MyHuuunajgbHoe 0101KeTHOe J0IIKO0JIbHOEe 00pa3oBaTe/ibHOE YUpeKIeHue
«derckmii cag Ne 22 o0uiepa3BuBaoleil HaNpaBJIeHHOCTH» ropoaa Mokru

ITPUKA3

ot 01.03.2024 r. Ne 34 -O[1

006 yrBepxnenun IlpaBua co3panus u
HCIIOJb30BAHUA TMPOCTOH 3JIEKTPOHHOM
NOANMCU/IJIS BU3MPOBAHUSA JJOKYMEHTOB
(konuii JIOKYMEHTOB), pa3MellaeMbIX Ha
opUIHATBHOM HHTEpPHeT-caiTe
MBAOY «Jlerckuii cag Ne 22

B cootBercTBuu ¢ .2 1.6 . 1-3 c1.9 ®enepanbHoro 3akoHa ot 6 anpesnst 2011 r. Ne 62-
@3 «O06 371eKTpOHHON MOAMMCH», MPUKA30M (erepaabHON CIyKObl 10 Haa30py B cdepe
obpaszoBanust U Hayku oT 14 aBrycta 2020 r. N 831 «OO0 yrBepkIeHUH TpeOOBaHHHA K
CTpYKType oO(HUUaNbHOrO caiTa 00pa3oBaTeIbHONW OpraHu3aluu B HH(DOPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHOW ceTH "uHTEepHeT" U hopMary mpeacTaBiIeHHst HHPOPMALIANY, n
PHKAa3blBalo:

1. VYrBepaute IlpaBuina cozaHus U UCHOJB30BAaHUS MPOCTOM 3JIEKTPOHHOM MOJIMCH AJIS
BU3UPOBAaHUS JIOKYMEHTOB (KONMMH JOKYMEHTOB), pa3MellaeMblX Ha O(UIUAIBHOM
untepHer-caiite MB/1OVY «Jlerckuii can « 22» (IlpunoxeHre Kk JaHHOMY NPUKa3y).

2. Omny6sukoBaTh Ha opunanbHOM caiite IlpaBuiia co31aHus U UCHOJNIB30BAaHUS IPOCTOM
QJIEKTPOHHOM  MOJAINUCU JJII  BHU3UPOBAaHUS JOKYMEHTOB (KONUH JIOKYMEHTOB),
pa3MeraeMbIx Ha opuiransHoM untepaer-caiite MBJIOY «/leTckuit cam « 22».

3. KonTpois 3a ucroiHeHreM IprKa3a OCTaBIISO 3a COOOiA.



[Ipunoxenue k npukasy
MBIOY «Jlerckuii cam No 22
or Ne

IIpaBuiia co31aHusl U UCIOJIb30BAHUS MPOCTOM 3JIEKTPOHHOM MOANUCH
JJIs1 BUBMPOBAHMS JOKYMEHTOB (KOMUIi TOKYMEHTOB), pa3MellaeMbIX
Ha opunmnaabHoM nHTepHeT-caiite MBIOY «JleTckmii cax « 22»

1. Hacrosimue IlpaBuia pernamMeHTHPYIOT MPOLECC CO3JaHUSI M HCIIOJIb30BAHUS IPOCTOM
aNeKTpoHHOU noanucu (nanee - [1911) ans BU3MpoBaHus, J0KyMEHTOB (KOIIUM IOKYMEHTOB),
pasmeraeMbpiX Ha opunuanbaoM caiite MBJIOVY «Jlerckuii can « 22» (manee - YupexaeHue)
a TaK)Ke CO37aBaeMBIX M XpaHUMBIX B MH(POPMALMOHHBIX cucTemax (naee — MC).

2. I121I1 ucnonp3yetcs B ciyyasix, Korjaa He TpeOyeTcs UCI0JIb30BaHue KBaTU(ULIIMPOBAHHOM
3JIEKTPOHHOW MOJIIHCH.

3. Peanuzanus ompeneneHHbIX HacTosmuMu [IpaBunamu yciaoBHil IpUMEHEHUs MPOCTOM
NEKTPOHHOW MOANMCH oOecneuyuBaeT NPUJAHUE IOPUIUYECKONM CHUJIbl BHYTPEHHUM
nokyMmenTtam Yupexaenus B UC, TpeOyronum THYHON MOIUCH COTPYIHUKA, U ONIEPALIUSIM C
HUMH.

4. Hanmuuue TIDII  obecnieunBaeT  BHYTPEHHHM  DJIGKTPOHHBIM  JIOKYMEHTaM B
MH(POPMAIIMOHHBIX CHCTEMAX:

® [IOJJIMHHOCTB;

® [[EJOCTHOCTb - JOKYMEHT HE MOXKET OBITh U3MEHEH I10CJIE TIOIITUCAHUS.

