


MYHIU |_l[/| NMAJIbHO Noanucaxo umdposoit

E ABTOHOMHOE
NOLLKONbHOE
OBPA30OBATE/IbH
OE YYPEXAEHWE
"[IETCKM CAA
Ne63"

noanncbio:
MYHULUNANBHOE
ABTOHOMHOE
NOLLKOJTbHOE
OBPA3OBATEJIbHOE
YYPEXIEHVE "AETCKUIA
CAL No63"

Nara: 2024.10.02 10:21:59
+04'00'



YTBEPXJIEHO

MIPUKA30M 3aBEYIOIIETO
MAJOY «/lerckuii cam Ne63»
OT No

IMTOJIOXKEHUE
00 MCIOJIb30BAHUU AJIEKTPOHHOHN IIU(POBOM MOAIUCH JIs SJEKTPOHHOTO
JTIOKYMEHTO000pOoTa B MyHUIIMIATbHOM aBTOHOMHOM JIOIIKOJIBHOM
oOpazoBaTenbHOM yupexaeHnn «Jlerckuit cam No63»

1. OO01IMe MoJI0KEHUS

1.1 Hacrosmee IlomoxkeHue 00 MCHONB30BAHUU DJICKTPOHHOM TMOAMUCHA ISt
ANEKTPOHHOIO JOKYMEHTO0O0OpoTa B MyYHHMIMNAIBHOM aBTOHOMHOM JIOIIKOJIBHOM
oOpazoBaTenbHOM yupexaeHun «Jlerckuii cam Ne63» (nmanee - Ilonoxenue) sBusieTcs
JIOKaJIbHBIM HOPMAaTHBHBIM aKTOM MYHUIHIIAJIBHOTO aBTOHOMHOIO JOIIKOJBHOTO
oOpazoBatenbHOro yupexnaeHus «Jlerckuii cag Ne63» (nmanee - Opranuzauus) M
omnpesienseT MOpPSAAOK M YCIOBHS paboOThl COTPYAHMKOB C  3JIEKTPOHHBIMU
nokymeHntamu B HMubpopmanmonnoit Cucreme (manee — HMC), HemocpeacTBEHHO
CBA3aHHBIMH C X TPYJIOBOM IESITEIBHOCTBIO, C IPUMEHEHUEM AIIEKTPOHHOMN IIUPPOBOH
noanucu (nanee - SLIT).

1.2 Peanuzanus ompeseNneHHbIX HacToAmmM [lojokeHnemM ycioBHH MPHUMEHEHUS
AJICKTPOHHON IM(PPOBOM TMOANMKUCH OOCCIEUNBACT MPUJIAHUE FOPUIUICCKON CHIIBI
ANIEKTPOHHBIM JokyMeHTaM Opranuzanuu B MC, TpeOyromum JIUYHOM MOJIUCH
COTPYIHHMKA, U OIIEpallvsIM C HUMH.

1.3 Hamuuue DIIIT obecieunBaeT 3MeKTpOHHBIM JoKyMeHTaM B NC:

. NOJJIMHHOCTB - TOATBEPKIAECHUE aBTOPCTBA JOKYMEHTA;
. LIEJIOCTHOCTD - JOKYMEHT HE MOXKET OBbITh U3MEHEH 0CIIE MOAMUCAHUS;
. HE OTpHIIAHUE aBTOPCTBA (HEOTPEKAEMOCTH) - aBTOP HE MOXET OTKa3aThCs OT

CBOEH MOJIIHCH.

1.4 JIns nmoamucaHusi 3JIEKTPOHHBIX HOKyMEHTOB B MC ucnonb3yercst 3JeKTpOHHAs
uudpoBas moanuch - uWHoOpMmamus B BJIEKTPOHHOW  ¢opme, KOTopas
NpPUCOEIMHEHAa K JApyroil mHdopmanuu B 3JIEKTPOHHOU (opMme (MOANHCHIBAEMON
uH(popMaIuU, JOKYMEHTY B AJIEKTPOHHOM BHUJE) WM MHBIM OOpa30oM CBsI3aHHAs C
Takol wuH(OpMalMeld, U KOTOpas HCIOJIb3YeTCs MJIsi ONpelesieHus JIUIa,
MOJITMCHIBAIOIIETO NH(OPMALIHUIO.

