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06 yrBepxkaenuu [lonoxxenus 06
UCTIOJIb30BAHUU TIPOCTOM JICKTPOHHOMN
NOUCHY (W) YCUIICHHOM JIEKTPOHHOM
1 (POBOY TTOJUCH ISl BHYTPCHHETO

ANEKTPOHHOTO ToKyMeHTooOopoTa B MBJIOY Ne 99

B cootBerctBun ¢ ®enepanpabiM 3akoHOM OT 29 nexabpst 2012 roma Ne 273-03 "OO6
obpazoBanuu B Poccuiickoit ®enepanun", @enepanbubiM 3akoHoM ot 6 ampens 2011 romga Ne 63-
®3 «O06 HMEKTPOHHOW MOAMHCH», PYKOBOJACTBYSICh YCTaBOM MYyHUIIMIIATBHOTO OOKETHOTO

«99-T HOMEPO HBLJIIIU CA/l»
IIKOJIAO3b JIBIIIETOHBS
MYHULMIIAJ KOHBADTOH

BO3UCBHKUCH YKBIOPT
(99-TU HOMEPO LLIJIMKBY)

Ne 183

JOIIKOJIBLHOTO 00pa3oBaTeNbHOTO yupexaeHus «Jlerckuii cam Ne 99y,

I[TPMKA3BIBAIO:

1. VtBepnute IlomokeHue 00 HCHONB30BAHWU TMPOCTOW JJICKTPOHHOW MOANUCHA U (UIIH)
YCUJIGHHON DJIEKTPOHHOW IM(GPOBOM TMOAMUCH JUIsi BHYTPEHHErO  DJIEKTPOHHOTO
JIOKyMeHTO000poTa B MyHHIIMTIATEHOM OIO/HDKETHOM JOIIKOJBHOM 00pa3oBaTeIbHOM

yupexaennn «Jlerckuii cam Ne 99y,

2. JlexomreBoit  AnnOunHe PacuxoBHe, 3aMecTUTEN0  3aBEIYIOIIEr0 1O  y4eOHO-
BOCIIUTATENIbHOM  pabore, pasmecTtuTh llomokeHne 00 WCHONB30BAHUM  IMPOCTOU
SJICKTPOHHOW moanmucH u (WIH) YCHJICHHOW 3JIEKTPOHHON IM(POBOM MOAMUCH IS
BHYTPEHHETO JJIEKTPOHHOTO JOKYMEHTO000poTa B MyHHUIMNATILHOM  OIOKETHOM
JIOUIKOJILHOM 0Opa3oBaTeiabHOM yupexaeHuu «Jlerckuii cax Ne 99» B cetn «HTEepHET» B

teuenue 10 pabounx qHEN CO THSI TPUHATHUS.

3. KoHTposb 3a HCTIONHEHNEM IPUKa3a OCTABIIAIO 3a COOOII.

3asenyronmit MBJIOY Ne 99

C npuka3oM 03HaKOMJIEHA

['.Il.I'myxoBa

A.P. JlekomiieBa



VYTBEPXIEHO:
npuka3om 3asenytoniero MbJIOY Ne 99
or 11.12.2024 Ne 183

IoJsioxenue
00 MCI0JIL30BAHMY NPOCTOM 3JIEKTPOHHOM MOANKUCH U (MJIH)
YCHJICHHOM 3J1eKTPOHHOM LU(POBOI MOANNCH
JJIs1 BHYTPEHHEr0 3JIEKTPOHHOI'0 IOKYMEeHT0000poTa
B MyHMIIUIIAJIBHOM 0I0/IZKETHOM JOIIKOJIbHOM 00pa30BaTeJbHOM yUYpe:KIeHUU
«Jlerckuii cag Ne 99» (MBJIOY Ne 99)

1. O01ue MOJI0KEHUSA

1.1. Hacrosimiee [lonoxxenne 00 MCIONB30BAHUM MTPOCTOM AJIEKTPOHHON MOJIMUCU U (WJIN) YCUIICHHOMN
DIIEKTPOHHON LU(GPOBONW TMOANMUCH JJIi BHYTPEHHETO SJEKTPOHHOTO JIOKYyMEHTOO00OpOTa B
MyHununaibHOM OFOJHKETHOM JOIIKOJIBHOM 00pa3oBaTenbHOM yupexaeHun «Jlerckuii cam Ne 99»
(nasee - IlonoxxkeHue) sABISETCS JIOKAJbHBIM HOPMATUBHBIM aKTOM MYHHIMIIQIBHOTO OFOKETHOIO
JIOUIKOJILHOTO 00pa3oBaresnbHOro yupexaeHus «Jlerckuii cag Ne 99» (manee - Opranuzanus) u
onpenenser MOPSJOK U YCJIOBUS pabOThl COTPYIHUKOB C DJICKTPOHHBIMM JOKYMEHTAaMH B
Nngpopmannonnoit Cucreme (nanee - HMC), HeNmocpeaCTBEHHO CBSI3aHHBIMM C HX TPYAOBOH
JIeSITENIbHOCTBIO, C IPUMEHEHUEM MPOCTOH 3JIeKTPOHHOM noanucu (fanee - [1911).

