«1-Tif HOMEPOHBLIIIN CA/1» MIK0JIA03b
AbIIIETOHbS MYHHIUIIAJI KOHBIITIH
BO3HCBHKHUCH Y:KBIOPT
(1-titnomepo HIIMKBY)

MyHuIunaIbHOE 0I0KeTHOE JOIIKOJIbHOE
o0pa3oBaTeIbHOE yUpekKIeHne
«Jlerckmii caxg Ne 1»

MBJOY Ne 1)

ITPUKA3
11.10.2024 Ne 228

00 yrBepxaenun IosoxkeHust 00 MCMOJIb30BAHUU MPOCTOM JIEKTPOHHOMN MOANMUCH U
3J1eKTPOHHOM LM (PPOBOI MOANMUCH JJISl JJIEKTPOHHOI'0 JOKYMEHT0000poTa B
MyHMIUNIAJIBHOM OIOIKETHOM J0IIKOJbHOM 00pa30BaTeIbLHOM yupeskaeHun «/leTckumii
cag Ne 1»

B nensx peanusanuu 3JIEKTPOHHOTO JOKYMEHTA000poTa, Ha ocHOBaHUHU DeepanbHoro
3akoHa «O0 anekTpoHHOU oanuck» oT 06.04.2011 Ne 63-D3 (nanee — @3 Ne 63-D3),
NpUKa3bIBAKO:

1. YrBepauts Ilomoxxenne 00 WCHOJB30BAaHUM TMPOCTOM DJIEKTPOHHOW TOIIMUCH U
SJIEKTPOHHOM  IU(PPOBOKM MOAMMCH UL  BJIEKTPOHHOIO  JOKYMEHTO00O0pOTa
MyHHUITUTIATEHOM OIOJKETHOM JIOIIKOJILHOM 00pa30BaTEIbHOM YUpexAeHUN «JleTcKuii
can Ne 1» (manee — [Tonoxxenue).

2. T'anueBoit Enene CanuxoBHe, 3aMeCTUTENIO 3aBeaytoniero no BuMP, pazmectuts nanHoe
[Tonoxenne Ha odpunmansHoM caiite MBJIOY Ne 1 B ceru UutepHer B Teuenue 10
pabounx JHEH ¢ MOMEHTa ero yTBEeP KIECHUS.

3. KoHTpomb 3a UCTIOTTHEHHEM NPUKA3a OCTABIISAIO 32 COOOM.

3asenyromuit MBJIOY Ne 1 JI.3.Paccaxosa

C npuka3zoM 03HAaKOMJICH E.C.I'anuesa



YTBEPXIAIO

3asenyronmit MB/IOY Ne 1
JI.3.®accaxoBa

[Ipukas ot 11.10.2024r Ne 228

IToJs10xeHMe 00 MCIIOTB30BAHUM MIPOCTOI 3JIEKTPOHHOI MOJANUCH M JIEKTPOHHOM
HU(poBoii MOAMUCH IJIA IJTEKTPOHHOI0 JOKYMEHT0000poTa B MyHHMUIMIIAJIbHOM
010/1KETHOM JOIIKOJIbHOM 00pa30BaTeJIbHOM yupe:kaeHnu «/lerckuii cax Ne 1»

