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ITon0:xeHue
00 HCIO0JIb30BAHMY NPOCTOM 3JIEKTPOHHOM MOANUCH
1 3JIEKTPOHHOMIM(POBOI MOANKMCH A5 3JIeKTPOHHOT 0 I0KYMEHT0000poTa
B MYHMIIUIIAJIbHOM OI01K€THOM JOIIKOJIbHOM 00pa30BaTeJbHOM YUpe:KIeHUH
«O0pa3zoBaTeabHbIN KOMILIEKC — AeTckuil cax «Cynep Jderku»

1. O6uue moJ10:keHUA

1.1 Hacrosimee [lonoxenue 06 UCMOIB30BaHUM TIPOCTOM AIIEKTPOHHOM MOAMKICH U 3JIEKTPOHHOM
MOANHUCH JJISl BJIEKTPOHHOTO JTOKYMEHTO000poTa B MyHUIIMNIAIILHOM OOJKETHOM JIOIIKOJIBHOM
oOpasoBaTesbHOM yupexaeHuu «OO0pa3oBaTenbHbIN KOMIUIeKC — AeTckui can «Cymep JleTku»
(manee - IlomoxeHue) sBJISETCS JIOKAIBHBIM HOPMAaTUBHBIM aKTOM MyHUIUNATBHOTO
OIO/PKETHOTO JIOMIKOJILHOTO 00pa3oBaTenbHOTO YyupexaeHus «OO0pa3oBaTelbHBI KOMIUIEKC —
netrckuii can «Cymep etkn» (nanee - Opranuzaiusi) U OnpeaesnseT MopsSa0K U yeIoBUsl pabOThI
COTPYIHHKOB C AJIEKTPOHHBIMHU JokymMeHTamu B Mupopmanmonnoit Cucreme (nanee — MC),
HEMOCPEJCTBEHHO CBS3aHHBIMU C UX TPYIOBOW JESITENBbHOCTHbIO, C NPUMEHEHHEM IPOCTOMN
anekTpoHHoU noanucu (nanee — [193I1) u sanexkrporHOM dpoBoi nmoanucu (nanee - DIIT).
1.2 Peanuzamusi ompeneneHHbIX HacTosmuM [lojlo)keHHEM YCIIOBHM TPHUMEHEHUS IMPOCTOM
ANIEKTPOHHOM TIOANMKMCH W  DJIGKTPOHHOW MHUGPOBOM TOAMKMCH O0OECTeUnBacT MpUIaHUE
IOpUINYECKON CHIIBI AJIEKTPOHHBIM jJokymMeHTaM Opranmzanuu B UC, TpeOyromum JHUYHOMN
MOATNUCH COTPYIHHKA, U ONEpalUsIM C HUMHU.
1.3 Hamuuaume I1911 u SLIT o6ecnieunBaeT 35eKTpoHHBIM AokymMeHTaM B C:

® T10/JTMHHOCTH - IOJATBEPKICHIE aBTOPCTBA JOKYMEHTA,

® [IEJIOCTHOCTb - IOKYMEHT HE MOXET ObITh U3MEHEH NOCe MOANUCAHNUS;

® HEe OTpHUIIAaHKE aBTOPCTBA (HEOTPEKAEMOCTb) - aBTOP HE MOXKET OTKa3aThCsl OT CBOEH

MOATHCH.

1.4 Jlna nmonamucaHus 31eKTPOHHBIX NoKyMeHTOB B MC mcnomnb3yercs anekTpoHHas nudposast
MOANHUCH - UH(OpPMAaLIUS B AJIEKTPOHHOH (hopMe, KOTopas MPUCOETUHEHA K IPpyroi nHdopMaluu
B DJIEKTPOHHOU ¢opme (moanucsiBaeMoil HHGOpMAIHH, TOKYMEHTY B AJIEKTPOHHOM BHJIE) WU
MHBIM 00pa3oM CBsi3aHHas ¢ TakoW MHQOpMAaIMel, U KOTOpask UCHOJb3YyeTcs s OmNpeaesieHus
JUIa, MOAMKCHIBAIONIEr0 HH(POPMAIIHIO.
1.5 B kauectBe nmyoauuHoii yactu kimrova [I911 u OIIT ucnonb3yercs yHUKalIbHOE UMs YU€THOU
3amnMcy, MpUMeHseMoe s aBTopu3anuu nojs3oBarens B C. B kauecTBe koHbUACHIINATHLHON
yactu kimoua 11311 u SIII ucnone3yercs naposiab K y4eTHOH 3alUCH.

