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OB UCIIOJIL3OBAHUU [TPOCTOM DJIEKTPOHHOM ITOAITUCHU

1.00uIMe moJIoKeHus

1.1. Hacrosimee [Tonoxenne 06 UCTOMBb30BaHUU MPOCTOM AIEKTPOHHOU MOJAMUCH (J1ajiee
- llonmoxenue) sBiseTcd  JIOKAJbHBIM  HOPMATHBHBIM  aKTOM  MYyHUIUIIAIBHOIO
010 KETHOTO 00pa3oBaTebHOTO yupekaeHus JIo3MHCKasi OCHOBHas o01ieo0pa3oBaTebHas
mkona (nanee MBOY Jlozunckas OOILL) u ompeznenser mopsiioK U yCIOBUSL 3aBEpEHUs
corpynuukamu MBOY Jlozunckass OOILl 31eKTpOHHBIX TOKYMEHTOB B WH(GOPMAIIMOHHBIX
cucreMax (manee — MC) ¢ mpuMeHEeHUEM MTPOCTOM dIMEKTPOHHOM noanucH (nanee - [1911).
1.2. TIDIl wucmome3yeTcss B CilOy4asx, Korga He TpeOyeTcss  HWCIOJIb30BaHHE
KBTU(DUIIMPOBAHHON 3JIEKTPOHHOMN TOJIITUCH.
1.3. Peanmzarus omnpeaeneHHbIX HacTosAmuM [lonoxkeHneM ycrnoBuil MpUMEHEHHUs TPOCTOM
ANIEKTPOHHOM TOANUCH oOOecrneuynBaeT TMpuiaHue OPUAMYECKOW CHJIbI BHYTPEHHUM
nokymentaMm MBOY Jlozunckas OOLL B UC, TpeOyromuM JUYHON MOANNUCH COTPYAHUKA, U
olrnepanusM ¢ HUIMHU.
1.4, Hamuuue IIDII obGecnieunBaeT BHYTPEHHUM D3JEKTPOHHBIM JOKYMEHTaM B
MH(OPMALIMOHHBIX CUCTEMAX:

- IOJJINHHOCTA;

- LIETIOCTHOCTH - JOKYMEHT HE MOXKET ObITh M3MEHEH I10CJIE MOANNUCAHNUS;
1.5. Hoxyment, noanuceiBaeMblii I1911 8 UC momkeH ObITH B HE pelakTUpyeMoM (opMmare.
1.6. Jlns mnoamucaHusi SIEKTpOHHBIX JoKymMeHTOoB B MC wucmons3yercs mpocTas
AJIEKTPOHHAs MOANKUCH - MHPOpPMalLUg B AJIEKTPOHHOU ¢opMe, KOTOpas MPUCOEAMHEHA K
npyroit nHdopmaluu B NIEKTPOHHOU Gopme (moanmuceiBaeMoid HHMOpMALMK, TOKYMEHTY
B DJIGKTPOHHOM BHJI€) WJIM MHBIM O0pa3oM CBsi3aHHAs C Takoil MH(opmanumei, u KoTopas
UCIOJIb3YeTCs JJI ONpPEeIeTeHHs IMIA, MOAMUCHIBAIOIIET0 HHPOPMAIHIO.
1.7. B xauectBe nmyOnmuHor vactu kimroya [IDI1 mcmonbs3yercs yHUKAIbHOE UMS YYETHOM
3amMcH, MNpUMEHseMoe Uil  aBTropu3anuu nosb3oBatens B HMC. B kauecTtBe
KoH$puaeHmanbHoi yactu kiatova [1311 ucnons3yercs mapois K y4EeTHOH 3aIHCH.
1.8. UsrotoBnenue (rerepauuio), Boiaauy u peructpauuto B MC ykazanusix B 1.1.7 umeH
MoJIb30BaTeNell W MapoJied OCYLIECTBISET OTBETCTBEHHBIH COTPYAHMK (aAMHHHUCTPATOP)
ncC.

1.8. ITapons monb3oBatenss UC MoxeT ObITh U3MEHEH €ro BIAJeNibIleM B 000N MOMEHT
nocie aBropusanun B IC. PexomeHayeTcss M3MEHSATh Mapojib HE peke OJHOTO pa3a B TPHU
MecsIa.

1.9. Jlns cHWKeHHs] pucka Mmoadopa Mapojs U HECAHKIMOHMPOBAHHOTO HCIOIb30BAHUS

Apyrum JIMOOM KJIKo4da BJIGKTPOHHOP'I noamnucu pPCKOMCHIAYCTCA HC 3a/laBaTb II1apOJIu,
HCIIOJIb30BAHHBIC paHCC.



