MyHununanbHoe 610/KeTHOe JOIIK0JIbHOe
o0pa3oBaTesIbHOE yUpe:KIeHUe
«Jlerckuii cag Ne 150»

MBAOY Ne 150)

«150-Tii HOMEpPOHBLIIH CAT»
IIK0JIA03b JbINIETOHbA MYHHIIUIAJ
KOHBIITIH BO3UCHKHUCH YKBIOPT
(150-TitHomepo LIIIMKBY)

[TPUKA3
18.10.2024 Ne 216

00 yrBep:knenun IlonoxeHust 00 HCIOJIB30BAHMHU NMPOCTOM 3JIEKTPOHHOM MOANKMCH H
3JIEKTPOHHOMH HM(POBOI MOAMUCH sl YJIEKTPOHHOI0 IOKYMEHT0000p0Ta B
MyHunmMnaabHOM 0I0/IZKETHOM I0LIKOJBLHOM 00pa3oBaTe/IbHOM yupe:kaeHun «/lerckuii
cag Ne 150»

B nensix peanmuzanuu 3eKTPOHHOTO TOKYMEHT0000poTa, Ha ocHOBaHnU DenepabHOTO
3akoHa «O0 anexTporHoU moamucu» oT 06.04.2011 Ne 63-D3 (manmee — 3 Ne 63-D3),
NPUKa3bIBAIO:

1. VrBepmutrps Ilonoxkenune 00 WCHONB30BaHUM TIPOCTOM IJIEKTPOHHOW TMOIIMUCH U
ANEKTPOHHOM  IU(POBON  MOAMUCH ISl DJICKTPOHHOTO  JOKYyMEHTOOOOpOTa B
MyHuIUTIaTEHOM OFOJKETHOM JIOIIKOJIBHOM 00pa30BaTeIbHOM YUpexIACHUU «JleTCKuid
cag Ne 150» (manee — ITomoxxenwue).

2. baroBoii Bnage BrnaawcrnaBoBHE, OTBETCTBEHHOM MO paboTe ¢ calTamMH, pa3MECTHTh
nanHoe Ilonoxxenune Ha odurnuanbHoMm caiite MBJIOY Ne 150 B cetn «MHTepHET» B
teueHue 10 pabouux JTHEH ¢ MOMEHTA €r0 YTBEPIKICHUS.

3. KoHTpoJib 32 HCTIOJTHEHHEM TTPHKa3a OCTaBJISIO 32 COOOM.

yTpo6|/| Ha MopnucaHo

undpoBot NOANUCHIO:

Hatanba YTpo6uHa Hatanba
3asenyromuii MBJIOY Nel50 Paxum3saHoBH PaxumsanosHa Yrpobuna H.P.
[Jlata: 2024.10.20
d 21:24:49 +04'00'

C npuka3omM 03HAKOMJIEH barosa B.B.



YTBEPXIAIO
3asenyromuit MBJIOY Ne 150
H.P. YTpobuna
[Tpuka3 ot 18.10.2024r Ne 216

IoJ107xeHHe 00 HCIIOJIL30BAHMY NPOCTOM 3IEKTPOHHOI MOANMCH U 3JIeKTPOHHOI M(ppoBoii
MOIHUCH [JISl 3J1eKTPOHHOI 0 IOKYMEeHT0000poTa B MYHMIIUIIAJILHOM OI0/IZKETHOM
AOIIKOJbHOM 00pa3oBaTeIbHOM yupe:xkaeHnu «/derckmii cag Ne 150»