2. TepmuHbI U onpeeIeHUs
B manHoM IlookeHnn UCIIONIB3YIOTCS CIEAYIOLNE TEPMUHBI U UX ONPEIEICHU:
2.1 Bnanenen 31eKTpOHHOM MOAMUCH - COTpYAHUK OpraHusanuy, MOJNUCABIINKN YBeloMIIeHHE
00 o3HakoMyIeHUH ¢ HacTosuM IlojokeHneM M MCHOJb3YIOUIMM UMS MOJIB30BATENs U Napoiib
i apropuszanmu B 1C;
2.2 DAeKTPOHHBIN TOKyMeHT (nanee - JJokymMeHT) - 1oKyMeHT co3aanHblii B UC B 31eKTpOHHOM
¢dopMe U TOANMCAHHBIN 3IEKTPOHHOW MOAMUCHIO COTPYIHHUKA (SJIEKTPOHHBIMU IOAMUCIMU
coTpynHuKoB) Opranuzanuu;
2.3 Koy 5JeKTpOHHOM TMOANUCH - YHUKaJbHas IOCJIEAOBAaTENbHOCTh  CHMBOJIOB,
IIpeHa3HaueHHas Uil MOATBEpKAeHUs ¢ ucnoyb3oBanueM cpencts MC nommmunoctu 11911 n
OUII B [lokymeHTe;
2.4 PeecTp BBIAAHHBIX KIIFOYEH 3JIEKTPOHHON MoanucH - Xpansauuiics B MC cUCOK YHUKAJIbHBIX
[IOCJIEI0BATEIBHOCTEN CUMBOJIOB, CONECPKAIINXCA B BBIJAHHBIX I10JI30BATEIISIM UIMEHAX YUETHBIX



3alMuCceN U Naposx;

2.5 Peectp O0TO3BaHHBIX KIIIOYEH OJIEKTPOHHOM moamucu - xpansmwmiics B WC crnmcox
noJsib3oBateneid C, Kimo4n 31eKTpOHHON MONICH KOTOPBIX K MOMEHTY OOpalieH s K JaHHOMY
peecTpy ObLITM OTMEYEHBI KaK HEICHCTBUTEIIBHEIC,

2.6 Dmnekrponnas tudpoBas moamuck (DLII) m mpocras snextponHas nognucu (I1310)-
nHpopmanus B 3eKTpoHHOH popme B MC, Bo3HHMKArOmas B MOMEHT BBITIOJTHEHHUS BIIAICIbIEM
AJIEKTPOHHOM noanucy KomaH bl noanucanus Jokymenta B untepdetice UC, noarsepxaaromast
o yTMHHOCTE JlokyMeHTa n/umu ¢akt o3rakomuteHus Bianenbia [1D211 u DIIIT ¢ JlokymeHTOM,
KOTOpasi B3aMMHO OJIHO3HAYHO CBSI3bIBAeTCs ¢ JJOKyMEHTOM U BIaEIbLEM IOINCH;

