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ITporokom Ne 12

or « 30» asrycra 2024 r.

B MyHHUHDAILHOM Ka3eHHOM 001e00pa3oBaTe/IbHOM Y9YPeKIeHHH
Cam-Kakcuuckoii ocHoBoii 00meo0pa3oBaTe/ibHOM MIKOJIE
(MKOY Cam-Kakcunckas OOILI)
1. O6mue no/iokeHHs
1.1. Hacrosimee monokeHue 00 HCIOIb30BaHHM IPOCTOH 3MEKTPOHHOM NOANKCH (Jajee
- TlonoxeHne) SABISETCS HOPMATHBHLIM aKTOM MyHHIMIIATBHOTO Ka3eHHOTo 001meoO0pa3oBaTenbHOrO
YUpEeKIACHHS
Csm-KakcuHckolt  ocHOBo# o6meo6pazoBatensHod mkoibl (ganee MKOY Cam-Kakcunckoit OOI) u
ompesensieT NOPSIOK U yciosus 3apeperus cotpyauukaMa MKOY Cam-Kakxcunckoit OOIL aneKTpOHHBIX
JIOKYMEHTOB B HH()OPMaLHOHHEIX cucTeMax (naiee — MIC) ¢ npuMeHeHHeM TPOCTOH 3/IEKTPOHHOH MOITHCH
(manee — I1I31I).
1.2. TI2T1 ucnons3yercs B Cliydasx, Korjaa He TpeOyeTcs HCIONIb30BaHHE KBATH(PUKALMOHHON JIEKTPOHHON
MOATHCH.
1.3. Peaymsauns onpeaeneHHbIX HacTosmuM [TonokeHHeM yClOBHH NPHMEHEHHs MPOCTOH 3JICKTPOHHOMH
moamucH obecnedWBacT INpHAAHHE IOPHAWYECKOM CHIBl BHyTpeHHHM aokymeHToM MKOY  Cam-
Kaxcunckoii OOILI B UC, TpeOyiomuM JTHYHON NOANMUCH COTPYAHHKA H ONEPALHiIM C HHMH.

1.4. Hamuuue 1211 o6ecrieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM JJOKyMEHTaM B HHQOPMAIMOHHEIX CHCTEMAX:
- IOJUIHHHOCTB;

- LIEJIOCTHOCTD — JJOKYMEHT He MOKET OBITh H3MEHEH IOCIIE IOAIHCaHu.

1.5. loxyment , noanuceiBaeMsiii [1311 8 UC momxen GbITh B He pefakTHpyeMoM (opmare.

1.6.Ji1 noamucaHus 3NeKTPOHHBIX JoKyMeHToB B MC Hcmone3yercs mpocrtas 3JIEKTPOHHAs MOANHCH —
uH(OpMalMg B JIEKTPOHHOH (opMe, KOTOpas NPHCOEAMHEHA K Ipyrod HHGOpManuH B 3/IEKTPOHHOH
dopme (moanmuceiBaeMoit HHGOPMALMH, JOKYMEHTY B 3JIEKTPOHHOM BH/IE) WM MHBIM 00pa3oM CBs3aHHas C
Takoi uHdoOpMalke, i KOTOPas UCHOJB3YeTCs UL ONPeIeNeH s JTHIIa, IOMUCHIBAIOIIETO HH(POPMALHIO.
1.7. B xauectBe nyOmuuHOM wuactu kmoda [IDI1 wucmone3yercss yHHKalbHOE HMs YYETHOH 3alHCH,
IpUMeHsAeMoe U aBTopHu3aiuy noys3osarens B VIC. B kauectBe koHpHIeHIMaTbHOCTH YacTH Kmoda 1311
HCIIOJIB3YETCS MapoJib K yUYETHOH 3aIlHCH.

1.8. UsroTosnenue (reHepaiuio) , Beiiady U perucrpanuio B MC ykazansbix B 1. 1.7. HMeH noJib30BaTesiei
H T1apoJieil OCYLIECTBIIsIeT OTBETCTBEHHEIH coTpyaHUK (anmuHKcTpaTop) MC

1.9. MMapons mnoab3oBarens FIC Moxker OBITH H3MEHEH €ro BiajenbleM B J00OH MOMEHT mocne
apropusanuu B VIC. PekoMeHIyeTCs H3MEHSTh Napoib He pexke OJHOro pa3a B TpH Mecsua. i CHHKEHHS
pucka nogbopa maposii U CaHKIHOHHMPOBAHHOTO HCIOJB30BaHHsA APYIMM JIMLOM KIOYa 3JIEKTPOHHOM
IOJANKMCH PEKOMEHIYETCsl He3a/laBaTh I1apoJIH, HCIOIb30BaHHbIE PaHee.

