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1.00mue nmoj1oxeHus

1.1. Hacrosmee Ilonoxenne 00 HMCHOJMB30BAaHMHM TPOCTOH  DIIEKTPOHHOH IMOIIHCH B
uHpopmanuonHoi cucreme (manee - MC) MAOY "SArpunckas rumuasus” (nanee - ITonoxenue)
ABJIAETCS  JIOKAIBHBIM HOpPMartUBHEIM aktom MAOY  "fArpunckas rumHazus" (mamree -
Opranusanus) ¥ ONpelesseT MOPSJ0K M YCJIOBHs paboThl COTPYIHHKOB C 3JIEKTPOHHBIMH
nokymeHtaMu B HMC, HeNocpeICTBEHHO CBSI3aHHBIMH C HX TPYAOBOH JEATENBHOCTHIO, C
IIPUMEHEHHUEM IIPOCTOMN BJIEKTPOHHOM noanucH (nanee - [1311).

1.2. YuacTHHMKaMH 3JIEKTPOHHOTO B3aMMOJCHCTBHS Ha YCJIOBHSX, ONPEJIEJIEHHBIX HACTOSIIUM
[lonoxkenuem, sBAAOTCA  coTpyaHMkHM  OpraHu3andu, TIOJITHCABIIHE Y BEAOMIIEHHE 00
osHakomnenun c¢ Ilomoxxenuwem. OOpazenn VYBemomienus npupefeH B [Ipuioxkenun Ne 2 k
Hacrosmemy [lonoxenuto. [loanucanue corpyanukom OpraHuzandd Y BeIOMIICHHS PaBHO3HAYHO
IIPUCOEIMHEHUIO K COIIAIIEHHIO 00 y4acTUH BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTO00OpOTE C
ucrionszoBanueM [IOIl Ha ycnoBusax Hactosimero IlonokeHHss B COOTBETCTBHH co cT. 428
['paxxnanckoro konexca PO ("Jlorosop npucoeaunenns").

1.3. Peanmmzamust onpeAelieHHBIX HacTosAmMM [lonokeHneM yClIOBHH NPHMEHEHHsA IPOCTOH
JIEKTPOHHOH MOANUCH 00ecreunBaeT NpUAAHNUE IOPHAUYECKONW CHIIBI BHYTPEHHHM 3JIEKTPOHHBIM
nokymeHtaM Opranuszauun B MC, TpeOyromuM JIMYHOH NOJMIKCH COTPYIHHKA, M ONEPallHsiM C
HHMH.

1.4. Haymaue [1911 obecnieynBaeT BHyTPEHHHM 3JIEKTPOHHBIM JlokymMeHTaM B MC:

* [TOJITMHHOCTB - MTOJITBEPIKICHHE aBTOPCTBA JIOKYMEHTa;

* LIEJIOCTHOCTD - JJOKYMEHT HE MOKET OBITh H3MEHEH IOCIIE TIOAMHCAHHS;

* HE OTPULIAHKE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET OTKA3aTLCs OT CBOEH MOMHCH.

1.5. Jlg noanucanus 3neKTpOHHbIX J0KyMeHTOB B MIC ucnonp3yeTces npocTas

3NEKTPOHHAS MOJNHKCH - MH(OpPMAIUs B 3IEKTPOHHOH (hopme, KOTOpasi MpUCOEAMHEHA K JIpyToi
MH(pOPMaNKK B 3NEKTPOHHOH (opme (moAnuchBaeMOi HH(GOPMALUU, JTOKYMEHTY B 3JI€KTPOHHOM
BH/IE) WJIH HHBIM 00pa3oM CBsf3aHHAs C TakoH HH(pOpMaIHel, W KOTOpas HCIOJIb3yeTcs JUIs
OIIpeIeNICHHS JINIIA, TTOIITHCHIBAIOIIET0 HHOPMAIIHIO.

1.6. B kavectBe nmyOimunoi yactu kmoua [[DI] ucrmomas3yeTcs yHHKATBHOE HMs YUETHOH 3aITiCcH,
npUMeHsieMoe Ui aBTopu3aiuu nonb3oBatens B MC. B kauectBe koH(uIeHIMaTBHOH dacTH
kimoua [ 1311 ucnons3yerces naposib K y4eTHOH 3a1IUCH.