2.7 WMramn 311 u DUII - Bu3yanbHas OTMETKa 00 SJIEKTPOHHOW IMOMMUCH, BKIFOYAIOIIAS
pexBu3uthl [IDI1 u DI, koTtopas aBTomMaTHuecku cospaercs cpeacrBamu MC npu oTKpbITUH
(Buzyanuzauuu) gokymeHTa, noxmucanHoro IIDIT m OUII, B wuntepdeiice NC; Bpems
dbopmupoBanus [1311 u DI orobpakaercs B mrtamIie Mo 4acoBOMy nosicy noJib3opatens UC;
2.8 O0OpaboTka 3JICKTPOHHOTO JOKYMEHTAa - NeWcTBUS moib3oBatenss MC ¢ 3IeKTpOHHBIM
nokymeHToM cpeacteamu M C, Bkitouasi, HO He OTpaHMUYUBAsACH: CO3/1aHUE, TPOBEPKA, MOANKCAHNE
1211 u SOOI, unpopmupoBanue npyroro mnosb3oBarenss MC o gokymeHTte, moATBEp)KIeHUE
MOJIy4€HUs, 03HAKOMIIEHHUE, CO3/IaHUE KOMTUU Ha OyMa)KHOM HOCHUTEIIE, OTKJIOHEHUE, yAalleHuE.

3. Ob6ecneyeHrEe WPUANIECKON CHIIBI JIEKTPOHHBIX IOKYMEHTOB
3.1 XXwusuennsii mukn Jokymenta B MC BKIIFOYaeT: CO3/IaHWE W MPOYWE JCUCTBHS IO €ro
00paboTke, oTpakeHne B ydere, a Takke xpanenne B MC. MC olecnedynBaeT perucTparuio
NeNCTBUIM mop30Barenei ¢ JIokyMeHTOM (JIOTUPOBAHKE) B T€UEHUE KU3HEHHOTO 1IUKIIA.
3.2 Bce Bmamensiel [IDI1 w DIl mpusHator paBHO3HauHOCTH cBoer [IDIT w DIIIT
COOCTBEHHOPYYHOM MOMUCH HA OYMaXHOM HOCHTEIIC.
3.3 IMomnomouuns Bnagensua [IDI1 u DI, mommucaBmiero JIOKyMEHT, TOATBEPXKIAIOTCS B
MoMeHT noanucanusa Jlokymenta B MC aBTOMaTHYeCKM MO MOJOKUTEIBHOMY pE3yJbTary
CJIEIYIOLIUX MPOBEPOK:
® COOTBETCTBYIONIIUI MOJIb30BaTeb aBTopru3oBaH B UC,
® COOTBETCTBYIOIIMK KIIIOY S3JEKTPOHHOM MOJNKMCH BKIIOYEH B PEECTP BBIIAHHBIX KIHOUEH
AIEKTPOHHOU MOAMCH,
® COOTBETCTBYIOLIMI KJIKOY IEKTPOHHOW MOJANUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOUEH
ANEKTPOHHOU MOAMKCH.