2. TepmuHbI U onIpeae/IeHUSA

B nannom IlonoxeHuun ucnonb3yroTces Cleayolne TEPMUHBL U UX ONPEACIICHUS:

2.1. Bnaoeney npocmoii nekmponnoit noonucu - corpyaauk MbOY Jlo3unckas

OOIll, HaneneHHbIN TOTHOMOYHUSMHU MOMKUCH IOKYMEHTOB, UCTIOIB3YIOMINN UMS
N0JIB30BATENSAN NApoJib A1 aBropuzanuu B UC;

2.2. dnexmponnstii 0okymenm (nanee - JJokyMeHT) - TOKYMEHT OJTHOTO U3 HE
peIaKTUPYEMBIX TUIIOB IOKYMEHTOB, CO3/IaHHBIN B JIEKTPOHHOU (POpMeE U MOMMCAHHBIN
AIEKTPOHHOU MOAIUCHIO COTPYIHUKA;

2.3. Kniwou 3Inekmponnoii noonucu - YHUKAJbHAs TMOCJIENOBATEIBHOCTh CHMBOJIOB,
NpeAHa3HauYeHHAs JJiS TOJTBEPXKIEHUS C HCHoyib3oBaHueMm cpencts MC moammHHOCTH
JJIC) IR

2.4. Ilpocmasn snekmponnasn noonuce (I1311) - nvadopmarus B JIEKTPOHHOM

¢dopme B UC, BO3HMKAIOI[asi B MOMEHT BBITIOJIHEHUS BIAJENIbLIEM 3JIEKTPOHHOW MOAMHCH
koMaHabl noanucanus Jlokymenrta B untepdeiice MC, moarBepxaaromias MOJIMHHOCTh
JlokymenTta w/unn (akt o3HakomieHus Biaaensia [I10I1 ¢ JJokymeHTOM, KOTOpasi B3aMMHO
OJIHO3HAYHO CBSA3bIBAETCS C JJOKYMEHTOM M BIAAEIbLEM HOANMUCH;

2.5. HImamn IIDII - BusyanbHas OTMETKa OO0 DJIEKTPOHHOH IOJNUCH, BKIIOYAFOIIASL
pexBusutsl 1011, xoTopas aBTOMarmueckum co3maercsa cpeactBamu MC npu OTKpeITHH
(Buzyanuzanu) JokymeHTa, mnoanucanHoro II9II, B wuntepdeiice UWC; Bpems
dbopmupoBanus [1311 orobpaxkaeTcs B mTaMIie o 4acoBoMy rnosicy nonb3oBatens UC.

3. O0ecneyeHne WPUAHYIECKON CHJIBI BHYTPEHHHX 3JIEKTPOHHBIX IOKYMEHTOB
3.1. Xwuznennsrit mukn Jlokymenta B MC BKITIOUaeT: CO3/IaHNE U MPOYHE ACHCTBHUS TIO €TO
o0OpaboTke, oTpaxkeHue B yuete, a Takke xpanenue B MIC. IC obGecnieunBaeT peructparuio
neicTBuil noap3oBareneil ¢ JJokymMmeHTOM (JIOrUpOBaHKE) B TEUEHHUE KUZHEHHOTO IIUKJIA.
3.2. Bece Bmamensubl [I3I1 mpusnatoT paBHO3HauHOCTH cBoeil [IDI1 coOGcTBeHHOpYUHOU
MOJIMTUCH Ha OYMa)kHOM HOCHTEJIE.
3.3. Coznanue II3I1 B UC unumuupyercs COOTBETCTBYIOIIMUM JeiicTBreM Biajaenbia 11011,
T.€. HE BBIIIOJHIETCI aBTOMAaTHYECKHU WIN He3aMeTHO g Biaaneasna [1911.
3.4. Tlomnomoumusi Bmaxenbia [I9I1, moamucaBmiero JIOKyMEHT, MOATBEPKAAIOTCS B
MoMeHT noanucanus Jlokymenra B MIC aBToMarnuecku No IMOJIOKHUTEIBHOMY PE3YJIbTATy
CJIEIYIOIINX TPOBEPOK:

- COOTBETCTBYIOIIMI MOJIB30BaTENb aBTOpH30BaH B C,
- COOTBETCTBYIOIIMN KIIFOY JIEKTPOHHOW MOJIMCU BKIIFOYEH B PEECTP BBIJAHHBIX KIIOUEH
3JIEKTPOHHOW MOANHUCH,
- COOTBETCTBYIOIIMK KIIOY 3JIEKTPOHHOM NOANMCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH 3JIEKTPOHHOU MOAIHUCH.
3.5. Bpems popmupoBanus 31ekTpoHHOM noanucu puxcupyercs cpeactsamu UC.
3.6. BuyTpeHHue 31eKTpoHHBIE JOKYMeHThI, noanucanubsie [1911, mpusnatorcs B8 MBOY
Jlozunckas OOILLl paBHBIME 1O IOPUAMYECKON CHUIIE JOKYMEHTaM Ha OyMa)KHBIX HOCHTESX,
3aBEPEHHBIM COOCTBEHHOPYYHOW MOAMKCHIO, 32 HMCKIIOUYEHHEM CIydyaeB HEOOXOAMMOCTHU
WCIIOJIb30BAHMSI  KBANM(PUIIMPOBAHHON  3JEKTPOHHOM TMOAMMCH B  COOTBETCTBUU C
3aKkoHoAaTeIbLCcTBOM POD.

3.7. llonp3oBarenn MC mpusHatot, uro Bu3yanusanus mramna 1011 npu gemoncTpanmu
JHoxymenta B untepdeiice UC, BoimonHeHHas cpenctBamu VC, siBisieTcs HEOCTOPUMBIM
MOATBEPkKACHUEM (aKTa MOAMMCAHUS JOKYMEHTa COOTBETCTBYIOLIMM BiaaenbueM [19I1
(MOVIMHHOCTB M HEOTPEKAEMOCT ).

3.8. Xpanenune J[OKyMEHTOB OCYIIECTBISICTCS IyTEM 3alUCH CBeleHuM o JloKkymMeHTax B
apXUB JIEKTPOHHBIX JOKYMEHTOB, KOTOPBIX sABiIsgeTcsa yacTbio MC.



3.9. MBOVY Jlosuackas OOIIl o6ecrneunBaeT TEXHUYECKUMH U OpraHU3AIMOHHBIMHU
MEpaMH 3alIUTy OT HECAHKIMOHUPOBAHHOTO JOCTYyNa W MPEIHAMEPEHHOTO YHUUYTOXKEHUS
W/ UCKaXeHUsl cBeleHud o J[okymMeHTax B apXuBe 3JEKTPOHHBIX jJokymeHTOB UC, a
TaK)Ke€ TapaHTUPYET NMOATBEPKICHUE aBTOPCTBA AOKyMmMeHTa, mnoamnucanHoro IIDII aBropa,
B TOM YHCIJIE IIyTEM YTBEPKJICHHUSI MMOMMEHHOTO OIPAaHMYEHHOrO CIIMCKA JIMIL, UMEOIIHNX
pacuupeHHbie (aJMUHHUCTPATUBHBIC) MIpaBa JOCTYIA K apXHUBY 3JIEKTPOHHBIX JIOKYMEHTOB
nc.

3.10. loxymentsl xpanstcs B UC B Tom opmarte, B KOTOPOM OHU OBUTH CO3/TaHBI.

3.11. Komus »5IeKTpOHHOTO JOKYMEHTa MOXKET OBITh M3rOTOBJIEHa (pacreyaTaHa) Ha
OymaxxHom Hocutene cpernctBamu MC u  3aBepeHa COOCTBEHHOPYYHOH MOAMMCHIO
Brnagensia [IDI1. Komus 31eKTpOHHOrO JOKyMEHTa Ha OyMaKHOM HOCHTENE JO0JIKHA
coJlepkaTh BU3yanu3anuio mramna (mramnoB) [1911, moaTBepkaaroiyto, 4To OpUTrHHAI
HoxymenTta noanucad [IDIl. AyTeHTUYHOCTH 3JIEKTPOHHOTO JOKYMEHTAa U €ro KONUU Ha
OyMaxHoMm HocuTene obecrneunBaercs cpeactsamu MC.

