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00 MCIO0JIHL30BAHUM 3JIEKTPOHHOI MOANMCH /1Jisl BHYTPEeH
AOKYMeHT0000poTa B MYHHIIUNIAJIbHOM Ka3éHHOM 00111€00pa30BaTeJIbHOM y4peKIeHUH
«lOckuHCcKkas cpeaHssi o0ueodpa3oBarTenbHas mKoaa» Ke3ckoro paiiona
Yamyprckoii Pecy0inku

1.001mue mo10:xeHAs

1.1. Hacrosimee [lonoxenue o0 MCHOIb30BAaHUM 3JEKTPOHHON MOANMCH B MH(POPMALMOHHON
cucteme 1C: Byxranrepus rocyaapctBenHoro yupexaeHuss KOPII (mamee - UC) (manee -
[TonoxeHne) sBisieTCd JIOKAIbHBIM HOPMAaTHBHBIM aKTOM MYyHHUIIMIAIBHOTO Ka3€HHOIO
oOmeoOpa3oBaresnbHOro yupexaeHus «lOckuHckass cpenHss oOrieoOpa3oBarenbHas IIKOJIA»
Kesckoro paitona Y amyprckoit Pecriyonuku (manee - Opranuzanus) U onpenesnser mopsaok u
ycIoBHUS pabOThl COTPYIHUKOB C 3JIEKTPOHHBIMM jAokymeHTamu B MC, HemocpencTBEHHO
CBS3aHHBIMU C UX TPYJOBOW JEATEIHOCTBIO, C MPUMEHEHUEM AJIEKTPOHHOM NoJanucu (najiee -
[1310).

1.2. YyacTHMKaMU 3JIEKTPOHHOI'O B3aUMOJEHCTBUS Ha YCJIOBMSIX, ONPEIECIEHHBIX HACTOALIUM
[Tonoxenuem, sBIAOTCS COTpyAHUKH OpraHu3anuy, TIOANUCABIINE YBEJOMJIEHHE 00
o3HakomsieHun c¢ Ilonoxenuem. OOpaszen YBegomiuenus npuseneH B Ilpunmoxxenunm Ne 2 k
Hactosamemy [lonmoxenutro. Ilognucanme  cotpynHukoM  OpraHu3anuu — YBEIOMIICHUS
PaBHO3HAYHO MPHCOEAMHEHHUIO K COIJAIlIEHUI0 00 YYacTUH BO BHYTPEHHEM JJIEKTPOHHOM
JOKyMeHTooOopoTe ¢ wucnonb3oBanueMm I[IOI1 Ha ycnoBusax Hactosmero Ilomoxenus B
COOTBETCTBUHU cO CT. 428 I'pasknanckoro xonekca P® ("loroop npucoequHeHus").

1.3. Peanuzanus omnpeneneHHbIX HacToAmMM [lojoxkeHueM yCIIOBUH NPUMEHEHUs NPOCTON
AIIEKTPOHHOM  MOANMHMCH  OOecrneuyuBaeT MpUAAHUE FOPUJIUYECKOW CHJIBI  BHYTPEHHUM
ANIEKTPOHHBIM JokyMeHTaM Opranuzauuu B MIC, TpeOyrommM TUYHON TMOANUCH COTPYIHUKA, U
orepanusiM ¢ HUMHU.

1.4. Hanmmuue OIT: TIDI1 u KOIT obecieunBaeT BHyTPEHHUM 3JIEKTPOHHBIM JJoKyMeHTaM B 1C:

* MOJJIMHHOCTD - TIOATBEPKJCHUE aBTOPCTBA JJOKYMEHTA;

* LIEJIOCTHOCTD - JIOKyMEHT HE MOXET ObITh U3MEHEH I0CIIe MOANUCaHNS;

* HE OTpHUILIAHUE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXKET OTKA3aThCsl OT CBOEH MOJIMHUCH.
1.5. [Ina moanucaHus SNEKTPOHHBIX JO0KyMeHTOB B MC wucnonb3yercs KBadu(pHUIMPOBAHHAS
pocTasi JIEKTPOHHAs MOJMUCH - UH(OpMaIUs B 31EKTPOHHOU (hopme, KOTopasi IPUCOETMHEHA K
JIpyroii mHpopManMMU B AIIEKTPOHHOM ¢opme (moanuchiBaeMoil HMH(pOpMaIMH, JOKYMEHTY B
JJIEKTPOHHOM BHUJE) WJIM HWHBIM OOpa3oM CBsI3aHHasg C Takod HH(OpMalnuei, U KoTopas
UCTIOJIb3YeTCs JUIs OTIpeIeIeHuUs JINLA, ITOIMTUCHIBAIOIIET0 HHPOPMALIHUIO.

