MyHuImnaabHoe OI0PKETHOE TOMIKOIFHOE 00pa30BaTEIbHOE YUPEKICHHE

«Herckwmii can «ckpan(MBJIOY «ckpay)
IOpuanueckuitanpec:427611,Poccuiickas®enepauns, Y amyprckasPecryonuka, [ tazosckuiipaiion,noc. Jlomotabixa
Yenua, ynmuua Jlaunas, gom 1
dakrnueckuitanpec:427611,Poccuiickasdenepanus, Y nmyprckasPecnyonrka, [ 1azoBckuii paiton,noc./lom oTnbixa
Yenua, ynmuua launas, gom 1
Tenepon8(34141)92-5083nekrponnasmouta:dachaiskra@mail.ru

ITPUKA3

02.06.2025r Nel2

00 ncnoJbL30BAaHUM MPOCTOM FJIEKTPOHHOM MOANNCH
B MBIOY n/c «Mckpa»

B coorBerctBun ¢ ®epepanbHbiM 3akoHOM oT 6 ampens 2011 r. Ne 63-®3 «O6
ANeKTpOHHOU noamnucu», [Ipukazom denepanbHoil ciryk0bl IO HA30PY B chepe 00pa3oBaHUs U
Hayku or 04 asrycra 2023r. Ne 1493 «O06 yrBepxaenuu TpeOGoBaHMii K CTPYKType
o(unranbHOro caifra o0Opa3oBaTeabHOI OpraHu3aluu B UH(POPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOM ceTH «IHTepHEeT» U popMaTy NMpeACTaBICHUS UHPOPMAITI,

IMPUKA3BIBAIO:
1. VTBepauts [IpaBuna CO3/1aHUs
WU CITIOJIb30BAHMSITIPOCTOMAICKTPOHHONTIO NI CHISIIO I CAHUAIICKTPOHHBIX TOKYMEHTOB, pa3M
emaeMbixHaopunuaasHomcaiiteMbJIOY n/c «Hckpa» B uH(GOPMAIIMOHHO-

TeeKOMMYHHUKaMOHHOM ceTu «HTepHeT» (IIpunoxenne No 1).
2. YtBepauth llepedyeHb akTyalbHbIX CEPTU(PUKATOB MPOCTON 3JIEKTPOHHOW MOMANMUCH,
WCIIOIb3YEMBIX [l YAOCTOBEPEHHUSI SJIEKTPOHHBIX JOKyMeHTOB (IIpunoxenue Ne 2).

3asenytonuit MBJIOVY n/c «Uckpay» JL.M.JIoceBa


mailto:dachaiskra@mail.ru

[Tpunoxenne l knpukazyNel2 ot
02.06.2025r.

IIpaBuia co31aHUS U UCIOJIb30BAHUS MIPOCTOM FJIEKTPOHHOM MOANMMUCH
JJIS1 3JIEKTPOHHBIX JOKYMEHTOB, pa3MeliaeMbIX
HAa 0(PMIHATBLHOM calTe
MBJOY n/c«Mckpa» B HH(POPMALTMOHHO-TeJIEKOMMYHHUKANMOHHOM ceTu«HTEpHET»

1. Hacrosmue [IpaBuia pernaMeHTHPYIOT MPOLIECC CO3[JaHUSI U HCTIOIB30BAHUS MPOCTOM
anekTpoHHo mnonanucu (manee - IIDII)ans moamucanust AOKYMEHTOB, pa3MEIaeMbIX Ha
oduranbHOM caiite MyHUIIMTIANBHOTO OI0[KETHOTO JOLIKOJIHOTO
oOpazoBatenbHOro yupexnaenus «J[lerckuit caxg «Mckpay (MBHAOY n/c «Uckpa») B
MH()OPMALIMOHHO- TEJIEKOMMYHUKAITMOHHOU ceTH « HTepHeTY.

2. Ilpoctoit »BIEKTPOHHON TONIMHUCHIO SBISETCS OJICKTPOHHAs TMOJMUCH, KOTOpas
MOCPEJICTBOM HCIOJB30BaHMsI KOJOB, MAapoJie WM HWHBIX CPEJCTB MOATBEpX)AAaeT (HakKT
(bopMUpOBaHUS 3JIEKTPOHHON MOANUCH ONPEIEICHHBIM JIUIIOM.

TepMmuH «mpocTtas 3JeKTpOHHAs MOMUCH» B KOHTEKCTE HacTosuX [IpaBun o3Havaer, 4To
nudpoBoe yAOCTOBEpeHHe, ucnoib3yemoe ais noanucanus [IDI1 mokyMeHTOB, BBITyCKaeTCs
3aBeayronmM MBJIOY n/c «Uckpa» camocTosiTensHo, 0€3 ydacTus yIOCTOBEPSIOIIETO IIEHTPA.

3. IIpocrast sneKTpoHHAsI TOAMKUCH CIYXKUT JJISl TIOJMUCAHHS dJICKTPOHHBIX JOKYMEHTOB.
DONEKTPOHHBIN JOKYMEHT — 3TO DJJIGKTPOHHBIM 00pa3 IOKyMeHTa Ha OyMa)XHOM HOCHUTEIE,
MOJAMUCAHHBIN  cOOCTBEHHOpPYUHOU moamuchio. HWHopmamuss B siekTpoHHOH  (opwme,
MOJANUCAaHHAA TPOCTOM AIEKTPOHHOW MOJAMUCHIO, MPHU3HAETCS 3JIEKTPOHHBIM JIOKYMEHTOM,
pPaBHO3HAYHBIM JIOKYMEHTY Ha OyMa)XHOM HOCHUTeNe, MOANMCAaHHOMY COOCTBEHHOPYYHOM
MOJIITUCBIO.

