBIM JToKyMeHTaM B 1C:
- OJJTMHHOCTh-TIOATBEPKICHUE aBTOPCTBA JOKYMEHTA;

- IIEIOCTHOCTh-JOKYMEHTa HE MOKET ObITh U3MEHEH IOCIIe TIOITUCAHNUS;

- HE OTpUIIaHUE aBTOPCTBA (HEOTPEKAEMOCTh)

— aBTOP HE MOXKET OTKAa3aThCs OT CBOEH IMOJIUCH.

1.5. Jlng mnoanucaHusi SIIEKTPOHHBIX AokyMeHTOB B MC wucnonb3yercss mpocTas
ANIEKTPOHHAS TOJIUCH - UH(OpMAIIUS B SJIEKTPOHHON dopMe, KOTopasi MPUCOESAUHEHA K
npyroi  umHGOpManuMd B INEKTPOHHOM ¢opMme (moamuchiBaeMoil HWHGOPMAIINH,
JTOKYMEHTY B AJICKTPOHHOM BUJIE) WIIM MHBIM 00pa30M CBsI3aHHAs ¢ TakoW MHQOpMaIuei,
Y KOTOpasi UCIOJIb3YETCs JUIS OMpeIeICHH JIUIA, TIOIMTUCHIBAIONIETO HH(POPMAIIHIO.

1.6. B xadectBe myOauuno# yactu kiroda [IDI1 ucnonb3yercs yHUKaTbHOE UMST YIETHON
3amucu, NpUMeHseMoe Ui aBTopu3auuu nonb3oBarens B MC. B kadecTtBe
KoH(puaeHManbHON Yactu kiroda [1911 ucnonb3yeTcs maposib K y4eTHOU 3aluCH.

1.7. N3rotoBnenue (reuepanuo), Boiiauy u perucrpanuto B UC ykazaHHbIX B 11.1.6 nuMeH
MOJIB30BATENIEH M MApPOJIeH OCYIIECTBIISIET OTBETCTBEHHBIM 3a TEXHUUYECKYIO MOAACPKKY
HQ).

1.8. ITaposb monb3oBarens MC MoxeT ObITh M3MEHEH €T0 BIAJENbIIeM B JII000 MOMEHT
nocie apropusanuu B UC. PekoMeHnyeTcss U3MEHSTh MapoJib HE PeKe OJHOr0 pa3a B TpU
Mecsina. Jlis  CHIWKEHUsT pUCKa TMoadopa TMapois W HECAHKIMOHWPOBAHHOTO
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HCII0JB30BaHUA JPYIruM JIMOOM KJIHO4a SHGKTpOHHOﬁ nmoanucru pPEeKOMCHAYCTCA HC
3aaBaTh MapoJjik, UCIIOJIb30BAHHBIC PAHCC.

2. TepmuHBbI 1 OnIpeeIeHUS
B nannom IlonoxxeHnn ucnonp3yroTcs CIeayonMe TEPMUHBI U UX ONTPEICIICHUS:

2.1. Bumagemenm TmpocTON 3JIEKTPOHHOW TOMNUCH — COTpyAHUK OpraHu3aiiu,
MOAIMCABIINN YBeaomieHne 00 O3HaKOMJIIEHHMH ¢ HactosmuM IlomokeHnem wu
WCIIOJIB3YIOIHANA UM TIOJIB30BATEN U AapoJib Juist aBTopusaunu B 1C;

2.2. BHyTpeHHUI 3JEKTPOHHBIN JAOKYMEHT (nayiee-/{oKkyMeHT) — JOKYMEHT OJHOrO W3
TUINIOB JIOKyMEHTOB, co3naHHbli B HMC B snekTpoHHOW ¢GopMe U MNOANUCAHHBIN
ANIEKTPOHHOW MOJMHUCBHIO COTPYAHHMKA (PJIEKTPOHHBIMU TMOAMMUCSIMH COTPYJIHUKOB)
Opranu3zaiuu;

2.3. Kitou »leKTpOHHOM MOMMUCH — YHUKAJIbHAsl TOCIEI0BATEIbHOCTh CHMBOJIOB,
npeAHa3HauYeHHas JJI MOJTBEPKJICHUS C HCToJib3oBaHueM cpeactB C moamuHHOCTH
[1I9I1 B /loky™meHTe;

2.4. PeecTp BBbIIAHHBIX KJIIOYEW 3JEKTPOHHOW moamucu — Xpausuuiics B MC cnucok
YHUKAJIBHBIX  IIOCJIEOBATEIBHOCTEM  CUMBOJIOB,  COAEpXKAIUXCA B JaHHBIX
I10JIb30BATEISIM UMEHAX YUYETHBIX 3alUCEN U MapoIIsX;