5. Hokyment, noanucsiBaembiii [1011 B UC nomkeH ObITh B HE peakTupyeMoMdopMmare.

6. [lng nmoamucanus 3JIEKTPOHHBIX AOoKyMeHToB B MC ucmonb3yercs mpocTtas MeKTpOHHAas
NoANUCh - WHGOpMAIMA B SJICKTPOHHOW Qopme, KOTOpas MPHCOSIWHEHAa K Apyrou
uHpopMaud B OSJEKTPOHHOW (¢dopMe (moAmuchiBaeMoil WHGOpPMAIUU, JTOKYMEHTY B
AJIGKTPOHHOM BHJI€) WM WHBIM 00pa3oM CBs3aHHAs C Takol WHGopManueid, u KoTopas
UCIOJNIb3YETCs JIJIsl ONpeIeIeH s TUIa, MOAMKUCHIBAIONIEr0 HH(POPMAIIHIO.

7. B kauectBe myo6snuHO#M yactu kitoua [19I1 ucnons3yercs yHUKaIbHOE UMSI yYETHOM
3alucy, [pUMEHsemMoe Juisl aBTopu3anuu noas3oBatens B HMC. B kauecte
KoH(puaeHManbHoi yactu kitoua [1311 ucnons3yercs napoib K y4ETHON 3aIlUCH.

8. U3roroBnenue (reHepanuio), Beiauy U perucrpanuio B MC yka3aHHBIX B 1. 7 MMEH
10JIb30BATEJIEH U Maposeil OCyIEeCTBIsIET OTBETCTBEHHBIN cOTpyAHUK (aamunuctpatop) UC.
9. IMapons nonb3oBateins MC MoxeT ObITh M3MEHEH €ro BiaJleNblieM B JTI0OO0H MOMEHT Tocie
aropu3anuu B C. PekoMeH1yeTcs U3BMEHSTh Mapojib HE PEKe OJHOTO pa3a B TpUMeECHIIA.
Jlist CHWKEHMsI prcKa 1o00pa Maposisi U HeCAaHKIIMOHUPOBAHHOTO MCIIONIB30BaHUS JIPYTUM
JUIOM  KJIOYa  JJIEKTPOHHOW  TIOJNMCH  PEKOMEHJyeTcs  HE 3aJaBaTbh IapoJy,
UCIIOJIb30BaHHBIE paHee.

10.B nannbix [IpaBunax UCTIONB3YIOTCS CIEAYIOUINE TEPMUHBI U UX ONPEICIICHUS:

* Bnaaodeney npocmoit 31eKmpOHHOU NOORUCU - COTPYAHUK YUPEXKICHUS, HAICICHHBINA
MIOJIHOMOYUSIMU TIOJIUCH JTOKYMEHTOB, UCIOJB3YIOUIMM MMsI IOJIb30BaTENsd U Mapojb s
aBropu3anuu B VIC;

* Inexmponnwiii dokymenm (nanee - JJOKkyMeHT) - JOKYMEHT OJHOT'O U3 HE PeIaKTUPYEMBbIX
TUTOB JOKYMEHTOB, CO3/IaHHBI B JJIEKTPOHHOM (opMe M TOAMHCAHHBIN AJIEKTPOHHOMN
MOJIUCHIO COTPYIHUKA;

* Knwu 3nekmponnoii noonucu - YHUKalbHas TOCIEA0BAaTEIbHOCTh CHUMBOJIOB,
IIpeIHa3HaueHHas 7S IOATBEPKACHUS ¢ ncnob3oBanueM cpeacts MC nogmmuanocTu 11011
» Ilpocmasn rnekmponnas noonuce (I13I1) - vadpopmanus B snekTpoHHOo Gopme B UC,
BO3ZHUKAIOIIAss B MOMEHT BBINIOJHEHUS BIAJENbIEM 3JIEKTPOHHOM MOANMMCH KOMAHJBI
noanucanusi Jlokymenta B unTepdeiice C, moareepkmaromnias moaIuHHOCTh JlOKyMeHTa
u/unn gaxT o3HakomiieHus Braazaensua [1311 ¢ JlokymeHTOM, KOTOpasi B3aMMHO O/IHO3HAYHO
CBsI3bIBaeTCs ¢ JIOKyMEHTOM M BIIaJieNIblIeM MOJIUCH;



 IlImamn II3II - BusyanbHas OTMETKa OO0 DSJICKTPOHHOM TOAMKCH, BKJIFOYAIOIIAs
pexBu3utsl IIOII, koTopas aBTOMarmyecku cospaercsi cpeactBamu MC mpu OTKpbITUH
(Busyanmzanuu) 1okymeHnTa, noanucannoro 1911, B uaTepdeiice UC; Bpems popMupoBaHus
[13I1 oTo6paxaercs B mTamIie o 4acoBoMy nosicy nosnb3oparesns C.