1. O0mme mos10:keHUs1
1.1 Hacrosimee [lonoxenne 06 MCIOJIb30BaHUHU MTPOCTOM AIEKTPOHHOMN MOJITUCH U SJIEKTPOHHOM
MOANUCH JJISl BJIEKTPOHHOTO JTOKYMEHTO000poTa B MyHHIIMIIATbHOM OOKETHOM JOLIKOJIBHOM
oOpa3oBaTesibHOM yupexaeHnn «Jlerckuit cag Ne 150» (mamee - Ilosokenme) sBIsiCTCS
JIOKaJbHBIM ~ HOPMAaTHBHBIM  aKTOM  MyHHUIMNAIbHOrO  OIO/DKETHOTO  JIOIIKOJBHOTO
oOpa3zoBatenbHOro yupexaeHus «Jlerckuit cag Ne 150» (manee - Opranuzanus) u onpenenser
MOPSIIOK U YCIIOBUSA pabOThl COTPYAHHUKOB C 3JEKTPOHHBIMU TIOKyMeHTaMu B VHdopmaninoHHoi
Cucreme (manee — MC), HEemocpeACTBEHHO CBS3aHHBIMH C HX TPYAOBOH JAEATEIbHOCTHIO, C
MPUMEHEHHEM TPOCTOH dekTpoHHOUW moanucu (nanee — I1OI1) m snexTpoHHON I1MBPOBOI
noanucu (manee - SLIT).
1.2 Peamuzanmsi ONpeneiCHHBIX HAcTOSIMHUM [loNOKeHHEeM YCIIOBHU TMPHUMEHECHHS IMPOCTOM
AJIEKTPOHHOW TMOAMHCH M 3JIEKTPOHHOW LHU(poBONH moanmucu oOecreunBaeT MpUAaHne
IOpUINYECKON CHJIBI AJIEKTPOHHBIM nokymMeHTaM Opranuzaruu B MC, TpeOyromum JIUYHOMN
MOANUCH COTPYIHHKA, ¥ ONIEPALUSAM C HUMH.
1.3 Hammuue 1211 n DIIT oGecrieunBaet 351eKTpOHHBIM TokymeHTam B MC:
® [10/UTMHHOCTD - IIOTBEPKICHIE aBTOPCTBA JJOKYMEHTA;
® [IEJIOCTHOCTb - IOKYMEHT He MOKET ObITh U3MEHEH MOCJIe OIMUCaHUS;
® HE OTPHUIIAHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOKET 0TKA3aThCsl OT CBOEH MOMHCH.
1.4 JInsa nmoanucaHus 3MEeKTPOHHBIX JokyMeHTOB B MC mcnosb3yercs aneKTpoHHAs HudpoBast
MOANHUCH - UH(OPMAaLIKS B AJIEKTPOHHOH (hopMe, KOTopas MPUCOETUHEHA K IPYyroi nHdopManuu
B DJIEKTPOHHOU (opme (moamucbiBaeMoil nHGOpMaIK, TOKYMEHTY B 3JIEKTPOHHOM BHJIE) WU
MHBIM 00pa3oM CBsi3aHHasl ¢ TakoW MHQOpMAaIMel, U KOTOpask UCHOJb3yeTcs sl ONpeaesieHus
JU1A, MOAMKUCHIBAIOLIET0 HHPOPMAIIHIO.
1.5 B kavectBe nmyonuuHo# yactu kimtoda [1311 u DI ucrnons3yeTcss yHUKaIbHOE UMS yIETHOM
3amnMcy, MpUMeHseMoe Ijs aBTopu3auuu nois3oBarens B C. B kauecTBe koHGUACHIIMATHEHON
yactu kimoua [I3I1 u ST ucnons3yercs naposib K y4eTHON 3aIlUCH.

2. TepMHUHBI U OTIpe/IeSIeHH sl
B nannom [lonoxeHnnn nCnoabp3yroTCs CIEAYIOIMME TEPMUHBI U UX OIIPEIECIICHUS:
2.1 Bnanenen 371eKTpOHHOM NOANKMCH - cOTpyAHUK OpraHusanuu, MoJnucaBlInil YBegomiieHue
00 o3HakoMiIeHUH ¢ HacTosuM IlojokeHneM M MCHOJb3YIOUIMM UMS MOJIB30BATENs U NapoJib
i apropusanuu B MC;
2.2 DNEeKTPOHHBIA JOKYMEHT (Jiasiee - JIokyMeHT) — T0KyMeHT, co3aHHbli B IC B a1eKTpOHHON
¢dopMe U TMOANUCAHHBIN 3IEKTPOHHON MOANHUCHIO COTPYIHHKA (PJIEKTPOHHBIMHM MOJIUCIMU
coTpyHUKOB) OpraHu3zaiuy;
2.3 Kurou 27eKTpOHHOM MOANMUCH - yHUKalbHasg IOCIEA0BaTEIbHOCTh  CHMBOJIOB,
IIpeHa3HaueHHas Uil MOATBEpKAeHUs ¢ ucnoybp3oBaHueM cpencts MC nommmunoctu 11911 n
OUII B JlokymeHTe;
2.4 PeecTp BBIJITaHHBIX KITIOUYEH IEKTPOHHON moanucy - xpausmuiics B UC cnucok yHUKaIbHBIX
IIOCJIEI0BATEIHOCTEN CUMBOJIOB, COAECPKAIINXCA B BBIJAHHBIX I10JIb30BATENISIM UMEHAX YUETHBIX
3amucei U naposrsx;
2.5 Peectp 0TO3BaHHBIX KIIIOYEH ANEKTPOHHON moanucu - Xxpansumiics B MC crnmcok



nosib3oBareneil UC, kitoun 51eKTpOHHON MOANKUCH KOTOPBIX K MOMEHTY 0OpallleHUs K JaHHOMY
peecTpy ObLIIM OTMEUYEHBI KaK HE/ICHCTBUTEIIBHEIC,

