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[MTPUHATO YTBEPXAIO

penieHuemM Hupextop MBOY «COII Ne31»
MEeAarorn4ecKoro CoBeTa B.I1. YapauoB
npoTokoa Ne 15

ot 30.08.2024r. mp. Ne 78 o/n ot 30.08.2024r.

IToJs10:xeHHMe 00 MCIO/IL30BAHNH MPOCTOM JIEKTPOHHOM MOANMCH /151 BHYTPEHHEro

3JIEKTPOHHOI0 10KyMeHT0000poTa B MBOY «COILI Ne31»

1. OO6mue nonoxeHus

1.1. Hacrosimee Ilonoxenue 00 HMCHOJIB30BAHUM NPOCTON HSIEKTPOHHOM TMOAMUCH IS
BHYTPEHHETO JJIEKTPOHHOTO JokyMeHToobopora B MBOY «COIIl Ne31ly» (nmanee Ilomoxenue)
ABIIETCS JIOKAIbHBIM HOpMaTuBHBIM akToM MBOY «COHI Ne31y» (mamee- Opranuzanus) u
onpezenseT MOPSAOK U YCIOBHSL pabOThl COTPYAHUKOB C DJIEKTPOHHBIMU JIOKYMEHTaMU B
Nnpopmannonnoit Cucreme (nanee — WMC), HenmocpeaCTBEHHO CBSI3aHHBIMM C UX TPYJOBOU
JESITENIbHOCTHIO, C MPUMEHEHHEM MPOCTOM 3JeKTpOHHOM noanucu (nanee - [1311).

1.2. VyacTHUKaMu DSJEKTPOHHOTO B3aWMOJEWUCTBUS Ha  YCIOBHUSAX, OIpPEICICHHBIX
HacToammM [lonoxeHuem, sBIsAOTCA cCOTpyaHUKHM OpraHuzanuu, MOANKMCABIINE YBeIOMIIEHHE 00
o3HakomsieHuu ¢ [lonoxxenuem. O6paser; YBenomienus npusesaeH B [Ipunoxennn Ne 1 k HacTosemy
[Tonoxenuto. [loanucanue corpyaaukom Opranu3anuu Y BeJOMICHUS PaBHO3HAYHO MPUCOEIUHEHUIO
K COTJallleHUI0 00 y4yacTHH BO BHYTPEHHEM 3JIEKTPOHHOM JOKYMEHTOOOOPOTE C HCHOJIb30BaHUEM
II9I1 Ha ycnoBusix Hactosimero [looxeHust B COOTBETCTBUU cO CT. 428 ['paxnaHckoro kojaekca PO
("doroBop npucoeauHeHU").

1.3. Peanuzanusi, onpeaeneHHbIX HACTOSIIUM MOJOXKEHUEM, YCIOBUN MPUMEHEHHS MPOCTOI
DIIEKTPOHHON TMOMAMUCH O00eCTeYrBaeT MpUIaHUE OPUAUYECKON CHIIBI BHYTPEHHUM SJIEKTPOHHBIM
nokymentam Opranusainuu B UC, TpeOyronmm TUIHON MTOAMUCH COTPYIHUKA, M OTEPAIsIM C HUMH.

1.4. Hanunune II9I1 o6ecieunBaeT BHyTPEHHUM 3JIEKTPOHHBIM JoKyMeHTaM B UC:

* IOJIMHHOCTD - MOATBEPK/IEHUE aBTOPCTBA JOKYMEHTA;
* IETTIOCTHOCTH - JOKYMEHT HE MOXKET OBITh U3MEHEH TO0CTIe MOAMICAHNUS,
* HE OTPUIIAHUE AaBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET OTKAa3aThCsl OT CBOEH MOAIMHUCH.

