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IHonoxenue

00 UCNOJIb30BaHNHU NPOcTOii 31ekTpoHHOM noanucu (I1311) ps 3J1eKTPOHHOr0 AOKYMEHT0000pOTA B
MBAOY «/lerckuii caa «Kosocok».

1. O6mue monoxxeHus

1.1. Hacrosimee [Tonoxenne 06 nCHoNb30BaHUM MPOCTOM 3IEKTPOHHOM MOANKMCH AJISl BHYTPEHHETO 3JIEKTPOHHOTO
nokymenToobopora B MBJIOY «/lerckmii cang «Komocok» (mamee - IlookeHme) SIBISETCS JIOKAIBHBIM
HOPMAaTHBHBIM aKTOM MYyHHIIMTIAIILHOTO OFOKETHOTO JIONIKOJILHOTO 00pa30BaTelbHOTO yupexaeHus «Jlerckuit
cang ooOmepasBuBaromero Buma «Komocok» Kesckoro paiioma Ymmyprckoit Pecryonmmku (mamee — MBJOY
«Jerckuit cag «Komocok») u ompenensier MOPSAOK M YCIOBHS pPaOOTBl COTPYAHHUKOB C 3JIEKTPOHHBIMU
nokymentamu B HMHpopmanmonHoit Cucreme (nanee - MC), HEMOCPENCTBEHHO CBS3aHHBIMH C HMX TPYIOBOH
NIeSITeNIbHOCTRIO, C MPUMEHEHNEM IPOCTOH 3NeKTPpOHHOH noAmnucH (nanee - [1011).

1.2. Hacrosiee nonokeHne peryiaupyeT MPUHIMITBI HCIIOJIb30BaHUS MPOCTOM 3NeKTpoHHOU monanucu B MBIOY
«erckmit cam «Komocok» B coorBerctBum co cr.4 @DenepanpHoro 3akoHa ot 06.04.2011 Ne63-d3 «O06
3JIEKTPOHHOMN MOAIUCHY.

1.3. YyacTHUKaMH 3JEKTPOHHOTO B3aMMOJCHCTBUS Ha YCJIOBMSX, ONIPEIECICHHbIX Hactosumm IlomoxeHuem,
spisitoress cotpynuuku MBJIOY «Jlerckuii can «Kosocok» moanucapiine YBEAOMJICHHE 00 O3HAKOMIICHHH C
[Tomoxxennem. Obpazen; YBenomieHus npuseaeH B [Ipunoxxennn Ne 2 x Hacrosmemy [lonoxkenuto. [Toanucanue
COTPYAHUKOM VYupexaeHus YBEJOMIICHHS PaBHO3HAUYHO NPUCOCAWHEHUIO K COIJIAIEHHI0O 00 Y4acTHH BO
BHYTpPEHHEM JJIEKTPOHHOM JOKyMeHTooOopoTe ¢ ncnoip3zoBanueM 11311 na ycinoBuax nacrosero Ilomoxenuns B
COOTBETCTBMH cO CT. 428 I'parkganckoro koaexca PO ("loroBop npucoeaunenus").

1.4. Peamu3anus onpeneneHHbIX HacTOSIHM [1o10KeHreM yCIoBUi TPUMEHEHHNS IPOCTOM JIEKTPOHHON TTOTIHCH
oOecrieunBaeT MpUAAaHUE IOPUANYECKOW CHUJIBI BHYTPEHHHUM 3JIEKTPOHHBIM HokyMeHTaM MBJIIOVY «/letckuii cax
«Komocox» B UC, TpeOyromum JTUYHOM MOAMUCH COTPYIHUKA, H OTIEPAIHsIM C HUMH.

1.5. Hanmume 1311 obecnieunBaeT BHYTPEHHUM JIEKTPOHHBIM AoKyMeHTaMm B MC:

* [TOIJTUHHOCTH - IOATBEPIKACHNE aBTOPCTBA JOKYMEHTA;

* [IEJIOCTHOCTb - JOKYMEHT HE MOXET OBITh M3MEHEH IMOCIIe MTOAICAHUS;

* HE OTPHIIAaHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOXET OTKa3aThcsa OT CBOEH MOJIHUCH.