1.2. YyacTHUKaMu DJEKTPOHHOTO B3aMMOJACWCTBUS Ha YCIOBHUSAX, OIPENEICHHBIX HACTOSAIINM
[Tonoxenuem, SABISIOTCS COTPYAHUKN OpraHU3aly, MOAMHCABIINE YBEIOMICHHE 00 03HAKOMIICHUH
¢ Ilonoxenuem. Ilognucanme corpyaHukoM  OpraHuzanuu — YBEJOMIIEHHS  PaBHO3HA4YHO
INPUCOETUHEHUIO K COIVIAIEHHI0 00 y4acTHMM BO BHYTPEHHEM JJIEKTPOHHOM JIOKYMEHTO00OpoTe ¢
ucnonb3oBanueM II9I1 Ha ycnoBuax Hactosamero IlojoxkeHus B COOTBETCTBHUM €O CT. 428
['paxxnanckoro koaekca P® ("oroop nmpucoenuneHus").

1.3. Peammsanus omnpeneneHHbIX HAcTOSAMMM [lolokeHHMEeM YCIIOBHH TPUMEHEHHS TPOCTON
AJIEKTPOHHOM MOANHCH OOECIEeUMBaeT MpPHUIAHUE IOPUIUYECKONW CHUJIbI BHYTPEHHHM 3JIEKTPOHHBIM
nokymentaMm Opranuszanuu B IC, TpeOyronmm JTUYHON NOJIUCH COTPYIHUKA, U ONIEpalusIM ¢ HUMH.
1.4. Hannuue [1911 o6ecnieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM JIokyMeHTaM B UC:

- IOJJIMHHOCTB - TOATBEPKICHUE aBTOPCTBA JOKYMEHTA;

- IEJIOCTHOCTD - JOKYMEHT HE MOXKET ObITh U3MEHEH I0CJIe MOIUCAHUS;

- HEOTPULIAHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOXKET OTKA3aThCsl OT CBOEH MOIHCH.

1.5. Jlns nonmucaHus eKTPOHHBIX JOKyMeHTOB B IC ucnonbp3yeTcst mpocTasi 3JIEKTPOHHAS TIOJITUCH
- UHQOpMaIHs B JIEKTPOHHOM Qopme, KoTopas MPUCOEANHEHA K IpYroi nH(GOpMaIluy B AIEKTPOHHON
dopme (moamuceiBaeMoil uHGOpPMAIUMHU, JOKYMEHTY B 3JEKTPOHHOM BHJAE) WIM HHBIM 00pa3zom
CBA3aHHAass C TakoW WHQpopManuel, M KOTopas HCHOJb3yeTcsd [UIsl OIpelneieHusl JuIa,
MONHCHIBAIOIIEr0 HH(pOpMAIHIO.

1.6. B kayectBe nmyOsnmuHoil yactu kimova [I9I1 mcnonb3yercst yHHKalIbHOE MMSI YYETHOM 3alucH,
npUMeHsieMoe JUIsl aBTopu3anuu nosb3oBatens B MC. B kauecTBe KOH(UACHIIMAIBHONW YacTH Kitoya
I19I1 ucnonp3yercs MapoJib K y4€THOM 3aMKCH.

1.7. Usrorosnenue (reHepauuio), Beigady u peructpauuto B HMC ykazanHpix B 1. 1.6 umeH
MOJB30BaTENECH W MapoJied OCYHIECTBIISIET 3aBEAYIOMIMA W 3aMECTHUTENb 3aBEAYIOLIEro IO
aIMUHUCTPATUBHO-XO3SICTBEHHON paboTe (manee - OTBETCTBEHHBIM 32 TEXHUYECKYIO TOIJEPIKKY
HC).

1.8. ITapons mosb3oBatenss MC moxkeT ObITh M3MEHEH €ro BIAJENbIeM B JII000H MOMEHT mocie
apropuszaunu B MC. PexomeHayeTcs M3MEHATh Napoib HE PEXE OJHOrO paza B TpU Mecsua. s
CHIDKEHHSI pUCKa 1Mo0opa maposisi U HECAHKIIMOHUPOBAHHOTO MCIIOJIB30BAaHUS JPYTUM JIUIIOM KJII0Ya
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AJIEKTPOHHOM MOJIUCH PEKOMEHAYETCS HE 3a/1aBaTh NIapOJIH, UCIIOJIb30BaHHBIE PAHEE.
2. TepMuHBI U onpe/ieIeHUs]