1.5. Jlns moxamucaHus 3JIEKTPOHHBIX JoKyMeHTOB B MC ucnonb3yercst mpocTasi 3IeKTpOHHAas
MOAMKCH - UHPOPMAIIUS B JIEKTPOHHOU (Gopme, KOTOpas MPUCOEAMHEHA K JPyro wHGOpMAaIu B

ANIEKTPOHHON (popme (moamuchBaeMOi MH(MOPMAIMH, TOKYMEHTY B 3JIEKTPOHHOM BUJE) WM HUHBIM
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o0pa3oM cBsi3aHHas C Takoil wWH(poOpMalMed, W KOTOpas HCIOJIb3YeTCs Ui OIpEIeICHUs JHIA,
MOIHCHIBAIOIET0 MH(OpMAITHIO.

1.6. B kauectBe myOsmuHON 4dactu kirouda [IDI1 ucmonb3yercs yHUKaJIBHOE UMS y4ETHOM
3alluCH, PUMEHsAEeMOoe JUIsl aBTopHu3anuu nosnp3oatens B VIC. B kauecTBe KOH(pUIEHIIMATBHON YacTH
kiroua [IDI1 ucnonb3yercs naposib K y4ETHOM 3aIIUCH.

1.7. UsroroBnenue (reHepanuro), Boiiady u perucrpauuio B MC ykasaHHbIX B 11.1.6 nMeH
10JIb30BaTeNe U maposied ocyuiecTBisieT OTBETCTBEHHBIM 3a TexHMUYecKyr nojaepxky MC wnm
VY nocroBepsronnii EHTp.

1.8. Ilaposnps noas3oBarenss UC mMoxeT ObITh U3MEHEH €ro BIAJeNbleM B 000 MOMEHT
nocie aBropusauuu B UC. PekoMenyercss M3MEHATh [apojib HE peXe 0JHOI0 pas3a B Tpu Mecsua. s
CHI)KEHMSI pUCKa 1oJ00pa MapoJsisi ¥ HECAHKIIMOHUPOBAHHOTO UCIOJb30BaHUS APYTUM JIMLIOM KJIHO4a

BHGKTpOHHOﬁ IMOAIKNCHU PEKOMCHAYCTCA HC 3a1aBaTh MapOJIv, UCIIOJIb30BAHHBIC pAHCC.

2.  TepmuHBI U onpeeIeHUs

B nannowM IlososxeHnn NCNoab3yOTCS CIEAYIOINE TEPMUHBI U UX OIIPEIEICHHUS:

2.1. Bnagenel NpocToi 3JIEKTPOHHOH MOANUCH — COTpYAHUK OpraHu3zanuy, MOANHUCABIIMN
VYBenomienue 006 03HaKOMJIEHUH ¢ HacTosmMM [loioskeHrneM M MCHOIB3YIOMIMM UMS TI0JIb30BaTeNs U
naposb i apropusanuu B 1C;

2.2. BHYTPEHHUH AJIEKTPOHHBIN JOKYMEHT (nanee - JIOKyMeHT) - TOKyMeHT, co3aanHblii B UC
B OJIGKTPOHHOM (opMe M TNOANHUCAHHBIA 3JIEKTPOHHON MOAMUCHI0 COTPYAHUKA (AJIEKTPOHHBIMHU
MOJMUCSAMU COTPYIHUKOB) Opranusaiuy;

2.3. K09 OJEKTPOHHOW TONNUCH - YHUKaIbHas MOCJIEI0BATEIBHOCTh CHMBOJIOB,
IpeJHa3HaueHHas: A1 TMOATBEPXKACHHUS C ucnoiab3oBaHueM cpencts MC noxmunHoctn [IOI1 B
JlokymeHTe;

2.4. peecTp BBIJAHHBIX KIIOUEH OJIEKTPOHHON momamucu - xpadsmmiics B MC crhmcok
YHHUKAJIbHBIX IOCJIEI0BATEIbHOCTEH CUMBOJIOB, COAEPKAIINUXCS B BBIJJAHHBIX IMOJIb30BATENIIM UMEHAX
YUYETHBIX 3aIliCel U MapoJIsix;

