«261-Tii HOMEPOHBLINH CAT» MK0JI203b
JOBIIIETOHbS] MYHUITAIIAT KOHBIITIH
BO3HCHKHUCH YKBIOPT
(261-titHomepo LIIJIMKBY)

MyHununanbHoe 0103KeTHOe JOIIKO0JIbHOe
o0pa3oBaTebHOE yUpesKAeHne
«JleTckuii cag Ne 261»

(MBIOY Ne261)

[TPUKA3
05.11.2024 Ne 130

00 yrBepxaenuu [lonoxennst 00 HCNOIb30BAHUM MPOCTOM 3JIEKTPOHHOM MOANNCH U
3J1eKTPOHHOM MG POBOI MOANMCH VIS JIEKTPOHHOT0 TI0KYMEHT0000poTa B
MyHUIMIIAJIBLHOM OI0KETHOM JOIIKOJbHOM 00pa30BaTeJIbHOM YupexaeHnu «JleTckuit
cag Ne 261»

B mensx peanusanuu 3JeKTPOHHOTO JOKYMEHTa000pOTa, Ha ocHOBaHHU PDeepaabHOro
3akoHa «O0 anekrponHoi moamucu» oT 06.04.2011 Ne 63-D3 (ganee — 3 Ne 63-D3),
NPUKa3bIBAIO:

1. VYrtBepauts IlonmoxeHue 00 WCHONB30BAaHUM TPOCTOH DIEKTPOHHOW TMOIIHCH U
DIIEKTPOHHOW THUQPPOBOKW MOANMCH JUIA  DIIEKTPOHHOTO  JOKYMEHTO00O0pOTa
MyHHuIMTIanbHOM OOPKETHOM JIOMIKOJIEHOM 00pa3oBaTeIbHOM yupexkaeHuu «JleTckuii
cax Ne 261» (manee — I[Tonoxkenue).

2. KunecroBoii flHe CepreeBHe, KalbKynaTOpy, pa3MecTHTh naHHoe [lonoxeHne Ha
opunmansaoM carite MBJIOY Ne 261 B cetnn UnTepHer B Teuenne 10 paboumx mHel c
MOMEHTA €T0 YTBEP)KICHUSI.

3. KoHTpoIh 32 NCIIOJTHEHUEM MPUKA3a OCTABIISIFO 32 COOOM.

Mopnvcaro: LWikkikosa Enena Briannminposka
DN: cn=LUmbikosa Enena

Zagenyromuit MBJIOY Ne 261  LMbikoBa EneHa e e soteros E.B.I1IMbIkOBa
YYPEXIEHWVE "AETCKUMA CALl Ne 261",

BJ'I aanMmn po BHQAQ  emai=mdouz6iien@mail.ru

MpuHa: A COrNaceH ¢ yKasaHHOi YacTbio
37010 AoKkymenTa

C nprka3zoM 03HaKOMIIEH S1.C.Knecrosa



YTBEPXIAIO

3apenytromuii MBJIOY Ne 261
E.B.IlImpikoBa

[Tpuka3 ot 05.11.2024r Ne 130

IToJ107xeHMe 00 MCTIOIB30BAHUM MIPOCTOM 3J1EKTPOHHO NMOJANUCH U 3JIeKTPOHHOM
nu¢poBoii MOANMUCH IJIA IJTEKTPOHHOI0 JOKYMEHT0000p0oTa B MYHHUIIMIIAJIHHOM
010/1’KeTHOM /IOLIKOJIbLHOM 00pa3oBaTeIbHOM yupexaeHnu «/lerckmii cax Ne 261»