1.7. HMsrorornenue (reHepanuio), Bbyiadyy M perucrpauuro B MC ykazanHeIx B 11.1.6 HMeH
N0JIB30BATENEH M Iapojen ocyluecTiser paboTHUK Oyxrantepun (mainee - OTBETCTBEHHBIH 3a
TexHu4ecKyto nmogaepxky MC).

1.8. TTapons nons3oBarenss UC moxeT ObITh M3MEHEH €ro BiajelblieM B Jr000H MOMEHT mocie
apropusanuu B UC. PekoMeHayeTcss H3MEHSATh [apoJib HE PEXe OJHOro pasa B TpH Mecsua. Jlns
CHIDKEHHUS pHcKa moabopa maposis M HECAaHKIHOHHPOBAHHOTO HCIOJB30BAHHSA IPYTHUM JIHIIOM
KJID4Ya 3HEKTpOHHOﬁ MMOAIMIHCH peKOMEH,Z[}fETCH HE 3a1aBaTh I1ApOJIH, UCIIOJIb30BAHHBIC paHee.

2. TepMHHBI U olIpee/IeHUs
B nannom [lonosxeHuu HCIIONB3YIOTCS CIEAYIOLIME TEPMUHBI M HX OIIPEIEIEHUS:

2.1. Briajgenen TMPOCTONH AIEKTPOHHOH WOANMCH - COTPYAHHK OpraHuzamuu, DOAIUCABIINN
VBegoMienre 00 03HAKOMJIEHHH ¢ HacTosIIuM [lonoxeHneM U HCMONB3YIOMINI UMS OJIE30BaTENA
| 1IapoJib 11 apTopu3anuu B MC;




2.2. BHYTPEHHHH 3JIEKTPOHHBIH IOKYMEHT (nanee - J[OKyMEHT) - IOKYMEHT OJHOIO H3 THIIOB
JIOKYMEHTOB, IpuBeleHHbIX B [Ipunoxenuun 1 x Hacrosmemy [lonokenuto, cozganneii B MC B
SIEKTPOHHOM (OpMe W TMOJMHCAHHBIH 3JIEKTPOHHOH IOAIMCBIO COTPYAHHKA (2IE€KTPOHHBIMH
TIOJIMTACAMH COTPYIHUKOB) Opranusanuu;

2.3. KJIKOY 3JIEKTPOHHOH MOAMHCH - YHHKAIbHAS [I0CJIEI0BATEIBHOCTE CHMBOJIOB, IIpEIHa3HAYCHHAN
LIS TIOITBEPXK/IeHNs ¢ ueronp3oBanueM cpenactB VC noamuunoctu 11511 B Jlokymente;

2.4. peecTp BBIJAHHBIX KIIOYEH DNIEKTPOHHON MOANUCH - XpaHsiuicsa B MC cnucoK yHHKaTbHBIX
I0C/IeI0BATEIFHOCTEH CHMBOJIOB, COIEPIKAIIMXCSA B BBIJAHHBIX I10JIb30BATENIAM HMEHAX YYETHBIX
3aIucel | mapoJsx;

2.5. peectp OTO3BAHHBIX KIIOYeH SIEKTPOHHOH mofmucH - Xpansmuiica B HC cmoucok
nons3oBareneit UC, y KOTOPLIX KITIOYH dJIEKTPOHHOH IOANHCH K MOMEHTY 0OpallleHHs K JaHHOMY
peecTpy ObLTH OTMEUECHBI KaK HEACHCTBUTEILHBIE,

2.6. mpocras snekrtponHas moxamuchk (IIDI) - undopmamus B snexrponHoit dopme B HC,
BO3ZHUKAIOIAs B MOMEHT BBIIIOJIHEHHs BJIAJENIbIIEM 3JIEKTPOHHON MOANUCH KOMAaH/bl IOANHUCAHUA
Jloxymenta B wmHTepdeiice MC, mnoarsepxkparomas MHOUIMHHOCTE JloKyMeHTa H/MIH  (axT
ozHakoMnenus Biuanensna 1911 ¢ JlokymenTtoMm, KoTOpas B3aUMHO OJHO3HAYHO CBA3LIBACTCA C
JIOKyMEHTOM U BIIaJEIbLEM IIOJIHCH;

