ITPUHATO : YTBEPXJ/IEHO

OO6mumMm cobpanueM HabOTHHKOB [Ipukasom 3aBenyrouiero
MBJIOY Ne274 MBJIOY Ne274 ot 30.08.2024r.
[Tpotokon Nel ot 28 08.2024r. Ne 9073

MNOJIOXKEHHUE

00 MCII0JIb30B2 HHH 1EKTPOHHOM HHPPOBO# MOAMHCH, IPOCTOI YIEKTPOHHOI
MOXMHCH UIsA 3JIEKTPOHHOI0 J0KYMEHTo0hHopoTa B MyHHIIHIIATLHOM
0101KeTHOM IOIIKOJILHOM 00pa3oBaTe/ibHOM yupexaennu «J/lerckuii can
Ne274y»

1. O0mMe o 10KeHus

1.1 Hacrosmee [lonoxxenne 00 uCHONb30BaHU! 3JIEKTPOHHOM MOMIMCH IS
3JIEKTPOHHOIO ACKYMEHT0000poTa B MyHUIMMAN:HOM OIOKETHOM IOMIKOJLHOM
oOpasoBarenbHOM yupeskaenun «Jlerckuit cam Ne274» (manee - Ilomoxkenue)
ABJIAETCA JIOKANLHBIM HOPMAaTHBHBIM aKTOM MYyHHIMIIAJBHOTO OHOIKETHOIO
JIOLIKOJIBHOrO 0Cpa3oBaTeNbHOrO yupexaeHus «/lerckuit cam Ne274» (manee -
Opranusanys) ¥ ompefensieT TNOPSAIOK W YCloBHA pabOTHl - COTPYJHHKOB C
SJIEKTPOHHBIMH [0KyMeHTaMu B HMudopmanmornoi Cucreme (manee - HC),
HETOCPEACTBEHHO CBS3aHHBIMM C MX TPYAOBOM J[IcSTENBHOCTBIO, C NMPHUMEHEHHEM
3NMEKTPOHHOM 1H( POBOH MOANMCH, MPOCTOH 3MEKTPOHHOM moanuceo (nanee — DIIIT,
[1311).

1.2 Peanusaups onpeneneHHbIX HacTosiuM [lonokeHHEM YCIOBHM NpPUMEHEHHS
OLII, TISI obecneuuBaeT mpUIaHNHE OPUIIMYECKOH CHIBI  DJIEKTPOHHBIM
nokymentam Opranmsanyuu B MIC, TpeOyiomuMm NMYHOM TOANMUCH COTPYAHHMKA, W
OIEPALIUsAM C HUMA.

1.3 Hammuue DHIT, I19I1 ob6ecnieunBaer >1eKTpOHHLIM JoKyMeHTaM B UC:

. TIOJUTHHHOCT - TOATBEPKIEHUE aBTOPCTBA JIOKYMEHTA,
. LEJIOCTHOCTD - JOKYMEHT HE MOXKET OBITh H3MEHEH MOCIE TOAMUCAHHNS;
. HE OTPHLZHHE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXKET OTKA3aThCs OT

CBOEH MOJIIUCH.

1.4 JIns noanucaHus 37€KTPOHHBIX ,ZlOKyi\deHTOB » UC ucnons3yercs DI, TIIIT -
uHQoOpMalysd P INEKTPOHHOW (opme, KOTOopas TPHCOEAWHEHA K JPYroi
HH(DOPMALMH B NICKTPOHHOI (hopMe (moAmMUCHIBacMOi HHYOPMALMH, JOKYMEHTY B
DJIEKTPOHHOM BiJl€) WIM HMHBIM 00pa3zoM CBsi3arHasg C Takoi HMH(poOpMalHeH, u
KOTOpasi HCIIOJIb3YETCs AJIA ONpeleNIeHH UL, MO TNUCHIBAIOIIET0 HH(OPMAIHIO.
1.5 B kaudectBe mydnnunoii wactu kmova DUTII, 'I3I1 ucnons3zyercs yHUKaIbHOE
UMs YYETHOM 3AIIMCHM, NPHMEHAEMOe /Ul aBTopi3ammu moib3oBatens B UC. B
KayecTBe KOHQY JeHmmanbHoi yactu kiroua DL, TI3I1 ucnone3yercs mapois K
YYETHOM 3anucu A



