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Iosioskenne 06 MEMOIb30BAHNN POCTOI 3IEKTPOHHOI HCH M 3JIEKTPOHHOM
uipPOBOIi MOANMMCH /1151 DIEKTPOHHOT0 T0KYMEHT0000poTa B
MyHHIHIATLHOM ABTOHOMHOM JIOIIKOJIBHOM 00pa30BaTe/IbHOM YHPEKICHA
«Jlerexuii caja Ne 287»

1. Obmue nooxeHUs
1.1 Hacrosiuee TTososkenue 06 HCMONb30BAHHH POCTON 3JIEKTPOHHOM MOIHCH H IEKTPOHHOH
[OAIKCH IS 3JIEKTPOHHOTO JOKyMeHTo000poTa B MyHHIHNAIEHOM aBTOHOMHOM JIOIIKOJIEHOM
obpasopatenbHOM yupeskaenun «Jlerckuit cax Ne 287» (namee - Ilonoikenue) SABIAETCS
JIOKAIBHBIM ~ HOPMATHBHBIM ~ aKToM ~ MyHHIHMIAIBHOTO — ABTOHOMHOIO  JIOIIKOJIBHOTO
oGpasoBaTenbHOro yupesxkaenus «Jlerckuit can Ne 287» (nanee - Opranusaiys) 1 onpezenser
TIOPSAIOK M YCJIOBHSL pabOThI COTPYIHHKOB C JICKTPOHHBIMH IOKYMEHTaMH B HudopmannonHoi
Cucreme (manee — VIC), HEMoCpeJCTBEHHO CBSI3AHHBIMH C HX TPYJAOBOH JEATENLHOCTBIO, C
MPUMEHEHHEM TMPOCTOH IEKTPOHHOH moxmucu (naiee — [1211) u anexTponHO# HdpOBOH
noamucH (aanee - OLIIT).
1.2 Peanusamus ONpEJIEICHHBIX HACTOAIMM IlOJOXKEHHEM yCIOBHH NPHUMCHEHHS NPOCTOH
SIEKTPOHHOH TOMIKCH M 3JEeKTPOHHOH UHPPOBOH MOANHCH obecrieyrBaeT IpUIAHHE
JOPU/IMYECKOH CHJIBI JIEKTPOHHBIM JoKymentam Oprannsauun B MG, TpeOYIOUMM JIMYHOM
MOJIITMCH COTPYIHHKA, U ONIEpaliisiM C HUMH.
1.3 Hammane TT2TT u DL oGecreunBaeT 21eKTpoHHBIM JokymenTam B MIC:
® MOUTHHHOCTD - [TOATBEPIKACHHE aBTOPCTBA JIOKYMEHTA,
® [[EJIOCTHOCTB - IOKYMEHT HE MOKeT ObITh M3MEHEH I10CIIE MOANHCAHHS;
e He OTPHIIAHHE aBTOPCTBA (HEOTPEKAEMOCTB) - aBTOP HE MOXKET OTKA3aThCH OT CBOEH MOJIHUCH.
1.4 Jlns moAnMcaHus 270eKTPOHHBIX noKymeHToB B MIC mcnonp3yercs dIeKTpOHHAL iudposas
IOANHCH - HHGOPMAIHS B dNIEKTPOHHOH (opme, KOTOpas MPUCOCTHHEHA K Jpyrod HHGOpMaIHH
B 2JIeKTpOHHOI (opme (moAnucHBaeMOi HHPOPMALIHY, TOKYMEHTY B SICKTPOHHOM BHUJIE) WA
HHBIM 06pa3oM CBS3aHHAs C TakoM HH(OpMAIMEH, H KOTOpas MCHOJB3YeTCs Ul ONPC/ICICHI
JMIA, TOAIMUCHIBAIOIETr0 HH(POPMAIHIO.
1.5 B kauecrse my6iuunoii yactu kiroya [1911 n DL ucronp3yercs yHUKaIbHOS HMA y4eTHOH
sammcH, IpPEMeHseMoe Uis apropusaiy nosbsosatens B C. B kauecrse KOH(HIeHIIMANBHON
yactu kmoda 1911 u DI uenons3yeTes napoib K y9eTHOH 3aluCH.