1.5 B kauectBe myOnmunHoi uvactu kimoda DLl mcnonp3yeTcst yHUKanbHOE HMS
Y4ETHOM 3anucu, NpUMEHsieMoe NIl aBTopu3anuu noias3oBatens B UC. B kauecTBe
KoH(puaeHInanbHoU yactu kiatoua DI ncrnons3yercs maposib K y4eTHON 3aIUCH.

2. TepMUHBI U OIpeIEICHUS



B nannowm IlonoskeHnn UCIOIB3YIOTCS CIEAYIONINE TEPMUHBI U UX ONPEACIICHUS

2.1 enaodeney snexmponnoti noonucu - COTpyAHUK OpraHuszanuu, MONMCABIINN
YBenomienue 06 o3HaKOMJIEHUH ¢ HacTosuuM [lonoskeHrneM 1 UCIOJIb3YIOMHUN UMs
M0JIb30BATEINSI U TApoJib s aBTopu3auuu B UC;

2.2 anexmponnsiii doxymenm (nanee - /Joxymenm) - TOKyMeHT co3nanHbiii B IC B
ANEKTPOHHON (opMe U TMOANUCAHHBIM SJIEKTPOHHON TMOANMHUCHIO COTPYIHUKA
(9NEKTPOHHBIMUITOAMKUCSAMU COTPYAHUKOB) Opranuzaiuy;

2.3 KI04 2]IeKMPOHHOU NOONUCU - YHUKAlIbHAs TOCJIEI0BAaTEIIbHOCTh CHMBOJIOB,
npeaHa3HaYeHHass s TMOATBEPXKIEHUS ¢  ucmosnb3oBaHueM cpeacts  MC
noguHHoCcTH DI B lokyMeHTe;

2.4 peecmp 6vl0anHLIX KIIOUel 21eKkmporHol noonucu - xparsmmiics B UC crucox
YHUKAJIBHBIX IOCJEI0BATEILHOCTEl CHMBOJIOB, COJEPXAIIMXCA B  BBIJAHHBIX
M0JI30BATEJISIM UMEHAX YUETHBIX 3alUCEH U Mapoisx;

2.5 peecmp 0mo36aHHbIX KtOUell 2IeKmporHOoU noonucu - xpausuuiics B UC criucok
nosib3oBaTenet C, Ki1toun 37eKTPOHHON MOJMUCH KOTOPBIX K MOMEHTY 0OpaleHus
K JAaHHOMY peecTpy ObUIM OTMEUYCHBI KaK HEJCHCTBUTEILHBIC,

2.6 anexmponnas yugposas noonuce (J1II) - nadopManus B 7IEKTpOHHOU popme B
NC, Bo3HHKaIOIAass B MOMEHT BBINOJHEHUS BIIAJICNIBIEM SJIECKTPOHHOM MOANMUCH
KoMaHabl mnoanucanus Jlokymenta B uHTepdeiice MC, mnoarBepxkaromas
NOMJMHHOCTE  JlokymenTa w/unu ¢akt o3HakomieHus Buagensiia O ¢
JlokymMeHTOM, KOTOpas B3aWMMHO OJHO3HAYHO CBSA3bIBacTCS C JIOKyMEHTOM u
BJIAJICJIbIIEM TIOJIITUCH;

2.7 wmamn DUII - Bu3yanpHas oTMETKa 00 SJEKTPOHHOW MOJIKCH, BKIIIOUYAOIIAS
pexkBusuTel [IDII, koTopas aBTomaTmueckum co3maercs cpexncrBamu HC mpu
OTKpPBITUU (BU3yanu3aluu) JokymeHTa, noanucanHoro OIII, B untepdeiice UC;
BpeMs popmupoBanusi OILIIl oroOpaxkaeTcs B ImITaMmme MO YacOBOMY TOSICY
nonb3oBarens UC;