1.6. lns moanucaHus SJIEKTPOHHBIX JOKYMEHTOB HCIIONIB3YETCS TIPOCTasl AIEKTPOHHAS MONKCh - WH()OpMAIUs B
3JEKTPOHHOM (hopmMe, KoTopasi MpPUCOEANHEHA K Jpyrod mH(opmanuu B 3MEKTPOHHOHN (opme (moamuceiBaeMoit
nHpOpPMAINH, JOKYMEHTY B SJIEKTPOHHOM BUJIE) HIIM UHBIM 00pa30oM CBsI3aHHAs C Takoi mH(popmanuei, u KoTopas
UCTIOJNI3YETCS ISl OTIPEICIICHHS JIULA, [TOJIHCHIBAIOLIETO HHPOPMAIHIO.

1.7. UsroroBnenue (renepamnuto) ceprudukaroB mist 1311 ocymecTBiseTr oTBeTcTBeHHBIN 3a reHeparuio 1911,
Ha3zHa4yeHHBIN npuka3oM 3asenyromero MBJIOY «/lerckuit can «Komocoky.

1.8. Cpox nmeticTBust cepTudukara onpeaensercs MporpaMMHBIMU CPEACTBAMHU TeHEPallny CepTUPHUKATA.

2. TepMUHBI U OIIpEICIICHUS.
B mannrom [lonoxxeHnn NCTIONB3YIOTCA CIEAYOIINE TEPMHUHBI M UX OTIPEIeTICHHS:

2.1. Bnamener mpocToil 3eKTpoHHON moanucu - coTpyanuk MBJIOY «Jlerckuit can «Konocoky», moAnucaBIni
YBemomiieHre 00 03HAKOMIICHUH ¢ HacTosAuM [lomoxernem n ncnons3yrommid [1911;
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2.2. BHYTpEHHHWH SJEKTPOHHBIN MOKyMeHT (mamee - JIOKyMEHT) - HOKYMEHT OJIHOTO W3 THIIOB JOKYMEHTOB,
npuBeneHHBIX B [Ipunoxkennn 1 k HacrosmmeMy [lomoskeHuro, Co31aHHBIN B DIIGKTPOHHOM (hOpME U IO ITHCAHHBIH
3JIEKTPOHHOM MOAIMCHIO COTPYAHHUKA (IEKTPOHHBIMH TIOITUCSIME COTPYTHUKOB) Y UpEXKICHUS;
2.3. KJII0Y DSJEKTPOHHOM MOANHMCH - YHHUKallbHas IOCIEAOBATEIIbHOCTh CHMBOJIOB, TpEAHA3HAUCHHAS IS
TTOATBEPIKACHISI C HCToIb30BanueM nournaHocTH 1911 B JlokymenTe;

2.4. peecTp BBLAAHHBIX KIIIOUEH 3JIEKTPOHHOU MOJIMUCHU - XPAHAILIUKCS B 3JIEKTPOHHOM BUJE CNUCOK YHHUKAIBbHBIX
MOCTIeI0BaTeIbHOCTEH CHUMBOJIOB, COZEpKAIIMXCid B BBIIAHHBIX MOJB30BATENsIM HMMEHAX YYETHBIX 3amuceil u
NaposIsix;

2.5. peecTp OTO3BAHHBIX KIIOUEH JJICKTPOHHOM MOAMHMCH - XPAHAIIUNACA B DJICKTPOHHOM BuAe crmucok [1911
PabOTHHKOB, KITFOUH 3JIEKTPOHHON MOIICHA KOTOPHIX K MOMEHTY OOpaIlieHus! K JTaHHOMY peecTpy ObLIM OTMEUEHBI
KaK HeJACHCTBUTECIIbHEIC;