2. TepMHHBI H onpeeJier Hsl
B narHoM [TonokeHHH ACTIONB3YIOTCS ClIeyIOIIUe TEPME HbI H X ONPEICICHHA.
2.1 anaceney snexkmponnoii noonucu - corpyaHuk CpraHu3aluy, HOANMCABIINHA
VBenomsienne 00 03HaxKoMIIeHHH C HAacToAw UM [lonoxeHuem u UCTIONIb3YIOMIMH UMS
[0/b30BaTeNs ¥ mapons s apropusauuy B UC;
2.2 anekmponnbiii Qokymenm (nanee - JJokymenm) — JICKYMEHT, co3gannbii B UC B
IEKTPOHHON (pOopME M TIOANMCAHHBIH 3MEKTPOHHOH = MOANMCHIO COTPYJHHKA
(37eKTPOHHBIMHU MOATNCAMH COTPY/AHUKOB) OpraHu3armi;
2.3 Kuiou 31eKmpoHHol noonucu - YHUKaibHas MOC/€I0BATENbHOCTE CHMBOIIOB,
npefHa3HAYEHHAs JUIS TOATBEPI/ICHHSA C HCIIONBb30BAHUCM CPENCTB UC noaiMHHOCTH

- OUII, 1211 B lokymernTe; :

>

2.4 peecmp 6bIOGHHbL: KIKOHEll 51EKMPOHHOU NOONUCU - xpansmuiics B UC crnucok
VHHKAJBHBIX ~TIOCHE[0BATENBHOCTEH CHMBOJIOB, COJEPXKALIHXCA B BBUIAHHBIX
TI0JIb30BATE/ISAM MMEHAX YUETHBIX 3aMUCEH U Maposx;

2.5 peecmp omo36aHHHIX KOl SNEKMPOHHOT NOONUCL - xpansmuiics B UC cricok
nonb3oBaTeneii UC, K:1104H 31eKTPOHHOM MOIMMCH KOTOPBIX K MOMEHTY 00pallieHHs K
JAQHHOMY PEecTpy ObLIH OTMEUYEHbI KaK HECHCTBUTEIIBHLIE, '
2.6 21eKkmpoHHARA Yugpoeas NOONUCs, NPOCMAs JNEKMPOHHAA noonuce (LI, TIDIT) -
uHbopManus B 3ek1poHHoi (opme B MC, BO3HHMKaiCWIas B MOMEHT 'BBINOJTHEHHS
BJIA/IE/IbIIEM DIEKTPOH HOM MOANMCH KOMaH 1kl noanucarus JlokyMenTa B uHTepdeiice
WUC, noaTBepXaaomas MNOMIMHHOCTh JIOKymeHTa /HiH dakT 03HAKOMIICHHUS
paagenbua DIII ¢ , (okyMeHTOM, KOTOpas B3aMMHO OJHO3HAYHO CBA3BIBACTCA C
JIOKyMEHTOM H BiIaJi€.|bIeM ITOIITUCH;

2.7 wmamn DUI, 1311 - susyansHas OTMeTKa 00 3NEKTPOHHOH TOANUCH,
pKovaromas pexksusntbl I1911, koTopas aBTOMaTHYECKH CO3AACTCA CPEACTBAMH 15(¢
TPY OTKPBITHHU (BH3Yya 1H3aLMK) IOKYMEHTA, MOANMCAHEOro SIII1, B unrepdeiice UC;
Bpems (opmuposanys OUIl oroOpaxacrcs B IITaMne M0 HacoBOMy MOACY
nons3osarens UC;