1.6. B kauectBe myOnnuyHOW uactu kimroua [IOI1 umcnosnw3yercs yHHMKanbHOE HWMS YYETHOMN
3anucy, MpuMeHsieMoe JUIsl aBTopu3anuu nois3oBarens B VC. B kauecTBe KoH(UACHINAIEHON
yacTtu kiaroua KOIT ncronb3yercss yHUKanbHBIN MPOTPaMMHBIN KITFOU.

1.7. WzroroBnenue (reHepaiuio), Bblnauy u peructpanuio B MC ykazanHbIX B 1.1.6 nMeH
MOJIh30BaTENeH U mapoJiel B mkoie (qanee - OTBETCTBEHHBIN 32 TeXHUUYECKYIo noanaepxkky MC).
1.8. ITapons monws3oBatens UC MoxkeT ObITh M3MEHEH €ro BiaJelblieM B JH000H MOMEHT rocie



aBropuzauuu B MC. PekoMeHyeTcss U3MEHATH NIapoJib HE PEXKE OJHOTO pa3a B TpHU Mecsna. Jius
CHIDKEHMs pHCcKa MoJ00pa Mapojs U HECAHKIMOHUPOBAHHOIO HMCIIOJIb30BaHMS JAPYTUM JIHIIOM
KJI}04a DJICKTPOHHOM MOANKMCH PEKOMEHIYETCs HE 3a1aBaTh I1apOJIU, UCIIOIb30BAHHBIE PAHEE.

2. TepMuHBI U onIpee/IeHUs!

B nannoMm [losnoxeHun ucnosb3yroTcs CIeAYOINUE TEPMUHBI U UX OIIPENEICHUS:

2.1. Bnapenen mnpocToil 3JIEKTPOHHOM MOANUCU - COTpyAHMK OpraHuszaunuu, MOANMCABILNN
VYBegomienue 00 o3HaKOMIIEHMHM C HacToAmmM [lonoxeHreM W HCHONb3YIOIUNA UMS
110JIb30BATENs U apoJb 1 aBTopu3anuu B 1IC;

Bnaneneny kBanuduUUIMpPOBAHHON  ANEKTPOHHOM moamucu - jaupektop OpraHuzanuu,
NOJNKMCAaBIINKA YBegomiieHHe 00 03HAKOMIJIEHHH ¢ HacTosimuM [loyiojkeHreM U HCIIONb3YIOIUi
MM [10JIb30BATENS M YHUKAJIbHBIN NPOrPaMMHBIN KIIIOY;

2.2. BHyTpeHHUI 3EKTPOHHBIA JTOKYMEHT (najnee - JIOKyMeHT) - JOKYMEHT OJHOTO W3 THUIIOB
JIOKYMEHTOB, TIpuBeieHHbIX B [Ipunoxenun 1 x Hactosimemy Ilonoxkenuto, coznannwiii B UC B
AIIEKTPOHHON (hopMe M TOANMCAHHBIN AJIEKTPOHHON MOJIHMCHIO COTPYAHUKA (IJIEKTPOHHBIMHU
MOJMUCSAMU COTPYIHUKOB) Opranusaiuy;

2.3. Kirou »27eKTpOHHOM MOANMCH - YHUKaJIbHAs IOCJIEIOBATEIbHOCTh CHMBOJIOB,
NpeaHa3HayeHHas il NOATBEpkKAEHUs ¢ ucrnonb3oBanueMm cpencts MUC nogmuunoctu 11911 B
JloxymeHTe;

2.4, PeecTp BBIJAHHBIX KIIOYEH OHJIEKTPOHHOM TmoAanucu - Xpassmuiicas B MC cnucok
YHHUKAQJIbHBIX I10CJIE0BATEIbHOCTE CHUMBOJIOB, COAEPXKALLMXCS B BBIJAHHBIX I10JIb30BATEISAM
MMEHAX YYETHBIX 3alUCEeN U NapoJsiX;

2.5. Peectp OTO3BaHHBIX KJIIOUEH OHJIEKTPOHHON mnoanucu - xpasswmuiicas B HMC cnucok
nonb3oBareneit MC, y KOTOpBIX KJIIOYM AJIEKTPOHHOM MOJMHCH K MOMEHTY OOpalleHHs K
JTAHHOMY peecTpy ObUIM OTMEUYEHBI KaK HEJIEHCTBUTEIIbHBIE;