1. O0mue moJ1oxkeHUst
1.1 Hacrosimiee [lonmoskeHue 06 UCTIOIB30BaHUM TPOCTOM AIEKTPOHHOMN MOIUCH U JICKTPOHHON
HOJIHUCHU JIJISl 3JIEKTPOHHOTO JOKYMEHT0000poTa B MyHUIIMIATBHOM OIOJKETHOM JIOIIKOJILHOM
obpasoBaresnibHOM yupexaeHun «Jletckuii cam Ne 261» (mamee - Ilosoxkenue) sBasieTCs
JOKAJIbHBIM  HOPMATHUBHBIM  akTOM  MyHMIMNAIbHOrO  OIOJUKETHOTO  JIOIIKOJBHOTO
obpazoBarenbHOro yupexaeHus «Jlerckuii cax Ne 261» (manmee - OpraHu3saiys) ¥ ONpeaeiseT
HOPSIOK U YCIIOBUS paOOTHI COTPYTHUKOB C DJIEKTPOHHBIMH JTOKyMeHTamu B MHpopMannonHoit
Cucreme (manee — MC), HEMOCPEACTBEHHO CBA3aHHBIMH C HMX TPYAOBOH IESITEIbHOCTBIO, C
NPUMEHEHHEM TIPOCTON 3JIeKTpoHHO# moxamucu (manee — [1DI1) u anekTpoHHO# HUBPOBOI
noamucu (manee - DLIIT).
1.2 Peamuzammsi ompeneneHHbIX HacTosmuM [lookeHreM yCIOBHN TPUMEHCHHS MPOCTON
AJIEKTPOHHOW TMOAMHCH M JJIEKTPOHHOM 1udpoBoii moamucu oOecredyrBaeT MpUAaHHE
IOPUAMYECKON CHJIBI AJIEKTPOHHBIM JokyMeHTaM Opranuzauuu B WC, TpeOyrommm JHYHOU
MOJAMKUCH COTPYIHHKA, U ONlepalUsiM C HUMH.
1.3 Hamawme 1311 u DIIIT obecnieunBaeT 31eKTpOHHBIM JoKyMeHTaM B VC:
® [10/UIMHHOCTb - IOJTBEPKAEHUE aBTOPCTBA JOKYMEHTA,
® [1€JIOCTHOCTb - JIOKYMEHT HEe MOKET ObITh M3MEHEH 0CIIe MOIHCAHUS,
® HE OTPUIIAHUE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOYKET OTKA3aThCsl OT CBOCH MO/IITUCH.
1.4 ]JIns moamucaHusi MEKTPOHHBIX AOKyMeHTOB B MC mcnonb3yercs ayeKTpoHHas udpoBast
MOJMUCH - HH(pOpMaLUs B 3JIEKTPOHHOM (hopMe, KOTopasi MPUCOEIUMHEHA K Jpyroi nHpopManuu
B 3JIGKTPOHHOHU (opme (moamuchiBaeMoit nHPpOpMALUK, JOKYMEHTY B JJIEKTPOHHOM BHUJIE) WITH
MHBIM 00pa3oM cBs3aHHasl ¢ TakoW MH(OpManMel, U KOTopas UCHOJb3YeTCs AJIs ONpe/esIeHus
JM1IA, TOAMUCHIBAIONIETO HH(OPMALIHIO.
1.5 B xauectBe nmy6nuuHoii yactu kiatoda [I13I1 u OIII ucnionb3yercs yHUKaIbHOE UMS YYETHOM
3aMucH, MpUMeHseMoe JUIsl aBTopu3anuu nois3zoBatens B VIC. B kauecTBe KOH(UICHINATBHOM
yactu kiroua [19I1 u ST ncrons3yeTcs naposb K y4eTHOM 3alKCH.

2. TepMuHBI M Onpe/IeJIeHUS
B nannoM IlonosxeHnn UCIIONB3YIOTCS CIELYIOLIUE TEPMUHBI U UX ONPEIACIICHHUS
2.1 Bragernerr 3JIeKTPOHHOM MOANUCH - COTPYIHUK OpraHu3anuu, MOANMACABIINN Y BeIOMIICHHE
00 O3HaKOMJIEHUH C HacTosAmMM [lojoxkeHneM M UCHONB3YIOIUI UM MOJIb30BATENs M MapoJib
nst apropuzannu B UC;
2.2 DneKTpoHHBIN HoKyMeHT (nanee - JlokymeHT) - JoKyMeHT co3naHHblil B C B 21eKTpOHHOM
dopMe M MOANKMCAHHBIN SJICKTPOHHON MOJMUCHI0 COTPYIHHKA (IEKTPOHHBIMU TOIMHCIMHU
coTpynHHKOB) OpraHu3amuy,
2.3 K4 9SJeKTpOHHOW TONIMUCH - YHUKalIbHAs TOCJIEIOBATEIBHOCTh  CHMBOJIOB,
IpeJHa3HauYeHHas Ui MOATBEPKIACHMs ¢ ucnoabp3oBanueM cpencts MC noamunnoctu 11011 n
OUII B /lokymeHTe;
2.4 PeecTp BBIJAaHHBIX KIIOYEH AJIEKTPOHHON MOAMHCH - XpaHsmuiics B LC cicok yHUKaIbHBIX
MIOCJIE0BATEIBHOCTEN CUMBOJIOB, COIEP/KALINXCS B BBIJAHHBIX ITOJIB30BATEIISIM HMEHAX YYETHBIX
3aIMCcel U mapossx;