2.8 obpabomka 31exMPOHHO20 OOKYMeHma - JEHCTBHS I01b30BATE/IA MC ¢
3NeKTPOHHBIM JoKymeHToM cpenctBamu MC, Bkmiodas, HO He OrpaHHYMBAjiCh:
cosmanmwe, npopepks, mnoamucanue OLIII, TI3II, nH)OPMUPOBAHUE  PYrOro
nonpzoBarenss UC o J0KyMmMeHTe, MOATBEPKACHHE TONYyYCHHS, O3HAKOMIICHHUC,
CO3/IaHue KOMMH Ha 0YMaXXHOM HOCHTENE, OTKIOHEHHE, ylIallCHHUE.

3. OGecneaenne 0P HIHYECKOH CHIIbI 3JIeK TPOHHBIX TOKYMEHTOB

3.1 Yusnennsiit ik 1 JlokymenTa B MIC BiII0YaeT: Cos/laHUE U MPOYHE JCHCTBUSA 110
ero o0paboTke, OTpa/KEHHE B ydyere, a TAKKe XpaHeHHe B HUC. UC obecneynBaeT
perucTpanmio AeidcTruil monb3oBaTenei ¢ JIOKyMEHTOM (JIOTHpOBaHHE) B TEYCHHE
MHU3HEHHOTO 1{UKJIA.

3.2  Bee Bragenbisi DLIL, 111 npusHarT paBHOHAYHOCTb CBOEH SUII, 911
coOCTBEHHOPYYHOM NOANNCH Ha OyMaXKHOM HOCHTEJIC.

3.3 Tlonnomouns Bnanenbia DT monnwcasmero JIOKVMEHT. MONTBEDKIAKOTCA B




MOMEHT MOANHCAHUA HOKYMCHTEI B UC aBTOMATHYESCKH IO IIOJIOKHUTECIBHOMY
pe3ynpTary CIIECAYIOLIK X TIPOBEPOK:

. COOTBETCTBYIOLIIH MONb30BATEIb ABTOPH30BAH B HC,

. COOTBETCTBYIOILMi KIIIOY 3/IEKTPOHHO# MOANKCH EKIIOYCH B PEECTP BbIIaHHBIX
KJIIOYEHN 3JIEKTPOHHOM (10IMUCH, :

. COOTBETCTBYIOIL/H KIIIOY OJIEKTPOHHOH TOANMUCH OTCYTCTBYET B peecTpe

OTO3BAaHHBIX KIIFOUEH 3 1eKTPOHHOM TOHCH.

3.4 Bpems (hOpPMHPOBAHMS MEKTPOHHOH MOIMHCH duxcupyercs cpeacrsamu UC no
rpunBruckomy Bpemenu (UTCHO). .

3.5 DieKTPOHHbIE JOKYMEHThI, TOANKCAHHBIE DT, II2II, mnpusHAKOTCA B
OpraHM3aluMi paBHBMH TIO OPHIAMYECKOH CHIC JOKyMEHTaM Ha OyMaKHBIX
HOCHTEJISIX, 3aBEPEHHEIM COOCTBEHHOPYYHO¥H MOANHUCHIO.

3.6 Tonp3oBarenu IC mpu3HAKT, 9TO BU3yalu3alks MITamma SIHII, TIDIT npu
pemoHcTpauun JlokyMeHTa B uHTEpderce WC, BBUIONHEHHAs CPEACTBAMH ncC,
SBISETCS ~ HEOCTIOPMMBIM  NO/TBEpXACHMEM  (akT:  MOANMCAHMA  JIOKYMEHTA
cootercTByIomuM Bragenbiem JLIL, 1311 (moaTMHHOCTD U HEOTPEKAEMOCTD).

3.7 Xpanenue JIoKyMESHTOB OCYIIECTBIACTCSA MYTEM 3alHCH cBeeHuii 0 JlokyMeHTax
B apXHB DJIEKTPOHHBIX JTOKYMEHTOB, KOTOPbIH SBJIACTCA 1aCTBIO ncC.