2.6 Dmnexrponnas mudpoBas noxnuck (DUII) m mpocras snexrponHas noamucu (I19I1)-
uHpopmanus B 3MeKTpoHHOH Gopme B MC, Bo3HUKAIOMIas B MOMEHT BBITIOJHEHUS BJIaJENIbLEM
AIIEKTPOHHON NOANMHCH KoMaH bl moanucanus Jlokymenta B uarepdeiice IC, moareepxaaromias
o yTMHHOCTE JlokymMeHTa n/umu ¢akt o3rakomuieHus Bianenbia [1D211 u DIIIT ¢ JlokymeHTOM,
KOTOpasi B3aMMHO OJTHO3HAYHO CBSI3bIBAcTCs ¢ JJOKyMEHTOM U Bia/ieibleM MOIINCH;

2.7 Wramm II9I1 u DOUII - Bu3yanmpHas OoTMETKa 00 AJIGKTPOHHOW TOJMIUCH, BKIFOYAOIIAS
pexBu3uThl 1911 u OUII, koTopas aBTromaTnuecku cosnaercs cpeactsamu MC npu oTKpbITUH
(Buzyanuzauuu) pokymeHnrta, noamnucanHoro IIDII u OLII, B unrepdeiice UC; Bpems
dopmupoBanust [1311 u DI oToOpakaeTcs B mTamIie o 9acoBoMy mosicy noiss3zoBarens MC;
2.8 OOpaboTka 2JIEKTPOHHOTO JOKYMEHTa - JCWCTBHS TMoJsib3oBateliss MC ¢ AIeKTpOHHBIM
nokyMmeHToM cpeactamu VC, BKitodast, HO He OTpaHUUMBAsICh: CO3/AaHNeE, TPOBEPKA, MOANNCAHUE
1211 u JSUII, undpopmupoBanue apyroro mnoisws3osarenss MC o pgokymeHTe, MOATBEpKIECHUE
MOJIyYEHUs, 03HAaKOMJIEHHUE, CO3/IJaHNE KOTIMK Ha OyMa)kHOM HOCHUTEJNE, OTKJIIOHEHHE, yaJIeHHE.