4. Tlpoctas »>neKTpOHHAsl MOAMUCh MOXET OBbITh CO3/JaHa C TIOMOUIBIO CBOOOJHO
pacmpoctpansiemoro nporpamMmmuoro odecrneuenus (Adobe Acrobat Reader DC, FoxitReader mium
ananornynoro I10). Jlns dopmupoBanus 1211 Heobxoaumo B mokymeHTe dopmara pdf gepes
JONIOJTHUTENbHbIE MHCTPYMEHTBI HaCTPOUTh LU(POBOE yaocToBepeHue. [[iist 3Toro Heo6xo0aumMo
3anonHuTh uMsl (OUO, nomkHOCTh TMla), HA3BaHWE OpPraHU3aluU, aJIpec SJIEKTPOHHON MOUYTHI U
yKkazaTh mapoiib. B okuHe [loonuce ¢ nomowwio yugposozo yoocmosepenus OyayT yKa3aHbI
naHHbIe rna cozaasiiero 1911 u cpok neicTBus cepTudukara.

5. Hna mnoamucanust IIDIl 37eKTpOHHOrO JOKYMEHTa C YKa3aHHBIMU PEKBU3UTaAMHU
BbIOMpaeTCs cepTU(PUKAT CO3/1aHHON MOJNUCH U BOJUTCS NapOJb.

6. DneKkTpoHHBIH TOKYMEHT cuuTaercs mnoanucaHHbiM [IDI] mpu BeIMOTHEHWH B TOM
YHCJIE OJTHOTO U3 CIEYIOUIUX YCIOBUI:

1)  TIpocras 3yIeKTpOHHAs OIKCH COMCPIKUTCS B CAMOM 3JICKTPOHHOM JIOKYMEHTE;

2) Kurod mpocToit 37eKTPOHHOW MOINKMCH MPUMEHSETCS B COOTBETCTBHH C MPaBUIIAMH,
YCTAaHOBJIEHHBIMH OIEPAaTOPOM HH(POPMAITMOHHONW CHUCTEMBI, B CO3/JaHHOM DIICKTPOHHOM
JOKYMEHTE COAepKUTCS MH(POpMALIUs, YKa3bIBaroOIIasi Ha JIULIO, OT UMEHU KOTOPOTO ObLI CO3/1aH
ANIEKTPOHHBIN TOKYMEHT.

7. TIDIl Busyamusupyercs rpauueckuM  OOBEKTOM  («IITaMIIOM»),  KOTOPBIH
pa3MmeniaeTcss Ha MepBOMl cTpaHuile AokyMeHTa. «llltamm» MoXeT coiepkarb TEKCTOBYIO U
UHYI0 Tpaduyeckyto nHpopmanuio, oTHocsmytocs k [1311.

8. s pa3zmenienus Ha opunmanbHoM caiite MBJIOY n/c«Uckpan10KkyMeHTOB,



noanucanubix [IDI1 BBOAUTCS yHUKAJIbHBIA MPOTPAMMHBIA KIIHOY, KOTOPBIA MOATBEPKIACT
MOJYTMHHOCTD JIOKYMEHTA.

9. JHoxymentsl, noanucanubie 11211, pasmemennsie Ha oduruanbaoM caiite MBJIOY
n/c «Vckpa», COMPOBOXIAIOTCS MHKTOIPAaMMOM, CBHUACTENbCTBYIOmEH o Hamuuuu [1DI1 B
nokyMmeHTe. lllenmuok 7€BOM KHONMKOW MBIIMIM TIOCJ€ HaBEJACHUS YKazaTels Ha TaKyro
MUKTOTPaMMY BBI3BIBAET MOSBJICHUE HA HKPAHE COOTBETCTBYIOIIEH HH(POPMALIIH.

10. Bwusyanmmzamus mraMiia IpoCTOi SJIEKTPOHHOHN MOAMKCH B DJIEKTPOHHOM JIOKYMEHTE,
SBISIETCS TIOATBEpKACHUEM (haKTa TMOANUCAHUS JaHHOTO JOKYMEHTa COOTBETCTBYIOIIUM
BJIaJICJIBIIEM BJICKTPOHHOM MOAIHUCH.

11. lludpoBbie yIOCTOBEPEHUS, HCIOJIb3YyEMbIE IPU MOANHMCAHMM JOKyMeHToB [IDOII,
BBITTyCKarOTCsA s 3aBenytomero MBJIOY n/c «Mckpa», Tpu HEOOXOAUMOCTH — JJIA
COTPYAHHUKOB, HCIOJIHSIOMNX OOS3aHHOCTH 3aBEAYIOIIEr0. BBITYCK HOBOTO YIOCTOBEPCHHS
MOET OBITh O0YCIIOBJIEH MCTEUEHHUEM CPOKa JCUCTBUS MPEXKHEro MUGPOBOTO yIOCTOBEPEHUS,
€ro yTpaTou BCIEJCTBUE TEXHUUYECKOTO COO0S WA MOJYYCHHEM K HEMY JOCTYyIa MOCTOPOHHUMHU
JIMIIAMHU.

12. Co3nanue mudpoBbIX YIOCTOBEPEHHI ocylecTBIseTcs 3apeayrommm MBJ/IOY n/c
«Mckpa»u(wim) TuiiaMu, UCTIOTHSIOIINE 003aHHOCTH 3aBEAYIOIIETO.

13. Jluma, cosnmaromuie H(WIW) MCTHONB3YIOIMME YHUKaNbHBIA Kirou I[1DI1, Bxomsamuii B
cocTaB IIU(POBOTO YAOCTOBEPEHHUSI, 0053aHBI COOTIOATH €r0 KOH(PUACHIINATIBHOCTb.



[Tpunoxenne2knpukazyNel?2 ot
02.06.2025r.

IlepeyeHb aKTyaIbHBIX CEPTU(PUKATOB MPOCTOI IJTEKTPOHHOH MOANNCH,
HCMOJIb3YeMBbIX /ISl YI0CTOBEPEeHUs JOKYMEHTOB, pa3MelleHHbIX HA 0UIIHAILHOM caiiTe

MBJAOY n/c«Uckpar»
B HHGOPMAIHOHHO-TEJIEKOMMYHHUKAIIMOHHOM ceTH «AHTEepHeT»

YHUKAJIBHBIN

Baanenen I1I11 JomKHOCTD Opranuszauus noa TIII JeiicTBuTEICH
00bfb83ce5dc5dd9f7da
MyHALMIATEHOE 0d09f616c592c6
OIOKETHOE
H?\(/:Ii]?ag?gg;: 3aBe 15071 06HC;§;I;ZJ;Z§§§0€ ¢ 11.06.2025 o
AYIOH P 04.09.2026rr.
yUpEeXKICHHE