2. TepMuHBI H ONIpe/Ie/ICHUS
B nanxom ITo0/KeHHH UCIIOIB3YIOTCS CJIE/IYIOIIME TEPMHHBI H HX ONPCACICHHU:
2.1 Brazesen 3/1eKTPOHHON MO/NKCH - COTPYAHMK OpraHu3arny, MOJINMKUCABIINN Y BeIOMIIEHHE
006 0o3HAKOMJIEHHMH ¢ HacTosiuM llojokeHneM U UCTONB3YIOMMH UM M0JB30BATEIIS H NapoJib
qutst apropusauuu B UC; -
2.2 DNeKTPOHHBIH JOKyMeHT (nanee - JIOKyMEeHT) - JIOKYMEHT cosnannsii B UC B 3neKTPOHHOM
dopMe ¥ TONMCAHHBIA 3IEKTPOHHOH MOJNHCBHIO COTPYAHHKA (9JIEKTPOHHBIMH  TIOITHCAMH
cotpyauukoB) OpraHusanuu; ,
2.3 Kmou ONEKTPOHHOW TNOANHCH - YHHKaIbHAs IIOCJIEIOBATEIBHOCTE  CHMBOJIOB,
TpeHA3HAYCHHAs Ul TIOATBEPIKICHHUs C UCIIOIB30BAHUEM CPC/ICTB VC nommurroct 1211 1
SOUIT B JlokymenTe;
2.4 Peectp BHUIAHHBIX KJOUEil 51eKTPOHHOI Mo/mHieH - Xpansuwiics B MC crucok yHHKaTbHEIX
[OCJIEIOBATEIFHOCTEH CHMBOJIOB, COIEPIKAIMXCS B BLIIAHHBIX MOJIb30BATE/IAM UMCHAX YHCTHBIX
3aMucei ¥ 1aposx,
2.5 PeecTp OTO3BaHHBIX KIOYEH 3JICKTPOHHOHW MOMIUCH - xpansimuitcs B MC  crcok



nons3oateneit UC, kmouu 3JIEKTPOHHOH TO/NKCH KOTOPBIX K MOMEHTY 00paIeHus K JaHHOMY
peecTpy ObLIM OTMEUEHBI KakK He/1elicCTBUTE/IbHBIC,

2.6 DnexrponHas Hudposas MNOIMHCH (OLII) u mpoctas SJIEKTPOHHAA nommucu  (TI211)-
uHdOpMalHs B 3IeKTPOHHOH (opMe B MC, Bo3HMKAIOIAs B MOMCHT BBLITIOJIHEHHS BJIAJICIIBIEM
3JIeKTPOHHO# TTO/ITHCH KOMaH/IbI noanucanus JJOKyMeHTa B unrepdeiice UC, moarBepiaromal
HoATMHHOCTE JIOKyMeHTa H/HIIH daxT 03HAKOMJICHHS BIIaJICIbIA [I911 u DL ¢ JJoKyMEHTOM,
KOTOpAsi B3aUMHO OJIHO3HAYHO CBA3BIBACTCH © JIOKyMEHTOM H BJIaJICIbLEM TO/IHCH;