3.4 Bpems dopMmupoBaHHus 3JIEKTpOHHON moanucu ¢ukcupyercs cpeacrBamu HMC 1o
rpunBuuckomy Bpemenu (UTC+0).
3.5 Dnexrponnsie nokymeHThl, noamucaHHbie [IDI1 m DIIII, mpusnatorcs B OpraHuzanuu
pPaBHBIMH [0 IOPUIMYECKONW CHJIe JOKYMEHTaM Ha OYMaXHBIX HOCHUTENAX, 3aBEPEHHBIM
COOCTBEHHOPYYHOU MOAMUCHIO.
3.6 ITonbzoBarenu VC npusnarot, uro Buszyanusauus mrammna [1311 u DI npu nemoHcTpanmu
Hoxymenta B wuHtepdeiice MC, BoimonHenHas cpenacrBamu HC, sBisieTcs HEOCIOPUMBIM
MOATBEepKIeHNEM (paKkTa MOAMUCAHUS TOKYMEHTa COOTBETCTBYIOIMM Biaaenbiiem [131T u DI
(TMOUTMHHOCTH U HEOTPEKAEMOCTb ).
3.7 Xpanenue J[oKyMEHTOB OCYIIECTBISETCS MyTeM 3amUCH CBeleHHH 0 JIokyMeHTax B apXuB
ANIEKTPOHHBIX JOKYMEHTOB, KOTOPBIN sABsieTcs yacTbio C.
3.8 Opranuzanusi obOecrieurBaeT TEXHHUYECKUMU M OPraHU3aIMOHHBIMH MEpaMH 3allUTy OT
HECaHKIMOHHPOBAHHOTO JOCTyNa M MPEIHAMEPEHHOTO YHHUTOXXEHHUS W/WIH UCKAKCHHUS
cBeleHU o JIoKyMeHTax B apXuBe€ JJIEKTPOHHBIX HoKymeHTOB MC, a Takke rapaHTupyer
MOATBEPIK/IEHUE aBTOPCTBA JOKyMeHTa, noanucanHoro 1311 u SLII aBropa, B TOM uuncie myrem
YTBEPXKJIEHUSI TMOMMEHHOIO0 OrPAaHMYEHHOTO CIKMCKa JIMI, HWMEKIIHUX PACIIUPEHHBIE
(aAMUHUCTpATUBHBIE) MTPaBa JOCTYyNa K apXUBY ANEKTPOHHBIX JoKyMeHTOB VC.
3.9 lokyments! xpansitcs B UC B Tom (hopMare, B KOTOPOM OHM ObLITH co3/1aHbl. CpOK XpaHEHUS
JIokyMeHTOB U cBeieHul 0 JJoKyMeHTax He MOXET ObITh MeHee 3 (TpeX) JIET U ONpeeseTcs B
COOTBETCTBUU C JIOKAJbHBIMH HOPMAaTHBHBIMU akTamMu OpraHuzalld WU €€ CTPYKTYPHBIX
MIOJPA3ACIICHUN.
3.10 Konust 31eKTPOHHOTO TOKYMEHTa MOKET ObITh M3rOTOBIJIEHA (paclievyaTaHa) Ha OyMaKHOM