2.7. mramn IIDI1 - BuzyasbHas oTMeTka 00 SIIEKTPOHHOH NOINMMCH, BKJIHOYAKOINAS PEKBH3UTEI
[IDI1, koropas aBTOMATHUYeCKH co3zjaercs cpeicTBaMd MC Tpu OTKpHITHH (BH3yalu3allku)
nokymenta, noamucannoro [1911, B unrepdeiice MC; Bpems dpopmuposanus [I211 otodpaxaercs B
ITamIie 10 4acoBoMy rnosicy nonszoBatens MC,;

2.8. oOpaboTka 3J€KTPOHHOTO JOKyMEHTa -  JedcTBusl mnoub3oBarens MC ¢ 2J1eKTpOHHBIM
nokymeHToM cpezictBaMu MC, BKTIOUas, HO He OIPpaHWYMBAACH: CO3/IaHHe, IPOBEPKA, MMOIMHCAHHE
1011, unpopmupoBanue apyroro nonp3oparens MC o moxymenTe, IOATBEPXKICHHE TMOTYICHHS,
03HaKOMJICHHE, CO3/IaHHe KOTHH Ha OyMa)KHOM HOCHTENE, OTKIOHEHHE, YalCHHE,

3. Obecnevyenne WPUAHYIECKOIl CH/IBI BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. XKusuennsii uukn Jloxymenta B MC Brimouaer: co3jaHue M IPOYME JEHCTBHS IO €ro
o6pabotke, orpaxkenue B yuere, a Tawke xpaHeHne B MC. MC obecneumBaeTr peructpaiuio
JeiicTBMM 110J1b30BaTesel ¢ JIOKyMeHTOM (JI0OrHpOBaHKE) B TEYEHUE KU3HEHHOTO ITHAKIIA.

3.2. Bee Bnazensip! I[I211 npusnaroT paBHO3HAYHOCTE cBoeil [I911 coOcTBeHHOPYYHOM TTOAKMCH Ha
OyMa)KHOM HOCHTEJE.

3.3. Cozpanue 1911 8 UC uHMIMEpYETCS COOTBETCTBYIOIUM AedicTBueM Biazensna [IOI1, T.e. He
BBINOJIHSETCS aBTOMATHYECKH WM HE3aMETHO JUIS BJIaJIETIbIIa.

3.4. Tlonnomouusa snagensia [IDI1, mommucaBmero JIoKyMeHT, NMOATBEPKIAAIOTCS B MOMEHT
nojamucanus Jlokymenta B MC aBTOMAaTH4ecKH IO IOJIOKHTEIBHOMY Pe3yJIbTaTy CIEAYIOLIMX
IPOBEPOK:

* COOTBETCTBYIOIIHIA TT0Tb30BaTelb aBTopru3osan B MIC,

* COOTBETCTBYIOIMH KJIIOY DICKTPOHHOH IIOJNHCH BKIIOYEH B PEECTP BBUIAHHBIX KIFOYEH
3IIEKTPOHHOMH IIOIIUCH,

* COOTBETCTBYIOIIHI KIIFOY 3JIEKTPOHHON MOMIMCH OTCYTCTBYET B PEECTpe OTO3BAHHBIX KIIFOUEH
3JICKTPOHHOH MTOITHCH.

3.5. Bpems ¢opmupoBaHus 3JEKTPOHHOW moimucH (¢ukcupyercs cpeacrsamu  HMC  mo
rpunBruckomy Bpemenu (UTCH0).




3.6. BuyTpeHHHME S]IeKTPOHHEIC JOKYMEHTbI, IepeuMcieHHble B Ilepeune, [PUBEJIEHHOM B
ITpunoxenun Ne 1 x Hactosmemy ITonoxkenuro, nmoanucanssie 11911, npu3HaroTes B Opra"nu3anuu
PaBHBIMH 110 IOPHIMYCCKOH CHJIE [OKYMEHTAM HAa OYMaKHBIX HOCHTENSX, 3aBEPEHHBIM
COOCTBEHHOPYYHOH IMOANHUCHIO,

3.7. Tlompsosatemn WC npuswaror, uto Bu3yaumsauuss mmramna II9I1 npu  JeMoHCTpaimu
Hoxymenta B wuHTtepdeiice MC, Bomonnennas cpencteamu WC, spisercs HEOCIIOPUMBIM
MOATBEepXk/AeHHeM (aKTa MOANMCAHHs [OKYMEHTa COOTBETCTBYIOIIMM BiajeinsieM 11911
(TTOTHHHOCTH U HEOTPEKAEMOCTh).