7.7 IIramn I1DI1 u DLII - BusyaibHas OTMETKA 06 571eKTPOHHOM TOIIHCH, BKIFOYAOMIAM
pexsu3utel 11911 1 JLIII, koTopasi aBTOMATHYECKH CO3ACTCA cpencreaMu MC 1pH OTKpPBITHH
(BM3yalM3aliK) JOKYMCHTA, noanucansoro 1211 1 LI, B wuaTepdeEiice UC; Bpems
dopmuposanus [1911 1 DI oTobpakaercs B IITAMIIE 10 YaCOBOMY T0sCY MOTb30BATEIS ncC;
2.8 OGpaGoTKa 3IEKTPOHHOrO JOKYMCHTA - NefcTBHs MOJIB30BATENsA WC ¢ SNeKTPOHHBIM
noxymenTom cpeactsamu MC, BriroUas, HO HE OrpaHHYHBAsACH: CO3/aHHE, MPOBEPKA, noJnucanue
D11 u DL, urdopMupoBaHHE APYTOrO nompsosatensi UC 0 JOKyMEHTE, MOATBEPHKJICHHUE
NOJyYeHHs, 03HAKOMIICHHE, CO3/IaHIC KOIIIH na GyMaXHOM HOCHTENE, OTKJIOHEHHE, yaaJicHHE.

3. OGecneyenne PHANIECKOI CHITbI 3JIeKTPOHHBIX T0KYMEHTOB
3.1 Yusuennsii 1k JlokymenTa B MC BK/IIOUaeT: CO3JaHHe W IMPOo4He AelicTBUs 1O €ro
o6paGoTKe, OTPXKCHUE B yHCTE, 2 taxke xpanenne B UC. UC obecnieynBaecT perucTpanHio
neiicTpuii monmp3oBarenei ¢ JJOKyMEHTOM (0rMpoBaHNe) B TeUCHHE KH3HCHHOTO IHKJIA.
32 Bee wmamensupl IO # DOLI1 npu3HAOT PaBHO3HAYHOCTE cpoeit TIDM m DHII
coOCTBEHHOPYYHOM MOIMKMCH Ha OyMayKHOM HOCHTEIIE.
3.3 TlonuoMouMs BlaaebIa [12I1 u DUII, nmoamucaBlICro JIoKyMeHT, TOATBEPKIAIOTCA B
mMomeHnT moxanucanus JlokymeHTa B MC aBTOMATHYECKH IO IIOJIOKHTEIBHOMY pe3yJbTaty
CIIEIYIOIIUX TPOBEPOK:
e COOTBETCTBYIOIIMH M0JTb30BATE/Ib ABTOPH30BAH B UC,
e COOTBETCTBYIOUIMI KITHOY 3eKTPOHHOH NOINUCH BKIIOYEH B PEECTp BBIIAHHBIX KIHOUYEH
HNIEKTPOHHO MOJHCH,
e COOTBETCTBYIOLIHH KIIIOY 3/IeKTPOHHOIH TIO/UACH OTCYTCTBYET B peecTpe OTO3BAHHBIX KITFOUeH
2JIEKTPOHHOM MO/ITHCH.
3.4 Bpemsi (opMHPOBAHHIA 37IeKTPOHHOH TOJNCH duxcupyercss Cpe/ICTBaMH HUC mno
rpMHBUYCKOMY BPEMCHH (UTC+0).
3.5 DnekTpoHHBIE JOKYMEHTBL, noanucanspie 11011 H ST, npusHAlOTCA B Opranu3anuu
paBHBIMH 10 JOPHIHYECKOl Cuile JIOKyMEHTaMm  Ha OyMa@KHBIX HOCHTEJSX, 3aBepEeHHBIM
COOCTBEHHOPYUHOM TTOAIHCBHIO.
3.6 Tlonp3oparenn MC npu3HAIOT, YTO BU3YaIH3aLHis mrramma TIIT u DI npu ieMOHCTpaiii
JlokymeHnra B untepdeiice VC, BHINOTHEHHASA cpencramu WIC, aiserca HEOCIIOPHMBIM
nojTBepikIeHHEM (paKTa NOAMHCAHHA JIOKYMEHTa COOTBETCTBYIOLIHM pranensiem 1111 u OUII
(NMOAIMHHOCTD U HEOTPEKaeMOCTh).
3.7 Xpanenue JIOKyMEHTOB OCYIIECTBIACTCA [yTeM 3aIliCH ceesieHnii 0 JlokyMeHTax B apXHB
37IEKTPOHHBIX IOKYMEHTOB, KOTOPBIH SBJISETCS YACTHIO UC.
3.8 Opranusanus odecneunBact TeXHMYCCKMMH M OpraHHM3allMOHHBIMH MEpaMu 3alIUTY OT
HecaHKIIMOHMPOBAHHOrO JIOCTYNa H npeAHAMEPEHHOro  YHHYTOKCHHUS W/HAIH HCKAKCHUSA
cpeenuit 0 JIOKyMeHTaX B apXuBe O/ICKTPOHHBIX nokymentos VIC, a Takke rapaHThpyet
[10ATBEPIK/ICHHE aBTOPCTBA AOKYMEHTA, noanucanzoro 1111 u DL aBTOpa, B TOM yuclle myTeM
YTBEpIK/CHHA  IIOMMEHHOIO * OrpaHMYEHHOro ~ CIHCKa  JHIL, MMEIONIHX  PacUIMpeHHBIC
(aIMHHMCTPATHBHEbIE) IIpaBa A0CTYNa K apXHBY JIEKTPOHHBIX JOKyMCHTOB HUC.
3.9 JIoKkyMeHTBI XpaHATCS B UC B Tom dopmare, B KOTOPOM OHH 6pUIH co3aadbl. CpoK XpaHCHHS
JIOKyMEHTOB H cBejieHuil 0 JIokyMeHTax HE MOXKET 651Th MeHee 3 (Tpex) JIET B ONpeneisicTCs B
COOTBETCTBHH C JIOKQIbHBIMH HOPMATHBHBIMHU akramu Opranusanuyd HiIH €€ CTPYKTYPHBIX
ToJipas/eNeH H.
3.10 Komust 2MIEKTPOHHOIO IOKYMEHTa MOKET 6BITH MATOTOBNIEHA (pacneyarana) Ha OyMaKHOM
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nocutele cpeacrsamu MC u 3aBepeHa coOCTBEHHOPYYHOH MOIMMCEHIO BIIajie/ibla 1311 u SIII,
1160 WiCHAMH KOMHCCHH, BK/IOYAIONIEH B ce0s Kak MHHHMYM pykopojutens OpraHu3anuy u
JIMTI0, MMeEIOIee paciupeHHble (aIMHHACTPATHBHEIE) TpaBa J0CTYNA K apXHBY SJCKTPOHHBIX
noxymenTos MIC. Konus 2JIeKTPOHHOTO 10KyMeHTa Ha OyMa)KHOM HOCHTEIE JOJDKHA CONCPIKATD
pr3yammsanmio mwramna (mramnos) [T u DL, moATBepKAAIOLLYIO, YTO OpUIHHAT Jlokymenra
noamucan 11T u DIIT. AyTeHTHUHOCTh 2JIEKTPOHHOIO JOKYMEHTA H €ro KONHH Ha OyMa)KHOM
nocuTtese obecrieunsaercs cpeacreamu VC.