Hocutene cpeacreamu MC u 3aBepeHa coOCTBeHHOpY4YHOU moanuchio Bruaaensia [1911 u DI,
100 YJIeHaMU KOMHCCHH, BKIIIOYAIONIEH B ceOs Kak MUHUMYM pykoBojauTens OpraHuzanuu u
JIMI0, UMEIOIIEE pacIIMpEeHHbIE (aAMUHUCTPATUBHbBIE) MpaBa JOCTyNa K apXWUBY AJIEKTPOHHBIX
nokymenToB MC. Konus 31€KTpOHHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTENE JOJDKHA COJepKaTh
BU3yanu3anuio mrammna (iramnos) [I311 u DI, noareepxaaronyto, uto opuruHan JlokymeHra
noanucad [I9I1 u DLII. AyreHTHYHOCTh 3NEKTPOHHOIO JOKYMEHTa U €ro KOIHUU Ha OyMakHOM
HocuTene obecrieunBaercs cpeacTamu MC.

4. IIpaBa, 00I3aHHOCTH ¥ OTBETCTBEHHOCTH BJIA/IeJIbLa 3JIEKTPOHHOM MOANMUCH
4.1 Brnanenen 1311 u D1II umeer npaso:
e oOpamarscsi kK OTBETCTBEHHOMY 3a TeXHUYECKyIO mojuepkky MC st aHHYIHMpOBaHHS
(0T3BIBa), MPUOCTAHOBKHU (BO30OHOBIIEHHS) ACUCTBHUS IPUHAJICKAIIETO €My KITF04a dJIEKTPOHHO M
TIOJIITUCH;
e B Ccllyyae HEOOXOAMMOCTH 3aMEHbI, BOCCTAHOBJIEHHUS KJII0Ya 3JIEKTPOHHOU MOANNCH 00paTUTHCS
Kk OTBETCTBEHHOMY 3a TeXHUYECKY0 noaepxky MC ¢ cooTBeTcTBYIOMICH MPOCh0O0# U MOTYyYUTh
HOBBIH KJIXOY JIEKTPOHHOM MOATNCH;
e oOpamaTtbcsi K pykoBoACTBY OpraHuzanuu aias pa3dopa KOH(QIIMKTHBIX CHUTyaluil (CIOpOB),
BO3HUKaromuX pu npumenenuu [1911 u SLII B UC.
4.2 Brnagenen 1311 u DI o0s3an:
® BeCTU 00pabOTKYy BHYTPEHHUX JJIEKTPOHHBIX JOKyMEHTOB B MIC B COOTBETCTBUU CO CBOMMH
JOJIKHOCTHBIMU 00S3aHHOCTSIMU;
® TMPUHUMATh BCE BO3MOXXHBIC MEPHl MJIs MPEJOTBPAMICHUS HECAHKIIMOHHUPOBAHHOTO
MCI0JIb30BAHUS CBOETO KJIH0Ya IEKTPOHHON MOJIITUCH;
® HY MPU KAKUX YCIOBUAX HE MEPEAaBATh KIIOY AIEKTPOHHOW MOAIUCH APYTUM JTULAM;
® IpU KOMIIPOMETALMU CBOErO KJI0Ya 3JIEKTPOHHOM MOINUCH He3aMEeMJIUTEIbHO O0OpaTUThCs K
OTBeTCTBEHHOMY 32 TeXHWYEeCKyr mnojaepkky WC w1 npuoCTaHOBKM — ACHCTBHS
MIPUHAUICKALIETO MY KJIF04a 3JIEKTPOHHOM HOAIHUCH.
4.3 Bnagenen T12I1 u DLII Hecer MUYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTh CBOETO KITFOYA
ANIEKTPOHHOW MOAMMUCH U €r0 3alUTy OT HECAHKIIMOHUPOBAHHOTO MCHOJIb30BaHUS.

5. Texnomnorusi npumenenus cpeacts [ u I B UC
5.1 st mpumenenus [1211 u ST 8 UC Baagensmy 1911 u D1IIT Heo6x01uMo aBTOpHU30BATHCS
B UC ¢ ucnonszoBanneM myoanyHod W kKoHpuaeHnuanbHor yacteit kimroua 1911 u DI (ums
noJsib3oBarens U mapoiip). [loamucanue JlokymMeHTa BBIMIOJIHSAETCS MyTEM Ha)KaTUs HA KHOIKY
"[Tognmucate" B uaTepdeiice NC.
5.2 Vudopmarusi 000 BceX BBITAHHBIX IMOJB30BATENIO KIIOYAaX JIEKTPOHHON MOJIMHMCH, AaTax
MOJIyYeHUS U TpEeKpalieHus ux aercTBus (u3bsatusi) xpanurcs B UC nmoctosHHO.
5.3 Ilpu npekpaiienuun y cotTpynnuka Opranuszaiiy J0JDKHOCTHBIX 00s3aHHOCTEH o 00paboTke
BHYTPEHHHUX AJIEKTPOHHBIX TOKYMEHTOB ¢ ucnojib3oBanueM 1211 u DUII nnu npu yBonbHEeHUH
COTPYIOHHKA €ro KJIY BHOCHUTCS B PEECTpP OTO3BaHHBIX KIFOUYEH DSJIEKTPOHHON MOIIUCH
OtBercTBEeHHBIM 3a TexHHUYecKyr noanepxkky MC. C MoMeHTa BHECEHHUs KIH4a B PEecTp
OTO3BaHHBIX KIIIOUEH AJIEKTPOHHOU MOANKCH BCe nocnenyronue JJOkyMeHThl, NOIMMCaHHbIE 3TON
I[I2IT w DOUII, He cyuTarOTCs MOAMMCAHHBIMU HAJUIEKAIMM 00pa3oM, T.e. TOJIMHUCHIO,
paBHO3HAYHON COOCTBEHHOPYYHOM.

6. 3ak/Jar04nTeIbHBbIE M0JI0KEHUS
6.1 Hactosimee [lonoxeHnne BCTymaeT B CHITy C JaThl YTBEP)KICHHS
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