1. O0mme moJ10:KkeHUs
1.1 Hacrosimee Tonoxenne 06 MCIIONb30BaHUHU MTPOCTON JIEKTPOHHOM MOIMUCH U SJIEKTPOHHOU
MOJIKUCH JIJISl AJIEKTPOHHOTO JOKYMEHT0000poTa B MYyHHIIMIATEHOM OO/PKETHOM JTOIIKOIHHOM
obOpasoBarenbHOM yupexaeHun «/lerckuit camx Ne 1» (manee - [TomoxkeHue) sIBASETCS JTOKATBHBIM
HOPMAaTUBHBIM aKTOM MYHHIIUIIATFHOTO OFOKETHOTO  JOIIKOJIBHOTO 00pa3oBaTeIbHOTO
yapexaeHus «Jlerckuit cam Ne 1» (mamee - Opranuzanusi) U ONpEACISICT MOPSAOK U yCIOBUS
paboThI COTPYAHHUKOB C 3JIEKTPOHHBIMHU JoKyMeHTamu B MHpopmanmonHoi Cucrteme (manee —
NC), HenmocpeICTBEHHO CBS3aHHBIMU C UX TPYAOBOU JEATEIHHOCTHIO, C MPUMEHEHHEM MPOCTOU
anekTpoHHOU noanucH (nanee — [1911) u anekrporHoi U poBoit moanucu (ganee - D1IIT).
1.2 Peanuzanust ompenelieHHbIX HacTosAmMM [lonokeHueM yCIIOBHI NPUMEHEHUS] MPOCTOMN
AJIEKTPOHHOM TOJANMCH U 3JEKTPOHHOW HM(POBOM moamucu oOecreynBaeT MpHIaHHEe
IOPUINYECKON CHJIBI DJIGKTPOHHBIM JoKkymMeHTaM Opranuzanuu B MC, TpeOyrommm JTHIHON
MOJAMKUCH COTPYIHUKA, U ONIepallUsIM C HUMH.
1.3 Hammuwme TI3I1 u D111 oGecniednBaeT aneKTpoHHBIM JoKymMeHTaM B UC:
® [IOJIJTMHHOCTH - MMOJATBEPKICHUE aBTOPCTBA JOKYMEHTA;
® [ICJIOCTHOCTb - JOKYMEHT HE MOXET OBITh U3MEHEH IMOCIIe TIOIITUCAHMS;
® HE OTpHULIaHUE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXKET OTKA3aThCs OT CBOEH MOAMKCH.
1.4 Jlns monmucaHusi SJIEKTPOHHBIX TOKyMEHTOB B MIC ucmonb3yeTcs dnekTpoHHas mudpoBas
MOAMKCH - HH(OPMAITUS B AIEKTPOHHOU opMe, KoTopasi MPUCOSTUHEHA K IPyroil nHpopManuu
B JJICKTPOHHOI (opme (moamuceiBaeMoli WH(pOpMAIMK, TOKYMEHTY B JJICKTPOHHOM BHJIE) U
MHBIM 00pa3oM CBs3aHHasl ¢ TakoW MH(OpManMen, U KOTopask UCIOIB3YETCs AJisl ONpeesieHus
JUIIa, TTOAMUCHIBAIONIETO HHPOPMAIIHIO.
1.5 B xauectBe myOonuunoi yactu kiroda [1311 u DIIT ucnonb3yercst yHUKaIbHOE UM YICTHOU
3amucH, TPUMEHsSIeMOoe NIl aBTopu3anuu nojib3oBatens B VIC. B kauecTBe KOH(GUICHIHMATLHOM
yactu kiatoua [I311 u SUIT ucnons3yercst maposib K y4eTHOM 3auCH.

2. TepMunbI U onpeaeIeHUs
B nannowm [lonoxeHuu UCNonb3yroTCs CAEAYIOIMINE TEPMUHBI U UX ONPEACIICHUS
2.1 Bnanpenen 37€KTPOHHON MOJAMKCH - COTPYAHUK OpraHu3aluu, MOANUCABIINN Y BEIOMIICHUE
00 03HAKOMJICHHH C HAcTOAIUM [lojokeHneM U MCIONB3YIOIUNA UMS MOJIB30BATENsl U MapoJib
st apropuszannu B UC;
2.2 DnexTpoHHBIA AOKYMEHT (nanee - JIokyMeHT) - JoKyMeHT co3/ianHbiii B UC B 3eKTpOHHOM
dbopMe M TMOANHUCAHHBIM AJIEKTPOHHOW MOAMUCHI0 COTPYAHHKA (SJIEKTPOHHBIMHM MOAMUCIMU
coTpyaHukoB) Opranu3zanuy;
2.3 Koy 5JeKTpOHHOM TMOANHMCH - YHUKaJIbHAsg IMOCJIEAOBAaTEIbHOCTh CHMBOJIOB,
npeAHa3HaueHHas AJisl MOJATBepxkAeHUs ¢ ucnoyib3oBaHueM cpeacts MC noamuunoctu 1911 u
OUII B /lokymeHTe;
2.4 PeecTp BbIIaHHBIX KJIIOUEH 3JIEKTPOHHON NOANMCH - XpaHsauuiics B IC cnucok yHUKaIbHBIX
MIOCJIEIOBATEIBbHOCTEN CUMBOJIOB, COJEPKAINXCS B BBIIAHHBIX MOJb30BATESIM UMEHAX YYETHBIX
3aluced U NapoJsx;
2.5 Peectp 0TO3BaHHBIX KIIOYEH OJJIEKTPOHHOM mnoamucu - xpaHsmuics B HMC cnucok



nosib3oBareseit UC, kimoun 3JeKTPOHHOM TOAMUCH KOTOPBIX K MOMEHTY OOpaIlieHus: K JaHHOMY
peecTpy ObLTH OTMEUYEHBI KaK HEJIeHCTBUTEIBHEIE;