3. Ob6ecneyeHre OPUIUIECKOI CHITBI 3JIEKTPOHHBIX JOKYMEHTOB
3.1 XXu3uennsrii 1wk Jokymenta B MC BKIIOYaeT: cCO3MaHHE W TPOYHE JCHCTBHUS IO €r0
00paboTke, oTpakeHne B ydere, a Takke xpanenne B MC. MC olecneynBaeT perucTparuio
NeNCcTBUI mop30oBarenel ¢ JJokyMeHToM (JIOTMpOBaHKE) B T€UEHUE )KU3HEHHOTO IUKIIA.
3.2 Bce Bmamensiel [IDI1 w DIII mpusHator paBHO3HA4HOCTH cBoer [IDI1 w DIIIT
COOCTBEHHOPYYHOU MOMUCH HAa OyMa)KHOM HOCHUTEIIE.
3.3 Momromouns Bnanmenbna [13IT u DL, moamucasmero JlOKyMEHT, TOATBEPKIAIOTCS B
MoMeHT noanucanus Jlokymenta B MC aBTOMAarnMdecku IO IOJIOKUTEIBHOMY pE3YJIbTATy
CJIEIYIOLIUX MPOBEPOK:
® COOTBETCTBYIOIIUI MOJIb30BATENIb aBTOpH30BaH B UC,
® COOTBETCTBYIOUIMM KJIIOY 3JEKTPOHHOM MOAMMCH BKJIKOYEH B PEECTP BBIJAHHBIX KIHOYEH
3JIEKTPOHHOM MOJIIUCH,
® COOTBETCTBYIOLIMI KJIKOY IEKTPOHHOW MOJANUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIFOUEH
ANEKTPOHHOU MOAMKCH.
3.4 Bpems dopMupoBaHus DSJIEKTpOHHOW moanucu Qukcupyercs cpeacteamu HMC  mo
rpuaBudckoMy Bpemenu (UTC0).
3.5 Dnexrponnsie nokymeHThl, noanucanHbie 1911 m DI, mpusznatorcs B Opranu3anuu
pPaBHBIMHM [0 IOPUIMYECKONH CHIIE JOKYMEHTaM Ha OYMaXHbIX HOCHUTENSAX, 3aBEPEHHBIM
CcOOCTBEHHOPYYHOU MOAMUCHIO.
3.6 ITonbzoBarenu VC npusnarot, uro Buzyanusauus mrammna [13I1 u DI npu nemoncTpanmu
Hoxymenta B unrtepdeiice UC, BoimonHeHHas cpeactBamu HWC, sBisieTcss HEOCHOPUMBIM
MOATBEepKIeHUEM (paKkTa MOAMUCAHUS JOKYMEHTa COOTBETCTBYIOIMM Biaaenbiiem [131T u DI
(TMOUTMHHOCTH U HEOTPEKAEMOCTb).
3.7 Xpanenue J[oKkyMEHTOB OCYIIECTBISETCS MyTeM 3alUCH CBeIeHHM O JJoOKyMeHTax B apXuB
3NIEKTPOHHBIX JOKYMEHTOB, KOTOPBI siBiIsieTcs yacThio MC.
3.8 Opranuzanus oOecrneynBaeT TEXHHMUYECKMMU M OPraHMW3allMOHHBIMH MEpaMH 3alluTy OT
HECaHKIIMOHHPOBAHHOTO JOCTYNa M MPEeIHAMEPEHHOTO YHUYTOXKEHHUS W/HWIN HCKaKEeHUS
cBeleHUi o JIOKyMeHTax B apxuiBe 3JEKTPOHHBIX HoKymeHToB MC, a Takke rapaHtupyer
MOATBEPIK/IEHUE aBTOPCTBA JOKyMeHTa, noanucanHoro [I3I1 u SIII aBTopa, B ToM unciie myrem
YTBEPXKJEHUSI TMOUMEHHOIO OrPAHUYEHHOTO CHOUCKA JIMI, MUMEIOIUX pacUIupeHHbIE
(aIMUHUCTPATHUBHEIE) MIPaBa JOCTYMA K apXUBY MEKTPOHHBIX AokymeHToB VC.
3.9 Jloxyments! xpansatcs B UC B Tom opMate, B KOTOPOM OHH ObLITH co3/1aHbl. CpOK XpaHeHUs
JIokyMeHTOB U cBeieHUul 0 JJoKkyMeHTax He MOXET ObITh MeHee 3 (TpeX) JIET U ONpeesieTcs B
COOTBETCTBUU C JIOKAJIbHBIMM HOPMATUBHBIMU akTaMu OpraHu3alud WIH €€ CTPYKTYPHBIX
MOApa3IEICHUN.
3.10 Komus 31€KTpOHHOTO JOKYMEHTa MOKET OBbITh M3rOTOBIIEHA (pacredyarana) Ha OyMaKHOM



Hocutene cpeacreamu MC u 3aBepeHa coOCTBeHHOpY4YHOU moanuchio Bruaaensia [1911 u DI,
1100 YJIeHaMU KOMHCCHH, BKJIIOYAIONIEH B ceOs Kak MUHUMYM pykoBojuTenss OpraHuzanuu u
JIMI0, UMEIOIIEE pacIIMpEeHHbIE (aAMUHUCTPATUBHbBIE) MpaBa JOCTyNa K apXWUBY AJIEKTPOHHBIX
nokymenToB MC. Konus 31€KTpOHHOTO JOKYMEHTa Ha OyMa)KHOM HOCHTENE JOJDKHA COJepKaTh
BU3yanu3anuio mrammna (iramnos) [I311 u ST, noareepxaaroniyto, yto opuruHan JlokymeHra
noanucad [I9I1 u DLII. AyreHTHYHOCTh 3NEKTPOHHOIO JOKYMEHTa U €ro KOIHUU Ha OyMakHOM
Hocutene obecrieunBaercs cpenctamu VC.

4. IIpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTH BJIA/IeJIbIIA 3JIeKTPOHHOI MO CH
4.1 Brnagenen 1311 u SLII nmeet npaso:
e oOpamarscsi K OTBETCTBEHHOMY 3a TeXHHUYECKyIO momuepxky WC mis aHHYTHpOBaHHUS
(oT3BIBa), MPUOCTAHOBKH (BO30OHOBJICHUS ) IEHCTBUS TPUHAIICKAIIETO EMY KITF0Ya SJIEKTPOHHOM
TIOINTHCH;
® B Ccllyyae HE0OXOAMMOCTH 3aMEHbI, BOCCTAHOBJICHHUS KJI0Ya IEKTPOHHOM MOANNUCH 00paTUTHCS
K OTBETCTBEHHOMY 3a TeXHHUECKYI0 noanepxkky MC ¢ cooTBeTcTBYIOIIEH MPOCKOOH U MOJTYIUTh
HOBBIH KJIXOY DJIEKTPOHHOM NOJIHCH;
e oOpamarbcst K pykoBoAcTBY Opranuszanuu Juisi pazdopa KOH(QIIMKTHBIX CHUTyaluil (CIIOpOB),
BO3HUKaromux npu npuMmenennu 11311 n OIIIT B C.
4.2 Brnagenen 1311 u DIIIT 06s3aH:
e BeCTU 00pabOTKYy BHYTPEHHUX AJIEKTPOHHBIX JOKyMeHTOB B MIC B COOTBETCTBUM CO CBOMMU
JOJIKHOCTHBIMU 00S3aHHOCTSIMU;
® [PUHUMATh BCE BO3MOXXHBICE MEpPHl I TPEAOTBPAIICHUS HECAaHKIIMOHUPOBAHHOTO
WCI0JIb30BAHUS CBOETO KJII0Ya AIEKTPOHHON MOJIUCH;
® HU [IPY KaKUX YCIOBUSX HE NEPENaBaTh KIHOY AEKTPOHHOU MOANKUCH APYTUM JIULAM;
® IpU KOMIIPOMETALMU CBOErO KJI04a 3JIEKTPOHHOM MOINUCH He3aMEeMJIUTENIbHO O0OpaTUThCs K
OTBeTcTBEHHOMY 3a TexHWYecKyr mnomuepxkky HWC mis nOpuOCTaHOBKM — IEUCTBUS
MIPUHAUIEKALIErO MY KITK04a JIEKTPOHHOM MOIHCH.
4.3 Bnagenen TIDIT u DIII HeceT MUYHYIO OTBETCTBEHHOCTH 32 COXPAaHHOCTh CBOETO KITFOYA
ANEKTPOHHOW MOAMMUCH U €70 3alIUTy OT HECAHKIIMOHUPOBAHHOTO MCIOJIb30BAHUS.

5. Texnosnorusi npumenenus cpeacts [ u I B UC
5.1 s mpumenenus [1211 u DI 8 UC Bnagensy 1311 u ST HeoOX01MMO aBTOPHU30BATHCS
B UC ¢ ucnonp3zoBanueM nmyoanyHoOW W KoH(puaeHnuanbHor yacteil kmoua [1911 u DUIT (umst
noJsib3oBarens U mapoiip). [loamucanue JlokymMeHTa BBIMIOJIHSAETCS MyTEM Ha)KaTUs HA KHOIKY
"[Tognmucate" B uaTepdeiice NC.
5.2 Nudopmarnusi 000 Bcex BBIJAHHBIX IMOJIH30BATENIO KIHOYAaX 3JIEKTPOHHON MOIMHCH, JaTax
MOJIyYeHUS U TpeKpalieHus ux aeicTBus (u3bsatus) xpanutcs B MC noctosHHO.
5.3 Ilpu mpekpaieHuu y corpyaauka Opranusaiuy J0JDKHOCTHRIX 00s13aHHOCTEH 10 00paboTKe
BHYTPEHHHUX AJIEKTPOHHBIX TOKYMEHTOB ¢ ucnojib3oBanueM 1211 u DUII nnu npu yBonbHEeHUH
COTPYIHHKA €ro K4 BHOCUTCS B PEECTpP OTO3BAaHHBIX KIIOYEH SJIEKTPOHHOUM MOANUCU
OtBercTBeHHBIM 3a TexHUueckyro mnoanaep:xkky MC. C mMoMeHTa BHECEHHs KJIo4a B PEECTp
OTO3BaHHBIX KIIIOUEH AJIEKTPOHHOU MOANKCH BCe Mocnenyronue JJOKkyMeHThl, OMMCaHHbIE 3TON
I[I2IT u DOUII, He cuuTarOTCs MOAMMCAHHBIMH HAJUIeKAlMM 00pa3oM, T.e. TMOIIHUCHIO,
paBHO3HAYHON COOCTBEHHOPYYHOM.

6. 3akII0UYHTEIbHbIE MOJI0KEHHS
6.1 Hacrosmee I[lonoxenue BCTYIIACT B CUJIY C JaThl YTBCPKACHUA
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