2.5 Peectp OTO3BaHHBIX KIIOYEH DSJIEKTPOHHOW moamucu - xpassmmiicis B HMC cnucok
nonb3oBareneit MC, KIrtouu 3JIeKTPOHHOHN MOANKUCH KOTOPBIX K MOMEHTY OOpaIlieHus K TaHHOMY
peecTpy ObLIIM OTMEUEHBI KaK HEeJCHCTBUTENbHBIE;

2.6 Dnekrponnas tudposas noanuchk (DIIII) u mpocras snexrponHas moanucu ([1DI1)-
uHpopManus B eKTpoHHOU ¢opme B MC, Bo3HUKaIOMIAs B MOMEHT BBITIOJTHEHHS! BJIaJIENIbLIEM
AIIEKTPOHHOM MOANMCH KoMaH bl noanucanus Jlokymenra B untepgeiice UC, noarsepxaaronias
noUIMHHOCTE JlokyMenTa u/unu dakt o3HakomieHus iaaaeibia [1DI1 u DI ¢ JJokymeHTOM,
KOTOpasi B3aMMHO OJHO3HAYHO CBSI3bIBAETCS ¢ JIOKYMEHTOM U BJIaJIeIbIIEM TOANKCH;

2.7 Wramn 1911 u SLII - BuU3yanmbHas oTMETKa 00 3JIEKTPOHHOHN TMOJIMCH, BKIFOYArOIIas
pexBusuthl 11011 u OUII, xortopas aBTomMarnyecku cos3paercs cpencrtsamu MC npu oTKpbITHH
(Busyanuzanuu) gokymenra, moamucannoro IIDI1 u DOIII, B wunrepdeiice MC; Bpems
dopmuposanus 1311 u SUII oroOpaxaercst B mTamie Mo 4acoBoMy nosicy nosin3osarens UC;
2.8 OOpaboTka SJIEKTPOHHOTO JOKyMeHTa - JeicTBus mousb3oBarenss WMC ¢ ayeKTpoHHBIM
nokymeHToM cpeactBamu VC, Bkirovasi, HO HE OTPaHUYUBASACH. CO3J]aHuUE, TPOBEPKA, OAMUCAHUE
[12IT u DOUII, undbopmupoBanue apyroro mnoib3zoBatenss MC o JoKyMeHTe, MOATBEpXKACHUE
MOJTyYeHUs, O3HAKOMIICHHUE, CO3/JaHIE KOIMU Ha OyMakHOM HOCHUTEIIe, OTKIIOHCHHE, yIaJICHHE.