2.6 DnextponHas mudposas moanuck (DLII) m mpocras snektponnas noxamucu (I1911)-
uH(popManus B eKTpoHHOH Gopme B MC, Bo3HUKAIOMIAS B MOMEHT BBITIOJTHEHHSI BIIAJCIbIIEM
3JICKTPOHHOM MOANMUCH KOMaH bl moanucanus Jlokymenta B uaTepdeiice UC, moarBepkmaromas
noUIMHHOCTE JlokymeHTa w/wmm ¢axt oznakomienus Bianensua 1311 u ST ¢ lokymeHToM,
KOTOpasi B3aUMHO OJHO3HAYHO CBSA3bIBAETCS ¢ JIOKYMEHTOM U BIIaJENbLEM MTOANNCH;

2.7 Wtamn II2I1 u DUII - Bu3yanmbHas oTMETKa 00 AJIEKTPOHHOW TOJMUCH, BKIFOYAOINAS
pexBu3uthl [IDI1 u OIIII, kotopas aBromatuuecku cozgaercsa cpencrBamMu MC nmpu OTKpbITUH
(Bu3yanuzanuu) AokymeHTa, mnoamucanHoro I[IDI1 u OIII, B wuaTepdeiice MC; Bpems
dbopmuposanus [1311 u D11 orobpakaercs B mTamIie Mo 4acoBoMy mnosicy nosib3oarens NC;
2.8 OOpaboTka dIEKTPOHHOTO MOKyMEHTa - JelcTBus mosb3oBarenss MC ¢ 3eKTpOHHBIM
nokymeHToM cpencrBamu MC, BKiro4asi, HO HE OTpaHUYMBAsACH: CO3JaHuE, TPOBEPKA, NOANMCAHUE
[I2I1 u DUII, uadopmupoBanue npyroro mnoiszoBarens MC o JHOKyMEHTE, NOATBEpPXKICHHUE
MOJTyYEHUsl, O3HAKOMJIEHHUE, CO3[JaHIe KOMMUU Ha OyMa>kHOM HOCHUTEJNE, OTKIIOHEHUE, yaJeHHeE.