B nannom IlonoxeHnn UCOab3yrTCS CAEAYIOIINE TEPMUHBI U UX ONPEIEICHUS:
2.1. Bmagenen mpocToil SJEKTPOHHOW MOAMUCH - COTpyIHUK OpraHuzanuu, MTOIMUCABIINMA
VYBegomienue 00 03HAKOMIIEHUH ¢ HacTosSmMM [loojkeHneM U UCTOIB3YIOMIMM UMS MT0JIb30BATENS U
naposb Ju1s apropusanuu B MC.
2.2. BHyTpeHHMI SJEKTPOHHBIH JOKYMEHT (nasee - JIOKyMEHT) - IOKYMEHT OIHOTO M3 THIIOB
JTIOKYMEHTOB, co3maHHbli B MIC B 2JIeKTpOHHON (hOpME WM IMOJIIMUCAHHBIN 3JIEKTPOHHON TMOJIHCHIO
COTpYIHUKA (3JIEKTPOHHBIMH MOAMUCIMH COTPYAHUKOB) Opranuzanuu.
2.3. K104 »51eKTpOHHON MOJMNKUCH - YHUKAJIbHAS MOCIEI0BATEIbHOCTh CUMBOJIOB, MpeAHa3HAYECHHAs
JUIsL IOATBEPKIAEHUS ¢ ucnoib3oBanueM cpenctBs MC nommuanoctu [1311 B JlokymenTe.
2.4. PeecTp BBIJAHHBIX KIIOYEW AJIEKTPOHHOW MoOANUCH - xpassmmiics B MC CnHMCOK yHUKaIbHBIX
MOCJIEZI0BATENbHOCTEN CHMBOJIOB, COJAEPIKALIUXCS B BBIJAHHBIX I10JIb30BATESIM MMEHAX YYETHBIX
3anuced U Naposx.
2.5. Peectp 0TO3BaHHBIX KIFOUEH 3JIEKTPOHHOMN MOAMHUCH - XpaHsmuiicst B IC criucok moyp3oBaTenei
NC, xioun JIeKTPOHHOM MHOJIUCU KOTOPBIX K MOMEHTY OOpallleHusi K JaHHOMY peecTpy ObLIu
OTMEYEHbI KaK HEJCHCTBUTEIIbHBIE.
2.6. Tlpocras onektponHas mnomnuck (II12I1) - wuabopmamus B amektponHod ¢opme B HUC,
BO3HMKAIOIAass B MOMEHT BBIIOJIHEHUS BJIAJENbLEM 3JIEKTPOHHON MOANUCH KOMaH[bl MOANUCAHUS
Hokymenta B wuHTepdeiice HWC, mnonreepkiaromas MOMIMHHOCTh JlokyMeHTa wu/uiu  (akT
o3HakomsieHus Bnazaensua IIOI1 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJIHO3HAYHO CBS3BIBAETCS C
JIOKyMEHTOM U BIIaI€NIbLEM HOJIUCH.
2.7. Wtamn TI9I1 - Bu3yasibHass OTMETKA 00 AJIEKTPOHHOW TOJIUCH, BKITFOUYaromas pekBu3uTsl 11311,
KOTOpasi aBTOMaTHuecku coznaercs cpernctBamu MC mpu OTKpbITHMM (BU3yajH3aliu) IOKYMEHTA,
noanucanHoro [I9I1, B untepdeiice UC; Bpems ¢opmupoBanus 1311 orobpakaerca B mTamie 1o
qacoBoMy noscy nons3osarens UC.
2.8. O0OpaboTka 2JIGKTPOHHOTO JOKYMEHTa - JAeWcTBUs monb3oBarenss HMC ¢ 3IeKTpOHHBIM
nokymeHToMm cpeactBamu MC, Bkitouasi, HO HE OrpaHMYMBAsICh: CO3/IaHUE, NPOBEPKA, MOJNUCAHUE
[1211, urdopmupoBanue apyroro mois3oBarenss MC o moKymMeHTE, MOATBEPXKIACHHE TMOTyUEHUS,
03HAaKOMJIEHHE, CO3/IaHue KOMMMH Ha OyMa)>KHOM HOCHUTEIE, OTKIIOHEHHE, yIaJIeHHeE.
2.9. Ycwiennas mudposast dnekTporHas moamuck (DIIII) - 3TO 31eKTpoHHAs MOANKCH, KOTOPAS
COOTBETCTBYET BCEM MpH3HAKAM HEKBATH(PUIIMPOBAHHOW DSJIEKTPOHHOM MOMMUCH U CIEAYIOUIUM
JIOTIOJTHUTEIbHBIM MPU3HAKAM:
1) KJIt0Y IPOBEPKH IJIEKTPOHHOM TMOMKUCH YKa3aH B KBUTH(DUITUPOBAHHOM CEPTUDUKATE;
2) 1S CO3AaHMs M TPOBEPKHU DIICKTPOHHOMN MOANMCH UCTIONB3YIOTCS CPEICTBA dJIEKTPOHHOM TOAIHUCH,
UMEIOLINE TOATBEPKACHUE COOTBETCTBUS TpPEeOOBAHMSIM, YCTAaHOBJIEHHBIM B COOTBETCTBUHU C
HacToaumM denepaabHbIM 3aKOHOM.