3. ObecneyeHue IOPUANYECKOI CHJIbI JIEKTPOHHBIX TOKYMEHTOB
3.1 JKusznennsiii 1uka [Joxymenra B MC BKIIIOYaeT: co3faHUEe M MpoYHe JEHCTBUS MO €ro
o0paboTke, oTpaxkeHne B ydere, a Takke xpanenue B MC. MC obecnednmBaeT peructparuio
JICWCTBHIA TIONTb30Bateneil ¢ JlokyMeHTOM (JIOTMpOBaHKE) B TCUCHHUE JKU3HEHHOTO IHKJIA.
3.2 Bce Bmamensubl [I9I1 m OUIl npusnaror paBHO3HauHocTh cBoed I[IDIT m DI
cOOCTBEHHOPYYHOH MOANNCH Ha OYMa)XKHOM HOCHTETIE.
3.3 IMomaomouns Bnaxensua [13I1 u OLII, moxmucaBmero J{OKyMeHT, MOATBEPKAAIOTCS B
MoMmeHT noanucanusi Jlokymenta B MC aBTOMaTMyecku MO MOJIOKHUTEIBHOMY pE3yJIbTaTy
CJIETYIOIINX IPOBEPOK:
® COOTBETCTBYIOIUI NOJIB30BaTENb aBTOpU30BaH B MC,
® COOTBETCTBYIOUIMM KJIIOY AJIEKTPOHHOW IOANKMCH BKIIOYEH B PEECTP BBIIAHHBIX KIIOUEH
ANEKTPOHHOU MOJIIHCH,
® COOTBETCTBYIOLIMM KJIFOY DJIEKTPOHHOM MOANNCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
ANEKTPOHHOU MOJIIHUCH.
3.4 Bpems ¢dopmupoBanus 31eKTpoHHOW mnoanucu ¢ukcupyercs cpeactsamu HC 1o
rpuaBudckomy Bpemenu (UTC+0).
3.5 DnexTtpoHHble a0KyMeHTHl, noamnucanuele 1011 m DUII, npusnatotcss B Opranuzanuu
PaBHBIMM [0 IOPUIUYECKONW CHJIE€ JOKYMEHTaM Ha OyMaXXHbIX HOCHUTEINSX, 3aBEPEHHBIM
COOCTBEHHOPYYHOM MOMHCHIO.
3.6 IMomp3oBarenu MC npusHaroT, uto Buzyatu3anus mramma 1311 u DI npu gemoHcTpanun
Hokymenta B unTepdeiice MC, BbmonnenHass cpencrBamu MC, sBisercs HEOCTOPUMBIM
MOATBEPKIeHNEM (aKTa MOAMKUCAHUS TOKYMEHTa COOTBeTCTBYOmUM Biazaenbiem [1211 u DIIIT
(MOUTMHHOCTB M HEOTPEKAEMOCTH).
3.7 Xpanenne JIOKyMEHTOB OCYIIIECTBIISCTCS ITyTeM 3aIlUCH CBEJCHHH O J[OKyMeHTax B apXuB
AJIEKTPOHHBIX IOKYMEHTOB, KOTOPbIN siBisieTcs yacTbio MC.
3.8 Opranmsanusi oOecrieyMBaeT TEXHWYCCKMMH W OPTaHW3AIMOHHBIMH MEPaMH 3aIlUTy OT
HECAaHKI[MOHMPOBAHHOTO JOCTyNa M MPEJHAMEPEHHOTO YHHYTOXKEHHS W/WIIM HMCKAKCHUS
cBelleHnid o JIoOKyMeHTax B apxXuBe JJIEKTPOHHBIX HOoKymeHTOoB MC, a Takke rapaHTupyer
MOJTBEP>KJIEHUE aBTOPCTBA TOKyMeHTa, noanucadHoro [1911 u OIIII aBTopa, B TOM 4ymciie myTeM
YTBEPKACHUS] MOMMEHHOIO OrPaHMYEHHOIO CIHCKa JIMI, MMEIOUIMX paclIMpeHHbIe
(amMUHHCTpATHBHBIE) MTPaBa JIOCTYNA K apXHUBY JIEKTPOHHBIX JoKymMeHToB VC.
3.9 NoxymenTtsl xpansatcs B IC B Tom popmate, B KOTOpOM OHU ObUTH co3aHbl. CPOK XpaHEHUS
JlokyMeHTOB U cBesieHH 0 JlokyMeHTax He MOKeT ObITh MeHee 3 (Tpex) JIeT U OnpeAessieTcs B
COOTBETCTBUM C JIOKAJIbHBIMM HOPMATUBHBIMU akTaMu OpraHu3alid WIN €€ CTPYKTYPHBIX
MIOAPAa3/ICIICHUMN.



3.10 Komus 351eKTPOHHOTO JTOKYMEHTa MOKET OBbITh M3roTOBJCHA (pacreyaTaHa) Ha OyMa)KHOM
Hocurene cpencrBamu MC u 3aBepeHa coOCTBEHHOPYUYHOU moanuckio Biaaensia [1911 u DI,
a0 YJieHaMU KOMHUCCHH, BKJIIOYAIOIIel B ce0si Kak MUHUMYM pykoBoauTenss Opranusaiuu u
JIMII0, UMEIOIIee paclIupeHHble (aIMUHUCTPATHBHBIC) MpaBa JOCTYIA K apXUBY JICKTPOHHBIX
nokymeHntoB VC. Komnus 37eKTpOHHOT0 J0KyMeHTa Ha OyMakHOM HOCHTEJIEe JOJKHA COIePKaTh
Busyanu3saiuio mramia (mrrammnos) [1911 u DT, noaTBep K IaroIIyo0, 4To opuruHan JJokymeHTa
noanucad 1911 u DIII. AyTeHTHYHOCTD 3JIEKTPOHHOTO JTOKYMEHTA M €ro KOMWU Ha OyMaKHOM
HocuTene obecneunBaercs cpenctamu VC.

