MyHunnaisHoe OI0IKEeTHOE JOLIKOIBHOE 00pa3oBaTeIbHOE YUPEIKICHHE
«KBapcunckuit neTckuii cam»
(MBIOY «KBapcuHCKU AETCKUM camy)

ITPUKA3
n.KBapca

17.10.2024r. No 70

O6 yrBepxaennu [onoxenus 06 UCIONBE30BaHAM TPOCTOH MEKTPOHHOM IOANUCH IS
3JIEKTPOHHOI'0 TOKYMEHTO000pOTa B MyHUIIMIAIEHOM OXOPKETHOM JOIIKOJIBHOM
00pa3oBaTeNbHOM yupexaeHuH «KBapCHHCKHI NeTCKuit cany

B coorBerctBuu co cT. 4 ®exmepansHoro 3akona or 06.04.2011 Ne63-®3 «O6
3IEKTPOHHOM ITOAITUCH)

ITPNUKA3BIB A IO:

1. Vreepauts 1 BBecTH B aelictue ¢ 17.10.2024 ITonoxeHue 06 UCIONb30BaHIHT
MPOCTOH  SJCKTPOHHOM  IOANUCH UL SJIEKTPOHHOIO NOKYyMEHTOOOOpoTa B
MyHAIMIAMEHOM — OHO/DKETHOM — JOLIKONBHOM — 00pa3oBaTeNbHOM — YUPEKICHHH
«KBapcunckuii gerckuii cam

2. Crapuemy BocruraTeno, Mopo3oBoii Anactacuu CepreeBHE, pa3sMECTHTE
[lonoxenue Ha ”HGOPMALMOHHOM CTEH/IE, ODUIUATFHOM CaiiTe Yypexenus.

3. KOHTpO/b HCIIOTHEHMS HACTOSIMIETO IPUKA3a OCTABIISIO 38 COOOI.
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3aBeqYIOLIMIMA O.M.Xaliposa

C npHuKa3oM 03HAKOMJICHA: A.C.Mopo3sosa



[IPUHATO YTBEPX/EHO
O6muM codpaHueM ITpuka3zoM 3aBeyrOIero
PaboTHUKOB YupeKa1eHus MBJIOY «KBapcuHckuii
" o1 17.10.2024 ITpoToko:a Ne2 nerckui cam» ot 17.10.2024 Ne70
[TOJIOXKEHHE

OO0 uCnoab30BaHMUKU MIPOCTOMN IITEKTPOHHOMN MOAMUCH AJIs DIEKTPOHHOIO
JIOKyMeHTO0000pOTa B MyHHUITMITATEHOM OI0/DKETHOM JOUIKOJILHOM 00pa30BaTEIbHOM
YyUpEKIASHUH
«KBapcuHckuit nerckuii cam



1. Oo0wmHe no.10KeHHUS

1.1. Hacrosiee ITonoxkeHue o0 HMCHOIB30BAHHH MPOCTOM 3JIEKTPOHHOM IONNMCH I
BHYTPEHHETr0 3JIEKTPOHHOI'0 JOKYMEHTOO00pOTa B MyHUIIMNIATEHOM OFOIKETHOM JIOIIKOJILHOM
obpa3zoBaTebHOM yupexkaeHuu «KBapcuHckui neTckuit camy» (nanee - ITomoxkeHue) sBiseTcs
JIOKaJIbHBIM ~ HOPMATHBHBIM  aKTOM  MyHUIMDAnbHOTO  OIOMKETHOTO  JAOUIKOJBHOTO
obpazoBaTenpHOro yupexacHus «Kpapcunckuit nerckuii cany (nanee — JIOY) u ompenensier
TIOPSZIOK U YC/IOBUSL pabOTEI COTPYJHUKOB C BJIEKTPOHHBIMH JOKYMEHTaMH B MH(OpMalmoHHOMI
Cucreme (nanee - MIC), HENMOCpEeICTBEHHO CBS3aHHBLIMH C MX TPYAOBOH JIEATENBHOCTHIO, C
IIPUMEHEHHEM IIPOCTOH 3JIEKTPOHHOM noanucu (aanee - [1311).