4. IIpaBa, 00513aHHOCTH H OTBETCTBEHHOCTH BJIAAE/IbIA 3JIEKTPOHHOM MOAIHCH
4.1 Buagener 1211 u DT umeeT npaso:
o obpamarbcsi K OTBETCTBEHHOMY 3a TEXHHYCCKYIO MOICPIKKY WUC is aHHYJIHPOBaHHSA
(0T3bIBA), IPUOCTAHOBKH (BO30OHOBIEHH)S) ACHCTBHA IPHHA/UIEIALIETO EMY KIIO1a IIEKTPOHHOR
TIO/IMTHCH;
e B clTyuae HEOOXOAUMOCTH 3aMEHbI, BOCCTAHOBJICHHSA KIIFO4a 3IeKTPOHHOM MOAMHCH 00paTUTHCA
k OTBETCTBEHHOMY 32 TexXHHueckyto noauepikky MC ¢ cooTBeTCTBYIOMEH npocs00H M TOTYYHTh
HOBBII KJIIOY 3JIEKTPOHHOMN MOIMHCH;
e oGpamarscst K pykooacTBy Opranmsanuu JUisi pasdopa KOH(IMKTHBIX CHTYalui (CrIopoB),
Bosuukaroumx npu npumenernn 1911 u DLIIT 8 KC.
4.2 Brnageneu I131I1 u DL obs3an:
e BecTH 00paGOTKY BHYTPEHHHX 3JIEKTPOHHBIX J0KyMeHTOB B IC B COOTBETCTBHH CO CBOMMH
NOJKHOCTHBIMH 00S3aHHOCTAMH;
¢  [PUHAMATH BCE BO3MOXKHBIE Mepbl JUIA INPEJOTBPAIICHHS HECAHKIMOHHPOBAHHOIO
HCIIOB30BAHUS CBOEr0 KIII0Ya 2IeKTPOHHOH TOAIHCH;
e HH IIPH KAKUX YCIIOBHSX He IepeaBaTh K04 37eKTPOHHOH MOIMUCH APYTHM JIMIAM;
e [pH KOMITPOMETALHH CBOEr0 KI0Ya 3/IEKTPOHHOH MOJIKCH HE3aMeUIMTEIBHO o0paTuThCs K
OrseTcTBeHHOMY 3a Texuuueckyio nomaepikky MWC s HpHOCTAHOBKH INEeHCTBHS
MPUHAUIEKAIIETO eMy KJIH04a 3JIeKTPOHHOH MOITHCH.
4.3 Bnangenen IT2I1 u DIIII HeceT NUYHYIO OTBETCTBEHHOCTH 3@ COXPAaHHOCTH CBOCTO KIIIOHa
3JIEKTPOHHOM MOJIHCH H €0 3allATy OT HECAHKIHOHHPOBAHHOIO UCIIOIb30BAHHL.