3. ObecneyeHne IOPUANYECKOI CHIIBI BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB
3.1. )Kuznennsiit nukia JJokymenta B UC BkIIto4aeT: co3iaHue v npoyune IAEHCTBH 10 ero o0paboTke,
oTpaxxeHne B ydere, a Takke xpaHenne B MC. UC obecrneunBaer peructpanuio IeHCTBUN
noJsib3oBarenei ¢ JlIokyMeHTOM (JIOTMpOBaHKE) B TEUEHUE )KU3HEHHOTO IIUKJIA.
3.2. Bee Bmagensisr [1911 mpusHatoT paBHO3HAUYHOCTH cBoei [1DI1 coOCTBEHHOPYYHOH MOIIMUCH Ha
OyMa)KHOM HOCHTEIE.
3.3. Cozmanue I13I1 B UC mHMuIMUpyeTCs COOTBETCTBYIOIIMM JeiicTBueM Bianaenbua [121I1, T. e. He
BBITOJIHAETCS] aBTOMAaTUUECKH MJIM HE3aMETHO JJIs BiaJienblia.
3.4. Tlomnomouus Buagensua I[IOII, monmucaBmero J{OKyMeHT, MOATBEPXKAAIOTCS B MOMEHT
noanucanus Jlokymenta B MC aBTOMaTu4ecku MO IOJOKUTEIBHOMY pE3YJbTaTy CIEAYIOIINX
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IIPOBEPOK:
- COOTBETCTBYIOIINH 10JIb30BaTeNb aBTOpu30BaH B VIC,
- COOTBETCTBYIOLIMM KJIIOY DJIEKTPOHHOM IOJAIMCH BKIIOYEH B PEECTP BBIAAHHBIX KIHOYEH
3JIEKTPOHHOMN MOJIHCH,
- COOTBETCTBYIOUIMH KIIIOU 3JIEKTPOHHOW MOANUCH OTCYTCTBYET B pEecTpe OTO3BAaHHBIX KIIHOUEH
3JIEKTPOHHON HOIHCH.
3.5. Bpems popmupoBanus 31eKTpoHHOMN noanucu (ukcupyercs cpeacrsamu MC nmo rpuHBHUCKOMY
Bpemenu (UTC+0).
3.6. BHyTpeHHHE >JEKTpOHHBIE NOKYMEHTHI, moanucanabie [IDIl, mpusHatorcs B Opranuzanuu
pPaBHBIMH 10 IOPUAMYECKONM CHJIE JIOKyMEHTaM Ha OyMaXXHBIX HOCHTENAX, 3aBEPEHHBIM
COOCTBEHHOPYYHOM MOAMHUCHIO.
3.7. ITonp3oBarenu MC npusHarot, uto Bu3yanuzarus mramna [1911 npu nemoncTpanuu JlokymeHTa B
unrepdeiice UC, BomonnenHas cpencrsamu MC, sBisieTcs HEOCHOPUMBIM IMOATBEpKACHUEM (hakTa
HOJIMCAaHUS TOKyMEHTa COOTBETCTBYIOIUM BiiazenbieM [1311 (moaaMHHOCT U HEOTPEKAEeMOCTb).
3.8. Xpanenue JIOKyMEHTOB OCYIIECTBISIETCS IyTeM 3alHCH CBeAeHHWd O JIoKymMeHTax B apXuB
AIIEKTPOHHBIX IOKYMEHTOB, KOTOPBIH siBsieTcs yacThio UC.
3.9. Opranmzanus oOecreynBaeT TEXHUYECKHUMH U OpPraHU3alMOHHBIMH MepaMH 3allUuTy OT
HECAaHKIIMOHUPOBAHHOTO JIOCTYIA W MPETHAMEPEHHOTO YHUYTOKEHHS /MM MCKa)KEHUS CBEIECHUH O
JlokyMeHTax B apxuBe HJIEKTPOHHBIX J0KyMeHToB MC, a Takke rapaHTHpyeT IOATBEPXKACHUE
aBTOPCTBA JIOKyMeHTa, nojanucadHoro [I9I1 aBropa, B TOM 4uncie myTeM yTBEP)KICHHs TOMMEHHOTO
OTPaHUYEHHOTO CIUCKA JIUL, UMEIOIINX pacIIUpeHHbIe (aIMUHUCTPATUBHBIEC) ITpaBa JOCTYIA K apXUBY
3JEKTPOHHBIX 10KyMeHTOB HIC.
3.10. HoxymenTsl xpansitcst B UC B ToM ¢dopmare, B KOTOPOM OHU ObLIH co3faHbl. CpOK XpaHEHHUs
JoxymeHTOB U cBefeHUU o J[OKyMeHTax HE MOXET ObITb MeHee 3 (TpeX) JIET U Ompenaessercs B
COOTBETCTBUU C JIOKAIbHBIMH HOPMAaTHBHBIMU akTaMu OpraHuzalud WIH €€ CTPYKTYPHBIX
MoApa3IeJICHUM.
3.11. Konust »1neKTpOHHOTO JOKYMEHTa MOXKET OBbITh W3rOTOBJIEHA (pacrmeyaTaHa) Ha OyMa)kKHOM
HocuTtene cpeactBamu MIC u 3aBepeHa coOCTBEHHOpYUHOU nmoanuchio Bnaaenbia [1311, nubo unenamu
KOMMCCUH, BKJIIOUaromeid B ce0s Kak MUHMUMYM pykoBoauTens OpraHusalMd U JIMIO, MMEoLIee
pacipeHHble (aAMUHUCTPATUBHBIE) MTpaBa JOCTYyNa K apXHUBY 3J1eKTPOHHBIX TokymMeHToB VC. Konus
AIIEKTPOHHOI'O JOKyMEHTa Ha OyMa)kHOM HOCHUTENE JOJDKHA COAEpX aThb BU3YyaJM3allUI0 IlITaMma
(wramnos) [1911, moarBepxaaromyto, uro opuruHan Jlokymenra noamnucan [19I1. AyreHTHUYHOCTH
AIIEKTPOHHOIO IOKYMEHTA U €ro KoMK Ha OyMakHOM HocuTene obecnieunBaercs cpenctsamu NC.