2.5. peecTp OTO3BAaHHBIX KIIOYEH HJIEKTPOHHOM moanucu - xpassmmiics B UC cromcok
nonp3oBarenet MC, Kioyu 5JI€KTPOHHOM MOANMCH KOTOPBIX K MOMEHTY OOpalleHHs K JTaHHOMY
peecTpy ObLIIM OTMEUEHBI KaK HEJeHCTBUTEIbHBIE;

2.6. mpoctas snexktponHas noanuck (I19I1) - uubopmanus B smexkrponHoit popme B UC,
BO3HUKAIOIIasi B MOMEHT BBIIIOJIHEHUS BIIAJENbLIEM 3JIEKTPOHHON MOJNMCH KOMaHAbI MOANHCAHUSA
Hoxymenta B wuHTepdeiice WMC, mnoarBepkmaromas MOMIMHHOCTE JlokymMeHTa w/mim  (HakT
o3HakomsieHusi Bianenbla [I9I1 ¢ JlokyMeHTOM, KOTOpas B3aMMHO OJHO3HAYHO CBSI3BIBAETCA C

JIOKyMEHTOM M BIAJEIbLEM MOANUCH;



2.7. mrramn [1911 - Bu3yanpHas oTMETKa 00 JIEKTPOHHON TOMHCH, BKIIOYAIOIIAs PEKBU3UTHI
I1O11, xotopast aBromaruuecku co3zpaercs cpeacrBamu HWMC 1mpu  OTKpBITUM  (BHU3yalH3allM)
nokymenTa, noanucannoro II0I1, B uaTepdeiice UC; Bpems dopmupoBanus [1911 orobpakaercs B
mTamIe 1o 4acoBomy rnosicy noss3oatesns 1C;

2.8. 00paboTKa 3IEKTPOHHOTO JTOKYMEHTa - JeHcTBUs moib3oBatenss MC ¢ 31meKTpOHHBIM
nokymeHToM cpeacrBamu MC, Bkitouas, HO HE OTpaHUYMBASCH: CO3JIaHUE, MPOBEPKA, MMOANMCAHUE
[1211, wadopmupoBanue npyroro monb3oBarens MC o MOKyMEHTE, MOATBEPKICHHE MOIYUCHUS,

O3HAKOMIJICHHEC, CO31aHUC KOITMH Ha 6YMa)KHOM HOCHUTCIIC, OTKIIOHCHHUEC, YIAJICHHUC.

3. Obecrieuenne PUAMYECKON CHIIBI BHYTPEHHUX IEKTPOHHBIX IOKYMEHTOB

3.1. XKuznennsrit ukn JJoxkymenta B MIC BKITIOUaeT: co3ianue U Npoyue AeUCTBUA 110 €T

o0paboTke, oTpakeHue B ydere, a Takxke xpaHenue B C. UC obecnieunBaeT peructparuio
neiicTBuil nosib3oBaresnel ¢ JJokyMeHTOM (JIOrMpoBaHue) B TEUEHHE KU3HEHHOTO 1IUKIIA.

3.2. Bce Bmagensusl [IDI1 mpusnatoT paBHO3HauHOCTH cBoei [IDI1 coOGcTBeHHOpPYUYHOM
MOJMUCH Ha OyMa>KHOM HOCHUTEIIE.

3.3. Coznanue [1911 B UC nHummmupyercs COOTBETCTBYIOIIUM AelicTBueM Bhazenbua 11011,
T.€. HE BBINOJHAETCS aBTOMAaTUYECKH WJIM HE3aMETHO JUIS BJIaJeIIblia.

3.4. Tlomromouns Braaensia [1311, moanucapmero J[JokyMeHT, TOATBEPKIAIOTCS B MOMEHT
noanucanuss Jlokymenra B MC aBTOMarnuecku 1O MOJOXKUTEIBHOMY pE3yJbTaTy CIEAYIOIIHNX
IIPOBEPOK:

* COOTBETCTBYIOIIUH MOJIb30BaTeIh aBTOpr30BaH B UC,

* COOTBETCTBYIOIIMH KIIFOY SJEKTPOHHOM TMOJIMKMCH BKIKOYEH B PEECTP BBLAAHHBIX KIIOUEH
ANEKTPOHHOU MOIINCH,

* COOTBETCTBYIOILUMHI KJIIOU JJIEKTPOHHOM NOANMMUCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOYEH
ANEKTPOHHOMU MOITHUCH.