3.8. Xpanenue JIOKYMEHTOB OCYIIECTBISICTCS IIyTEM 3allMcH CBeleHMit o JIOKyMeHTax B apXuB
9JIEKTPOHHBIX JTOKYMEHTOB, KOTOPHIH ABIgeTcs yacThio UC.

3.9. Opranusauus o0OecreyHBAeT TEXHHYCCKHMH M OPraHH3allHOHHBIMH MepaMH 3alluTy OT
HECAHKIHOHUPOBAHHOTO JIOCTYIA U IIPEJHAMEPEHHOTO YHHYTOKEHHS H/MIH HUCKAKEHUS CBEJICHUI
0 JlokyMeHTax B apXuBe 3JIEKTPOHHBIX NOKyMeHTOB MIC, a Takxke rapanTHpyeT MOITBEPIKICHHE
aBTOpCTBa JAOKyMeHTa, nojamucanHoro [IDI1 asropa, B Tom wmcie mnyrem yTBepikaeHUs
TTOMMEHHOTO0 OTPaHHYEHHOTO CITHCKA JIHL[, HMEIOIIMX PaclIUpeHHble (aIMHHHCTPATHBHEIE) IIpaBa
JIOCTYTIA K apXUBY YIEKTPOHHBIX JoKyMeHTOB UC.

3.10. Joxymentsl xpansres B IC B Tom dopmare, B KoTopoM oru 6bLTH co3aaHEL CPOK XpaHeHHs
HoxymenToB u cBenenuit 0 JOKyMeHTax He MOXET OBITH MeHee 3 (Tpex) JTeT H ONpeseliseTcs B
COOTBETCTBHH C JIOKAIBHBIMH HOPMATUBHBIMH akTamd OpraHm3aliiil WM €€ CTPYKTYPHBIX
I10Ipa3aeeHu.

3.11. Komust 571eKTpOHHOTO JOKYMEHTa MOXeT ObITh M3TOTOBJEHA (pacreyaTaHa) HA OYMaKHOM
Hocutene cpencreaMd MC m 3aBepeHa coOCTBeHHOPYYHOH mnoamnuchlo Bmagensia I1911 aubo
YJICHAMH KOMHCCHH, BKIIOYAKOIEH B cebid Kak MMUHHUMYM pykoBoauTens OpraHumsaiuu H JIHIO,
MMEIOLIEEe  pPacIIMPECHHbIC (8JIMHHHCTPATHBHEBIE) IIpaBa JOCTYyIA K apXUBY 3JIE€KTPOHHBIX
noxymentoB MIC. Komus 51ekTpoHHOrO J0KyMeHTa Ha GyMakHOM HOCHTENE HOJDKHA COIEPIKATh
Busyanusanuio mramna (mramnos) [IDI1, noxareepimaromyro, uro opuruHan JlokymeHTa
noxnucal DI, AyTeHTHYHOCTE SMEKTPOHHOTO JOKYMEHTA M €ro KONHH Ha OyMaKHOM HOCHTEJe
obecrieunBaercs cpeacrsamu MC.