4. IlpaBa, 0013aHHOCTH M OTBETCTBEHHOCTDb BJIa/Ie/IbLA 3J1eKTPOHHOM NMOAIUCH
4.1. Bnagenen [1911 umeet npaso:
- oOpamarbess kK OTBETCTBEHHOMY 3a TeXHHUecKyto nojiepxkky MC st aHHynupoBaHus (OT3bIBA),
MPUOCTAHOBKH (BO30OHOBIIEHUS) NEHCTBUS MPUHAJIEKAILETO eMy KITFo4Ya 3JIEKTPOHHOM MOMNKCH;
- B ClIy4ae HeoOXOJUMOCTH 3aMEHbl, BOCCTAHOBJIEHHMS KJI0Ua 3JIEKTPOHHOM MOANUCH OoOpaTUThCA K
OTBeTcTBEHHOMY 3a TeXHUYECKY0 noanepkkKy MC ¢ cooTBeTcTBYIOMIEH MPOCKOON M TIOTYIYUTh HOBBIM
KJIFOY JIEKTPOHHOM MOJNUCH;
- oOpamarbess K pykKoBoAcTBY Opranuzanuu ais pa3dopa KOH(DIMKTHBIX CHUTyaluid (CIOpoB),
BO3HUKarOmuUX npu npuMmenenuu 11911 B UC.
4.2. Bnanenen 1311 o6s3aH:
- BEeCTHM 00pa0OTKy BHYTPEHHHUX OHJIEKTPOHHBIX HOKyMEHTOB B MC B COOTBETCTBHMM CO CBOMMH
JOJDKHOCTHBIMU O0SI3aHHOCTSIMU;
- IPUHUMATh BCE BO3MOXKHBIE MEpBI JUIsl IPEAOTBPAIIECHUS HECAaHKIMOHUPOBAHHOTO HCIIOIb30BaHUS
CBOET0 KJIF0Ya 3JIEKTPOHHOH MOAINUCH;
- HU TIPY KaKUX YCJIOBMSIX HE NE€PENABATh KIIIOU 3JIEKTPOHHOM MOANNUCH APYTUM JINLAM;
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- HpI/I KOMHpOMeTaHI/II/I CBOCI'0 KJIKH4a 3HCKTp0HHOI>'I IIOAIINCHU HE3aMCIJIUTCIBHO O6paTI/ITI>C51 K
OTBETCTBEHHOMY 3a TeXHHUYECKylo momaepxkky MC mis mpuoCcTaHOBKM NEWCTBUS NMPUHAJICKAIIETO
€My KJIF04a 3JIEKTPOHHOM MO IITHCH.

4.3. Bnagenen [12I1 HeceT NTUYHYIO OTBETCTBEHHOCTH 33 COXPAHHOCTH CBOETO KJIIOYA 3JICKTPOHHOM
HOJIHUCH U €r0 3alIUTy OT HECAaHKIIMOHUPOBAHHOIO UCIIOJIb30BaHUS.

5. Texnosorusi npumenenus cpeacts [I3I1 B UC
5.1. lns npumenenuss [IDI1 B MC Bnagenbmy IIDI1 HeoOxommmo aBtopusoBatbesi B MC ¢
UCIIOJIb30BaHUEM IYONMYHOW W KoH(puIeHImanbHON yactei kmouya [IDI1 (ums monb3oBaTens u
naponb). [loanucanune JlokyMeHTa BBINOJHSETCS IyTeM Haxarus Ha KHomnky '"lIloamucats" B
unrepodeiice C.
5.2. Undopmamust 000 Bcex BBIJAHHBIX IOJH30BATENIO0 KIIOYAX D3JCKTPOHHON NOIMMCH, Jarax
NIOJIyYEHUS U NpEeKpalleHns ux aenctBus (u3bsatust) xpanurcs B UC nocrosiHHO.
5.3. Ilpu npekpamienun y corpyaHuka OpraHu3alnuu JOJDKHOCTHBIX OO0sI3aHHOCTEH 1Mo o0paloTke
BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB C Mcnoiab3oBaHueM 11011 nnu npu yBoJIpHEHUHM COTpyIHHUKA
€ro KJIKY BHOCUTCS B PEECTP OTO3BAHHBIX KIHOYEH IEKTPOHHONW noanucu OTBETCTBEHHBIM 3a
TexHuueckytro noanepkky MC. C MoMeHTa BHECEHHs KIOo4Ya B PEECTP OTO3BAHHBIX KIIIOUEH
AJIEKTPOHHOW TOAMMCH Bce mocieayoomue Jokymentsl, noanucanueie stoit 1911, He cumTatorcs
MOIMMCAHHBIMU HAJICKAIIAM 00pa3oM, T. €. TIOJIUCHIO, PABHO3HAYHOW COOCTBEHHOPYUYHOM.