«JleTckuii can
«Hcxkpa»




MyHuInaabHoe OI0PKETHOE TOMIKOJIFHOE 00pa30BaTeIbHOE YUPEKICHHE

«Herckwmii can «ckpan(MBJIOY «ckpay)
IOpunuueckuitanpec:427611,Poccuiickaa®enepanus, Y nmyprckas Pecry6nuka, ['nazoBckuil paiion, nmoc.Jlom otabixa
Yenua, ynmuua Jlaunas, gom 1
dakruueckuitanpec:427611,Poccuiickasdenepanys, Y imyprckas Pecrybnuka, ['ma3oBckuii paiion, noc./lom oTnbixa
Yenua, ynmuua Jlaunas, gom 1
Tenehon8(34141)92-5083nexkrponnasmouta:dachaiskra@mail.ru

ITPUKA3

02.06.2025r Ne 12/1

00 yrBepaxaenuu Ilonoxennsi 00 MCNOJb30BAHUHN NMPOCTON 3JIEKTPOHHOM NMOANMCH U (MJIN)
YCHJICHHOH  3JIeKTPOHHOH 1nu(poBoil mNoANMCH IS BHYTPEHHero 3JIEKTPOHHOIO
noxkymentroodopora B MB1OY «Mckpa».

B cootBercTBHM ¢ DeaepanbHbIM 3aK0HOM 0T 29 aekadps 2012 roga Ne 273-d3 "O6 obpazoBaHuu
B Poccuiickoit ®enepanun", denepanpabiM 3akoHoM oT 6 ampens 2011 roma Ne 63-d3 «O6
3IEKTPOHHOUIIOANUCH»,PYKOBOJCTBYSCH Y cTaBOMM yHUIIUTIATbHOTO00[)KETHOT O A0IITKOJIBEHOTO
oOpa3oBaTenbHOro yupexaenus «/lerckuii cax «Mckpay,

INPUKA3BIBAIO:

1. YrBepauts Ilonoxenue o0 NCHOIB30BAHUU MPOCTOM 3EKTPOHHOMN MOANMHUCH U(WIN) YCUIIEHHON
ANIEKTPOHHOM IU(PPOBONH MNOANMCH JUIs BHYTPEHHErO JJIEKTPOHHOTO JIOKyMEHTOOOOpoTa B
MyHHUIMNIaTBbHOM OFOJIKETHOM JIOMIKOJIBHOM 00pa30BaTEIbHOM YUPEKICHUN

«/lerckuit can «Vckpay.

2. HuxonaeBoit Haranumu JleonunoBhe, crapmemy Bocnutaremro MBJIOY n/c  «Mckpa»
pasmectuth llonoxxeHue 00 MCIONB30BAaHUM MPOCTON JIEKTPOHHON MOANUCH M (W) YCUIEHHOU
AJIEKTPOHHOM IU(PPOBON MOANUCH JUIi BHYTPEHHETO 3JEKTPOHHOIO JIOKyMEHTOOOOpoTa B
MyHuLIMNIaTbHOM ~ OIO/IKETHOM  JIOIIKOJBHOM  OOpa3oBaTelbHOM  yupexaeHun «Jlerckuit
can«lckpa» B ceTn

«WnTepuer» Breuenue 10 pabounx qHeH co JAHS NMPUHATHUS.

Cpok: o 12.06.2025 r

3. KoHTpoJb 32 HCHIOJHEHUEM MIPHKa3a OCTABIISAIO 33 COOOIA.

3asenyroumit MB/1I0Y n/c «Mckpa» JI.M.JIoceBa

npukazoM Ne 12/1 ot 02.06.2025 r. o3HaKOMIIEH:

No ®.1.0 JlomxHOCTh Jlata MOJIITUCH
/m

1 HuxkonaeBa Hatanus Jleonnnoua | Crapmmii Bocriutatens | 02.06.2025
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MyHuImnaabHoe OI0PKETHOE TOMIKOIFHOE 00pa30BaTEIbHOE YUPEKICHHE

«erckuii can«ckpan(MBIOVY «Mckpay)
IOpuanueckuitanpec:427611,Poccuiickas®enepauns, Y amyprckasPecnyonuka, [ tazosckuiipaiion,noc. Jlomotasixa
Yenua, ynmuua Jlaunas, gom 1
dakrnueckuitanpec:427611,Poccuiickasdenepanus, Y nmyprckasPecybnnka,l mazoBckuiipaiion,noc.JJomorapixa Yernua,
ynuua Jlaunas, nom 1
Tenedou8(34141)92-508Dnekrpornasnoura:dachaiskra@mail.ru

YTBEPX/AIO:

3asenyromuit MBJIOY n/c«lckpa»
JI.M. JloceBa

[Tpuxaz Nel34/1 ot

02.06.2025r

IHon0:xeHne 00 NCOIB30BAHMH POCTOM 3JIEKTPOHHOM MOANMKUCH U (MJIH) YCUJICHHOMI
3JIEKTPOHHOMIHM(PPOBOMIIOANHUCUAJISIBHYTPEHHET 03JIEKTPOHHOT0J0OKYMEHTO0000pOTaB
MyHUIIUTIAIBHOM O0/I’KETHOM JOILIKOJIHbHOM 00Pa30BaTEIbHOM YUPeKICHUN
«Jerckuii cag «Uckpan(MBOY n/c «Mckpay)

1. O6uIue mooKeHnst

Hacrosimee [Tonosxenne 06 MCONBb30BaHUM MPOCTOM 3JIEKTPOHHOM MOINMCH_H (MJIM) YCUIIEHHON
AJIEKTPOHHOM IU(PPOBONH MNOANMCH JUIs BHYTPEHHETO JJIEKTPOHHOIO JIOKyMEHTO0oOOpoTa B
MyHuMnaibHOM OF0PKETHOM JIOIIKOIBHOM 00pa30BaTeIbHOM YUPEKICHUN

«erckuit can «ckpa» (nmanee - IlonmokeHue) SBASETCS JIOKAJBHBIM HOPMATHUBHBIM aKTOM

MyHHUIMTTaTBHOT 0010 KETHOT 010ILIKOJIBHOT000pa3oBaTeIbHOToyupex aeHus «JleTckuiican
«Uckpa» (manmee - OpraHusanus) U ONPEACNACT MOPSIOK U YCIOBUS PabOTHl COTPYIHUKOB C
ANIEKTPOHHBIMU JoKyMeHTamu B MHdopmannonnoit Cucreme (nanee - WC), HemocpencTBEHHO

CBA3aHHBIMHU C HX pr,HOBOﬁ ACATCIIBHOCTBIO, C MMPUMCHCHHUEM HpOCTOfI 3J'ICKTpOHHOI>i noAIInMCHu

(manee - TIDI1).