3.8 Opranmsaimusa olecrieyrBacT TEXHMYECKMMH H OpraHH3allHOHHBIMM  MCpaMH
3aMMTHl OT HECAHKLMOHMPOBAHHOrO JOCTYNa M MPEeTHAMEPEHHOr0 YHHYTOXKCHUA
WITH MCKKEHMS CBCIeHHM 0 JIOKYMEHTax B apXHBe 31€KTPOHHBIX JTOKYMCHTOB % (ON
a TaKKe rapaHTHpye MOATBEP/KICHHE aBTOPCTBA JOKyMCHTA, TOAMMCAHHOTO OUII,
TII1 aBTOpa, B TOM “HCE MYTEM yTBEPXK/ICHAA IOMMEHHONO OrpaHHYEHHOro CIIHCka
MMl MMEIOUMX paciiMpeHHblc (a[IMMHHCTPATHBHBIC) TpaBa NOCTyNa K apXHBY
3nekTpoHHbIX JokyMcHTOB UC. '

3.9 JloxymenTsi xpararces B UC B ToM (opmaTe, B KOTOPOM OHH ObuH co3nanbl. Cpok
xpaHeHus: JIOKyMeHTOB H cBesicHui 0 JIOKyMEHTax H¢ MOMKET ObITb MEHee 3 (Tpex)
JieT ¥ Ompelenserci B COOTBETCTBMM C JIOKAIbHEHIMM HOPMAaTHBHBIMHU aKTaMH
Oprasu3aiyy Wik ee CTPYKTYPHBIX NOIpasAeCHUM.

3.10 Komwusi 3JI€KTPOHHOTO JOKYMEHTa MOKET OBITh J3rOTOBJICHA (pacneyaraHa) Ha
OyMaXXHOM HOCHTEJ: CPEACTBAMH MC u 3aBepeHa cOOCTBEHHOPYYHOH MOJNMCHIO
sinazaensia DL, 1311, m160 uieHaMu KOMMCCHH, BKJIK yqarolieil B ce0s1 Kak MUHUMYM
pykoBojutens Opraius3aly 1 JTHIO, HMEIOMIES PaCIPEHHBIC (aAIMHHUCTPATUBHBIE)
mpaBa JOCTYNa K @pPXHBY OSJICKTPOHHBIX JIOKYMCHTCB UC. Komusi 31€KTPOHHOTO
JIOKyMeHTa Ha OYMaKHOM HOCHTENE JO/DKHA COACPKATh BU3YAIM3ALMIO IITaMIa
(mrrammnos) LI, 1311, moaTBepXkAaomyo, 4TO OpATrvHAI JlokymeHTa IMOJANUCaH
ST, TIDI1. AyTeHTd4HOCTh HIEKTPOHHOrO JOKYMEHTa M €ro KOIHHM Ha OyMaKHOM
Hocutene obecneunpaercs cpeactsamu UC.

4. TIpasa, 00s3aHHOCTH H OTBETCTBEHHOCTH BJIA/IEIbUA 3IeKTPOHHOI
: NOANHCH
4.1 Bnanenen DLIIL 1311 umeet npaso:



e obpamatbess « OTBETCTBEHHOMY 3a TeXHHYeCKyro mopaepxky HMC mns
imnynnponanna OT3bIBA), NPUOCTAHOBKHU (30300HOBJICHUA)  HEHCTBUSA
NPHHAIEKAILEro eNy KIKYa 3J1eKTPOHHON NOANKCH;
* B CIy4ae HEOOXOAHMMOCTH- 3aMEHbl, BOCCTAHOBJIEHHMSA KJIHOYA 3NIEKTPOHHOM
noanucu obpatutbca k OTBETCTBEHHOMY 3a TeXHAYecKyw momuepxkky MC ¢
COOTBETCTBYIOLIEH 11POCKO0H U MOJYYUTh HOBBIH KJIIOY 3JIEKTPOHHOM MOAIHKCH;
. obpaatbes pykoBo/ictBy Opranuszamuu  11a  pa3bopa KOH(IMKTHBIX
CHTYyaluii (criopoB), so3HuKawiux npu npumenennn OIIIT, TIDI1 B UC.
4.2 Bnanenen DIIII, [T3I1 o6s3an: '
. BeCTH 00paboTKy BHYTPEHHMX JJIEKTPOHHbX J0KymMeHToB B HWC B
COOTBETCTBUH CO CBOUMH JO/DKHOCTHBIMH 00S3aHHOCTS MU,
. INPHHAMATB BCt BO3MOXHbLIE MEPBI IS MPEAOTBPAILICHHS