2.8 obpabomka s1exkmporH020 OO0Kymenma - JeWcTBus Tmoib3oBarens MNMC ¢
AJIEKTPOHHBIM JTOKyMEHTOM cpeactBamu MC, BKItouas, HO HE OTrPaHUYNBASIChH:
co3manue, npoBepka, nmoanucanue DI, mHPpOpMUpOBaHKE NPYroro MOIH30BATENS
HC o gokymeHTe, MOATBEPKACHHUE MOJIYICHUS, O3HAKOMJICHHE, CO3JJaHIE KOMHMH Ha
OyMa)KHOM HOCHUTEJIE, OTKIIOHEHHUE, yIalieHuE.

3. ObecrnieueHne IOPUANUECKON CUITBI AJIEKTPOHHBIX IOKYMEHTOB

3.1 XXuznennsiii 1uki Jlokymenta B IC BkJItOUaeT: co3laHue U MPOUUE JACHUCTBUS MO
ero oOpaboTke, oTpakeHue B yuere, a Takke xpaHenue B MC. MC obGecneunBaer
perucTpanuio AeCcTBUI mosnb3oBarenei ¢ JJOKyMeHTOM (JIOTMpOBAaHUE) B TEUCHHE
KU3HEHHOTO LIMKJIA.

3.2 Bce Bmamenbusl  OIIl  mpusHator  paBHO3HaA4HOCTH  cBoed  OIIII



COOCTBEHHOPYYHOU MOANKUCH HAa OYMaXKHOM HOCHTEJE.

3.3 Ilonnomouns Bianensua DU, moanucasmero JJokyMeHT, OATBEPKIAIOTCSA B
MoMmeHT noanucanus Jlokymenta B MC aBTOMaTHYeCKH IO MOJOXKUTEIBHOMY
PE3yNbTATY CIEIYIONIUX IPOBEPOK:

. COOTBETCTBYIOIIMI MOJIb30BaTENb aBTOpU30BaH B LC,

. COOTBETCTBYIOIINI KJIFOY 3JIEKTPOHHOM MMOANKCH BKIIIOUEH B PEECTP BBIIAHHBIX
KJIFOUEH 3JICKTPOHHOW MOJAMKUCH,

. COOTBETCTBYIOIIMN KJIFOU 3JIEKTPOHHOM TIOJIUCH OTCYTCTBYET B PEECTpE
OTO3BAHHBIX KIIFOUEH 3JIEKTPOHHOMN MOJIHUCH.

3.4 Bpems popmupoBaHus 3JeKTpOHHON noanucu gukcupyercs cpeacrsamu MC no
rpunaBuackomy Bpemenu (UTC+0).

3.5 Dnekrponnsle nokymMeHThl noanucanueie OLIII, mpusnatorcs B Opranuzanuu
pPaBHBIMU TI0 IOPUIWYECKOW CHJIE JIOKYMEHTaM Ha OyMaXHbIX HOCHUTEISX,
3aBEPEHHBIM COOCTBEHHOPYYHOMU MOAMHUCHIO.

3.6 TlompzoBaren WMC mpusHator, 4to Bm3yanmzamus mTammna OUII mpu
nemoHcTpanuu Jlokymenta B uHTepdeiice MC, BoimonnenHas cpencrBamu UC,
SBJIIETCSI HEOCMOPUMBIM  TMOATBEpKJAeHUEM (¢dakTa MOAMUCAHUS JIOKYMEHTa
COOTBETCTBYIOIIUM BiazaeabieM DLI(moammHHOCTh U HEOTPEKAEMOCTB ).

3.7 Xpanenue JIokyMEHTOB OCYIIECTBISETCS IIyTEM 3allMCU CBEACHUN 0 JJokymMeHTax
B ApXUB DJIEKTPOHHBIX JOKYMEHTOB, KOTOPHBIN sBIsieTcs yacThio MC.