YuactHuKkaMu OJICKTPOHHOI'O BSaHMOHGﬁCTBHﬂ Ha YCIIOBHUAX, ONPCACICHHBIX HACTOAIIUM

[TonoxenneM, sABIAOTCA  coTpyaHukyd  OpraHu3anuy, TOANMHCABIINE Y BEAOMIIEHHE00

o3HakomieHuu ¢ IlomoxkenueM. Iloamucanme COTPYAHUKOM OpFaHHSaHHH VBegoMiieHU

pPaBHO3HAYHO TMPHUCOCIUHEHHIO K COTJAIIEHHWI0 00 YYacTUM BO BHYTPEHHEM DJIEKTPOHHOM
JTOKyMeHTooOopoTe ¢ wucnonb3oBanueM I[IDI1 Ha ycnoBusix Hacrosimiero IlomoskeHus B
co0TBeTCTBUU cO cT. 428 I'paxnanckoro koaekca PO ("loroBop npucoenunenus").

Peanmu3anus  onpeneneHHslx HactoAmuM  [losokeHueM  yclnoBUM  NPUMEHEHUS  IPOCTOM

AIIEKTPOHHOM MOANHUCU oOecreunBaeT NpuiaHue PUINYECKON CUIIbI BHYTPEHHUM 3JIEKTPOHHBIM

nokymentam Opranuzamuu B MC, TpeOyrommm JTUYHOW MOANMHUCH COTPYAHHMKA, W OIMEpaIusM C

HHUMMU.
Hamnuue 1211 o6ecnieunBaeT BHYTPEHHUM JIEKTPOHHBIM AokyMeHTaMm B MC:

- MNOMIMHHOCTBL-MIOATBCPKACHUC aBTOPCTBA NOKYMCHTA,
- IEJIOCTHOCTB-JIOKYMEHT HE MOXET ObITh H3MECHEH T1OCIIe TIOANUCAHUS;
- HEOTPUIIAaHHEaBTOPCTBA(HEOTPEKAEMOCTD)-aBTOPHEMOKETOTKA3aThCSIOTCBOCH TTO/IITHUCH.
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Jist moiMcanust SIIEKTPOHHBIX ToKyMeHTOB B MIC mcnosb3yercs mpocTas 2JIeKTPOHHAs TOAIUCH -
nH(popMaIus B 3JEKTPOHHOU opMe, KOTopast MPUCOSANHEHA K APpYyror nH(opMaIuu B

AIIEKTPOHHON PopMe(ImoAIHUChHIBaeMON HHPOPMAIUH, JOKYMEHTY B AJIEKTPOHHOM BUJIC) WU UHBIM
o0pa3oM cBsi3aHHas C TakoW MH(pOpMAIMel, U KOTOpas MCHOIb3YeTCs Uil ONpeACTCHHS LA,
MOIMMCHIBAIOIIETO UH(OPMAIIHIO.

B kadectBe myOnumunod vactm kiroda [IDI1 mcmomb3yeTrcss yHUKaIbHOE WMsI YYCTHOM 3alluCH,
npuMeHsieMoe Uil aBTopusauuu mnosb3oBatens B MC. B kadecTBe KOH(MICHIMANBHOM YacTH
kitoya [13I1 ucnonp3yercs maposib K y4eTHOM 3alUCH.

Nsroronenune (reHepamnuio), Bbigadyy W peructpamuio B HMC ykazanHbIXx B 1. 1.6 uMeH
MOJB30BAaTENEH M IAPOJIEM OCYLIECTBISAECT 3aBEAYIOLIMM., 3aMECTUTENIb 3aBEAYIOLIEr0 10
BOIIUTATEIFHOM M METOAMYECKOil pabote., cTapuinii BocnutaTenb (naiee - OTBETCTBEHHBIN 3a
TexHudeckyto noaaepxky NUC).

[Tapons monb3oBarenss UC MokeT ObITh M3MEHEH €ro BIaJAeNbIEeM B JIOO0OH MOMEHT Iociie
aBropusauuu B MC. PexomeHnayercst U3MEHATh Naposib HE peXe OJHOro pasza B Tpu Mecsua. s
CHIDKEHHSI pUCKa ToJ0opa Mapoiisi M HECAHKIMOHMPOBAHHOTO HCIOJB30BAHUS IPYTHUM JIUIIOM
KJIFOYa 3JIEKTPOHHOU MOAMKUCH PEKOMEHIYETCS HE 33]1aBaTh I1APOJIH, UCIIOIb30BAHHbBIE PAHEE.

2. TepMuHBI U ONIpeieIeHUus

B JaHHOM ITonoxenun HCITOJIB3YIOTCA CIICAYIOIINEC TCPMUHBI U UX OIMPCACIICHUA:

Baagenen mpocTroil  3NEKTPOHHOW MOANMCHU_- COTPYyAHUK OpraHuzanuy, OJNUCABIIMNA
VYBenomiieHneo0 03HaKOMIIEHUH C HacToAmUM [lonokeHneM M MCIoJb3yHOIUHUMAIIONb30BATENs
U napouib Juist apropusanuu B UC.

BHyTpeHHHH 3JIeKTPOHHBIN JAOKYMeHT (manee - JIOKyMeHT) - JNOKYMEHT OJHOIO M3 THUIIOB
JIOKYMEHTOB, co3/iaHHblil B UC B anekTpoHHON (popmMe M MOANUCAHHBINA AJIEKTPOHHON MOANUCHIO
COTpPYJIHUKA (3JIEKTPOHHBIMH MOAMUCIMH COTPYAHUKOB) OpraHuzaiuu.