2.6. Ilpoctas snexktponnas noamuch (IIDII) - undopmarus B snexrponHou dopme B HC,
BO3HUKAIOIIass B MOMEHT BBIIIOJIHEHUS BIAJENbLEM AJIEKTPOHHONW MOJNMCH KOMaHIbI
noanucanus Jlokymenta B uHtrepdeiice C, noarseprkaaromas moJUyIMHHOCTh JIOKyMeHTa W/1iu
dakt o3nakomsienus Bragenbiia I[IDI1 ¢ JJoxkymeHToMm, KOTOpass B3aMMHO OJIHO3HAYHO
CBA3BIBAETCS C JJOKyMEHTOM U BIIaJeNbLIEM TOANNCH;

2.7. Wtamn II3II - Bu3yanpHas OTMETKa 00 3JIEKTPOHHOM MOJIUCH, BKIHOYAIOIIAs PEKBU3UTHI
[13I1, xoropasi aBTOMaTHyecku co3naercs cpeactBamu MC mpu OTKphITHH (BU3yaau3alvu)
nokymenTta, mnoanucanHoro [IOII, B wuntepdeiice WC; Bpems dopmupoBanus I[1911
oToOpakaeTcs B IITaMIIe [0 YacOBOMY Mosicy nonib3osarens UC;

2.8. OOpaboTKa 3JIEKTPOHHOTO JOKyMEeHTa - JedcTBuUs mnonb3oBarenss MC ¢ 3eKTpOHHBIM
nokyMeHTOM cpenctBamu MC, BKkiIouas, HO HE OIpaHUYMBAACH: CO3JaHUE, IPOBEPKA,
noanucanue 1311, unpopmupoBanue apyroro nonb3osarens UC o nokymeHTe, IOATBEPKACHNE
NOJIYy4YeHHUs, 03HAKOMJIEHHE, CO3/IaHNe KO Ha OyMa)XXHOM HOCHUTEJE, OTKIIOHEHHUE, yaJIeHHE.

3. ObecneyeHne IPUANYECKON CHJIbI BHYTPEHHHX 3J1eKTPOHHBIX JOKYMEHTOB

3.1. XKusnennslii nukn Jlokymenta B MC BKiIIOYaeT: CO3MaHME W TPOYME JIEUCTBUS MO €ro
o0paboTke, oTpakeHHe B ydere, a Takke xpaHeHue B MC. MC oOecrieuuBaeT perucTparuio
neiicTBuil nonb3oBarenei ¢ JJokyMeHTOM (JIOrMpoBaHuE) B TEUEHHUE KUZHEHHOTO 1IHKIIA.

3.2. Bee Baanenbusl [1911 npusHatoT paBHO3HaYHOCTH cBoei [1DI1 cobcTBeHHOPYUHOM noanucu
Ha OymaxHom Hocutene. Bmagemenmn KOII mpusHaeT paBHO3HAYHOCTH CBOEW TMOJIMUCH Ha
O6ymaknoM Hocutene u KOII.

3.3. Cozpganue [IDII B MC mHULMHUpPYETCS COOTBETCTBYIOIIMM JelcTBUeM Biaaenbia [19I1,
cospanue KOII wuHunumumpyercs axkkpeniuToBaHHbIMH Y1 M HaJIOrOBBIM OpraHoM, T.€. HeE
BBIIIOJIHSIETCS] aBTOMAaTUYECKH WJIM HE3aMETHO /IS BIIAJENbIIA.

3.4. Ilonnomouns Bnagensua 1011, moanucasmero IOKyMEHT, MOATBEPKAAIOTCSI B MOMEHT
nonnucanus Jlokymenta B IC aBTOMaTH4eCKH MO MOJIOKUTEIBHOMY PE3YJbTaTy CIEIYIOIINX
IIPOBEPOK:



* COOTBETCTBYIOLIMI MONIb30BaTeNb aBTOpU30BaH B C,

* COOTBETCTBYIOIIMM KJIIOU 3JIEKTPOHHOM IOJNUCH BKIIOUYEH B PEECTP BBIIAHHBIX KIHOYEH
ANEKTPOHHOU MOIHCH,

* COOTBETCTBYIOUIUI KJIHOY 3JEKTPOHHOM MOANKMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOYEH
ANEKTPOHHOMU MOIHCH.

3.5. Bpems ¢opMmupoBanus dieKTpoHHOW moamucu Qukcupyercs cpeactBamu HC 1o
rpuBuuckomy Bpemenu (UTCH0).

3.6. BHyTpeHHHME 3JIEKTPOHHBIE JOKYMEHTBI, IepeuncieHHble B IlepeuHe, mpuBeaeHHOM B
[Tpunoxxennun Ne 1 x Hactodwmemy Ilonoxenuto, noxamucannsle [1OII, mnpusHarorca B
Opranuzanuyd paBHBIMU IO HOPUIUYECKOM cHJIe JOKYMEHTaM Ha OyMa)KHBIX HOCHUTENSX,
3aBEPEHHBIM COOCTBEHHOPYYHOU MOIHCHIO.