2.5. PeecTp 0TO3BaHHBIX KJIIOYEH 3JIEKTPOHHOW moAmucu — Xpansmuiics B UC crmcok
nonbs3oBaresneit UC, y KOTOpPBIX KITIOUM AJIEKTPOHHOW MOJMUCH K MOMEHTY OOpalleHus K
JAHHOMY peecTpy ObLIIM OTMEUYEHBI KaK He1eWCTBUTEIIbHBIE;

2.6. IIpocras snexrponnas noanuck (I1311) — uadopmarus B anexkTponno ¢popme B UC,
BO3HHUKAIONIasi B MOMEHT BBITIOJHCHHS BIQJCIBIIEM J3JICKTPOHHON TMOAMMCH KOMAaHIIbI
nognucanuss Jlokymenta B wuHTepdeiice MC, mnonaTeepkaaromas MOITUHHOCTh
JlokymenTta w/mimu (akt o3zHakomsieHus Buanenbina [IDI1 ¢ JlokymMeHTOM, KoTopas
B3aMMHO OJIHO3HAYHO CBS3bIBACTCS C JJOKYMEHTOM M BIa/ICIbIIEM MTOITUCH;

2.7. Iramn II3I1 — BusyandbHas OTMETKa 00 AJICKTPOHHOW MOJIWCH, BKIIIOYAOIIAS
pexBu3utThl [IDI1, koTopas aBTOMarmdecku coznaercs cpeiactBamMu MC mpu OTKpbITUH
(Buzyanuzanusi) JokymeHTa, mnonanucanHoro [IDII, B wunTepdeiice UC; Bpems
dhopmupoBanus [I9I1 oToOpakaeTcst B mTaMIie 1o 9acOBOMY Moscy moib3oBarens VC;

2.8. OO0paboTka »SJEKTPOHHOTO JOKyMeHTa — JedctBus monb3oBatens WMC ¢
ANEKTPOHHBIM JIOKyMeHTOM cpeacTBamMu VC, BKITtoUasi, HO HE OTPAaHUYMBASICh: CO3/IaHUE,
npoBepka, moxmucanue [IDIl, wunHdpopmupoBanue napyroro mnomnb3oBatenss HC o
JOKYMEHTE, TTOATBEPKACHUE MOTYUEHUs, 03HAKOMJICHHE, CO3/JaHUE KOMTUU Ha OyMaKHOM
HOCHTEIIE, OTKIIOHEHUE, YAalICHHUE.

3.006ecnieueHre IPUANIECKON CHUITbl BHYTPEHHUX AJIEKTPOHHBIX JJOKYMEHTOB

3.1. XKwuznennsiii nukn Jlokymenta B UC Bkitouaer: co3maHue W MPOYUE JIEHCTBUS TIO
ero oOpabotke, oTpaxkeHue B ydere, a Takke xpanenue B MC. UC obecrneunBaer
perucTpamnuio AecTBUl mosb3oBareneid ¢ J{okyMeHTOM (JIOTMpOBAaHHE) B TEUYEHUU
YKU3HEHHOT'O IIMKJIA.



3.2. Bee Bnanmensus! 11911 npusnator paBHO3HAYHOCTH cBoeil [IDI1 cobcTBeHHO pydHOI
MOJIKCH Ha OYMaKHOM HOCHUTEIIE.

3.3 Cozmanue I13I1 B MC unHHIIMUpYETCS COOTBETCTBYIOIIUM JEHCTBHEM BIAJEibIla
II3I1, T.e. HE BBHIMOIHAECTCS aBTOMATHYECKH MJIM HE3aMETHO IS BIIAJCIIbIIA.

3.4.ITonnomoumss Bnagenvua IIOII, nmoamucaBmero JIOKyMEHT, MOATBEPKIAIOTCA B
MOMEHT noanucanus JJokymenta B UC aBTOMaTUYECKH MO MOJIOKUTEIBHOMY PE3YJIbTATy
CIEQYIOIUX MPOBEPOK:

- COOTBETCTBYIOLIMH MOJIb30BaTENb aBTOpU30BaH B MIC,

- COOTBETCTBYIOIIMI KIIFOY 3JICKTPOHHOM MOJIKUCHU BKJIIOUEH B PEECTP BBIIAHHBIX KITHOUYEH
3JIEKTPOHHOW MOJIHCH,

- COOTBETCTBYIOIIMM KIIIOU JIEKTPOHHOW MOJIMUCU OTCYTCTBYET B peecTpe OTO3BAHHBIX
KJIFOYEH 3JIEKTPOHHOUN MOAMUCH.

3.5. Bpems ¢opmupoBanus 3nekTpoHHOW monnucu ¢ukcupyercs cpeactBamu MC mo
rpunBuuckoMy Bpemenu (UTCH).

3.6. BHyTpeHHUE OJJEKTPOHHBIE JOKYyMEHThI, mnoanucanHbie [IOII, npusnarorcs B
Opranuzanuu paBHbIMH MO IOPUANYECKON CUJIe TOKyMEHTaM Ha OyMa)KHBIX HOCUTENSX,
3aBEpEHHBIMU COOCTBEHHOPYUYHOU MOJAIUCHIO.