6. IIpuMeHeHHEe YCUJIEHHOMH 3J1eKTPOHHOM MOANHCH
6.1. KoHKpeTHBII niepedeHb paOOTHUKOB, MMEIOIINX MTPABO MCIOIB30BAHUS YCHIICHHOHN AJIEKTPOHHOMN
HOJIKCH, YTBEPXkKAAETCs pacHOpSIUTEIbHBIM aKTOM pPYKOBOAMTENA (Jajee - YHOJIHOMOYEHHBIE
PabOTHHKN).
6.2. B memix oOMeHa SJIEKTPOHHBIMH JOKYMEHTaMH, IPEIyCMOTPEHHBIMH 3aKOHOAATEIbCTBOM
Poccuiickoit denepanny 1 HHBIMH HOPMaTUBHBIMU [TPaBOBBIMU aKTaMU YIIOJTHOMOYEHHbIE paOOTHUKH
HAJIEJSIIOTCS TPABOM MCIIOJIB30BAHUS YCUIIEHHOW JIEKTPOHHON MOATIHUCH.
6.3. YnonHoMoueHHbIE paOOTHUKH 00€CTIeUNBAIOTCS KBATH(PUIIMPOBAHHBIMH CepTH(PHUKATAMU KITFOUEH
IPOBEPKU 3JIEKTPOHHBIX MOANUCEH, CO3AAHHBIMU M BBIAAHHBIMU YJIOCTOBEPSIOUIMMH LEHTpPaMH,
NOJYYMBIIUMH AaKKPEJUTALUI0 HAa COOTBETCTBHE TpeOoBaHUsAM DelepanibHOro 3akoHa OT 6 ampens
2011 roma N 63-®3 "OO onexkTpoHHOM moamucu" (manee - CcepTUPUIMPOBAHHBIE CPEACTBA
AJIEKTPOHHOM MOATHUCH).
6.4. CeprudunupoBaHHbIE CPEICTBA AIIEKTPOHHOW MOAMMCH HCIIOJIB3YIOTCS YIIOJIHOMOYEHHBIMU
pabOTHUKAMU HCKIIIOUUTENIBHO Ui  (OPMUPOBAHUS YCHJIEHHOM SJIEKTPOHHON MOJIMUCH TOJ
ANEKTPOHHBIMHU JIOKYMEHTaMH, MPEyCMOTPEHHBIMHA 3aKOHOJATeNbCcTBOM Poccuiickoin denepaunni 1
WHBIMM HOPMATHBHBIMH MPAaBOBBIMH aKTaMHM W MOAJIEKAIIMMHU DPA3MEIIEHUI0O B MHPOPMAIMOHHOM
CUCTEME.
6.5. Ilpu uCHONB30BAaHUM YCHJICHHBIX JJIEKTPOHHBIX TIOANUCEH YIOJIHOMOYEHHBIE DPAOOTHUKU
00s13aHBI:
- obecnieunBaTh KOH(MUICHIMAIBHOCTD KIIOUEH 3JEKTPOHHBIX MOJMKMCEH, B YACTHOCTU HE JOIMyCKaTh
UCTIOJIb30BaHUE MPUHAISKAIINX UM KITIOUeH JIEKTPOHHBIX MOANKCcel 6e3 uX coriacus;
- YBEIOMJISITh PYKOBOJIUTENS € MOCIEAYIOINM YBEIOMIIEHUEM YIOCTOBEPSIIOIIETO LIEHTPA, BBIIABIIETO
cepTu(UKaT KItoYa TMPOBEPKH HJIEKTPOHHOW TMOJMNUCH, M MHBIX YYAaCTHUKOB HH(DOPMAIMOHHOM
CUCTEMBI, O HapyIlIeHWU KOH(QUACHIMAIBLHOCTU KJII0Ya 3JEKTPOHHOW MOJNKCH B TeUeHUEe He Oolee
YeM OJJHOTO paboyvero AHs €O JHs MOJydyeHHsI HH(POpMALUK O TAKOM HapyLIEeHHUH;
- HE WCIOJIb30BaTh KIIOY JJIEKTPOHHOW MOANMUCH IIpU HAIWYMM OCHOBAaHMM IONaraTh, YTO
KOH(HICHIIMATBLHOCTD TAHHOTO KJII0Ya HapyIIeHa;
- UCHIOJB30BATh JJIS CO3J]aHUS M MPOBEPKH KBATU(HUIIMPOBAHHBIX 3JEKTPOHHBIX MOANUCEH, CO3IaHUS
KIIo4ell KBATM(HUUMPOBAHHBIX 3JEKTPOHHBIX TMOAMMCEH M KIIOYEH MX TPOBEPKU CpPEICTBA
9JIEKTPOHHON MOJNMCH, UMEIOIINE MOATBEPKIECHHE COOTBETCTBUSI TPEOOBAHMSAM, YCTAHOBJIEHHBIM B
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cootBercTBUM ¢ DenepanbHbiM 3akoHOM 0T 6 anpens 2011 r. N 63-®3 "O6 snekTpoHHOM moamucu".