1.2. VYyaCTHMKaMHd SJIEKTPOHHOT'O B3aMMOJCHCTBHS HA YCIOBHSX, OIPEIEIECHHbIX
HacTossuuM llostoxxenuem, sBisrores corpyaauku JJOVY.

1.3. Peamusaums omnpeseneHHbIX HacTOAIUM [loJOKeHHEM YCIOBUH ITPUMEHEHHS
MPOCTOH 3JICKTPOHHON TOANUCH OOECNEeUHBACT NPHIAHHUE IOPHUIHYECKOW CHIIBI BHYTPEHHHM
SNEKTPOHHBIM JokymMeHTaM JIOY B MC, TpeOyrommM NHYHOH IOAMUCH COTPYAHMKA, H
OIlEpaLMsIM C HUMH.

1.4. Haymruwe TID]1 obecnieunBaer BHYTPEHHMM 3JIEKTPOHHBIM JOKyMeHTaM B UC:

. IOUTMHHOCTE - IIOJATBEPK/ICHHE aBTOPCTBA JIOKYMEHTA;

. IIEJIOCTHOCTE - JIOKYMEHT HE MOXXET OBITh H3MEHEH ITOCJIE IO AIACAHHUSI;

. HEOTPHIaHHE aBTOPCTBA (HEOTPEKAEMOCTD) - ABTOP HE MOXKET OTKA3aThCsI OT CBOEH
IIO/IITHACH.

1.5.  Jlns moammcaHusi 3MEKTPOHHBIX AOKYMeHTOB B MC HCIONB3yercs mpocTas
3JIEKTPOHHAS MOANKCH - HH(POpPMALKs B IIEKTPOHHOM Popme, KoTopast MPUCOETUHEHA K APYTOM
MH(OPMALMH B SJIEKTPOHHOH (Popme (MOAIKCHBaEMON HH(POPMALIUHU, JOKYMEHTY B 3JIEKTPOHHOM
BUJI€) WM MHBIM 00pa3’oM CBs3aHHAs ¢ TaKOW MH(OpMALMEH, ¥ KOTOpas HCIONb3YeTcs I
OIpeAeNeHus U, MOANUCHIBAIOMIEro HHGOPMAIIHIO.

1.6. B xauecre myOmuynoit yactu kimoua IIDI] MCHONB3yeTCs YHMKAJIBHOE HMS
YUCTHOH 3allMCH, NpPUMEHseMoe [Jis aBTropu3anuu noin3osarens B MC. B  kauecTse
KOH(pHUAeHIMaIbHOR YacTH kmova [ID]] ucrnonb3yercs maposb K y4eTHOH 3amucH.

1.7. HsroTopieHue (rerepauuio), Bbinady u peructpauuio B MC yka3zaHHBIX B 1. 1.6
VMMEH II0JIb30BaTeIed M Tapojied OCYyIECTBISeT OTBETCTBEHHBIM 3a reHepauuio I1D11,
Ha3HA4YCHHBIM mpuKasoMm 3asenyromero JIOY (mamee - OTBETCTBEHHBIA 32 TEXHMYECKYIO
noaaepxky UC).

1.8. Tlapons mome3oBatenss MC MoXkeT OBITH M3MEHEH €ro BIANENBIEM B OGO
MOMEHT IocJjie aBTopusanuu B VIC. PexoMennyeTcss ©3BMEHSTh TapoJjib HE PEXKE OJTHOrO pasa B TPH
mecsa. st CHYDKEHMs pHCKa II0J00pa mapoisi U HECAHKIMOHHPOBAHHOIO HCIIOIHL30BAHMS

APYIdAM JIMIOM KIIIO4a SHGKTPOHHOﬁ HOAIIMCH PEKOMCHAYCTCA HE 3aJaBaTb MapoJiu,
HCITOJIE30BAHHBIE paHEE.

2. TepMuHBI H onIpeNeIeHUs

B nanxom I10J10)KeHUN UCTIONB3YIOTCS CAEAYIONIME TEPMUHEI M X OIPEEICHHSL:

2.1. Bnazmenen mnpoctoi »eKTpOoHHON moAmucH - coTpymHuk JOVY. HmoAmmcaBLIHii
YBenoMieHHE 00 O3HAKOMJICHHH C HACTOSIIMM I[lOJOXKEHHEM M MCIONB3YIOWIHH HUMS
[0JIb30BAaTENs U NapoJib 1J1s aBTopu3anuu B IC.