11. JKwusnennsiit muka Jlokymenta B C BKiIIOUYaeT: co3JaHUE U MPOYHME JICUCTBHS 110 €ro
o0paboTke, oTpaxenue B ydere, a Takke xpaneHue B MC. UC obecreunBaeT perucTparuio
NeiicTBHi mosib3oBarese ¢ JJokyMeHTOM (JIOTHpOBaHKE) B TEUCHHUE KUZHEHHOTO LIUKJIA.

12. Tlepuox paOGOTHI Haj SJEKTPOHHBIMU JOKYMEHTAMH BKJIIOYAeT CO3/IaHUE U ApYyTrHe
neictBus mo ux 00paboTke, OTpakeHME B Yy4€Te, a TakkKe IyOJIMKalus Ha caiite
001eo0pa3oBaTeIbHON OPraHU3aAIH.

13. Bce Bnagenbusl 1211 mpusnaroT paBHO3Ha4YHOCTH cBoei [IDI1 coOGcTBEeHHOpYUYHOM
MOANUCU Ha OyMa)KHOM HOCHUTEJIE.

14. Coznmanme [1311 B UC mHUIIMHpPYETCS COOTBETCTBYIOIIMM JAeicTBUEM Biaaenbia [1911,
T.€. HE BBINOJIHSETCA aBTOMaTUYECKU WIIM HE3aMeTHO i1 Biagesnbua [1O11.

15. ITomromouns Bianensua [1911, mognucasmero JlIokyMeHT, MOATBEPKIAIOTCS B MOMEHT
noanucanus Jlokymenra B MC aBroMaTHyecKy 10 NOJI0KUTEIBHOMY PE3YJIbTATyCIEAYIOINX
MIPOBEPOK:

* COOTBETCTBYIOIIMH I0JIb30BaTeNb aBTOpU30BaH B UC,

* COOTBETCTBYIOLIMH KJIFOY JIEKTPOHHOM MOJINKUCH BKJIFOYEH B PEECTP BbIJAHHBIX
KJIFOYEUDIIEKTPOHHOM MOIIINCH,

* COOTBETCTBYIOLUMHN KJIIOU 3JEKTPOHHOM MOAMKMCH OTCYTCTBYET B PEECTpE
OTO3BAHHBIXKJIIOUEH 3JIEKTPOHHOMN MOIIUCH.

16.Bpems popmupoBanus 3NIeKTPOHHOM noanucu pukcupyercs cpeactamu VC.
17.BHyTpeHHuE 3JeKTPOHHBIE TOKYMEHTHI, oanucannbie [1311, npusnatores B Yupexaenuu
pPaBHBIMH TI0 IOPUAWYECKOM CHJIE JOKYMEHTaM Ha OyMa)KHBIX HOCHUTENSAX, 3aBEPEHHBIM
COOCTBEHHOPYYHOH TOJMHKCHIO, 32 UCKITIOUEHHEM CITy4aeB HEOOXOAMMOCTH HCIOIb30BAHUS
KBIM(DUIIUPOBAHHOMN 3JIEKTPOHHOM MOJIUCH B COOTBETCTBUHU C 3aKOHOATENHCTBOM PD.
18.TTonp3oBarern C mpusHatoT, yto Bu3yanm3anus mrammna [I9I1 mpu nemoHcTpammu
Hokymenta B untepdeiice MC, BomonnenHas cpenctBamu VC, sBiseTcs HEOCIOPUMBIM
MOJTBEPXKACHUEM (aKTa TOIMHCAHUS JOKYMEHTa COOTBETCTBYIOIIMM BianaenbiueM [1311
(MOUTMHHOCTH U HEOTPEKAEMOCTH ).

19. Xpanenue JJoKyMEHTOB OCYIIIECTBIISETCS ITyTEM 3alUCH CBEeIeHUH 0 JJOKyMeHTax B apXuB
NIEKTPOHHBIX IOKYMEHTOB, KOTOPBIN siBisieTcs yacThio MC.