6.6. Jna oOecrneyenuss 0€30HaCHOCTH  HCIIONB30BAaHHMS  CPEACTB  DJCKTPOHHOH  MOJIKCH
CepTU(HUIMPOBAHHBIE CPEACTBA SJEKTPOHHOM MOANHCH JOJDKHBI NPUMEHATHCS YIOJIHOMOYEHHBIM
pabOTHUKOM B COOTBETCTBMM C TPEOOBAHUSAMM TEXHUYECKOM M HKCIUTyaTallMOHHOW JTOKyMEHTAllUU Ha
IPUMEHSEMbIE CPEACTBA 3JEKTPOHHOM MOANUCH, B TOM YHUCIE JOJDKHBI COOJIIOJAThCA CIEAYHOIUe
TpeOOBaHUS:

- obecrieyeHue 3alIUThl KOMIBIOTEPA OT HECAHKIIMOHMPOBAHHOIO JOCTyNA IIyTEM HAaCTPONKU
MOJUTUKA OE30MIaCHOCTH, YCTAHOBKU JIOTIOJIHUTENBHBIX CEPTU(UIMPOBAHHBIX CPEACTB 3aAIIUTHI OT
HECaHKIIMOHUPOBAHHOTO JIOCTYIA, YCTAHOBKH JIUIICH3HOHHOTO IPOTPAMMHOTO 00ECTICUeHHS;

- coOmoneHue mpaBua Oe3omacHOW paboTel B cetu VHTepHeT M oOecrieuyeHHe HENpepbIBHON
KOMIUIEKCHON 3alllUThl KOMIIBIOTEpAa OT BPEIOHOCHBIX IPOrpaMM IpU MOAKIIOYEHHH K CETAM
nepeaayy JaHHbIX IyTEeM YCTAHOBKU aHTUBUPYCHBIX IIPOrpamm;

- YCTaHOBKA HaJIe)KHBIX ApOJICH K KIIIOUEBBIM HOCUTEISM, CUCTEME KOH(PUTYPUPOBaHHsI KOMIIbIOTEpA,
YUYETHOH 3aluCu U SKPAHHON 3aCTaBKe ONEpPallMOHHON CUCTEMBbI, 00eCieYeHHE UX PErYIISIpHONH CMEHBI.
6.7. B mnpomecce paboTel C CepTUPUIMPOBAHHBIMUA CPEACTBAMHU DJIEKTPOHHOH  ITOAIUCH
YIIOJIHOMOYEHHBIMA PAa0OTHUKAMH JOJDKHBI OBITH 00ECHEYEHBl YCIOBUS XPAHEHUS KITFOUEBBIX
HOCHUTEINICH M KapTOYKH OT3bIBA KIIIOUEH, MCKITIOYAIONINE BO3MOXHOCTh JOCTYIA K HUM MOCTOPOHHUX
JIVII, HECAHKIIMOHUPOBAHHOTO HCITOJIb30BAaHMS WIIM KOTIMPOBAHUS KIIFOYEBOH MH(DOPMAIIUKM U Tapojen
OT3bIBa KIIFOUEH.

6.8. [lnga uckimo4yeHus yTpaThl KIHOYEBOH MHQPOpPMaLUU BCIEACTBHE J1e(EKTOB HOCHUTEIEH
pEeKOMeH1yeTcs TOociIe MOJTY4YEHHUsl KIIOUEBBIX HOCHUTENeH co3larh padoune konuu. Komuum nomKHBI
OBbITh COOTBETCTBYIOIIUM 00Pa30M MAPKUPOBAHBI U JIOJKHBI UCIIOJIB30BAThCS M XPAHUTHCS TaK XKe, KakK
OpPUTHHAJIBI.

6.9. VYmomHOMOYeHHBIE pPAaOOTHUKH HECYT TIIE€PCOHAIBHYIO OTBETCTBEHHOCTh 3a oOOecreyeHune
KOH(QHUICHIIMATHPHOCTH KIIIOYEH DJIEKTPOHHON TMOMMUCH W COONIOACHWE TMPaBHI OKCILTyaTalluy
CepTU(GHUIMPOBAHHBIX CPEJICTB IEKTPOHHOM MOAMUCH.