3.5. Bpewms ¢popmupoBaHus 3NeKTpOHHOH moanucy pukcupyercs cpencrsamu VC.

3.6. BHyTpeHHHE DIEKTPOHHBIE JOKyMEHThHI, moamucanueie [IDIl, mnpu3HatoTcs B
Opranuzanuy paBHBIMU 1O IOPUAMYECKON CHUJIE TOKyMEHTaM Ha OYMa)KHBIX HOCHTENSX, 3aBEepEHHBIM
COOCTBEHHOPYUYHOU MOAMHCHIO.

3.7. Tlomp3oBarenmu WMC mpusHatoT, uto Bm3yanm3anus mramma [19I1 mpu nemoHcTpanmm
Hoxymenta B wuHTepdeiice WC, BemonneHHass cpeactBamu HWC, sBisieTcs HEOCTOPHUMBIM
MOATBEpXKIEeHUEM  (akTa TMOAMHCAHUS JOKYMEHTa COOTBETCTBYIOIIMM  Bianenbiem 1011
(MOTMHHOCTH ¥ HEOTPEKAEMOCTH ).

3.8. Xpanenne JloOKyMEHTOB OCYIIECTBISCTCS IMyTeM 3amUCH CBeACHUN O J[okymeHTax B

apXUB AIEKTPOHHBIX TOKYMEHTOB, KOTOPHIN siBisieTcs yacTbio MC.



3.9. Opranuzanus o0ecrieynBaeT TEXHUUECKUMH U OPraHU3allMOHHBIMU MEPaMU 3allUTy OT
HECAaHKIIMOHUPOBAHHOTO JIOCTYIA U MPEIHAMEPEHHOTO0 YHUYTOKEHHS M/MIIU UCKAKEHUS CBEIEHUH O
JlokyMeHTax B apxuBe JJIEKTPOHHBIX AO0KymMeHTOB MC, a Taxkke rapaHTHpyeT IOITBEP)KICHUE
aBTOpPCTBA JOKyMeHTa, nognucanHoro [IDI1 aBTopa, B TOM 4HCIle ITyTeEM YTBEPXKICHUS IIOMMEHHOIO
OTrpaHMUYEHHOIO CIKCKA JIUL, UMEIOIMX paclIMpeHHbIe (aAMMHUCTPATUBHbIE) IIPaBa JOCTYIIA K ApXUBY
AJIEKTPOHHBIX ToKymMeHToB MC.

3.10. JJoxymentsl xpanstcs B IC B Tom (opmare, B KOTOpOM OHU ObutM cozfaHbl. Cpok
xpaHeHus JlokymMeHTOB M cBeneHuil o JlokymMeHTax He MoXKeT ObITb MeHee 3 (Tpex) JeT Hu
ONpPEACIAETCS B COOTBETCTBUU C JIOKAIbHBIMH HOPMAaTHBHBIMH akTamMu OpraHuzanuum WIH €€
CTPYKTYPHBIX ITOAPA3ACIICHUAMN.

3.11. Komust »7EKTPOHHOTO JIOKyMEHTa MOXKET OBITh H3rOTOBJIIEHA (pacredaraHa) Ha
O6ymaxknoMm Hocutene cpenctBamu MC u 3aBepeHa coOCTBEHHOpPYYHOH noanuchio Biaaaensia 11011,
a100 4ieHaMH KOMMCCHUH, BKIIIOYaoleil B ce0s Kak MUHMUMYM pykoBouTenss OpraHu3anuy U JIMLO,
UMEIOLIEE paclIMpEeHHbIe (aAMUHUCTPATUBHBIE) MIPaBa JIOCTYIA K apXUBY 3JEKTPOHHBIX JOKYMEHTOB
HC. Konus 371€KTPOHHOTO JIOKYMEHTa Ha OyMaKHOM HOCHUTENE JOJDKHA COJAEP)KATh BU3YyalIM3aLUIO
mramna (mramnoB) [I9I1, monreepxkparouryro, uro opuruHan Jlokymenta mnoanucan [19I1.
AYTEHTHUUYHOCTh 3JIEKTPOHHOI'O JOKYMEHTa M €ro KONMM Ha OyMa)KHOM HOCHUTEJEe 00ecreduBaeTcs