20.Yupexaenne 00eCIeUMBaeT TEXHWYECKUMH W OPraHM3al[MOHHBIMH MEpaMd 3alluTyOT
HECAaHKLMOHUPOBAHHOTO JOCTYyNa M MpPEeIHAMEPEHHOI0 YHUUTOXEHMSI W/WUIM HCKAKEHUS
cBeleHUl o0 JlokymeHTax B apXuBe 3JIEKTpPOHHBIX JOoKymMeHTOB MC, a Takke rapaHtupyer
MOATBEPK/IEHUE aBTOPCTBAa JOKyMeHTa, moanucanHoro II3I1 aBropa, B ToMuucie mytem
YTBEPXKACHHUST ITOMMEHHOIO OlPAaHUYEHHOIO CIHMCKA JIML, HMEIOIUX pacIllIupPEHHbIE
(aIMUHUCTPATHUBHBIE) IPaBA IOCTYIA K ApXUBY JEKTPOHHBIX T0KyMeHTOBUC.

21. loxymenTsl Xpansrcesa B IC B ToMm hopmaTte, B KOTOPOM OHM OBUIH CO3JIaHBI.

22.Kormus 37eKTpOHHOTO JIOKYMEHTa MOXKET OBITh M3rOTOBJICHA (pacrieuaTaHa) Ha0yMaKHOM
Hocutene cpeactBamu MC u 3aBepeHa coOCTBEHHOPYYHOM moamuckio Biagensia [1911.
Komnust a1exTpoHHOro T0KyMeHTa Ha OyMa)kHOM HOCHUTEJIE I0JI’KHA CO/Iep KaTh BU3YyaIU3alIUIO
mramna (mrramnos) [1911, moaTBepxaatomtyto, uto opurunan Jlokymenra noanucat [1911.
AYTEeHTUYHOCTH JIEKTPOHHOI'O JOKYMEHTA M €r0 KoUK Ha OyMa>KHOM HOCHTEJEe
obecnieunBaercs cpenctamu MC.

23. Brnanenern [131I1 umeer mipaBo:

*  o0pamarbkcs K OTBETCTBEHHOMY 3a TeXHUYecKyro nojuepxxky UC mnsaHHynupoBaHuUs
(oT3bIBA), TPUOCTAHOBKH (BO30OHOBJIEHMS) JAEWCTBUSA NPUHAJUIEKAIIET0 €My KIo4a
IIEKTPOHHOM OJIIUCH;

* B ciy4ae HE0OXOJIMMOCTH 3aMEHbI, BOCCTAHOBJIEHHUS KJIHOYa 3JIEKTPOHHOW MOJIMUCHU
00paTUThCSI K OTBETCTBEHHOMY 3a TexHHueckylo mnojaepxky HMC c cooTBeTcTByromei



poCchOOi M TOYYUTh HOBBIN KITIOU AJICKTPOHHOU MOITUCH;

*  oOpamarscs VYupexaeHue Uil pa3dbopa KOHQIMKTHBIX CHTyaluid (CIIOpOB),
BO3HUKaromux npu npumenenuu 11211 B UC.

Bnagenen 1911 o0s13an:

*  BecTu 00pabOTKY BHYTPEHHMX 3JIEKTPOHHBIX OKyMeHTOB B MIC B COOTBETCTBUHU CO
CBOMMM JJOJKHOCTHBIMH 00SI3aHHOCTSIMU;

*  [pPUHUMATh BCE BO3MOYKHBIE MEpbl AJIs MPEAOTBPAIIECHUS HECAHKLHMOHUPOBAHHOIO
MCII0JIb30BaHUs CBOETO KJIF0Ua AIEKTPOHHOMN MOJIINCH;

*  HU [P KaKUX YCJIOBUSAX HE MepelaBaTh KIII0Y 3JEKTPOHHOM MOAMUCH JPYTUM JIMLaM;

* IIpU KOMIIPOMETALlUM CBOEr0 KJIK4Ya 3JIEKTPOHHOH IOANUCH HE3aMEUINTENIBHO
0o0paTUTbCsI K OTBETCTBEHHOMY 3a TexHHYecKyro noanepkky MC st mpuocTaHOBKU
JeMCcTBUS IPUHAUIEKAILET0 eMY KIIFo4a 3JIEeKTPOHHON OIHCH.

24 Bnanenen IIDI1 HeceT NMYHYIO OTBETCTBEHHOCTh 32 COXPAHHOCTH CBOETO KIIOYa
3JIEKTPOHHOM MOAIMUCH U €r0 3alUTy OT HECAaHKIIMOHUPOBAHHOT'O UCIOIb30BAHUS.
25.Hacrosimue [IpaBuiia 06 UCIONb30BaHUM MPOCTOM AIIEKTPOHHOM MOANUCH B Y UPEIKICHUN
ABJISICTCA JIOKAJbHBIM HOPMATUBHBIM aKTOM, YTBEPXKAAETCs IPUKA30M 3aBEAYIOILETro
YUPEXKJIEHUS, OCYILECTBISIONIEr0 00pa30BaTEIbHYIO IEATEIbHOCTh