3.7. Tlonb3oBarenu MC npusHatot, uto Busyanuzauus mrammna [I1311 npu nemoncrpanuu
HNokymenta B unrepgeiice C, Beimonnennas cpeacrsamu UC, siBisieTcss HEOCIOPUMBIM
NOJTBEpKIeHNEM (haKTa MOAMUCAHUS TOKYMEHTa COOTBETCTBYIOMIMM Biajenbiiem 1311
(MOUTMHHOCTH U HEOTPEKAEMOCTh ).

3.8. Xpanenue JJoKkyMEeHTOB OCYIIECTBISETCS IyTEM 3alUCH CBeAeHU 0 JlokyMeHTax B
apXUB AJEKTPOHHBIX JOKYMEHTOB, KOTOPBI sBIsieTcs yacThio UC.

3.9. Opranuzanus obecrieunBaeT TEXHUUYECKUMH U OPTaHU3AI[MOHHBIMU MepaMU 3allUuTy
OT HECAaHKIIMOHUPOBAHHOTO JOCTyMa U NPEIHAMEPEHHOTO YHMUYTOXKEHHS W/ WU
UCKa)KeHUsl cBelleHui o JIokyMeHTax B apXuBe AJIEKTpOHHBIX JokymMeHToB MC, a Taixke
rapaHTUpyeT MOATBEPKICHHE aBTOPCTBA IOKyMeHTa, noamnucanHoro [I13I1 aBropa, B Tom
qyclie IMyTeM YTBEPKIEHUS IMOMMEHHOTO OTPAaHMYEHHOTO CIIMCKA JIMI, HMMEIOIIHNX
pacmupenue (aIMUHUCTPATUBHBIC) MpaBa JOCTYIA K apXUBY JEKTPOHHBIX JOKYMEHTOB
nc.

3.10. Joxymentsl xpanstcs B UC B Tom popmare, B KOTOpoM OHU ObLTH co3maHbl. Cpok
xpaHeHus: J[okyMeHTOB u cBeneHuil 0 JlokymMmeHTax He MOXET ObITh MeHee 3 (TpeX) JIeT U
OmpeNesieTcs B COOTBETCTBUM C JIOKAJIbHBIMM HOPMATHUBHBIMM akTaMu Opranuzanuu
WJIU €€ CTPYKTYPHBIX MOJIpa3eieHui.

3.11. Komus 53JeKTpOHHOTO JOKYMEHTAa MOKET OBITh HM3rOTOBJICHA (paclieyaTaHa) Ha
OymaxxHom Hocurtene cpeactBamu MC w 3aBepeHa COOCTBEHHOPYYHOW MOAMHCHIO
Brnagensia [1OI1 nubo dYmeHaMu KOMHUCCHHM, BKJIIOYAIONIEH B ce0s KaKk MHHUMYM
pykoBoauTenst OpraHuzanuy W JUIO, UMEIOIIEe pacUIupeHHble (aIMUHUCTPATUBHBIC)
npaBa JOCTyla K apXuBYy O3JeKTpoHHbIX AokymeHToB HMC. Komus 351eKTpoOHHOTO



JOKyMEHTa Ha OyMaXHOM HOCHTEIE JOJDKHA COJAEPKaTh BHU3YAIU3aLMI0 IITaMIla
(wrammnoB) II9I1, nmoarBepxparomyro, uro opuruHan JlokymeHnta mnoanucad I[IOI1
AYTEeHTHUYHOCTb 3JEKTPOHHOIO JOKYMEHTa M €ro KONWM Ha OyMa)KHOM HOCHUTEJE
obecneunBaercs cpeactsamu UC.

4. TlpaBa, 00513aHHOCTH U OTBETCTBEHHOCTH BJIa/I€JIbIIa AJICKTPOHHOU MOAMUCH
4.1. Bnanener [1211 umeeT npaso:

- oOpamatbest K OTBETCTBEHHOMY 3a TeXHUYECKYI0 noaaepkky UC s aHHyIupoOBaHUS
(0T3BIBA), TIPUOCTAHOBKHU (BO30OHOBJICHHS) IEHCTBHS MPUHAICKAIIETO €My KIo4a
3JIEKTPOHHOW MOJANUCH;

- B Cllydae HEOOXOJMMOCTH 3aMEHbI, BOCCTAHOBJICHUS KJIIOUa JJIEKTPOHHOH IMOANUCU
oOpamarbes Kk OTBETCTBEHHOMY 3a TeXHU4ecKyro nojaepxky MC ¢ cooTBeTcTByrOLIEH
MPOCHOOI U MONYYUTHh HOBBIN KIHOY 3JIEKTPOHHOM MOIIUCH;

- oOpamarbcsi K pykoBojacTBYy Opranuzamuu ajis pa3dopa KOH(PIMKTHBIX CHUTYaIHi
(ciopoB), Bo3HuKatouux npu npumenenuu [1311 B VIC.