K104 371eKTPOHHOM NMOANMCH - YHUKAJIbHAs IOCIENI0BATEIBHOCTh CUMBOJIOB, NIPEAHA3HAUYECHHAS
JUISL IOATBEPkKACHU ¢ ucnoiabzoBanuem cpeacts MC nognmuunoctu 11911 B JlokymenTe.

PeecTp BbIIaHHBIX KJII04Yell 3JIeKTPOHHOMW moanmucHu - xpaHsmuiics B MMC crimcok yHMKaJIbHBIX
IIOCJIEIOBATEIbHOCTEN CUMBOJIOB, COIEPKAILUMXCA B BBIAAHHBIX I10Jb30BATEISIM MMEHAX YYETHBIX
3aIuCce U Maposx.

PeecTtp o0TO3BaHHBIX KJ/IIO4Yell JJIeKTPOHHOH moamucu - Xxpansumiicas B HMC  cromcok
nosab3oBareneid MC, KoY 3JIeKTPOHHON MOINMUCH KOTOPBIX K MOMEHTY OOpalieHHus K JaHHOMY
peecTpy OBLIIM OTMEUYEHBI KaK HeJIeHCTBUTENbHBIE.

IIpocras »snexkrponHass moanuch (IIJII) - undpopmanus B snekrponHoi ¢opme B HUC,
BO3HHUKAIOIasi B MOMEHT BBINOJIHEHMSI BIAJEIbLEM 3JIEKTPOHHON MOANMCH KOMaHAbl MOAIUCAHUS
Hokymenta B wuHTepdeiice MC, monareepxparomas MNOUIMHHOCTh JlokymeHTa wu/umu (akr
o3HakomJieHust Biazaenbia [IDI1 ¢ JlokymeHTOM, KOTOpasi B3aMMHO OJHO3HAYHO CBSA3BIBACTCS C
JIoKyMeHTOM U BIaIeNbLEM HOMHUCH.

ImMramn II3I1 - Bu3yanbHas oTMeTKa 00 AJIEKTPOHHON MOJIMCH, BKIItouaronias pekBu3uThl 1311,
KOTOpasi aBToMaTHuecku cosnaaercs cpeacrBamu MC npu oTKpbITHH (BU3yasln3alllK) JTOKYMEHTA,
noanucanHorolI9I1,B untepdeiice IC; Bpems dpopmupoBanusalldIl orobpakaercs B mrammne mo
yacoBoMy nosicy noss3osarens MC.

O0padoTKa 3JIeKTPOHHOI0 JOKYMEHTA - IeiicTBUA noJib3oBaresnsa MC ¢ 31eKTpOHHBIM
nokymeHToM cpeactBamu MC, Bkito4asi, HO HE OTpaHUYHMBAsCh: CO3/IaHKE, TPOBEPKA,



noanucanuel I3, undopmupoBanuenpyrorononszoarensiliConokyMeHTe, TOATBEPK ACHUETIONYYCHN S,
03HAKOMJIEHHE, CO3/JaHNE KOIIMM Ha OyMa)KHOM HOCHUTEJIE, OTKIIOHEHHUE, yIaJIeHHE.

Yceunennas uudpoBas 3iektpoHHasa noanuch(DULII) -3To snekTpoHHASATIOANHUCH, KOTOpas
COOTBETCTBYET BCEM IMPU3HAKAM HEKBATU(MUIIMPOBAHHOMW SJEKTPOHHOMU MOIMKMCH M CICAYIOUUM
JIOTIOJIHUTEIbHBIM IPU3HAKAM:

1) KIFOYNPOBEPKHUIICKTPOHHOUITOIITUCH YKa3aH BKBAIM(DUIIUPOBAHHOMCEPTU(DHUKATE;

2) U1 CO3JaHUSl U TPOBEPKH DIICKTPOHHOW MMOMIMKCH HCIOJIB3YIOTCS CPEACTBA DIICKTPOHHOU
MOJAMWCH, WMEIONINE TIOATBEPKACHUE COOTBETCTBUS TPEOOBAaHUSAM, YCTAaHOBJICHHBIM B
COOTBETCTBUH C HacTosIUM DesiepabHbIM 3aKOHOM.

3. OGecnieueHUEIOPUANYECKOIN CUITBIBHYTPEHHUXAJIEKTPOHHBIX IOKYyMEHTOB

Kuzuennsrii nuki Jlokymenra B C BKIIIOYAeT: CO3AaHHUE U MPOYUE ICHCTBUS 1O ero 00padboTke,
oTpaxkeHue B yuere, a Takxke xpaHeHue B MC. UC obecrneunBaeT perucTpaiuio AeUCTBHUI
noJsib3oBareseit ¢ JJokyMeHToM (JIOTMPOBAaHKE) B T€UEHUE KU3HEHHOTO IUKJIA.

Bcee Bnamensupl 1011 npusnatroT paBHO3HauHOCTH cBOEHIIDII coOCTBEHHOpPYUYHON HOIANUCH Ha
OyMa)KHOM HOCHTEJIE.

Cozmanne [I0I1 B UC mHUIMHUpYETCS COOTBETCTBYIOIIMM nelicTBueM Biazaenbia [IDI1, T. e. He
BBITIOJIHSIETCS] aBTOMATHYECKH MJIM HE3aMETHO IS BJIaJIEibIIa.

[Tomnomounst Bnagensua [IOII, noamucaBmiero JIokyMeHT, MOATBEPKAAIOTCSI B  MOMEHT
noanucanus Jlokymenta B MC aBTOMAaTW4YeCKHM MO MOJIOKHUTEIBHOMY pPE3YyJIbTaTy CIEIYIOIINX
IIPOBEPOK:

- COOTBETCTBYIOIIMNIIONb30BaTeIbaBTOpU30BaHBIIC,

- COOTBETCTBYHOUIMHKIIIOUIICKTPOHHOUIIO AU CUBKIIFOYEHBPEECTPBBIJaHHBIX KITFOYEH
ANEKTPOHHOW MOJIIHCH,

- COOTBETCTBYIOLIUH KIIXOU JIEKTPOHHOM MOANKMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
ANEKTPOHHOMW MOJITHUCH.

Bpemst popmupoBanus 3nekTpoHHON noanucu ¢ukcupyercs cpeacrsamu C mo rpuHBHUCKOMY
Bpemenu (UTCH0).