2. TepMuHBI H OTIpeIeIeHUSs

B nannom ITos0)KeHHH HCTIONB3YIOTCS CIEAYIOIIHE TEPMUHBI U UX ONpEJe/IeHHs

2.1. Bnaoeney npocmoii 31ekmpoHHol nodnucu - corpy tHUK MKOY Cam-Kakcunckoit OOIL

HaJEeJCHHBIM MMOJHOMOYHSMH MOAMUCH JOKYMEHTOB, HCIOIB3YIOIIMNA MM MOJIb30BATENs U MapoJib s

asTopusauun B UC;

2.2. Bnexkmponnsiii dokymenm (nanee - JIOKyMEHT) - JOKYMEHT OJHOIO M3 HE pPelaKTHPYeMBIX THIIOB
JIOKYMEHTOB, CO3JaHHBIi B J3JEKTPOHHOH (opMe M NOANMCAHHBIA 3JIEKTPOHHOM IOANMCHIO
COTPY/HHUKA;

2.3. Knwou 31eKmpoHHOU nodnucu - yHUKaldbHAas IOCIEIOBATENIbHOCTh CHMBOJIOB, NpEAHA3HAYCHHAsA

IS IOATBEpKIeHHs ¢ ucnosb3oBanneM cpeacts MIC nognmunnoctu I1911;

2.4. Ipocmasn snekmponnan noonucs (I1311) - undopmarnus B 3nekTpoHHOH popme B UC, Bo3HuKaromas
B MOMEHT BBHINOJIHEHHS BJIaJelIbIeM DJIEKTPOHHON MOANMHCH KOMaHIB! moamucanus J[okymeHTa B



unTeppetice MC, mnonreepxpmaromas MmoIIHHHOCTE HoxymeHTa wu/winm (akT O3HAKOMIIEHHS
Branensua II9I1 ¢ JloxymeHTOM, KOTOpas B3amMHO OXHO3HAYHO cBs3bIBaeTca ¢ JlokymeHTomM u
BJIAJICNIBLIEM TOAIHCH;
2.5. WImamn I131T - BU3yallbHas OTMETKA 00 3JIEKTPOHHOM MOMIKCH, BK/IIOYAIOLIAS pekBu3uTEI [1911,
KOTOpas aBTOMAaTHYeCKH cosnaercs cpeactsamu WUC npu OTKPBITHH (BH3yaJH3alliH) IOKYMCHTA,
noamucannoro II0IN, B uuTepdeiice VIC; Bpems (opmuposanus TI9I1 otobpakaercs B mTamme o
4acoBOMY noscy noas3osarens UC.

3. OGecneuenne pHAHYECKOH CHIBI BHYTPEHHHX 3J1€KTPOHHBIX NOKYMEHTOB

3.1. Xu3HeHHBIT HuKT Hoxymenta B UC Bkmouaet: co3nanue u NpoYHe AEHCTBHS MO ero oGpaboTke,
OTpKEHHE B yuere, a Takoke xpaHenne B VIC. UC oGecnieunsaet perucrpaumtoneiicTBuii 0JIb30BaTeneit ¢
JIOKYMEHTOM (JIOrHpOBaHHe) B TeYeHHe KUBHEHHOTO LHKJIA.

3.2. Bee Bnamensust 1211 npusnaror paBHO3Ha4HOCTE cBoelt [IOIT coberBenHOpydHOM TmommucH Ha
OyMaXKHOM HOCHTEE.

3.3. Cozpanume II3I1 B UC HHHLIHMHUPYETCA COOTBETCTBYIOINMM IeHcTBHeM Biaanensua II9I1, T.e. He
BBINOJTHACTCS aBTOMATHYECKH HJIM HE3aMeTHO /s Bnanesbua [13]11.

3.4. Tlomsromouns Bnanensua I1311, moxmucaBmero JloKkyMeHT, HOATBEPKIAIOTCSA B MOMEHT MO/ THCAHHS
Hoxymenta B UC aBTOMaTHYECKH 110 TIONIOKHTENBEHOMY PEe3yIbTATyC/IeIYIOHX IPOBEPOK:

* COOTBETCTBYIOMIMH I10JIb30BATENb aBTOpU30BaH B UC,

* COOTBETCTBYIOLIHH KIIOY 3JEKTPOHHOH MOJIHCH BKIIOYEH B PEECTp BBIIAHHBIX KIHOYEH 3/IEKTPOHHON
NOAIHCH,

* COOTBETCTBYIOIUHH KIIOY OJJIEKTPOHHOH IOMIHCH OTCYTCTBYET B pEECTpPe OTO3BaHHBIX KJIIOYel
3NIEKTPOHHOH MOAITHCH.