2.6. mpocras snekrponnas noanuck (I1311) - uadpopmanus B anexTpoHHO# hopme B IC, BO3ZHHKAOMIAS B MOMEHT
BBITIOJIHCHUS BIIQJICTBIEM 3JICKTPOHHOW MOJANUCH KOMaHibel mnoamnucanus Jlokymenta B wunHtepdeiice UC,
TTOATBEPIKAAroIIas MOTHHHOCTE JJokymMenTa w/mim (akT o3HakoMieHus Biangenbia 1311 ¢ JlokymenToM, KoTopas
B3aUMHO OJTHO3HAYHO CBsI3BbIBaeTCA ¢ JIOKYyMEHTOM U BIaAEIbIEM OIUCH;

2.7. mramn I19I1 - Bu3yanpHas oTMETKa 00 3JIEKTPOHHOW IOATHMCH, BKIFoUaromas pekBu3nuThl 1011, kotopas
co3Jaercs MpH TOJIMCAHUW JOKyMeHTa, Bpems ¢opmupoBanus [13I1 orobOpaxkaercs B cBoiictBax [19I1 mo
gacoBoMy noscy nosb3oBarens VC.

3. ObecnieueHue PUANUECKON CHUITBI BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. XXuznennsid 1uki JlokyMeHTa BKIIIOYACT: CO3MaHUE M MPOYME JACUCTBUS MO €ro 00paboTKe, OTpakeHHE B
yueTe, a TaKke XpaHeHHE B 3JIEKTpoHHOM Buje. Bee Bmamensipsl 11911 npusHaror paBHO3Ha4HOCTH cBoer I1OI1
CcOOCTBEHHOPYYHOH MOAMKCH Ha OyMa)XHOM HOCHTEIE.

3.2. BHyTpeHHHE 3JIEKTPOHHBIE TOKYMEHTHI, IiepeuncieHssle B Ilepeune, npuseneHHoM B Ilpunoxennn Ne 1 k
Hactostmemy llonosxennro, moanucanusie 11911, npuzHaroress B MBIOY «Jlerckuii can «Komocok» paBHBIME 11O
OPUIMYECKON CHUIIE IOKYMEHTaM Ha OyMa)XHBIX HOCHTEJISIX, 3aBEPEHHBIM COOCTBEHHOPYYHO! TOJIHCEHIO.

3.3. Ilonp30oBaTenyu 3MEKTPOHHOTO JOKYMEHTa IMPHU3HAIOT, 4TO BM3yaiu3anusa mramna [I9I1 mpu gemoHcTparuu
JlokyMeHTa B SJEKTPOHHOM BHJE, SBJISETCS HEOCIIOPUMBIM TOITBEPKIACHUEM (akTa MOINHCAaHUS JTOKYMEHTa
cooTBeTcTBYIOmUM BiaaenbieM [I911 (Mo MHHOCTS 1 HEOTPEKAEMOCTh ).

3.4. MBIOVY «/letrckuii can «Komocok» obecrieunBaeT TEXHUIECKUMH W OPTaHU3AIMOHHBIMA MEPaMU 3aIlUTy OT
HECAHKITMOHUPOBAHHOTO JOCTYIA U MPEAHAMEPCHHOTO YHHUYTOXCHHS W/WIIM UCKKEHUS CBeJeHM o0 JloKyMeHTax
B apXUBE AJIEKTPOHHBIX JOKYMEHTOB, a TAK)KE FapaHTUPYET MOATBEPKICHUE aBTOPCTBA JOKYMEHTA, IIOANUCaHHOTO
I[I2I1 aBTOpa, B TOM 4YHCIE IIyTEM YTBEPKICHHS IMOMMEHHOTO OTPAaHUYCHHOT'O CIIMCKA JIMI, HMEIOIINX
pacmupeHHbIe (aIMUHUCTPATUBHBIE) ITpaBa JOCTYIA K apXUBY JIEKTPOHHBIX JOKYMEHTOB.

3.5. JIoKyMeHTBI XpaHATCS B JJICKTPOHHOM apXWBe B TOM (opmare, B KOTOPOM OHHM ObLIM co3fgaHbl. Cpok
xpaneHus JlokyMeHTOB W cBeneHuil o JIOKyMEeHTax HEe MOXET OBITh MeHee 3 (TpeX) JIeT W OMpeneisieTCs] B
COOTBETCTBHHU C JIOKATbHBIMU HOpMaTUBHBIMU akTaMu MBJIOY «Jletckuii cag «Komocok» mnm ero cTpyKTypHBIX
nojpa3/iejeHuH.