BHyTpeHHUe 31eKTpoHHBIE IOKyMEHTHI, noxanucanHele [IOII, mpusnatorcs B Opranuzanuu
pPaBHBIMM 110 IOPUIMYECKOH CHJIE JOKYMEHTaM Ha OYMaXHBIX HOCHUTENSX, 3aBEPEHHBIM
COOCTBEHHOPYUYHOU MOAMHCHIO.

[Tone3oBarenu MC npusHaroT, uro Busyanusanus mrammna 1311 npu nemoncrpanun JlokymeHnra B
untepdeiice UC, Bpimonnennas cpeacrsamu MC, siBnsieTcss HEOCHOPUMBIM MOATBEPKACHUEM (aKTa
MOJAINUCAHUS JOKYMEHTA COOTBETCTBYIOIIMM BiazenbleM 1911 (moqmMHHOCTE U HEOTPEKAEMOCTB ).
XpaHeHue JIOKYMEHTOB OCYLIECTBISAETCA IIyT€M 3allMCH CBEACHMM O JloOKymMeHTaX B apXuB
AIIEKTPOHHBIX IOKYMEHTOB, KOTOPBIH siBisieTcs yacTbio HC.

Opranuzanus oOecreynBaeT TEXHUYECKMMU M OPraHU3alMOHHBIMH MepaMu  3alluTy OT
HECaHKIMOHUPOBAHHOTO JIOCTYIA U MPEIHAMEPEHHOTO YHUUTOKEHUS W/WIHM UCKAKEHUsI CBEICHUM
0 /lokymeHTax B apxuBe 3JIEKTPOHHBIX JOKyMeHTOB MC, a Takke rapaHTHpyeT MOATBEPKICHHE
aBTOPCTBA JOKyMeHTa, noanucanHoro 11011 aBropa, B TOM 4nciie myTeMyTBEpKACHHS [IOUMEHHOTO
OTPaHUYEHHOTO CIMCKA JIMIl, UMEIOLINX pacIIupeHHble (aMUHUCTPATHUBHBIE) IpaBa JOCTyNa K
apXUBY JEKTPOHHBIX JOKyMeHTOB MC.

Hoxymentsr xpanstcs B UC B Tom (opmare, B KOTOpOoM OHHM ObLIM co31aHbl. CpOK XpaHEHHS
JlokyMeHTOB rcBeneHniio JJokyMeHTaxHe MOKeTObIThMEeHee3(Tpex) JIeTn
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OTIPE/ICNIIETCS B COOTBETCTBHH C JIOKaJTbHBIMA HOPMATUBHBIMH akTaMu OpraHu3aiud WU ee
CTPYKTYPHBIX NOJIpa3iesieHuH.

Komusi 3/eKTpOHHOTO JOKYMEHTa MOXKET OBITh HM3TOTOBIIEHA (pacredaraHa) Ha OyMaKHOM
Hocurenecpeacreamu  MC w3aBepeHa coOcTBeHHOpYYHOU moanuchioBianenpialldll, mudo
YJIEeHAMH KOMHUCCHUH, BKJIIOYArOUIeH B ce0si Kak MUHUMYM pykoBoautesis OpraHuzaluu U JIULO,
UMEIolee paclIupeHHble (aAMHHHCTPATHBHBIC) IpaBa JOCTyNa K apXWBY DSJIEKTPOHHBIX
nokymenToB MC. Konusi aIeKTpOHHOrO JTOKyMEHTa Ha OyMa)XHOM HOCHUTEIE JIOJKHA COJIEP:KaTh
BM3yanu3anuio 1mramna (mwramnoB) [IDI1, moxareepxpatoimryro, uyto opuruHan JlokymeHTa
noanucad [I911. AyTeHTUYHOCTh JEKTPOHHOTO JOKYMEHTA U €ro KOIMUU Ha OyMakKHOM HOCHTEIE
obecnieunBaercs cpeacreamu VC.

4. IIpaBa,00513aHHOCTHHOTBETCTBEHHOCTbBJIA/1e/IbIAIEKTPOHHOM MOAMUCH

BnaneneulI9ITumeernpaso:

- 00pamatbCcIKOTBETCTBEHHOMY3aTEXHHUYECKYIO noanaepxxkyCsiannynupoBaHusi(0T3bIBa),
IPHUOCTAHOBKH (BO30OHOBIIEHUS) IEHCTBUS MPUHAUIEKALETO €My KIIH04a 3JIEKTPOHHOM MOANUCH; -
B Cllyyae HE0OXOJUMOCTU 3aMEHbl, BOCCTAHOBJIEHMS KJIH04a 3JIEKTPOHHOM NOANUCH 00OpaTUThCs K
OtBeTcTBEHHOMY 3a TexHHueckyro mnomnepxkky MC ¢ cooTBeTcTBYyMOmIEed NMPOChOOH M MOTYyYUTH
HOBBIH KJIFOY 3JI€KTPOHHON MOJIHCH;

- oOpamarbcst K pykoBoAcTBY OpraHuzanuu A pa3dopa KOH(IMKTHBIX CUTyauui (CHOpOB),
BO3HUKaroImuX npu npumenenuu 11011 8 UC.

BrnaneneulIOIlo6s3an:

- BecTH 00pabOTKYy BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB B VMIC B COOTBETCTBHHM CO CBOMMH
JOJDKHOCTHBIMU 00S13aHHOCTSIMH;

- TIpUHUMATb BCEC BO3MOXXHBIC MCPbI JIIA npeaoTBpaliCHUA HCCAHKIIUOHUPOBAHHOT'O
MCIIOJIb30BaHUs CBOETO KJIF0YA MIEKTPOHHON MOIINCH;

- HUIPUKAKUXYCJIOBUAXHENEPEAaBaTh KIFOYIIEKTPOHHOUIIOANMCHIPYTUMIIALIAM;

- TpU KOMIIPOMETALMU CBOETo KJII0Ya HJIEKTPOHHOH MOANUCH HE3aMeUINTENIbHO OOpaTUThCS K
OTBeTCTBEHHOMY 3a TeXHUYECKYIO noaaepkky MC st npuocTaHOBKY AEUCTBUANPUHAMIIEKALLETO
€My KJII04Ya 3JIEKTPOHHOM MOJNCH.