3.5. Bpems pOpMHPOBaHHSA 3NEKTPOHHOH OTHCH ¢uxcupyercs cpencrpamu UC.

3.6. BHYTpeHHHE 3/eKTPOHHBIE JOKYMEHTHI, TIOANHCAHHEIE [1311, npusnatoress BMKOY Csam-Kakeuekoii
OOLI paBHEIMH 0O OPHAHYECKON CHJE AOKYMEHTaM Ha OyMa)XHBIX HOCHTEJsIX, 3aBEPEHHBIM
COOCTBEHHODYYHOH MOANHCEIO, 3a HCKIIOYEHHEM CIy4aeB HEOOXOOMMOCTH  HCIOJIB30BaHHS
KBTH(HIHPOBAHHOM 37IEKTPOHHOMN MOAMHUCH B COOTBETCTBHHY C 3aKOHO/AATeNbCTBOM PO,

3.7. Tons3oBarenn UC TPU3HAIOT, 4TO BH3yamusauus mwramna 1311 npu gemoncTpanuu JoxymenTa B
unTepdeiice UC, Bemonnennas cpencrsamu UC, smisercs HEOCMIOPHMBIM TMOATBEPXKIACHUEM (akTa
[OMHACARNA IOKYMEHTA COOTBETCTBYIOLMM Biajeinsiem 1311 (mommaHOCTS H HEOTPEKAEMOCTB ).

3.8. Xpanenne J[oKyMEHTOB OCyIIECTBISETCS IyTeM 3anucu cBeleHHH o JIOKyMEeHTax B apXHB
SJICKTPOHHBIX TOKYMEHTOB, KOTOPBIH sABjIfeTc YacThio VUC.

3.9. MKOY Csam-Kakcuuckas OOLL oGecreunpaer TCXHHYIECKHMH M OPraHM3allHOHHBEIMH MEPaMH 3allUTy
OT HECAHKIHMOHHPOBAHHOTO JIOCTYNA H IPEJHAMEPEHHOTO YHHYTOKEHHS H/HIIH HCKAKEHHS CBEJCHHH 0
JlokyMeHTax B apXHBe 3JIeKTPOHHBIX JOKYMEHTOB UC, a Taxoke rapanTupyeT noarepiKueHue aBTOPCTBa
AOKymeHTa, moanucannoro II3IT asTopa, B ToMurce myTem YTBEPXK/ICHHUS IOUMEHHOTO OTPaHHYEHHOTO
CITHCKa JIML, HMCIOLWMX pacIIMpeHHble (aIMHHHCTPATHBHBIE) IIpaBa JOCTyNa K apXHBY 3JIEKTPOHHBIX
JokymeHTOBUC.

3.10. MokymenTer xpanstes 8 UC B Tom ¢opmare, B KOTOpOM OHM GBLTH CO3/IAHEL

3.11. Komnust 3meKTpoHHOro JOKYMEHTa MOXET OBITh M3rOTOBJIEHA (pacnevarana) Ha GymaxHOM
Hocurene cpencteavu MC u 3aBepeHa coGCTBEHHOPYYHOH MOAMHCHIO Binazensua [I9I1. Komms
JJICKTPOHHOIO NOKYMEHTa Ha OyMa)KHOM HOCHTeNe IOJKHA COIEpXKaTh BH3YalM3alHMI0 I[OTaMIa
(wramnos) I311, noaTsepxaaromyro, uto opurusai Jlokymenta noanucan [1311.

AYTEHTHYHOCTh 3NIEKTPOHHOTO JOKYyMEHTAa M €ro KOIHH Ha OymakHOM HOcHTene obecneumBaercs
cpeacrBamu UC.