3.6. Komus »11eKTpOHHOTO JOKYMEHTa MOXKET OBITh HM3TOTOBIIEHA (pacriedaraHa) Ha OyMa)KHOM HOCHUTENE U
3aBepeHa COOCTBEHHOPYYHOU moanuchio Bianenbia [1011, mubo wieHaMu KOMUCCHH, BKJIIOYAIOIICH B ceOs Kak
MuHUMYM pykoBogutens MBJIOY  «/lerckuit  cag «Komocok» U JMIO, WMEIOIIEE pacIIUPEHHBIE
(amMHUHHCTpaTUBHBIC) MpaBa MOCTYIA K apXWUBY AJIEKTPOHHBIX JOKyMEHTOB. Kommsi 3JIeKTpOHHOTO JOKYMEHTa Ha
OyMa)kHOM HOCHTEIe JIOJDKHA CcoJepXarh Bm3yanm3anuio mTamma (mrammoB) [IDI1, moarBepkmaromryro, 9To
opurusain [lokymenta noanucas [1911.

3.7. Co3nanue IIOII mHUUMUpYyeTCS COOTBETCTBYIOIIMM AeiictBueM Bnajenbia I[I9I1, T.e. HE BBINONHSETCS
ABTOMAaTHYECKH WJIM HE3aMETHO /IS BIAJeNbla;

o q1s1 uHunManuu co3ganus 11011 Bnagenen nonaer 3asBieHue Ha ums 3aBenyromero MBJIOY «/lerckuii can
«Komocok» B Mpou3BoJIbHOMN Gopme;

* Ha OCHOBAHUM 3asBJICHUS u3laercs npuka3 o cozganuu [IOI1 m nepenaercss OTBETCTBEHHOMY 3a TE€HEPALUIO
[1D11;

* OTBETCTBEHHBIH 3a TeHepanuto cepTuuraros, co3ngaer 11011, BHOCHT B peecTp NEHCTBYIONNX CEPTHPHUKATOB U
nepeaaeT cepTuUKaT BIaJICIbILY;

* MPOJIOHTALUS CPOKa ACWCTBUSA cepTH(]HKaTa MPOM3BOANUTCS IO 3asBJICHUIO BIAENbIa B JIEKTPOHHOM BHJE
OTBETCTBEHHOMY 3a TEHEpalli0 CepTU(PHUKATOB C BHECEHHMEM COOTBETCTBYIOIIMX CBEJCHHH B PEECTPHI
CcepTU(HUKATOB.

3.8. AunymupoBanue [131I1 ans anexkrpornHOoTro qokyMeHTo000poTa B MBJIOVY «Jlerckuii can «Komocox»

» annymupoBanune [IOI1 mpowsBoAWTCS B CiIydasX OKOHYAHUS CpOKa ACUCTBUS cepTH(dUKaTa, YBOJIHHEHUS
COTPYJIHHKA, yTPaAThl CepTU(UKATA, YIPO3bl HApYyIICHUS O€30MacCHOCTA NMPUMEHEHHS cepTU(UKaTa, MO JTHYHOMY
3asBIICHHUIO COTPYIHUKA;



* Ha OCHOBAHWH BBIIICH3IIOKEHHBIX (DaKTOpOB u3gaercs mnpukaz o0 amHymmupoBaHum [IOIl u mepenaercs
OTBETCTBEHHOMY 3a T€HEepalHIO CEPTU(PHUKATOB;

* OTBETCTBEHHBIH 3a TreHepanwio cepTudukaroB axHHyaupyer I[IOII, BHOcHT B peecTp HEACHCTBYIOIIMX
cepTu(MKaTOB U U3BELIACT BIaJICIbIIa O MPEKPaIlleHUH JeHCTBUS cepTU(UKaTa.