cpenctBamu UC.

4, HpaBa, 00513aHHOCTH U OTBETCTBEHHOCTh BJ1aacibla 3J'IeKTp0HHOI7I oA CH

4.1. Bnagenen 1311 umeer npaso:
* oOpamarbest k OTBETCTBEHHOMY 3a TexHU4eckyto nojaepxkky WC s anHynupoBaHus (OT3bIBa),
IPUOCTAHOBKH (BO30OHOBJIEHHUS) IEHCTBUS MPUHAAISKAIIETO €My KIIF0Ua 3JIEKTPOHHOMN MOAINNCH;
* B Ccllyyae HEOOXOJMMOCTH 3aMEHBbl, BOCCTAHOBJIEHUS KJIOYa HJIEKTPOHHON TMOAMUCU OOpaTUTHCS K
OTBeTCTBEHHOMY 3a TeXHHUECKYI0 noiaepkky MC ¢ cooTBeTCTBYIOMIEH MPOCKOOM U MOTYyYUTh HOBBIHT
KJIFOY 3JICKTPOHHOM TTOAUCH;
* oOpamarbcs K pykoBojacTBY Opranuzanuu Uit pa3dopa KOH(MIMKTHBIX CHUTyaluil (CHOpoOB),
BO3HUKaroIKX npu npuMenenuu 11011 8 UC.

4.2.  Bmapgenern 1911 o6s3aH:
* BecTU 00pabOTKy BHYTPEHHHUX OJIEKTPOHHBIX AOKyMeHTOB B MC B COOTBETCTBHM CO CBOUMU
JIOJPKHOCTHBIMU O0SI3aHHOCTSIMU;
* IPUHUMATH BCE BO3MOXKHBIE MEpPBI ISl MIPENOTBPALLEHUSI HECAHKIIMOHUPOBAHHOTO MCIIOJIb30BaHUs
CBOETO KJIF0Ya MICKTPOHHOU MOIUCH;

* HU MIPHU KaKUX YCJIOBUSX HE MepelaBaTh KI0Y 3JIEKTPOHHOM MOAMKUCH APYTUM JIUIAM;



* NpPU KOMIIPOMETALIMU CBOEr0 KJI0Ya SJIEKTPOHHOW MOJINMCH HE3aMEIJIUTEIbHO OOpaTUThCA K
OTtBeTcTBEHHOMY 3a TexHUYecKyro noanepkky MC ans nmpuocTaHOBKM NEHCTBUS MPUHAMJIEKAILETO
€My KJII04Ya 3JIEKTPOHHOM MOINCH.

4.3. Bmnagenen IIDIl HeceT NIMYHYIO OTBETCTBEHHOCTh 3a COXPAaHHOCTb CBOEr0 KIIKOYa

SHCKTpOHHOﬁ IMOAIKUCH U €T0 3allUTy OT HCCAHKIIUOHUPOBAHHOI'O UCITOJIb30BAHU .

5. Texnonorus npumenenus cpeacts [1911 B UC

5.1. Jlna npumenenus [19I1 8 UC Bnapensny 1211 HeoOxomumo aBTopuzoBathesi B UIC ¢
UCTIOJIB30BaHUEM NYONMYHON W KOHUAeHIMambHOW wacted kmoda [I0I1 (umst momnb3oBarenst u
napoisib). [loanucanme JlokymeHTa BBIOJNHSETCS TyTeM HaxkaTtus Ha kHomnky '"llommucars" B
untepdeiice UC.