4. IlpaBa, 00513aHHOCTH H OTBETCTBEHHOCTH BJIA/€/IbIA JTeKTPOHHOM IMOANHCH

4.1. Bnagenen I1D11 umeer npago:

* obpamarses k OTBETCTBEHHOMY 3a TeXHHYECKyIo notepxkky MUC s anaympoBanus (0T3biBa),
MPHOCTAHOBKH (BO30OHOBIICHHS) IeHCTBHS IIPHHAUIEKAIIETO €My KITIOUa YIeKTPOHHOH MO IITHCH;

* B Cllydae HeOOXOIMMOCTH 3aMEHBI, BOCCTAHOBJICHHS KIIFOUA DJIEKTPOHHOM TIOITHCH 0OpaTHTHCS K
OtBercTBeHHOMY 3a TexHHueckyio nouiepkky WMC ¢ cooTsercTyromeii mpocs6oit u [IOJIYYHTh
HOBBIH KJIFOY 3JIEKTPOHHON MOMIUCH;

* ofpaw@arbes K pykoBojcTBy OpraHmsanmuu juisi pa3sbopa KOH(IMKTHBIX CHTYaIlHi (COpos),
BO3HHKarOIuX npu npuMmeHerun [1211 B UC.

4.2. Bnapeneu [1311 o6s3an:

* BeCTH 00pabOTKy BHYTPEHHHX 3IEKTPOHHBIX M0KYMeHTOB B MC B COOTBETCTBHH CO CBOHMH
JIOJKHOCTHEIMH 00S3aHHOCTAMU;

* TpPHHHMATh BCE BO3MOXHBIE MEpBl JUIl IPENOTBPALIECHHS HECAHKIIHOHHPOBAHHOI'O
HCIIOJIb30BAHUS CBOETO KITHOYA 3JIEKTPOHHOH TTOIIMHCH;

* HH TIPH KaKHX YCIIOBHAX HE IEPe/IaBaTh K04 3JIEKTPOHHOMN ITOITHCH IPYTHM JTHIIAM;

* IpH KOMIIPOMETAlMH CBOEro KJI04a 3JICKTPOHHOH NOJINHCH He3aMe/UTHTENIbHO OOpaTHThCS K
OTBeTCTBEHHOMY 3a TeXHHYECKyIO noanepxkKy MC 1y mpHoCTaHOBKY NefCTBUS IPHHAIE/KALIETO
eMY KJIFOYa 3JIeKTPOHHOH ITOIHMCH.




4.3. Bnanenern I1311 HeceT THYHYIO OTBETCTBEHHOCTD 3a COXPaHHOCTh CBOETO KJIKOYa IEKTPOHHOI
[IOJIMHCH M €T0 3alIUTY 0T HECAHKIIMOHUPOBAHHOTO HCIIOJIE30BAHMSL.

5. Texuonorust npumenenus cpeacrs [II1 8 UC

5.1. Jlna npumenenns I13I1 B UC snagensuy IIDIT Heo6xommmo aBropusoBatecs B KMC ¢
HCIIOJIb30BaHHEeM MyOIHYHOR M KOH(HIEHIHAIBHOM yacTeil kmoya TTOI1 (MMs TIOTB30BATENA U
naposb). IMToamucanwe JlokyMeHTa BBIMONHSIETCS IyTeM HaxaTus Ha KHonky 'llomnucats" B
uHTepdeiice UC.

5.2. Mudopmanns 060 Beex BBLIIAHHBIX IOJIB30BATENIO KIHOUAX JNIEKTPOHHON MOAIUCH, aaTax
HOTY4CHUA U NPEKPAINCHUA X ACUCTBHSA (M3BsiTH) XpanuTces B UC mocTosnHo.

5.3. Ilpu npexparmenny y corpymuuka OpraHH3aluy JOKHOCTHBIX 0GsS3aHHOCTEH O obpaboTtke
BHYTPCHHHX  SJIEKTPOHHBIX [IOKyMEHTOB ¢ Hcrnonb3oBanueMm I[IDI1 wmm 1pu  yBonbHeHHH
COTPY/UHHKA €ro K04 BHOCHUTCS B pPEeCTpP OTO3BAHHBIX KIOUEH OIEKTPOHHOH IOMIHCH
OtBeTcTBeHHBIM 3a TexHHYecKylo momuepkky MC. C MOMEHTA BHECEHMS KIIOYd B peecTp
OTO3BAHHBIX KIFOUEH dIEKTPOHHON IIOJUIMCH BCe MOCTeAyIomme JOKYMEHTEL, MOAMHCAHHBIE 3TOM
[I9I1, He cuMTarOTCA NOANMCAHHBEIMH HAUIEKAIIAM 00pasoM, T.e. IOIIMCHK, PAaBHO3HAYHOM
COOCTBEHHOPYYHOIA.