2.2. BHyTpeHHHUH JEKTPOHHBIN JOKYMEHT (Harnee - JIOKyMEHT) - JOKYMEHT OJIHOIO H3
THIIOB JOKYMEHTOB, CO3JJaHHBIN B 3JIEKTPOHHOH (PopMe ¥ MOAMMCAHHBIN JIEKTPOHHOM 110 IITHCHIO
COTPY/AHMKA (2TEKTPOHHBIMHU TIOIKUCAME COTPYAHUKOB) JIOY;

2.3. Koy 3MeKTpOHHOM NOANMCH - YHHKAIBHAS IOCIEIOBATEIbHOCTh CHMBOIOB.
IpeAHasHAYCHHAS ISl MOATBEPIKIACHHUSI C UCIOJIb30BaHueM nomuaHocTh [1311 B JlokyMeHTe:



2.4. PeecTp BBITaHHBIX KITHOYEH IEKTPOHHON MOAUCH — XPAHSIIHUHCS B 2IEKTPOHHOM
BHJIE€ CIHCOK YHHMKA&JIBHBIX I10C/I€0BATEIbHOCTEH CHMBOJIOB, COJEPIKAIIMXCH B BBIIAHHBIX
MOJIL30BATE/SIM UMEHAX YUYETHBIX 3alucel B maposx;

2.5. Peectp O0TO3BaHHBIX KJIIOYEH O3JEKTPOHHOM MOANMCH - XpaHALMHCS B
SNIEKTPOHHOM BHJE cnucoK IIDII paGoTHHKOB, KIIIOYM SIEKTPOHHON TOANMCH KOTOPBIX K
MOMEHTY OOpallleHusl K JaHHOMY peecTpy OBbLIH OTMEYEHEI KaK HeleHCTBUTENBHEIE,

2.6. Ilpocras snextponHas mommuck (I1911) - undopmanus B SIEKTPOHHON (opMe B
MC, BO3HHKaiOlass B MOMEHT BBINOJHEHHS BIAAENBLEM 3JEKTPOHHOM IIOMIMCH KOMAHJIBI
noanucanus Jlokymenra B uarepdeiice UC, moaTrepxaaromas MoaIduHHOCT, JJOKyMeHTa U/ UK
Gaxt o3nakomnenus Biazensua I[I3I1 ¢ JlokyMeHTOM, KOTOpas B3aWMMHO OIHO3ZHAYHO
CBSI3BIBAETCS ¢ JIOKYMEHTOM M BJIa€NbIEM IOAINCH;

2.7. 1lramno 1211 - Bu3yanbpHas OTMETKA 00 3JIEKTPOHHOM IOJIIMCH, BKJIIOYAIONIAS
pexBusuThl [IDI1, xoTOpas cozaeTcs NpH MOANUCAHUE TOKYMEHTA, BpeMst (opmuposanus 11911
orobpaxkaercs B cBoicTBax [1311 mo wacosomy mosicy nmons3osarens VIC.

2.8. O0paborka 5IEKTPOHHOrO JOKYMEHTa - jgeHcTBHS mnoids3oBatesns MWC ¢
QJIEKTPOHHBIM JOKYMEHTOM cpenacTtBaMu HMC, Bkimodas, HO HE OrpaHHYHBASLCH: CO3JaHHE,
npoBepka, noanucanue 11011, mudopmuposBanme npyroro momszoBarenst MC o mokymeHre,
MOJATBEPXKACHUE IIONYYEHHS, O3HAKOMIICHHE, CO3JaHHE KOIHH Ha OYMa)KHOM HOCHTEIIE,
OTKJIOHEHUE, yIaJICHUE.

3. Obecneuyenne OPHIHIECKOH CHIIbI BHYTPEHHHX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. OKussennsi nuxn Jlokymenta B UC BKIIIOYaeT: CO3IaHUE M IPOYME ACHCTBHUSI 110
ero o0paboTKe, oTpaxkeHue B ydere, a Taikke xpaHenue B IC. C obecrneunBaeT perucTparmio
JEHCTBHH 1MOJb30BaTeNeH ¢ JlIokymMmeHTOM (JIOTHPOBAHKUE) B TEYEHUE KU3HEHHOTO I[HKJIA.