3. Ob0ecnieyeHune WPUANYECKON CHIIBI 3JIEKTPOHHBIX IOKYMEHTOB
3.1 XKusnennsii mukn Jlokymenta B MC BkiIowaer: co3gaHue UM NpoOYME ACHCTBHS MO €ro
00paboTke, oTpakeHne B ydere, a Takke xpaneHue B MC. MC obecreunBaeTr perucTparuio
neiicTBuil monb3oBateneit ¢ JlIokyMeHTOM (JIOTMpOBaHKE) B TEUCHUE )KU3HEHHOTO IIUKIIA.
3.2 Bcee Buagenpusl [IDI1 wm DIl npusnaroT paBHO3HauHOCTH cBoe I[IDI1 u OMII
COOCTBEHHOPYYHOU MOAMNKCH Ha OYMa)KHOM HOCHTEJIE.
3.3 Tlonmnomouuns Bnagensua II9I1 u DUII, moanucaBmiero J[OKyMEeHT, MOATBEPXKIAIOTCS B
MoMmeHT noamnucanus [lokymenta B MC aBTOMaTruyecku IO IOJIOKHUTEIBHOMY PpeE3yJbTaTy
CJIEIYIOLINX IPOBEPOK:
® COOTBETCTBYIOLIUI MOJIb30BaTENb aBTOpr30BaH B UC,
® COOTBETCTBYIOLIMK KJIIOY DJIEKTPOHHOM IOAIMCH BKJIIOYEH B PEECTP BBIIAHHBIX KIIOYEH
3JIEKTPOHHOM MOJIIHCH,
® COOTBETCTBYIOIIUI KJIKOY 3JIEKTPOHHOM IOAIMCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
3JIEKTPOHHOM MOMKUCH.
3.4 Bpems ¢dopMupoBaHHs 3JIEKTpOHHOW moanucu Qukcupyercs cpeacrsamu HMC  mo
rpuaBruckoMy Bpemenu (UTC+0).
3.5 DOnextponHble noKyMeHThl, noxanucanusle [IDI1 u OUII, npusnatorcs B Opranuzanuu
PaBHBIMH [0 IOPUIUYECKONW CHJIE JOKYMEHTaM Ha OyMaXXHbIX HOCHUTENAX, 3aBEPEHHBIM
COOCTBEHHOPYYHOU MOAMKCHIO.
3.6 ITonb3oBarenn C npusnatot, uro Buzyanuzauus mramna [I311 u DI npu nemoncTpanuu
Hoxymenta B wuHTepdeiice MC, BemonmHeHHas cpeactBamu HC, sBIsSETCS HEOCTIOPUMBIM
MOATBEPKIeHNEM (aKTa MOAMUCAHUS TOKYMEHTa COOTBETCTBYIOMUM BiaaenbieM [1911 u ST
(MTOJIMHHOCTH U HEOTPEKAEMOCTB ).
3.7 Xpanenue J[OKyMEHTOB OCYILIECTBIISICTCS MyTEM 3alUCU CBEAEHUM O JIOKyMEHTax B apXuB
JIEKTPOHHBIX TOKYMEHTOB, KOTOPbIN siBisieTcs yacTbio MC.
3.8 Opranuzanusa oOecrneyuBaeT TEXHUYECKMMU W OPraHUW3allMOHHBIMU MEpamMH 3alluTy OT
HECAaHKIIMOHMPOBAHHOTO JIOCTYNa W TMPEeIHAMEPEHHOTO YHHUYTOXKEHUS W/WIM HMCKAKCHHS
cBeneHuid o JlokyMeHTax B apXuBE SJEKTPOHHBIX HOoKyMeHTOB MC, a Takke rapaHTUpyeT
MOJATBEPKJIEHUE aBTOPCTBA TOKyMeHTa, noanucasHoro 1911 u OIIII aBTopa, B TOM 4uciie IyTeM
YTBEPKJICHHSI TMOMMEHHOTO OrPAaHMYEHHOIO CHOUCKA JIML, MMEKINUX pacIIupPEHHBIE
(aAIMMHHCTpAaTUBHBIC) MTPaBa JOCTYMA K ApXUBY 3JEKTPOHHBIX 10KyMeHTOB VC.
3.9 Jlloxymentsl xpansatcs B UC B Tom dopmare, B KOTOpOM OHH ObLIH co3aaHbl. CpoK XpaHEHUS
JIoKyMeHTOB U cBeZieHHH 0 JIoKkyMeHTax He MOXKET ObITh MeHee 3 (TpeX) JIET U ONpeeisieTcs B
COOTBETCTBUM C JIOKAJIbHBIMM HOPMATUBHBIMU akTaMu OpraHu3alid WIM €€ CTPYKTYPHBIX
MIOAPA3ACIICHUN.
3.10 Konust 3eKTpOHHOTO JOKYMEHTa MOKET OBITh M3rOTOBJIEHA (pacriedaraHa) Ha OyMaKHOM



Hocutene cpeacrBamu MC u 3aBepeHa coOCTBEHHOPYYHOU moanuckio Bianaensia 11911 u DI,
an60 YIeHAMU KOMUCCHH, BKJIIOYAIOIIEH B ce0si Kak MUHUMYM pykoBoauTens OpraHu3aiuu u
JUI0, UMEIOIIee paclIMpeHHble (aIMUHUCTPATUBHbBIE) MpaBa JOCTyMa K apXHUBY 3JEKTPOHHBIX
nokymeHnToB MIC. Komus 37eKTpOHHOTO TOKYMEHTa Ha OyMakHOM HOCHTEJIE JI0KHA COIePKaTh
BU3yanu3anuto mramna (mramios) 1311 u D111, moaTBepkaaroiyto, 4to opuruHain JJokyMenra
noanucad [1911 u DLII. AyTeHTHYHOCTD JEKTPOHHOTO JOKYMEHTA U €ro KOIMUHU Ha OyMa)kHOM
HocHuTene ooecnieunBaeTcst cpencrBamu MC.