6. 3akTI0YHTENBHBIE 1010KEHH
6.1. Hacrosimee ITonokeHHe BCTYMaeT B CHITy © aThI YTBEPIKICHHU.

6.2. Tekcr ITonoxenns pasmemaercs 8 UC. Croco6 J0CTyIla K aKTyalnbHOH Bepcum Ilomokenus
OITMCBIBAETCS B MOJIL30BATENBCKOM TokyMenTanuu k VC.

6.3. Texct Ilonoxenus XpaHuTcs B OyXrantepuu M MpeoCTaBIsSeTCs COTPYIHMKAM Opranusammu
110 3aIpocy.

6.4. JlokymenTsl, cosnanusie B MC u nommucanmbie 11911 B COOTBETCTRHIM C HACTOSIIUM
[lonoxeHneM, NpU3HAIOTCS OPHINYECKH 3HATMMBIMH C TATHI yrBepxkaenus [Tomoxkenust.




[Tpunoxenne Ne 1

K [lonoxkernio 06 HCIIOMB30BaHMH ITPOCTOH
BIICKTPOHHOH MOAIUCH [Tl BHYTPEHHETO
3NICKTPOHHOI'O JOKYMEHT00O0pOTa

B MAOY "Arpunckas rumaazus”

ITEPEYEHL JJOKYMEHTOB

Y4YacTHUKM BHYTPEHHETO 3JIEKTPOHHOTO I0KYMeHTooGopoTa B MAOQOY "SArpunckas rumuazus"

HCIIOJIE3YIOT TPOCTYIO 3JIEKTPOHHYIO MOJIHMCh TpH 00paboTKe CIEAyIOMHMX 3JIEKTPOHHBIX
JIOKYMEHTOB:

* ABAHCOBBLIM OTYET,
* PacXO/HBIH KacCOBBIH opjiep,
* MHBEHTAapU3allMOHHAs OITHCH TOBAPHO-MATEPHANIEHEIX 1[EHHOCTEIH,

® HaKJIagHasd Ha BHYTPEHHEE IICPEMEIIICHUE TOBAPHO-MATEePHAIBHEIX [IECHHOCTEH,
¢ HHBIC JOKYMEHTEI.



[Tpunoxenue Ne 2

K [Tonoxennro 06 ucrnons30BaHuH MPOCTOR
SIIEKTPOHHOH NOIIUCH U1 BHYTPEHHETO
3JIEKTPOHHOIO TOKYMEHT0000poTa

B MAOY "Arpunckas rumHazus’"

YBEAOMIIEHME

®.1.0. cotpyaHuxa,
MMEHYeMblii(as) B JanbHeidinem "PaboTHUK", HACTOAIMM MOATBEPKAAET, YTO O3HAKOMHIICS(ACh) U

cornacen(na) ¢ [NonoxenneM 06 HCIONBL30BAHMU TIPOCTOMH SIEKTPOHHOM TTOANUCH [T BHYTPEHHETO
3JICKTPOHHOTO JI0KyMeHTo060poTa B MAOVY "Srpunckas ruMuasus’, a iMeHHO: PaGOTHHK IpH3HAET
PaBHO3HAYHOCTH CBOCH MPOCTOM 3MeKTPOHHOH nomnucH (nanee [15I1) cobcTBeHHOPYYHOM TOAIHCH
Ha OyMa)XHOM HOCHTENC M 3agBIIET O MPHCOSIMHEHHH K COTTAICHHIO 00 y4acTHH BO BHYTPEHHEM
SIICKTPOHHOM JIOKyMEHTO0OOpoTe ¢ Hcmonb3oBanuem [IDT] Ha yenosusx Ilonoxkenus o6
HCIIONIB30BAHWK  IIPOCTOM  3JMEKTPOHHOM  MOJNMCH  OsT  BHYTPEHHEro  3JEKTPOHHOIO
nokymenToobopora B MAOY "SrpuHckas ruMHa3us" B COOTBETCTBHH O cT. 428 I'paxaaHckoro
konekca PO ("Jlorosop npucoemunenus") ¢ 01.10.2025.

JaTa IMOaIHCaHHS,
HOONHCE DOHO