4. IlpaBa, 00sI3aHHOCTH ¥ OTBETCTBEHHOCTDH BJIQAEIBIIA SJEKTPOHHOHN MOAIHNCH

4.1. Bnagenen I1911 umeer npaso:

* oOpamarecs Kk OtBercTBeHHOMY 3a TeHepamuio [IOIl nma aHHynupoBaHUs (OT3bIBa), NPHUOCTAHOBKHU
(BO300HOBIIEHHS) NEUCTBHUS MPUHAIISIKAIIETO MY KIT0UYa 3JIEKTPOHHOH TOIIHCH;

* B clIy4ae HEOOXOJUMOCTH 3aMEHBI, BOCCTAHOBJIEHHS KJII04a OJEKTPOHHONH TOMAMUCH OOpaTHThCA K
OtBercTBeHHOMY 3a TeHepanmto [IDI] ¢ coorBercTByrOmIEH NPOCKOOI ¥ MONYYNUTh HOBBINA KIIFOY SJIEKTPOHHOMN
TIOATIHCH;

* oOpamarecs k pykoBoactsy MBJIOY «Jlerckuii can «Komocok» mist pa3dopa KOH(MIMKTHBIX CUTYaIui (CIIopoB),
BO3HUKarOUMX npu npumeHernu [1311.

4.2. Baanemen 1911 o6s3an:

* BecTd 00pabOTKY BHYTPEHHHX OJJIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBHHM CO CBOWMH JOJDKHOCTHBIMHU
00S3aHHOCTSIMM;

* IPUHUMAaTh BCE BO3MOXKHBIE MEpbI A IMPENOTBPAIICHUS HECAHKLIMOHHPOBAHHOTO HCIOJNB30BAaHUS CBOETO
KJIF0Ya 3JIEKTPOHHOM MOJINNCH;

* HU MIPU KAaKUX yCIOBUSAX HE MEepeaaBaTh KIIOY SJIEKTPOHHON MOANKUCH APYTUM JIUIIAM;

* IPU KOMIIPOMETAITUH CBOETO KITF0Ya 3JIEKTPOHHOHN MOINHUCH HE3aMeMTUTENFHO 00paTuThesa K OTBETCTBEHHOMY 3a
rerepanuto [I3I1 a5 mpruocTaHOBKY NEHCTBUS NPUHAJIEKAIIETO €My KIII0Ua IEKTPOHHOMN MOIIUCH.

4.3. Baagenen 1011 HeceT THYHYIO0 OTBETCTBEHHOCTD 32 COXPAHHOCTH CBOETO KIJII0Ya AJIEKTPOHHOM MOAIMCH U €T0
3alUTy OT HECAHKIMOHUPOBAHHOIO UCIIOJIb30BAHMUSL.

4.4. Tlpu npexpamenun y corpynuuka MBJIOVY «Jlerckuii can «Komaocok» MTOMKHOCTHBIX OOSI3aHHOCTEH IO
00paboTKe BHYTPEHHHUX AJIEKTPOHHBIX JOKYMEHTOB ¢ Hcrosb3oBanue [1311 winu npu yBOoJIbHEHUH COTPYAHHUKA €T0
KJIIOY BHOCHUTCSI B PEECTP OTO3BaHHBIX KIIOUEW 3JIeKTpoHHOHN moanucu OTBeTcTBeHHBIM 3a reHeparuto [19I1. C
MOMEHTA BHECEHHSI KIII0Ua B PEECTP OTO3BAHHBIX KIIFOUEH JIEKTPOHHOM MOAMUCH BCe mocienyroumue JJokyMeHTsl,
noanucanubie 31oi 1911, He cUMTAIOTCS MOINMCAHHBIMUA HAJJISKAIUM 00pa3oM, T.e. HOIMKUCHIO0, PABHO3HAYHON
CcOOCTBEHHOPYYHOH.