3.8 Opranumzanus oOecreuynBaeT TEXHWYECKMMU W OPTaHW3alMOHHBIMUA MEpaMu
3aIATy OT HECAHKIMOHMPOBAHHOI'O JOCTYNA W IMPEIHAMEPEHHOIO YHUYTOXEHUS
W/WTU UCKaKEHUA CBeIeHH 0 JIoKkyMeHTaxX B apXuBe JIEKTPOHHBIX T0KyMeHTOB UC,
a TaKKe rapaHTUPYET NOATBEPKIACHUE aBTOPCTBA JOKyMEHTa, nognucasHoro OLIIT
aBTOPA, B TOM YHUCJIE IyTEM YTBEPKIEHUS IONMEHHOIO OTPaHUYEHHOI'O CIMCKA JIUILL,
UMEIOIIUX pacHIMpeHHble (aAMUHUCTPATHBHBIE) TMpaBa JOCTyma K apXHBY
ANEKTPOHHBIX T0KyMeHTOB UC.

3.9 Joxymentsl xpanstcs B UC B Tom ¢opmaTe, B KOTOPOM OHU OBUTH CO3/aHBI.
Cpoxk xpaneHusi JIokyMeHTOB M cBeAcHUM o JIOKyMeHTax He MOXeT ObITh MeHee 3
(Tpex) NeT M OompeAenseTcsl B COOTBETCTBUM C JIOKATHHBIMU HOPMATUBHBIMU aKTaMU
OpraHu3aiuu Wi €€ CTPYKTYPHBIX MOAPA3/IEIICHUN.

3.10 Konust 57€KTPOHHOTO TOKYMEHTa MOXET OBITh M3rOTOBJICHA (pacrieuaTaHa) Ha
OymaxxHoM Hocutene cpeactBamu MC u 3aBepeHa COOCTBEHHOPYYHOW MOANMCHIO
Bragenbpia JOIII, nubo wieHaMu KOMHUCCHM, BKJIIOYAIONIEH B ce0s KaKk MUHUMYM
pykoBoauTesnss OpraHuzaiuu 1 JUI0, UMEIOIIee pacliupeHHbIe (aIMUHUCTPATUBHBIC)
npaBa JOCTyna K apXuBy 3JEKTpOoHHbIX JoKymeHTOB MC. Komus 31€KTpOHHOrO
JIOKYMEHTa Ha OyMa)XHOM HOCHTEJE [0JDKHA COJAEpKaTh BU3YyaIM3AlMIO ILITamIia
(wrrammnoB) OIII, moaTBepxaaroiryro, uro opuruHan Jlokymenrta nognucan LTI
AYTEeHTUYHOCTh 3JIEKTPOHHOTO JOKYMEHTa M €r0 KOMUU Ha OyMaKHOM HOCHUTEINE
obecnieunBaercs cpeactsamu MC.



4. HpaBa, 00513aHHOCTH M OTBETCTBEHHOCTD BJIaaciibla SHGKTpOHHOﬁ oA CH

4.1 Bnanenen DI umeet npaso:

. oOpamarbcsi k OTBETCTBEHHOMY 3a TeXHHUYecKyro mnoaaepxkky WC nmnsa

aHHYJIMPOBAHUS (oT3BIBA), MIPUOCTAaHOBKHU (BO30OHOBIICHUS ) el CTBUS

MPUHAICKAIIETO EMY KIIF0Ya 3JIEKTPOHHOM MOITUCH;

. B cllydyae HEOOXOJMMOCTH 3aMEHbI, BOCCTAaHOBJICHHS KIIIOYa DSJIEKTPOHHOM

noAanucu obpatuthea K OTBETCTBEHHOMY 3a TeXHUYecKyr mnomaepxkky HC c

COOTBETCTBYIOIIEH POCKOON U MOTYYUTH HOBBII KITIOY 3JIEKTPOHHON TOITUCH;

. oOpamarbcsi K pykoBojcTBYy Opranuzanuu s pa3dopa KOH(PIMKTHBIX

cUTyanui (cropoB), BozHukaromux npu npumenenuu S1II B VIC.