3.2. Bce pnanensisl [1911 npusnaroT paBHO3HAYHOCTE cBoel I1DI1 co6cTBEHHOPYUHOIH
IIOJINMCH Ha OYMa)KHOM HOCHTEJIE.

3.3. Cospanue 1911 B UC mHUDMUpPYETCS COOTBETCTBYIOIIMM AEHCTBHEM BIIAJIENbLIA
[1311,

T. €. HE BBINOJIHSIETCSI aBTOMATHYECKHU WJIM HE3aMETHO IS BJIa/Ielblia.

3.4. Tloanomounst Bnazensua I1911, nommucasmero JJOKYMEHT, HOATBEPIKIAIOTCS B
MOMEHT mnoanucanust Jlokymenta B MIC aBTroMaTHyecKH MO IMOJOXHTEIBHOMY PpE3yIbTaTy
CJIEAYIOLIUX IIPOBEPOK:

- COOTBETCTBYIOIIM I10J1b30BaTENb aBTOpU30BaH B VIC,

- COOTBETCTBYIOIIMM KIIFOY JIEKTPOHHOM ITOAIMMCH BKITFOYEH B PEECTpP BBIOAHHBIX
KJIFOYEH 3JIEKTPOHHOM TTOITHCH,

- COOTBETCTBYIOIMM KJIIOY JJIEKTPOHHOH IIOJIIMCU OTCYTCTBYeT B peecIpe
OTO3BaHHbLIX KIFOUYEH IJIEKTPOHHOM IOAIIHCH.

3.5. Bpewms $popMupoBaHus 311eKTPOHHOM noanucH bukcupyercs cpenctamu UC 1o
rpuasruckoMy Bpemeru (UTCH0).

3.6. DBuyTpeHHFE OJIEKTpPOHHBIE IOKYMEHTHI, moamucanHbie IIDI1, mpusHaioTcs B
Opranuszanuu paBHBIMH IIO IOPHIMYECKOH CHJIE NOKyMEHTAM Ha OYMa)KHBIX HOCHTEISX.
3aBEPEHHBIM COOCTBEHHOPYYHOH ITOJIHCEIO.

3.7. Ilome3oBarenu MC npusHatoT, uyTo BH3yamu3auus mramma 11911 mpu
nemoHcrpauud Jlokymenra B uHTepdeiice WMC, Beimonnennas cpeactsamu MC. ssisercs
HEOCTIOPUMBIM ~ MOATBEPXKIACHUEM ()aKTa TOANMHCAHMUS JOKYMEHTA  COOTBETCTBVIOLIHM
BrazaenbieM I[IOIT (moAMMHHOCTE H HEOTPEKAEMOCTS).

3.8. Xpanenue JIOKyMEHTOB OCYLIECTBISETCS MTyTEM 3AlIHCH CBEICHHIE 0 10Xy MeHTay
B apXUB 3JICKTPOHHBIX JOKYMEHTOB, KOTOPKIHU siBiIsieTcs yacThio MC.

3.9. Opranuzanus obecrmeurBaeT TEXHHYECKUMH M OPraHH3alHOHHLIMI MEDaME
3al0UMTy OT HECAHKUMOHUPOBAHHOIO JOCTYNA M MPEIHAMEPEHHOTO VHHYUTORSHNS i H1i
UCKaXKCHUS CBEICHHH O JIoOKyMEeHTax B apXHBe »IEKTPOHHBIX JokvMeHnTos [C. a tamss
rapaHTHpYeT IIOATBEPXKICHHUE aBTOPCTBA JOKYMeHTa, noamucanHoro 1211 asTopa. B ToM wice



IyT€M YTBEPXACHHMS IIOMMEHHOIO0 OTPaHHYEHHOIO CIHCKa JIMIL. HMEIOIMX pPaclIHpEeHHbIE
(aAMUHUCTPATUBHBIE) IIpaBa A0CTYIIA K apXHUBY IEKTPOHHBIX Jo0KyMeHTOB VC.