5. O0s13aHHOCTH U OTBETCTBEHHOCTh OTBETCTBEHHOT'O 33 F€HEPALIMIO TPOCTON 3JIEKTPOHHON MOIHICH.

5.1. OTtBeTcTBeHHBIH 3a TeHepanuto [1311 nmeeT mpaso:

* coznasath kinoun [1911 111 BHOBE IPUHATHIX COTPYJHUKOB B COOTBETCTBHUM € NMpHUKa3oM 3aBeayrouiero MbBJI0Y
«Ilerckuii cam «Komocok»;

* BECTH PEECTPHI JICHCTBYIONIMX ¥ aHHYJIUPOBAHHBIX CEPTU(UKATOB;

* B CilIy4ae HEOOXOIMMOCTH 3aMEHBI, MPOJIOHTAIlMM WM BOCCTAHOBJICHHS KII0Ya JJIEKTPOHHOM IMOMAIUCH
MIPOU3BOAUTH TEHEPALIUIO HOBOT'O KJIF0Ua HA OCHOBAHUU 3asBiieHus Bhajaenbia [1911;

* oOpamath k pykoBoactBy MBJIOY «/lerckmii can «Komocok» miist pazdopa KOHQIMKTHBIX CHTyariil (CIopoB),
BO3HHUKaOIMX Npu npumeHerun [1011.

5.2. OTBercTBeHHBIN 3a TeHepanuio 11311 o6s13an:

* BeCTH 00pa0OTKy BHYTPEHHHX TOKYMEHTOB B COOTBETCTBHU CO CBOMMH JOJDKHOCTHBIMHU 00S3aHHOCTSMU;

* NPUHAMAaTh BCEBO3MOXKHBIE MEPHI Ui HPEAOTBPAIEHHUS HECAHKIIMOHUPOBAHHOTO HCIIOJIB30BAaHUS KITIOUEH
3JIEKTPOHHOM MOINUCH;

* HM TpY KaKUX YCJIOBUSX HE IEpelaBaTh KIIOYM 3JIEKTPOHHOM MOANMCH APYTUM JIUIAM; * MpHU OoOpalleHuu
Bragensua 11911 o koMnpomeTanuu Kiiro4ya 3JIEKTPOHHOW MOANHMCH HE3aMEJIUTENbHO MPUOCTAHOBUTH JAEHCTBHE
MIPUHAJISKAIIETO eMy KJTI0ua 3JIEKTPOHHON MOAIMUCH JI0 JalbHEHIIIero pa3perieHus CUTyaluu;

* OtBercTBeHHBIN 3a reHeparnuio [IOI] HeceT NMMYHYIO OTBETCTBEHHOCTH 32 KOH(HIECHIMATHLHOCTH CO3TaHHBIX
cepTU(HUKATOB.

* Ilpu mpekpaleHnH y COTpyIHWKa YUpEexJEeHUS INOJDKHOCTHBIX OOsI3aHHOCTEW 1Mo 00paboTKe BHYTPEHHHX
3JIEKTPOHHBIX JOKYMEHTOB ¢ ucronb3oBaHueM [IOI1 mnu mpu yBOJIBHEHHM COTPYIHHKAa €ro KJII0Y BHOCHUTCS B
pEecTp OTO3BAHHBIX KJIIOYEH 3JIEKTpOHHOW moanucu OTBETCTBEHHBIM 3a TexHuueckyro mnoanepxkky UC. C
MOMEHTa BHECEHUS KIII0Ya B pEECTp OTO3BAHHBIX KIIOUEH AJIEKTPOHHOM MOANMCH BCe Mocienyomue JJoKyMeHTsl,
noamucannbie 3Tor [I011, He cumTaloTCs MOANMUCAaHHBIME HAJJISKAIIAM 00pa3oM, T.€. TOIIMUCHIO, PAaBHOZHATHOM
COOCTBEHHOPYYHOH.

6. 3aKITIOYNTEIHHBIE TIOJI0KCHHUS.

6.1. Hacrosmee [lonoxkeHre BCTynaeT B CUITy C JaThl yTBEP>KICHUSL.

6.2. Tekct [Tonoxenns pazmemntaercs B MC.

6.3. JIokyMeHTBI, CO3[aHHBIC B SJCKTPOHHOM BHJE U noxanucaHHbie [IOI B COOTBETCTBHMM C HACTOAIIUM
[Tonoxxenuem, MpU3HAIOTCA IOPUANIECKH 3HAUNMBIMH C IaThl yTBEpKAeHUS [lomoxenns
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