Bnageneny IIDI1 Hecer nMYHYI0 OTBETCTBEHHOCTH3AaCOXPAHHOCTH CBOErO KIIOYA 3JIEKTPOHHOM
MOJIHUCH U €T0 3aIUTy OT HECAHKIIMOHUPOBAHHOTO UCIIOJIB30BAHHUS.

5. TexnosorusinpumenenusicpeactslIINBUC

Hns npumenenus IIOII B WC Buamensuny II9I1 HeoOxommmo aBropuzoBatbes B UC ¢
MCIIONIb30BaHUEM MyONMYHOW M KOH(UIAeHIMaNbHOW yacteid kmoua 1311 (ums monbp3oBaTens u
naponb). [lognucanne JlokymeHTa BBINONHSETCA MyTeM HaxaTus Ha kHonky 'lloammcats" B
untepdeiice UC.

Nudopmanus 0060 BceX BBIJAHHBIX [OJB30BATEII0 KIIOYAaX AJIEKTPOHHOW IOAINMCH, JaTax
MOJIyYEHUs U MpeKpalieHus ux neucTBus (u3bsatus) xpanurcs B IC noctosiHHO.

[Ipu npekpamenun y corpyaHuka OpraHu3anuu JODKHOCTHBIX 00sI3aHHOCTEH Mo o0paboTke
BHYTPEHHUX OJJIEKTPOHHBIX JIOKYMEHTOB ¢ wucnoiap3oBanueM [IDI1 wmm mpu  yBONbHEHHH
COTPYAHHMKA €ro KJII0Y BHOCUTCS B pEECTpP OTO3BAHHBIX KIIOUEH 3JIEKTPOHHOM MOIIUCH
OtBercTBeHHBIM3aTeXHUUECKYIONOA1ep)KKYIC.CMOMEHTaBHECEHUSKIIIOUABPEECTP
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OTO3BaHHBIX KJIIOYEH 3JIEKTPOHHOM MOANUCH BCe mochenyromue JJOKyMeHThl, TOANUCAaHHbIE 3TOU
[1211, He cuMTarOTCs MOAMMCAHHBIMHM HaJIeXKAIIUM o0pa3oM, T. €. TOJIUCHIO, PAaBHO3HAYHOM
COOCTBEHHOPYYHOM.

6. [IpuMeHeHUEYCHIIEHHOIDIEKTPOHHOMOAMUCH

KoHKpeTHBIH MepedeHbh paOOTHHKOB, UMEIOIIMX MPAaBO MCIOIb30BAHUS YCUIICHHOHN 3JEKTPOHHON
MOJIIIMCH, YTBEPXKIACTCS PACHOPSAUTEIBHBIM aKTOM PYKOBOIMTENs (Janee - YIOJIHOMOYCHHBIC
PabOTHHKW).

B OeiaAax oOMeHa OJICKTPOHHBIMHU JOKYMEHTaMH, IIPEAYCMOTPCHHBIMU 3aKOHOJATCILCTBOM
Poccuiickoit (De,Z[CpaI_[I/H/I U HHBIMU HOPMATUBHBIMH IIPABOBBIMH aKTaMH YIIOJTHOMOYCHHBIC
pa6OTHI/IKI/I HaJACJAOTCA IIPpaBOM HCIIOJIb30BAHUA YCHHGHHOﬁ BHeKTPOHHOﬁ IIOAIIMUCH.

YnonHoMoYeHHbIE paOOTHUKH 00ECTIEUMBAIOTCS KBATM(DUIIMPOBAHHBIMH CEPTU(PUKATAMH KITIOYEH
MPOBEPKU AJIEKTPOHHBIX MOJIMUCEH, CO3JaHHBIMU U BBIIAHHBIMH YAOCTOBEPSIOIIMMHU LEHTPAMH,
MOJYYUBIIUMU aKKPEIUTAIMIO Ha COOTBETCTBHE TpeboBaHusM DenepalbHOTO 3aKOHA OT 6 ampens
2011 roma N 63-®@3 "OO0 snekTpoHHOW moamucu" (nanee - cepTUPUIUPOBAHHBIC CPEICTBA
AJIEKTPOHHOM HOJIIUCH).

CepTuhUIIMPOBAaHHBIC CPEICTBA JJICKTPOHHON IOIMMCH HWCIOJB3YIOTCS  YIIOJHOMOYEHHBIMH
pabOTHUKAMH HWCKIIOYUTEIBHO Uil (DOPMHUPOBAHMS YCWJICHHON OJIIGKTPOHHON TOJIUCH TIOJ
ANEKTPOHHBIMHU JTOKYMEHTAMHM, MPEIYCMOTPEHHBIMHU 3aKOHOAATENLCTBOM Pocculickont denepaunu
MHUHBIMUHOPMATHUBHBIMUIIPABOBBIMUAKTAMUHUIIOJIEKALIMMUPAZMEILIEHUIOB uH(MOPMaMOHHON
CUCTEME.

[Tpu “crob30BaHUN YCUIIEHHBIX 3JIEKTPOHHBIX MOINUCEN YIOJTHOMOYEHHbIE pAOOTHUKH O0S3aHbI:

- o0ecneunBaTh KOH(UIEHIMAIBHOCTh KIIOUEH JIIEKTPOHHBIX MOANKUCEH, B YAaCTHOCTH HE
JIOTTYCKaThUCIOJIb30BAHUEPUHAICKAIINX UMKITIOUEH 31eKTPOHHBIXIIOANNCEN 0€3 UXcoriacus;

- YBEIOMJIATb PYKOBOJIUTENS C TMOCIEAYIOIIMM YBEIOMIIEHHEM YIOCTOBEPSIOIIErO ILEHTPA,
BbIIaBIIETO CEepTU(UKAT KJIOYa IMPOBEPKU DIIEKTPOHHON TMOANMCH, U UWHBIX YYaCTHUKOB
MH(OPMaLMOHHONCUCTEMBI,0HAPYIIEHUMKOH(PUACHIINATbHOCTUKIIIOYa3JIEKTPOHHONIIO I CUB
Te4yeHue He OoJiee ueM OJHOro paboydero JHA co AHS MOJydeHHUs HHPOpMALUU O TAKOMHAPYILICHUY;
- HE UCHOJb30BaTh KIIOYU AJIEKTPOHHOW MOANMCH TpU HAJIMYMKM OCHOBAHMU MoOjaraTh, 4TO
KOH(UIEHIIMATBFHOCTD JAHHOTO KII0Ya HapyIIeHa;