3.7. Tlonp3oBarenu WMC mnpusnHator, uyrto Busyanuzauusa mrammna [I9I1 npu nemoHcTparuu
Hoxymenta B wuHTepdeiice UC, BemomHeHHas cpeactBamu HWC, sSBAsSETCS HEOCTIOPUMBIM
NOATBEpXKJIeHUEM (aKkTa MOANUCAaHUS JOKYMEHTa COOTBETCTBYIOIIMM Bianenbiiem [IOI1
(MOTMHHOCTH U HEOTPEKAEMOCTH ).

3.8. Xpanenue JJOKyMEHTOB OCYILIECTBIIECTCS IMYTEM 3allUCU CBeAeHUN O J[OKyMeHTax B apXWB
AIIEKTPOHHBIX IOKYMEHTOB, KOTOPbIH siBisieTcs yacTbio HC.

3.9. Opranuzanus oOecrneyuBaeT TEXHUYECKUMHU M OPraHU3allMOHHBIMH MEpaMH 3allUuTy OT
HECAaHKIIMOHMPOBAHHOTO JOCTyNa W MPEIHAMEPEHHOTO YHUYTOXXEHHUS W/HIM HCKAKECHUS
cBelleHnd o JIoOKyMeHTax B apXuB€ JJIEKTPOHHBIX AOoKyMmMeHTOB MC, a Takxke rapaHTHUpyeT
MOJITBEP>KJIEHUE aBTOPCTBA TIOKyMeHTa, noanucanHoro 1911 aBropa.

3.10. Hoxymentsl xpansarci B UC B ToM dopmaTe, B KOTOpOM OHU ObLIM co3naHbl. Cpox
xpaHeHus: JlokyMeHTOB u cBefeHUM o JlokymMeHTax He MOXET ObITh MeHee 3 (Tpex) JeT u
ONpEeNENseTCs B COOTBETCTBUM C JIOKAJIbHBIMM HOPMATUBHbBIMU akTamu OpraHvzalvyd WU ee
CTPYKTYPHBIX ITOAPA3ACIICHUI.

3.11. Konus 351eKTPOHHOTO IOKYMEHTa MOXET OBbITh M3rOTOBJICHA (pacreyaTaHa) Ha OyMaKHOM
Hocurene cpeacrBamu MC u 3aBepeHa COOCTBEHHOpPYUYHOU moAmuchio Biamenbia 1211 mmubo
YJIeHAMHU KOMUCCHUH, BKITIOYAIOLIEH B ce0s Kak MUHMMYM pyKoBoauTesst OpraHu3aiy U JuIlo,
UMEIolIee paclIMpeHHble (aJIMUHUCTpPATUBHBIE) MpaBa JOCTyNAa K AapXUBY 3JIEKTPOHHBIX
nokymenToB MC. Konus 31eKTpoHHOr0 JOKYMEHTa Ha OyMa)kHOM HOCHTENE JOJDKHA COJepkKaTh
Bu3yanuzanuio mramna (mrammnoB) [I9I1, nmoareepxknaroiryro, 4ro opuruHan JloxymeHra
nognucad [I3I1. AyTeHTHMYHOCTh 3JIEKTPOHHOTO JOKYMEHTa M €ro KOINUM Ha OyMa)KHOM
Hocutese obecrieunBaercs cpeacrsamu MC.

4. IIpaBa, 0013aHHOCTH ¥ OTBETCTBEHHOCTDH BJIa/le/IbLa 3JIeKTPOHHOM MOANUCH

4.1. Bnagenen 1311 umeer npaso:

* oOpamaTtecsi kK OTBETCTBEHHOMY 3a TexHUYecKyro mnojaepxkky MC s aHHynupoBaHUs
(0T3bIBa), TPHOCTAHOBKU (BO3OOHOBIEHUS) NEHCTBUS MPUHAANEKANIETO €My KIIo4a
ANEKTPOHHOU MOIHCH;

* B CJIy4ae HEOOXOIMMOCTH 3aMEHBbI, BOCCTAHOBJICHHUS KJIF0Ua 3JICKTPOHHOM MOAMUCH 00paTUThCS
k OTBeTcTBEHHOMY 3a TexHHueckyto mnoanepxkky HMC c¢ coorBercTBylome mnpocbOoi u
MIOJIyYUTh HOBBIN KJIHOY JIEKTPOHHOMW MOJIUCH;

* oOpamatbest Kk aupekropy Opranuzanuu s pa3dopa KOH(MIMKTHBIX CHUTyaluil (CIopoB),
BO3HUKaroImuX npu npuMenenuu 11011 8 UC.