7. 3akII04UTeIbHbIE M0JI0KEHUS
7.1.Hacrosee [lonoxxeHue BcTynaeT B CHITY € 1aThl yTBEPKICHHUS.
7.2.Texct Ilonoxenus pasmemaercs B MC. Crmocob moctynma k akTyanbHOH Bepcuu IlomoskeHus
OIMCHIBAETCS B MOJIb30BATENbCKON JoKyMeHTauuu k NC.
7.3.Texct IlomoxkeHHst XpaHUTCS Y 3aBEIYIOIIET0 M 3aMECTHUTEINS 3aBEAYIONIETO MO aJIMUHUCTPATHBHO-
XO03s5ICTBEHHOM paboTe 1 NMpeAocTaBiseTcs coTpyaHiuKaM OpraHu3aiuy no3amnpocy.
7.4. JToxymentsl, co3ganabie B UC u noanucannsie [13I1 u (nnw) OIIT B cOOTBETCTBUM C HACTOSIIUM
[TonoxxeHneMm, MPU3HAOTCS IOPUANYECKU 3HAUUMBIMU C AaThl yTBepKaAeHUs [lonoxenus.
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VYBenomienue

K [TooxeHno 00 MCIOIh30BAaHUH ITPOCTOM
AJIEKTPOHHOU MOAIMCH JIJIs1 BHYTPEHHETO
AJIEKTPOHHOTO JIOKYMEHTO000pOTa

YBenomMiieHme
00 o3HakomiieHuH ¢ [losokeHneM 00 UCIOJIb30BAaHUHU TIPOCTOM AJICKTPOHHOM MOIUCH TSI
BHYTPEHHETO JJIEKTPOHHOTO JIOKYMEHTO000pOTa

[©. . O. pabornuka], uMeHyeMblii B AanbHeimeMm "PaOOTHHMK'", HACTOSIIHM
MOATBEPIK/IaeT, 4YTO O3HAKOMMICA U corjaceH ¢ [losokeHneM 00 HCMONB30BAaHUM MPOCTOMN
ANEKTPOHHON MOANHUCH I BHYTPEHHETO 3JIEKTPOHHOTO JOKYMEHT0000poTa B MyHHUIIMIIATEHOM
OIOPKETHOM JIOIIKOJILHOM O0pa3oBareinbHOM YyupexkaeHuu «Jlerckuii cag Ne 99», a mmeHnHo,
PaboTHHK TpU3HAeT paBHO3HAYHOCTH CBOEW IMPOCTOM AIEKTPOHHOW monmucu (manee - [1DIT)

COOCTBEHHOPYYHOH TOAMHCH Ha OyMa)XHOM HOCHUTENE H 3asABISIET O TPUCOSAWHEHHH K
COTJIAIIEHUIO 00 y4acTUU BO BHYTPEHHEM 3JICKTPOHHOM JOKYMEHTOOOOPOTE C MCIOIH30BAHUEM
1211 na ycnoBusix IlonoxeHust o0 HCIOJIB30BAHUM MPOCTOM 3JIEKTPOHHOW MOANMMCH s
BHYTPEHHET0 3JIEKTPOHHOI'0 IOKYMEHT0000p0oTa B MyHUIIUIIAIBHOM OO/PKETHOM JTOLIKOJBHOM
oOpazoBatensHOM yupexxaeHuu «Jlerckuii cag No 99».

[Tonnucanue PaGOTHMKOM HACTOSIIEro YBEAOMIIEHUS PaBHO3HAYHO NPUCOEAMHEHUIO K
COIJIAIIEHUI0 00 Y4acTUH BO BHYTPEHHEM 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE € UCHOIb30BAHUEM
[1211 Ha ycnoBusix Hactosiero IlonoxeHus B COOTBETCTBUHU cO CT. 428 I'paskjaHCKOro Kojaekca
P® ("dorosop npucoeauHeHus") ¢ JaThl HOIMUCAHUS.

[momkHOCTE, MOATIHCH, HHUIKATEI, (haMuns] [drcio, Mecsil, ToA]

MYHULINTTAJIBHOE MoanucaHo undpoBoi
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YUPEXIEHWE "OETCKAN oo

YYPEXOEHWE "OETCKUIA CAL Ne

CAJI N2 99" Nata: 2024.12.12 14:24:25 +04'00"


https://internet.garant.ru/document/redirect/55736482/0
https://internet.garant.ru/document/redirect/55736482/0
https://internet.garant.ru/document/redirect/12184522/21
https://internet.garant.ru/document/redirect/55736482/0
https://internet.garant.ru/document/redirect/10164072/428

		2024-12-12T14:24:25+0400
	МУНИЦИПАЛЬНОЕ БЮДЖЕТНОЕ ДОШКОЛЬНОЕ ОБРАЗОВАТЕЛЬНОЕ УЧРЕЖДЕНИЕ "ДЕТСКИЙ САД № 99"