- HCHOJb30BaTh [UIsl CO3JAaHUS U TPOBEPKU KBATU(PUIMPOBAHHBIX JJIEKTPOHHBIX MOIHUCEH,
CO3aHMsI KJIIoUel KBaIM(ULIMPOBAHHBIX AIEKTPOHHBIX MOMUCEH U KIIIOUel NXIIPOBEPKH CPEICTBA
AJIEKTPOHHON TOJMHCH, UMEIOLINE MOJTBEPKACHUE COOTBETCTBHSI TPEOOBAHUSAM, YCTAHOBIEHHBIM
B cootBercTBUM ¢ DenepanbHbiM 3akoHOM_OT 6 ampens 2011 r. N 63-®3 "OO6 31eKTpOHHOI
noanucu". 6.6. lng obecrieueHus: 6€30MaCHOCTH UCIOJIb30BaHUS CPEJICTB AJEKTPOHHOM MOIIUCH
CepTU(HUIMPOBAHHBIE CPEJCTBA ITEKTPOHHOM MOAMUCH JOJKHBI IPUMEHSTHCS YIIOJIHOMOYEHHBIM
pabOTHUKOM B COOTBETCTBHHU C TPEOOBAHUSMM TEXHUUYECKOW M SKCILTyaTallMOHHON JOKYMEHTaluu
Ha TpUMEHSEMbIE CpPEJCTBA JJIEKTPOHHOM MOJMUCH, B TOM YHCIE JIOJDKHBI COOIIOAATHCA
ciemyromye TpeOoBaHuS:

- o0ecrniedyeHue 3alUThl KOMIIbIOTEpAa OT HECAHKIIMOHHMPOBAHHOTO JOCTYIa IMyTeM HACTPOMKHU
MOJUTUKKA 0€30MaCHOCTH, YCTAHOBKH JIOTIOIHUTENbHBIX CEPTU(PHUIIMPOBAHHBIX CPEICTB 3aIUTHI OT
HECaHKIIMOHUPOBAHHOTO JOCTYIA, YCTAHOBKH JIMIIEH3MOHHOTO NMPOrPaMMHOI0 00eCIIeUeHus;
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- cobmoneHne mpaBuil Oe3omacHOM paboTel B cetu VHTepHET M olecreyeHrne HemnpephIBHON
KOMIUIEKCHOW 3allluThl KOMIIBIOTEPA OT BPEJOHOCHBIX IPOrpaMM IIpU MNOJKIIOYEHUU K CETAM
nepeadyn JaHHBIX IyTEM YCTAaHOBKM aHTUBUPYCHBIX IIPOTPaMM;

- YCTaHOBKa HAJEXHBIX IMapojed K KIIOYEBbIM HOCHUTEISIM, CHCTeMEe KOH(UIYypUpOBaHUS
KOMITBIOTEPA, YYETHOM 3allMCH U AKPAaHHOW 3aCTaBKE ONEPALMOHHON CHUCTEMBI, 0OECIIeYeHHE MX
peryisipHoil cMeHbl. 6.7. B mporecce paboThl ¢ cepTHHUITMPOBAHHBIMHU CPEJCTBAMHU AJICKTPOHHOU
HOJNNCH YINOJHOMOUYEHHBIMH paOOTHUKAMHU JIOJDKHBI OBITh OOECI€YEHbl YCIOBHUS XpaHEHUs
KJIFOUEBBIX HOCUTEJEH M KapTOUKH OT3bIBAa KIIIOUEH, CKIIIOYAOUINE BO3ZMOXKHOCTD JIOCTYIIa K HUM
[IOCTOPOHHUX JIMI, HECAHKI[MOHUPOBAHHOI'O MHCIIOJIb30BAaHUSI MWJIM KOIHMPOBAHMS KIIIOUEBOU
MH(pOPMALIUU U ITapoJIed OT3bIBA KIIHOYEH.

Jis  uCKIIOYeHHsT  yTpaThl KJIIOYEBOW HWHGOpPMAlLMU  BCIEACTBHE JAe()EKTOB HOCHTEIEH
PEKOMEH/IyeTCs IOCIENONyUYeHHUSKIIOUEBbIX HOCHUTENEH co3laTbpadbounexkonuu. KonuuaomkHel
OBITH COOTBETCTBYIOUIMM 00pa30M MapKUPOBAHBI U JOJDKHBI HCIOJIB30BATHCS U XPAHUTHCS TaK XKe,
KaK OpUTHMHAJIbI.

VYHOIHOMOYEHHbIE pPAa0OTHUKM HECYT MEpCOHAJIbHYI0 OTBETCTBEHHOCTh 3a oOecreyeHue
KOH(UJICHIIMAIBHOCTH KJIIOUEH 3JEKTPOHHOM NOANMCU M COOJIIOJCHHE MpaBWI 3KCILIyaTalluu
CepTU(PHUIMPOBAHHBIX CPEJICTB IEKTPOHHOM MOAUCH.

7. 3aKII0YNTEIbHBICT0JI0KEHU S

HacrosmeellonoxenneBcTynaeTBCHITYCIATh yTBEP/KACHUS.

Texct Ilomoxkenus pasmemtaercs B MC. Cnocob mocryna k aktyanbHOW Bepcuu IlomoskeHus
OTIMCBIBACTCS B TIOJIb30BATENHCKOM JokyMeHTanuu k C.

Tekct [TonokeHUAXpaHUTCS Y 3aBEIYIOIIET0 M IpPeaocTaBisieTcss coTpyiHukaM OpraHuzanuu mo
3ampocy.

JoxymenTsl, coznannbie B IC u nognucannsie [1911 u (mnm) DLII B COOTBETCTBUM ¢ HACTOSIIUM
[TonoxxeHneM, NPU3HAIOTCS IOPUINYECKH 3HAUMMBIMU € AaThl yTBep:kIeHus [lomoxeHus.