4.2. Bnanenen [1911 o6s13aH:

* BeCTU 00pabOTKy BHYTPEHHHUX 3JIEKTPOHHBIX JOKYMEHTOB B MIC B COOTBETCTBHU CO CBOMMH
JOJIKHOCTHBIMU O0SI3aHHOCTSIMU;

* IQpPUHHMMATh BCE BO3MOJXKHBIE MEphl s IPEAOTBPAILEHUS HECAHKLHMOHUPOBAHHOTO
MCIIOJIb30BAaHUs CBOETO KIJIF0Ya AJIEKTPOHHOMN MOJIITUCH;

* HU MPU KaKUX YCIOBUSX HE MEePeaBaTh KIOY 3JEKTPOHHOMN MOJNUCH APYTUM JIMLIAM;



* IpU KOMITIPOMETAIIMN CBOETO KIII0Ya AJIEKTPOHHOW MOAMHUCH HE3aMEIUTEITFHO O0OpPaTUTHCS K
OTBETCTBEHHOMY 32 TexHWYecKyr mnomuepkky WC myis  npUOCTAaHOBKM — IEMCTBUS
MIPUHAJICKAIIETO EMY KJIH0Ya 3JIEKTPOHHOM MOJIITUCH.

4.3. Bunanenen KOJII, IIDI] HeceT nMuYHYI0 OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOEr0 KIIHOYa
AJIEKTPOHHOM MOAMKCH U €T0 3aIUTYy OT HECAHKIIMOHUPOBAHHOTO UCIOJIb30BAHUS.

5. TexnoJsiorust npuMeHenus cpeacrs [I311 B UC

5.1. JIna mpumenenus [I3I1 B UC Bnagenpry [I9I1 HeoOxomummo aBTopusoBathesi B UC ¢
UCIIOJIb30BaHUEM ITYOJUYHON M KOH(DUIeHITHAIBHOHM yacTei kimova [1D11 (ums monp3oBaTens u
napoiib). [lognmucanue JlokymMeHTa BBITIOJHSETCS MyTeM HaxaTuss Ha kHonky "lloammcars" B
unrepdeiice 1C.

5.2. Nudopmanus 060 BceX BBIIAHHBIX IMOJIB30BATEIIO KIIHOYAX 3IEKTPOHHOW MOJIHMCH, JaTax
IIOJIyYEHUS U MPEKpaIleHUs uxX JeHcTBUs (U3bsATHs) XpaHutcs B MIC nocTosiHHO.

5.3. Ilpu mnpekpamenunn y coTpyaHuka OpraHm3anuy JTOJDKHOCTHBIX OOsI3aHHOCTEH I10
00paboTKe BHYTPEHHUX OJEKTPOHHBIX JOKYMEHTOB C wucnoib3oBanuem [IDI1 wnmm mpu
YBOJIbHEHUU COTPYAHHMKA €ro KJIOY BHOCUTCA B PEECTpP OTO3BAHHBIX KIIHOYEH 3JIEKTPOHHOMU
noanucu OTBETCTBEHHBIM 3a TexHHueckyro momuepxkky MC. C momeHTa BHECEHHS KIIO4a B
peecTp OTO3BAaHHBIX KIIOYEH SJIEKTPOHHOM MOANKMCH Bce Mocieayromue JoKyMeHTsI,
noanucanueie dtou [IDIl, He cuMTarOTCs MOANMMCAHHBIMU HaajeXamuM o0pazoM, T.e.
MOJIMHUCHI0, PABHO3HAYHOW COOCTBEHHOPYUHOM.

6. 3akI09YNTEIBbHbIE MOJIOKEHH S

6.1. Hacrosiiee IlonoxeHne BCTynaeT B CUITy € JaTbl yTBEPIKICHUS.

6.2.ITonoxenust  pasMmernaercs Ha  oduiuaibHoM  caite  https://shkolayuskinskaya-
r18.gosweb.gosuslugi.ru

6.3. Hoxymentsl, co3nanusle B IC u moamucanueie [IDI1 B cOOTBETCTBMM € HACTOSLINM
[TonmoskeHneM, IPU3HAIOTCS FOPUINICCKH 3HAUMMBIMHE C JaThl yTBepkaeHus [lomoxkeHus.
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