4. IlpaBa, 06A3aHHOCTH M OTBETCTBEHHOCTE BJIaJe/JIbHAa 3JIEKTPOHHOM noanucu

4.1. Bnanenen ITDI1 umeer TIpaBo:

* o0pamarbcs K OTBETCTBEHHOMY 3a Texnugeckyro moanepkky HMC s ammynuposanms (oT3miBa),
NPHOCTAHOBKH (BO300HOBIEHHS) NeiicTBHA IPHHAIEKALIETO €My KIII0Ya 3JIEKTPOHHOM IOAMHCH;

* B Ciy4ae HeOOXOOUMOCTH 3aMEHBI, BOCCTAHOBJICHHS KIIOYa QNICKTPOHHOHM IOAMHCH OOpaTHTLCH K

OTBETCTBEHHOMY 3a TEXHHYECKyI momuepikky HC c COOTBETCTBYIOIIEH NMpock6Oif M MONYYIHTH HOBBII
KJI¥OY 3JIEKTPOHHOH MOMIINCH;



* oOpamatecs K mupekTopy MKOVY Cam-Kakcuuckodi OOI mis pa3bopa KOH(DIMKTHBIX CHTyalMi
(copoB), Bo3HuKaromux npu npumerneruu 11911 8 UC.

4.2. Bnagnenen I12I1 obsi3an:

* BecTH 00pabOTKy BHYTPEHHHX OJJIEKTPOHHBIX IOKyMeHTOB B MC B COOTBETCTBHH €O CBOMMH
JODKHOCTHBIMH 00S3aHHOCTSAMH;

* [PUHMMAaTh BCE BO3MOMHBIE MEpBI S NPENOTBPAIICHHS HECAHKIHMOHHPOBAHHOIO HCIIONB30BaHMSA
CBOETO KIII0Ya JIEKTPOHHOM MOIIUCH;

* HH IIPH KaKUX YCJIOBHAX HE IepeiaBaTh KJII0Y 3JIeKTPOHHO MOANMKCH IPYTHUM JIHIAM;

* NOpH KOMIPOMETAMH CBOEro KJIK4Ya 3JIEKTPOHHOH MOAIKCH He3aMeUIMTeNIbHO 00paTHuThes K
OTBETCTBEHHOMY 3a TeXHHUYecKyro nomuepxky MC ansg npHocTaHOBKH AEHCTBHS NPHHAMLIEKALIETO EMY
KJTFOYa 3NEKTPOHHOM MOAIMHCH.

4.3. Bnagenen ITOI1 HeceT NMUYHYIO OTBETCTBEHHOCTH 32 COXPAHHOCTB CBOEr0 KJIOYa 3MEKTPOHHOH
MOAIKCH H €ro 3alllUTy OT HECAaHKIIHOHUPOBAHHOTO HCIIOIb30BaHHUS. ‘

5. Texuosorus npumenenus cpeacts I1911 8 UC
5.1.  na npumenenus [I3I1 B UC Bnamensuy I13I1 HeoOxomumo aBropm3oBathes B MIC ¢
UCIIOB30BAaHHEM MyONHYHOM M KoHbuAeHUHanbHOH uacTel kimrova [IDI1 (ums monb3oBaTens u
napons). [lognucanue JloxkymeHTa BBINOJHSETCS NyTeM Haxarus Ha kHomky 'lloanucare" B
unreppetice UC.
5.2. Uudopmauns 000 BceX BBLIAHHBIX MOJB30BATENIO KIIOYAX JNIEKTPOHHOW NOIIMHKCH, AaTax
TOJIy4YeHUS M NpeKpalleHus ux neicteus (u3barus) xpanurces B MIC nocrosxHo.
5.3. Ilpu npexpaieHnu y corpyanuka MKOV Cam-Kakcunckoii OOLL TODKHOCTHBIX 00s3aHHOCTEH
no o0paboTke BHYTPEHHHX OJJIEKTPOHHBIX JOKYMEHTOB ¢ Hcmonb3oBaHdeMm [IOIl wimm npu
YBONBHEHHH COTPYOHHMKAa €ro K04 BHOCHTCS B peecTp OTO3BaHHBIX KIIOUeH JIIEKTPOHHOH
noanuci. C MOMEHTa BHECEHHs KIIIOYaB PEECTP OTO3BAaHHBIX KIIOUEH 3IEKTPOHHOH NMOAMHCH BCe
nocnenyrwomueJ[okymeHThI, noanucanibie 3o [1011, He cuuTarOTCs MOANUCAHHBIME HAIJIEXKaUUM
obpa3om, T.e. MOAMHUCHIO, pABHO3HAYHON COOCTBEHHOPYYHOH.

6. 3akaYHTENLHOE MOJI0KEHHEe
6.1. Hactosmee [TonoskeHne BCTynaeT B CHITY C JaThl YTBEPKICHHUS.