3.10. [oxymentsl xpausrtcs B UC B ToM popmare, B KOTOpOM OHH OBLTH co3aaHbL. Cpok
xpaHeHHus JIoKyMEHTOB M cBeAeHHH 0 JIoKyMeHTax HE€ MOXKET ObITb MeHee 3 (Tpex) JeT U
ONpeAeNseTCs B COOTBETCTBUM C JIOKAIbHBIMM HOPMATHBHBIMH akTaMH OpraHus3aliuud HIH €€
CTPYKTYPHBIX [TOApa3aeIICHHIA.

3.11. Komus >MeKTpOHHOTO JOKYMEHTa MOXKET OBITh M3TOTOBJIEHa (pacledaraHa) Ha
oymakHoMm Hocutesne cpeactBamu MC u 3aBepeHa COOCTBEHHOPYYHOM TOJIMUCKHIO BIAEINBITA
[IDII, nubo uneHaMM KOMUCCHUM, BKIIOUAOUEd B ce0s Kak MHUHUMYM PYKOBOJIMTENS
OpraHu3alyy 4 JIMLO, UMEIOIIEE pacIIupeHHbIC (aIMIHACTPATABHBIC) MTpaBa JIOCTYIa K apXUBY
31eKTpOoHHBIX JoKyMeHTOB MC. Komus 3J€KTPOHHOrO JOKYMEHTa Ha OyMaXXHOM HOCHUTENE
JI0JDKHA COJIepKaTh BU3yallM3alyio mtamma (mramioB) [1011, moaTBepaaronyto, 9T0 OpUTHHAI
Joxymenta nommucad I[IDIl. AyTeHTHYHOCTH 3JIEKTPOHHOTO JOKYMEHTa M €ro KOMHH Ha
OymaxxHoMm HocuTene obecrieunBaercs cpeacramu MC.

4. IIpaBa, 0013aHHOCTH H OTBETCTBEHHOCTH BJIANEIbIA YIEKTPOHHOH MOANMHCH

4.1. Bnapenen I1OI1 nmeer npago:

- oOpamiatecsi K OTBETCTBEHHOMY 3a TexHUYecKyro noaaepxkky HMC pns
AHHYJIMpPOBaHUS (OT3bIBA), IPUOCTAHOBKH (BO30OHOBIIECHHUS) MEUCTBHUS MPUHAMJIECKAIIETO €My
KJIFOYa 3JIEKTPOHHOW MOJITHUCH;

- B Cllydyae HEOOXOJUMOCTH 3aMEHBl, BOCCTAHOBJIEHHSI KIIIOYa JJIEKTPOHHOM
noAIHCH 00paTUThC K OTBETCTBEHHOMY 3a TeXHHUUYecKylo momaepkky VC ¢ cooTBeTcTBYIOLICH
IIPOCKOOH M IOIYYHTE HOBBIA KIIIOY SJIEKTPOHHOM MOIIUCH;

- oOpawarbes K pykoBoAcTBY Opranusauuu A pa3dopa KOHPIMKTHBIX CUTYalui
(cnopoB), Bo3HuKatoux Ipu npumenenwnu [1911 B UC.

4.2. Bnapeneu I19I1 obs3an:

- BECTU 00pabOTKy BHYTPEHHHX JJIEKTPOHHBIX JOKYMEHTOB B MIC B COOTBETCTBUHU
CO CBOMMH JOJDKHOCTHBIMHU 00SI3aHHOCTSIMU;

- MPHUHUMATh BCE BO3MOXKHBIE MEPBI AJIsI TPEAOTBPALIEHUS] HECAHKIIHOHUPOBAHHOTO
UCIIOJIB30BaHHUsl CBOEr0 KJIIOYa JIEKTPOHHOM MOJIIUCH;

- HU [PU KaKUX YCIIOBUSIX HE Ilepe/laBaTh KJIIOY UIEKTPOHHOHM ITOMNUCH APYLUM
JLaM;

- IIPH KOMIIPOMETALMK CBOEr0 KIIOYa SJIEKTPOHHOU IOJIMCH HE3aMEIJIATEIIHHO
obpatuThbes kK OTBETCTBEHHOMY 3a TeXHHYECKYIO moaaepkky VIC uist mprOCTaHOBKH ACHCTBHUS
IPUHAJIENKALETO MY KITF0Ya NCKTPOHHOM MOAIMHCH

4.3. Bnagenen IIOI] HeceT NMUYHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTH CBOErO KJIKOYA
JIEKTPOHHOM ITOAIIHACH U €10 3alIUTY OT HECAaHKITMOHAPOBAHHOTO UCTIOIH30BAHHUSL.