5. Texuouornst npumenenns cpeaers [T u DI B UC
5.1 Jlns npuvenenus [1211 u DL 8 UC Brazensiy [1911 u DLIT HeoOXoquMO aBTOPH30BATHCS
B UC ¢ uenonb3osanmeM nyomdnoil n konduaenpuansHoii yacrei xmoya [T n SLIT (ums
noJip3oBarens U napois). [logmucanne JlokymMeHTa BBINOJHICTCS IYTEM HAXaTHs HA KHOIKY
"[loamucars" B unTeppeiice MC.
5.2 Mndopmanus 060 BCeX BBIIAHHBIX MO0JIb30BATE/IO KIOYaX JIEKTPOHHOH MOJNHMCH, Jarax
TOJTyYEHHS | IIPEKPALICHHS UX ACHCTBUS (U3BSTHS) XPAHUTCS B N C nocTosHHO.
5.3 [Ipu mpekpamenyy y coTpyAHHKa OpraHu3aluy JOIKHOCTHBIX 0053aHHOCTEH 110 obpaboTke
BHYTPEHHHX 3JIEKTPOHHBIX JIOKYMEHTOB € HCIOJIL30BAHHEM TIDIT 1 DI unu npu yBOJIBHEEHH
COTPYJHHMKA €ro KIIOY BHOCHTCS B PEECTP OTO3BAHHBIX KIIOYCH 3/IEKTPOHHOH MOIMACH
OtBeTcTBeHHBIM 3a TexHHueckyio nomaepxky MC. C MOMeHTa BHECEHHS KIIO4Ya B peectp
OTO3BAHHBIX KJIOUEH 31eKTPOHHOI MO/ITHCH Bee nocietytomde JIOKyMeHThI, IOANHCAHHbIC 3TOM
[IDI1 u DLIL He cyMTAOTCA NOANHCAHHBIMM HAIeXKaumM 00pasoM, T.€. MNOIUCHIO,
PaBHO3HAYHON COOCTBEHHOPYYHOMH.

6. 3aK04HTeIbHbIE 0JI0KECHHS
6.1 Hacrosmee [TonoxkeHne BCTYNaeT B CHILY € 1aThl YTBEPIKICHHA