4. TlpaBa, 003aHHOCTH U OTBETCTBEHHOCTb BJIAJEJIbLA 3JICKTPOHHOM MOANUCH

4.1. Bnagenen [1211 umeet mpaBo:

- oOpamaThCsi K OTBETCTBEHHOMY 3a TeXHUYeCKyro nomuepxky WC s aHHYTUpOBaHUS
(oT3BIBa), TMPHUOCTAHOBKH (BO30OHOBJIECHUS) IEHCTBUS TMPUHAUISKALIETO €My KIro4a
AJIEKTPOHHOW MOJAMUCH;

- B cllydae HEOOXOAMMOCTH 3aMEHbI, BOCCTAHOBJICHHUS KIIO4Ya OJJICKTPOHHOW MOJIUCU
o0paTHThCsl K OTBETCTBEHHOMY 3a TexHHMUYecKyto mnomuepxky MC ¢ cooTBercTBylomIeH
MPOCHOOH 1 MOJYYUTh HOBBIN KIIFOY SJIEKTPOHHOM TOAIMKCH;

- obpamarecst k gupekropy MBOY Jlosunckas OOI nns pazdopa KOHGIUKTHBIX
cuTyanui (cropoB), Bo3zHukaroumx rnpu npumenennu [1911 B YIC.

4.2. Bnapenen [1911 o0s3an:

- BeCTU OOpabOTKy BHYTPEHHHMX OJJIEKTPOHHBIX JOKyMEHTOB B MC B COOTBETCTBHUHU CO
CBOMMH JIOJDKHOCTHBIMU O0SI3aHHOCTSIMH,

- NPUHUMATh BCE BO3MOXXHBIE MEpPbI ISl MPEAOTBPAILICHHUS HECAHKIMOHUPOBAHHOTO
WCMOJIB30BAHUS CBOETO KJIKOUYaA AJIEKTPOHHOM MOIUCH;

- HY MIPU KaKUX yCIOBUSAX HE TIEPeIaBaTh KII0U MJIEKTPOHHOU MOAMUCH APYTHUM JIUIIAM;

- IpU KOMIPOMETAllUM CBOETO KIIOYa JJIEKTPOHHOM MOJANUCH HE3aMEMJIUTEIbHO
0o0paTUTbCSI K OTBETCTBEHHOMY 3a TEeXHHUYECKyr momaepxkky WMC s mpuoCcTaHOBKHU
JNEUCTBUS MPUHAIIEKAIIETO EMY KITF0Ua JIEKTPOHHOM MOIHUCH.

4.3. Bnagenenr IIDI1 HeceT NHWYHYIO OTBETCTBEHHOCTh 32 COXPAHHOCTh CBOEro KITFOYa
AMIEKTPOHHOM MOJIUCH U €0 3alIUTY OT HECAHKIIMOHUPOBAHHOTO UCIIOIb30BAHMUS.

5. Texnosiorust npumeneHus cpeacts [II11 B UC

5.1. Ins npumenenus 1911 B UC Bnanensiy 1311 nHeobxoaumo aBTopuzoBatbes B UC ¢
UCIIOJIb30BAHMEM MYOJWYHOW U KOHQUACHIMaNIbHOM yacted kmoua IO  (ums
noib3oBarenss u mapotib). [loanmucanue JlokymMeHTa BBITIONHSIETCS MyTeM HaKaTUs Ha
kaonky "[loanucars" B untepdeiice MC.

5.2. Undopmaniusg 060 BceX BBIIAHHBIX IMOJB30BATENIO KJIHOYaX AJEKTPOHHOM MOJIUCH, AaTax
MOJIYYEHHUS U MpeKpaleHust ux AercTBus (u3bsaTus) xpanurcsa B UC nmocTosHHO.

5.3. Ilpu npekpamenun y corpyauuka MBOVY Jlosunckas OOILL nomxkHOCTHBIX 00s3aHHOCTEN
no o0paboTKe BHYTPEHHUX OJICKTPOHHBIX JOKYMEHTOB C wHcmoib3oBanueM [IDI1 wmu mpum
YBOJBHEHUU COTPYJHHUKA €Tr0 KJIOY BHOCUTCS B PEECTP OTO3BAHHBIX KIIOYEH SJIEKTPOHHOM
nognucu. C MOMEHTa BHECEHHs KJIHYa B PEECTP  OTO3BAHHBIX KIHOYEH 3JIEKTPOHHOM
noAnucu Bce mnocnenyromme Jokymentsl, mnoanucaHHeie 3Toit IIDII, He cuumTaroTcs
MOAMMCAaHHBIMU HaJUIeXKAIIUM 00pa3oM, T.€. OANKUCHIO, PABHO3ZHAYHONW COOCTBEHHOPYUYHOM.

6. 3aKiII0UNTEeIbHOE MOJ0KEHH e

6.1. Hacrosmiee [TonoxxeHne BCTynaeT B CUITy C JaThl YTBEPIKICHUSI.
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