4.2. Bnanenen I1911 o6s13aH: -BecT 00pabOTKY BHYTPEHHUX DJIEKTPOHHBIX JOKYMEHTOB
B MIC B COOTBETCTBUU CO CBOMMU JOKHOCTHBIMU 00SI3aHHOCTSMU;

- IIPUHUMATb BCC BO3MOKHBLIC MCPbI MIA MNPCAOTBPAIICHUA HCCAHKIWMOHHUPOBAHHOI'O
HCITIOJIB30BaHUs CBOCTO KJIr0O4Ya 3J'IeKTp0HH01>i IIOAIIMCH,

- HU IIPH KaKHUX YCJIIOBUAX HC IICPCAABATDH KIIFOY BHCKTpOHHOﬁ MMOAIIMCH APYTUM JINIaM,

- MpU KOMIIEHCAIIMM CBOEro KIIOoYa »JIIEKTPOHHOM TMOANMHMCH HE3aMeIJIUTEIbHO
oOpatutbcsi kK OTBETCTBEHHOMY 3a TeXHHMUYECKyio mnonaepkky MC nns nmpuocTaHOBKHU
JEUCTBUS TPUHAIICIKAIIETO EMY KITI0Ua AJIEKTPOHHOM MOMHCH.

4.3. Bnagenen IIDI1 Hecer JIMYHYIO OTBCTCTBCHHOCTL 3d COXPAHHOCTL CBOCTO KJIIHO4Ya
3J'IeKTp0HHOﬁ IIOAIIMCH U €I'0 3allIMTY OT HCCAHKIINOHUPOBAHHOI'O MUCITIOJIb30BaHUA.

5. Texnonorus npumenenus cpeacts [1211 B UC

5.1. s nmpumenenus [1911 8 UC Bnagensiry [1311 Heo6xomumo aBTopusoBaTthes B MIC ¢
WCIIOJIb30BaHUEM MyOJUYHOM U KoH(puueHnuanpbHOW wyactedl wimoya [IDI1 (ums
nosib3oBarensa U napois). [lognucanue JlokymeHTa BBINOJHSETCS IYTEM Ha)KaTus Ha
kHonky «Ilognucars» B untepdetice UC.

5.2. Nadopmarus 060 BceX BBIJAHHBIX MOJIB30BATEIIO KIIFOUAX AJIEKTPOHHOW IMOAIHCH,
JaTax MOJyYeHUs U MPEKpalieHus ux AeucTus (u3batus) xpanarcs B UC mocTosHHO.

5.3. Ilpu mpekpamenun y coTpyaHuka OpraHu3ainuu JTOJDKHOCTHBIX OO0sI3aHHOCTEH 10
00paboTKe BHYTPEHHHX JIOKYMEHTOB C wucnoiib3oBanueMm IIDI1 wam yBonbHEHUI
COTPYJIHMKA €TI0 KJIIOY BHOCHUTCSI B PEECTP OTO3BAHHBIX KIIFOYEH DJIEKTPOHHOM IMOIINUCHU
OTtBeTcTBEHHBIM 3a TexHHYeckyro mnomuepxkky MC. C MoMmMeHTa BHECEHHMsS Kioua B
peecTp OTO3BaHHBIX KIKOYEH 3JEKTPOHHOM MOANWCH BCE MOCIEAyroImue J[OKyMEHTHI,
noanucanubie 3toi [1D11, He cunTarTCs MOANMMCAHHBIMU HAJUICKAIIUM 00pa3oMm, T.e.
MOAMNKUCHIO0, PABHOZHAYHOU COOCTBEHHOPYUHOM.



6. 3aKTIOYNTEIBHBIE TTIOJTOKEHUSI
6.1. Hacrosimiee [TonoxeHune BCTyIaeT B CHITY C IaThl YTBEPIKICHHUS.

6.2. Tekcr Ilomoxxkenus pasmeriaercss B UC. Ciocod mocTyma K akTyaJbHOW BEpPCHUH
[TonoxkeHns OMUCHIBAETCS B MOJIb30BATENBCKON TOKyMeHTauuu k MC.

6.3. JlokymenTsl, coznanabie B IC u moanucanasie [1911 B COOTBETCTBUY C HACTOSTIIIM
MOJI0)KEHUEM, MPU3HAKOTCS IOPUINYECKH 3HAYUMBIMU C JaThl yTBepxkAeHUS lonoxeHusl.
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