4. IIpaBa, 00513aHHOCTH U OTBETCTBEHHOCTDH BJIA/IeJIbIA JIEKTPOHHON MOANMUCH
4.1 Bnagenen 1211 u D1II umeer npaso:
e oOpamarbcsi K OTBETCTBEHHOMY 3a TexHHYecKylo mnoanepxxky WC s aHHyIMpoBaHUS
(0T3bIBA), MPUOCTAHOBKY (BO30OHOBIICHUS) ICHCTBUS MTPUHAIJICIKAIIETO eMY KITF09a JJIEKTPOHHON
MOATNCH;
® B cITyyae HEOOXOAMMOCTH 3aMEHbI, BOCCTAHOBJICHHUS KJII0Ya 3JIEKTPOHHOU MOJMUCH 00PaTUTHCS
K OTBeTCTBEHHOMY 3a TeXHUYECKYyI0 noanepxkKy MC ¢ cooTBeTCTBYIOLIEH MPOCKOOH U MOTYyIHUTh
HOBBIW KJTIOY AJIEKTPOHHOM MOJIUCH;
e oOpamarbcs K pykoBoACTBY OpraHuszaiuu A pazdoopa KOH(QIUKTHBIX CHUTYaIMi (CIIOpOB),
Bo3HUKaromux npu npumeHenun 11311 u S1IT B UC.
4.2 Brnagenen I1911 u DIIIT 006s13aH:
e BecTH 00pabOTKY BHYTPEHHHUX JJIEKTPOHHBIX JOKYMEHTOB B MIC B COOTBETCTBUU CO CBOMMU
JOJIKHOCTHBIMU 00SI3aHHOCTSIMU;
® [PUHUMATh BCE BO3MOXHBIE MEpPbl [UJIl TMPEJOTBPAIICHUS HECAHKIIMOHHMPOBAHHOIO
HCITOJIb30BAHUSI CBOETO KJIK0Ya 3JIEKTPOHHOM MOJINCH;
® HY IIPU KaKHUX YCJIOBUSAX HE NEPENABATh KIIIOU MIEKTPOHHOM MOANKMCH IPYTUM JIULAM;
® IIpU KOMIIPOMETAILMU CBOETO KJIH0Ya JIEKTPOHHON MOJIMUCH HE3aMEeIUTEIHHO OOpATUTHCS K
OTBETCTBEHHOMY 32 TeXxHWYecKyr mnomaepkky WC mis  NOpHOCTAaHOBKM — JIEMCTBHUS
MPUHAJISKALIETO MY KJII04a 3JIEKTPOHHOM MOAINUCH.
4.3 Bnagenen [IDI1 u OIIT HeceT MUYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOETO KIiIHOYa
AJIEKTPOHHOMU MOAMKUCH U €T0 3alIUTY OT HECAHKIIMOHUPOBAHHOIO UCIIOIb30BaAHUS.

5. TexnoJsiorust npumenenus cpeacts 1111 u SIII B UC
5.1 s mpumenenus [19I1 u DIIT B UC Bmanensiry 1911 u D11 HeoOxoaumMo aBTOpHU30BATHCS
B UC c ucnonbp3zoBaHueM myOoandHoM M KoH(puIeHIHaIpHOH yacteit kimroua [19I1 u DI (ums
noJyib3oBareis U napoib). [loanucanue JlokymMeHTa BBIOJIHSAETCS MyTEM Ha)KaTUs HA KHOIKY
"Tlonmucats" B unTepdeiice C.
5.2 Nudopmarus 0060 BceX BBIIAHHBIX TOJIB30BATENIO KJIIOUYAX 3JIEKTPOHHOM MOJIUCH, AaTax
NOJIyYEHUS U MPEKpalleHus ux aencteus (u3bsaTus) xpanurcs B IC noctosHHO.
5.3 Ilpu npekpaimiennn y coTpyaauka Opranu3amuu J0HKHOCTHBIX 00sS3aHHOCTEH 1Mo 00paboTKe
BHYTPEHHUX JIEKTPOHHBIX JOKYMEHTOB ¢ Mcnoiab3oBanueM [I9I1 n ST unu npu yBosibHEHUN
COTPYAHMKA €ro KIKY BHOCHTCSI B PEECTP OTO3BAHHBIX KIKOYEH OSJIEKTPOHHON MOIIUCH
OtBercTBEeHHBIM 3a TexHu4eckyro nogaepkky MC. C MoMeHTa BHECEHHs KII0Ya B PEECTp
OTO3BaHHBIX KJIKOUYEH JIEKTPOHHOM MOAMKUCH BCe ocieayonme JJoKkyMeHThl, MOAMMCaHHbIE 3TOU
21T u DOUII, He cYWTArOTCS TMOAMMCAHHBIMU HAUIGKAIIMM 00pa3oM, T.€. MOAIMHKCHIO,
PaBHO3HAYHOW COOCTBEHHOPYYHOM.

6. 3ak/I04UTEeIbHBIC TOJI0KEHUSA
6.1 Hacrosuee ITonoxeHne BCTynaeT B CHILY C JaThl YTBEPKACHUS