4. IlpaBa, 0013aHHOCTH ¥ OTBETCTBEHHOCTH BJIa/le/IbLa 3JIEKTPOHHOI MOANUCH
4.1 Bnagenen [1211 u DIIT umeet npaso:
e oOpamarecsi K OTBETCTBEHHOMY 3a TexHMUYecKyro mnoanepxkky WC s aHHyauMpoBaHUS
(oT3bIBa), IPHOCTAHOBKH (BO30OHOBIICHHUS) ICHCTBHS IPUHAIICHKALIETO eMY KITF0Ua YIICKTPOHHON
HO/IIIHCH,
e B CiTydae HEOOXOMMOCTH 3aMEHBI, BOCCTAHOBIICHUSI KIIFOYA AIEKTPOHHOU TOANHCH OOpaTHTHCS
K OTBETCTBEHHOMY 3a TeXHUYeCKyo nozepxkky MC ¢ cooTBeTcTByOMIEH NPOCKOOH U MOTYyYUTh
HOBBIW KJIIOY 3JIEKTPOHHOMU MOJIIKCH;
e o0pamiatbcs K pykoBoAcTBY Opranuzanuu Ui pa3dopa KOH(IMKTHBIX CHTyaluid (CIopoB),
BO3HUKaroImuX npu npumenenuu 1311 u SLII B UC.
4.2 Baagenen I19I1 u DLII o6s3aH:
e BeCTH 00pabOTKY BHYTPEHHHMX 3JIEKTPOHHBIX JOKyMeHTOB B MIC B cOOTBETCTBMM CO CBOMMH
JOJKHOCTHBIMU O0S13aHHOCTSIMH;
e T[pUHMMATh BCE BO3MOXKHBIE Mepbl JJs MPEAOTBPAIICHUS HECAHKLIHMOHUPOBAHHOIO
MCIIOJIb30BaHUs CBOETO KJIF0Ya AJIEKTPOHHON MOJIITUCH;
® HU NPU KaKUX YCJIOBUSIX HE MepeaaBaTh K04 3JIEKTPOHHON MOJIUCH JIPyTUM JIUIaMm;
® [P KOMIIPOMETAIIMK CBOETO KIF0Ya 3JIEKTPOHHOM MOANUCH HE3aMEeUIUTENIbHO 0OpaTUThCS K
OtBercTBEHHOMY 3a TexHMuYeckyro mnoaaepxkky WMC g  1NpuOCTaHOBKM — JIEHCTBUS
NPUHAAJISKAIIETO eMY KITI0Ua 3JIEKTPOHHOM MOAMUCH.
4.3 Bnapenen 1311 u DIIII HeceT JMYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTH CBOETO KIFOYa
AJIEKTPOHHON MOAMMCH U €r0 3alUTy OT HECAaHKIIMOHUPOBAHHOT'O UCIIOJIb30BAHUS.

5. TexnoJsiorust npumenenust cpeacts I u I B UC
5.1 Inst mpumenenus 11911 u DI B UC Bnanensiry [1311 u D11 HeoOxoaumo aBTOpU30BATHCS
B UC ¢ ucnosip3oBaHueM myOInuHO# U KoH(uAeHInanbHoM dacteit kmoua [T u DI (ums
HOJIb30BaTeNs U mapoiib). [loamucanue J[oKkyMeHTa BBITIONHSACTCS IyTEM HaXaTHsl HA KHOIKY
"[Nonmucares" B untepdeiice NC.
5.2 Nudopmarmst 000 BceX BBIIAHHBIX ITOJIB30BATEIIO KITFOYAX JICKTPOHHOW TOJITUCH, JaTax
NOJTYYeHHS U MIPEKpaIeHUs uX neicTBus (M3bsTHs) XpaHuTcs B IC mOCTOsSHHO.
5.3 [pu nmpekpariennu y cotpyaanka OpraHu3aniu JODKHOCTHBIX 00s3aHHOCTEH 0 00paboTKe
BHYTPEHHUX JIEKTPOHHBIX JOKYMEHTOB ¢ ucnoiab3zoBanuem [I911 u SIII win npu yBonsHeHUn
COTPYJIHHKAa €ro K04 BHOCUTCS B PEECTp OTO3BAHHBIX KIIOYEH BJIEKTPOHHOM MOANUCU
OtBercTBEeHHBIM 3a TexHu4eckyro noanepxkky MC. C mMoMeHTa BHeCEHHs KIoYa B PEECTp
OTO3BAaHHBIX KJIKOUYEH JIEKTPOHHOM MOAMKUCH BCe ocieayronme JJoKkyMeHTbl, MOAMMCAHHbIE ITON
[IDIT u DLII, He cyMTalOTCS TMOANMUCAHHBIMM HaJUIeXKalluM o0pa3oM, T.e. MOJIHUCHIO,
paBHO3HAYHOI COOCTBEHHOPYYHOM.

6. 3aKIIYHUTEIbHbIEC MOJOKECHUS
6.1 Hacrosimiee [TonoxkeHne BCTynaeT B CHIIY C IaThl YTBEPKICHUS
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