HECaHKIMOHH] OBAHHOI'0 UCIIONB30BaHUs CBOETO KJII0Ya AJIEKTPOHHOM TOITHCH;

. HU IIPH KaKMX YCIIOBHSX HE MEpeaaBaTh KIKOY VIEKTPOHHOM MOANUCH JPYTHM
JTHLIAM;
. IIpPI KOMHpOM( ralum CBOCTO KJIKO4a T)JIeKTpOHH( i’l MOANKUCH HEC3AMCIJIUTEIILHO

o0paruthes K OTBET TBEHHOMY 32 TEXHHYECKYI0 nmoma:pskky UC uis IpHOCTaHOBKH

- AGHCTBMSA NPUHAIEHAILETO EMY KJIH0Ya SJIEKTPOHHOM 110/ITIHCH.

4.3 Buagenen DLII IIDII HeceT MHYHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTH CBOETO
KIO4Ya O3JEKTPOHHOHA TMOANMCH M €ro 3aliuTy OT HEeCaHKIHOHMPOBAHHOI'O
HCTIOIb30BAHUAL. '

5 Texnonorusi npumenenns cpeacts DI B UC
5.1. Jnia mpumenerns DUII, TI2I1 B UC Bnagensity DIIII, II3I1 Heobxomaumo
aBTopu3oBaThesa B M ¢ ucnonb3oBanueM nyOnnuuHON 1 KOHQUACHIMAIBHON YacTel
kmoua OLIT (uma nonk3osarens u napons). [oanucaue JIokyMeHTa BBIIOTHACTCS
MyTeM HaxkaTus Ha kionky "Tloanucare" B uaTeppeiice UC.
5.2. MHudopmarus 060 Bcex BLAHHBIX M0JI30BATENH) KIIOYAX JIEKTPOHHOM
MOAINMKCH, aTax MOy 4CHUS ¥ IPEKPAILECHNS UX AeUCTBAs (M3bATHA) XpaHutcs B UC
MOCTOSHHO.
5.3. [Ilpu npekpaucaun y corpyanuka OpraHu3aliy 10KHOCTHBIX 00A3aHHOCTEH
1o 00paboTKe BHYTPSHHHUX SIEKTPOHHBIX JOKYMEHTOE ¢ Mcmoab3oBanuem DIIIT,
TSI vinu npy yBONLHEHUH COTPYIHUKA €r0 KJIFOY BHOCHUTCS B PEECTP OTO3BAHHBIX
KJIIOYeH 3JIeKTPOHHO! noAnucH OTBETCTBEHHBIM 3a TexHuYeckyto nopaepxky UC. C
MOMEHTA BHECCHHMS K /1H04a B PECCTP OTO3BAHHBIX KIHOYCH 3JICKTPOHHOM MOANMCH BCE
uécnenylomne Hokymentsl, noamucanusie 310 DLII, TIDII, He cumralTcs
HNOANMCAHHBIMH ~ HaLuekamuM — obpasoMm, T.e.  TNOAMKMCBIO,  PaBHO3HAYHOM
CcOOCTBEHHOPYYHOM.

6. 3aKIIUYHTE/IbHBIC MOJ0KECHUS
6.1 Hacrosuee [Tonckenne BcTymnaer B CHITY € JaThl YIBEPIKIACHHS.
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