5.2. Madopmaius 000 BceX BBIIAHHBIX MOJIb30BATENIO KIHOYaX JIEKTPOHHON MOJIUCH, AaTax
MOJIyYEHUS U MPEKpaIleHus ux JericTBus (u3bsatus) xpanutcs B MIC noctosiHHO.

5.3. Ilpu mpekpamennn y cotpynHuka OpraHu3aluy JODKHOCTHBIX OOS3aHHOCTEH 110
00paboTKe BHYTPEHHHUX AJIEKTPOHHBIX TOKYMEHTOB C ucronb3oBanueM 1311 wnu npu yBoibHEHUU
COTPYAHMKAa €ro KIIY BHOCUTCS B PEECTp OTO3BAaHHBIX KIIOYEH 3SJIEKTPOHHOM MOIIUCH
OTtBeTcTBEHHBIM 3a TexHuueckyto noanepkky MC. C MomeHTa BHECEHUs KIT0Ua B PEECTP OTO3BAHHBIX
KIIIOUEH DJIEKTPOHHOW TOAMHCH Bce mocieayromue JlokymeHnTtsl, noanucanueie »toit [IDI1, He
CUMTAIOTCS  TMOANMMUCAHHBIMM  HaJulekamuMm  o0pa3oM,  T.e.  MOJNHUCHIO,  PAaBHO3HAYHOH

COOCTBEHHOPYYHOM.

6. 3aKIr0UnUTENILHBIE TOJOKEHUS

6.1. Hacrostee [TonmoskeHne BCTymaeT B CHITY € JaThl YTBEPHKICHUSI.
6.2. Tekct [lonoxxeHust mpeaocTaBIsgeTcss COTpyAHUKaM OpraHu3anuu 1o 3anpocy.
6.3. Jloxymentsl, co3manabie B IC u moamucannbie [1DI1 B COOTBETCTBHM C HACTOSIIUM

HOJ'IO)KCHI/ICM, MPU3HAOTCA OPUANYCCKU 3HAYUMBIMU C OAThI YTBCPIKACHUS ITonoxeHus.



ITpunoxxenne Ne 1
K [TonoxxeHno 00 UCIIOTb30BAHUH ITPOCTOM
AJIEKTPOHHOM MOAMMUCH JIJIs BHYTPEHHETO

SJICKTPOHHOI'O I[OKYMGHTOO60p0Ta

B MBOY «COLLI Ne31»

YBEJAOMJIEHUE

)

UMEHyeMbIi B panbHeiimeM "Pa0oTHHK", HACTOAIIMM IOATBEPKIACT YTO O3HAKOMMIICS M COTJIaceH C
[TonoxxeHneM 00 MCIOIB30BAHUM MPOCTON 3JIEKTPOHHOHM MOJIUCH Ul BHYTPEHHETO JJIEKTPOHHOTO
nokymenToobopora B MBOY «COIII Ne31», a umenHo: PaOoTHHK IpU3HAeT paBHO3HAYHOCTh CBOEH
MPOCTOM 3eKTpoHHOU noanucu (faiee - [1911) cobcTBeHHOPYUHOU MOAMUCH HA OyMa)kHOM HOCUTEJIE
U 3asABIIICT O TPHCOCOVMHEHHHM K COMVIAICHHIO 00 Yy4YaCTUHM BO BHYTPEHHEM DIIEKTPOHHOM
JOoKyMeHTooOopoTe ¢ ucnonbzoBanueM [19I1 Ha ycnoBusix Ilonoxenus o0 UCIONB30BaHUM MPOCTON
AJIIEKTPOHHOM MOAMHUCH U1 BHYTPEHHETO 3JIEKTPOHHOTO JokyMeHTooOopoTa B MBOY «COIIl Ne31» B
cootBeTrcTBUU co cT. 428 [I'paxnmanckoro koaekca P® ("HoroBop mnpucoenunenus")
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