4.2 Bnagenen DL o0s13an:

. BECTU O0OpabOTKy BHYTPEHHUX DIJIEKTPOHHBIX JokymeHToB B HWC B

COOTBETCTBUH CO CBOMMUIOJKHOCTHBIMU O0SI3aHHOCTSAMY;

. IPUHUMATh BCE BO3MOXKHBIE MEPBI MJI TMPEIOTBPALICHUS
HECAHKIMOHUPOBAHHOTO UCIIOJb30BaHUSI CBOErO0  KIIOYa  AJIEKTPOHHOU

MOAIUCH;

. HU TPU KaKUX YCJIOBHUAX HE IepeaaBaTh KIHOY AJICKTPOHHOHN IMOINUCH APYTUM
JIATIAM;
. MPU KOMIIPOMETAIIMKM CBOETO KJIt0Ya 3JEKTPOHHON MOAMUCU HE3aMEIJIUTEIIbHO

obpatuthbcs K OTBETCTBEHHOMY 3a TEXHHUYECKYIO nojaepxkky MC miis mpruocTaHOBKH
JIEUCTBHS MIPUHALIEKALIETO EMY KIIF0Ya JIEKTPOHHOM MOJIHCH.

4.3 Bnanenenr DIIII HeceT MMUHYI0 OTBETCTBEHHOCTh 32 COXPAaHHOCTHh CBOETO KITFOUa
AJIEKTPOHHOM MOJIMUCH U €T0 3aIMUTy OT HECAHKIIMOHUPOBAHHOTO UCTIOJIH30BAHMUS.

5. Texnonorusa npumenenus cpeacts S B UC

5.1 Insa npumenenust DLII B UC Bnagensuy D11 HeoOxoauMo aBTOpU30BaThCA B
NC ¢ ucnonszoBanueM nyoanyHoN U KoHPuAeHIManbHOU yacTeit kiroua DT (nms
noJjib3oBaTests U napois). [loanucanue JJokyMeHTa BBINOTHSAETCS MyTEM Ha)XaTus Ha
kHonky "Tloanucate" B untepdeiice NC.

5.6 Hudopmamus 000 BCeX BBIIAHHBIX II0JIH30BATSII0 KIFOYaX dJIESKTPOHHOU
MOAMNUCH, 1aTaX MOJyYeHUs U MpeKpalieHus: ux AeicTBus (u3bsatus) xpanurcs B UC
MOCTOSIHHO.

5.7 Ilpu npekpailieHud y cotTpyaHuka Opranu3ainuu JOJKHOCTHBIX 00s3aHHOCTEH 10
00paboTKe BHYTPEHHHMX JJIEKTPOHHBIX JTOKYMEHTOB C Hcmojib3oBaHuem OIIIT wim
IIpU YBOJIBHEHUH COTPYJHHKA €ro KIJII0Y BHOCHUTCS B PEECTP OTO3BAHHBIX KIIIOUEH
ANEKTPOHHON mnoanucu OTBETCTBEHHBIM 3a TexHuueckyro mnoaaepxkky HC. C
MOMEHTA BHECEHUSI KJIF0Ya B PEECTP OTO3BAHHBIX KIIFOUEH 3JIEKTPOHHOUN MOAMMUCH BCE
nocieaywmue JJoxkymeHntsl, mnoanucanHbie 3To  OIII, He cuurTarorcs
NOANMUCAHHBIMUA  HAJUIeKalMM  o0pa3oM, T.e. TMOAMNKHCHIO, PaBHO3ZHAYHOU



COOCTBEHHOPYUYHOM.
6. 3aKIIOYUTEIBLHBIE MTOJI0KEHUS

6.1 Hacrosiiee [lonoxenue BcTynaeT B CUITY C JaThl YTBEP KICHHUS.
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