IIpu npexpaumienuu y corpymuuka JIOY HOIDKHOCTHEIX 0OO0s3aHHOCTEH IO 00paboTke
BHYTPEHHHX SJIEKTPOHHBLIX JOKYMEHTOB C wucnosis3oBanue [IDI] wumd npu yBOJBHEHHH
COTPYIHHMKA €ro KIIOY BHOCHTCS B PEECTP OTO3BAHHBIX KIIOYEH SJIEKTPOHHOH IOMUCH
OtsercTBeHHbIM 3a reHepanuio [ 1211, C MoMeHTa BHECEHHS KITFOUa B PEECTP OTO3BAHHLIX KITHOYEit
3JIEKTPOHHOM IOJANMCH BCE nocienyromme JokyMenTsl, noamucansbie 1o [1311, He cuuTaroTes
IIOAMHACAHHBIMU HaAJIEXKAIIUM 00pa3oM, T.€. IIOAIICHI0, pABHO3HAYHONW COOCTBEHHOPYYHO.

5. Texnosorust npumenenus cpeacts 1311 B UC

5.1.  Jlns npumenenust 1311 8 UC Bnagensuy I19I1 HeoOx0amuMo aBTopH308atses 8 1T
C MCII0JIb30BaHUEM ITYONIMYHON 1 KoHDUIeHUHaIbHOU yacTelt katoda [1D11 (nvs noas3osates i
napoib). lloanucanue JokyMeHTa BBIMONHSETCS IMyTeM HaxaTHs Ha KHOMKY 'Tloamicats” =
unTepdeiice NC.

3.2. HMubopmanus 060 BceX BHIIAHHBIX MTOIB30BATEIO KIIOUaX 3 IeKTPOHHEOH [0 IIH I,
Jarax IOJIy4EHHs U NpeKpalieHus uxX aeucTBus (u3bsatus) xpanutcs B MC nocTosHHO.



5.3. [lpu nmpekpaiieHu# y cotpyauika Opradu3alyy J0DKHOCTHBIX 00S3aHHOCTEH 110
00padoTKe BHYTPEHHHX 37€KTPOHHBIX JOKYMEHTOB ¢ wHcmons3oBanueM IIDI1 umu npu
YBOJIbHEHHH COTPYJIHHKA €ro K04 BHOCHTCS B PEECTP OTO3BAHHBIX KIIFOUEH 3JIE€KTPOHHON
noanucu OTBETCTBEHHBIM 3a TexHuueckyio momnepkky MC. C MOMEHTAa BHECEHHS KIOYa B
PEECTp OTO3BaHHBIX KIIOYEH OSJIEKTPOHHOH IONNHCH Bce mocienyromue JIOKYMEHTEL,
noanucanHele 3To# [1D11, He cunTarOTCs MOANUCAHHBIMU HAIJIEXKAIUM 00Pa3oM, T. €. IOANUCHIO,
PaBHO3HA4YHOH COOCTBEHHOPYUHOH.

6. 3aKIIouHTeIbHBbIC IOJI0KEHU S

6.1. Hacrosuee [Tonoxenue BCTynaeT B CHILy € AaThl YTBEPIKICHHS.

6.2. Texcr Ilonoxennus pasmemaercs 8 UC. Crioco6 aocTyna K akTyalbHOH BEpCHH
[TonoxeHnus OIUCEHIBAETCA B MOJTB30BATENLCKOM JoxyMenTanuu K VC.

6.3. 6.3. Texcr Ilonoxenust xpanutcst y pykosomutens JJOY wu mpejnocraBisieTcs
corpynaukam JIOY mo 3ampocy.

6.4. J[oxymentsol, cosmasabsle B UC u mommucamasie IIDI] B COOTBETCTBHM C
HacTosiuM [looXKeHHeM, NPU3HAIOTCS IOPHIMYECKH 3HAYAMBIMH C IaThl yTBEPIKICHHUS
[Tonoxenus.



