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1. O6mmue moJioKeHus

1.1. Hacrosmee ITonosxkenne 06 HCIONB30BAHAM MIPOCTOI 3IEKTPOHHOM IOANUCH (HaJiee

- Ilonoxenue) sBIAETCA JIOKAIbHBIM HOPMATHUBHBIM aKTOM MYHHIUIAIEHOIO OHOIKETHOTO
o0meo6pasoBaTenpHOro yupexaeHus «[lommmBatoBekas cpeauss 00meo0pa3oBaTeIbHas MKOIa
umenu 'epos Coserckoro Coroza B.I1. 3aitueBay (manee MBOVY «Ilommusanosckas COILLL m.
I'epos Coserckoro Coroza B.II. 3aiiueBa») M ompeienseT MOPSIOK W YCIOBHS 3aBEDEHHSE
corpyanaukamMu MBOVY «Ilogmusanosckas COIL um. I'epost Coerckoro Corosa B.I1. 3aiinesan
3JICKTPOHHBIX JOKYMEHTOB B MH()OPMaMOHHBIX cucTeMax (nanee — MIC) ¢ npumeresnem npoctoit
IEKTPOHHOM moxnucu (manee - [1911).

1.2. TIDIT ucnose3yeTcs B Claydasx, Koraa He TpeOyeTcsl HCIOb30BaHNe KBaTHdHIHPOBasHEOii
QIIEKTPOHHOM MOIHUCH.

1.3. Peanusanus ONPENENEHHBIX HACTOSIIMM IIOTOXKECHHEM YCIOBWII NPHMEHEHHS NPOCTOM
SJICKTPOHHOM MOAMKCH 0OECIIEYNBAET NPUJAHUE FOPUANYECKOH CHIIBI BHYTPSHHHM JOKYMEHTaM
MBOY «llommuBanosckas COILl um. T'epost Coserckoro Corosa B.I1. 3aiimesa» B WC,
TpeOYIOIMM JIMYHOM HOAICH COTPYIHUKA, U OTNIEPAIAAM C HUMH.

1.4. Hamauwme ITIOI1 oGecniednBaeT BHYTPEHHUM SJIEKTPOHHBIM JOKYMEHTaM B HH()OPMAaHOEHbIX
CHCTEMAX:

* [IOJUTMHHOCTE;

* UEJIOCTHOCTE - TOKYMEHT HE MOXET OBITh U3MEHEH MOCIIE ITOAMTHCAHS

1.5. Toxymenr, moanuckiaemplit [1311 B IC nomkeH OBITh B He penakTupyeMoM (GopmMare.

1.6. Jlns moamucaHus 3MEKTPOHHBIX TOKYMEHTOB B VIC HCmONB3yeTCs MpocTas SIeKTPOHHAS
MOAMHUCH - HHPOPMALMS B JIEKTPOHHOH (hopme, KOTOpast IPUCOSIUHEHA K APYTol HHOpMAIIUH
B 3JICKTPOHHON (opme (MOANKMCEIBAEMOM MH(POPMALUH, TOKYMEHTY B 3JIE€KTPOHHOM BHJIE) HJIH
MHBIM 00pa3oM CBs3aHHAs ¢ Takod HH(MOPMAaLHeH, U KOTOpas HUCIONb3yeTCs IS ONpENETeHAS
JIALA, TIOANMCHIBAIOLIETO HH(HOPMAIIHIO.

1.7. B xauecTBe myOmuynoit yacTu kimoda [I191T uernone3yercst yHUKaIbHOE UMsL YYETHOM 3aIUCH,
OPUMEHSAEMOC [UIS aBTOpu3aunuyu nonesosarens B MC. B kxauecTBe KOH(DHOECHIMAILHON Y4acTH
kmroua [19I1 ncnonk3yercs maposib K y4eTHOM 3aMUCH. .

1.8. MsroToBnenue (reHepanuio), Bblmady u perucrpanuio B MC ykasaHHBIX B m.1.7 wMeH
TI0JIE30BATENCH U ITAPOJICH OCYLIECTBIIACT OTBETCTBEHHEI COTPYAHUK (anmunucTparop) UC.

1.9. Ilapone mone3osatens UC MoxkeT GBITh M3MEHEH €ro BIAAENbLEM B JIF000H MOMEHT TIOCIE
aBropusanuy B MIC. PekoMeHIyeTCS M3MEHATH MAapOJIb HE PeXe OIHOTO pasa B TpU Mecsna. [t
CHIDKCHHS PUCKA MOA00pa Mapoiis U HECAaHKIMOHMPOBAHHOTO UCIIOJIB30BAHUS JPYTUM JIHIIOM
KIJIX04a JIEKTPOHHOM MONMKUCH PEKOMEHIYETCs HE 3a1aBaTh IIAPOJIH, HCTIOIB30BaHHEIE PAHEE.

2. TepMuHBI H onpeaeIeHUs]
B nannoM Tonoskennn HCHOIb3YIOTCS CIEAYIOHE TEPMUHEL M UX ONPEETICHHS:




2.1. Brazener IpoCTO# 3MEKTPOHHON MOMIHCH - coTpyAHuK MBOY «ITommmBanosckas COILI
um. Tepos Coserckoro Coroza B.II. 3aituesa», HaACICHHBIA IOJHOMOYMSAMHU TOANKCH
JIOKYMEHTOB, MCTIOJIE3YIOIIMH HMs TI0JIb30BATENs 1 MapOJib U1 aBTOPU3ALUK B Uc;

2.2. DIIEKTPOHHBIH JOKYMEHT (nanee - JIOKYyMEHT) - JOKYMEHT OJHOTO U3 HE PEAAKTHPYEMbIX
THNOB ZOKYMEHTOB, CO3/aHHbIH B MIEKTPOHHOM (hOpME U MOAMHCAHHBIH 9NIEKTPOHHOM MOAMHUCHIO
COTPpYAHHUKA,

23. Kmou OSIEKTPOHHOW MONNHCH - YHHUKaIbHAs MOCICIOBATCIBHOCTE — CHMBOJIOB,
TIpeaHa3HaueHHAs IS IOATBEP)KICHHS C HCIOIB30BAHUEM CPE/ICTB HMC nogmanroctH 1911,

2.4. TIpocras snektporHas noamuck (II9T1) - nadopmanys B anekTpoHHO# Qopme B UC,
BOZHMKAIOINAS B MOMEHT BBIIOJIHEHHMS BIAAENbIIEM SJIEKTPOHHOH TTOANMCH KOMAH/IBI IO CaHHA
Joxymenta B mHTepdeiice MC, noarsep:xaaromias MOANTMHHOCTD JlokymMeHTa w/uad (axT
o3maxowienns Biaaenbia 1911 ¢ JIOKyMEHTOM, KOTOpas B3aUMHO OJHO3HAYHO CBS3BIBACTCA C
JIOKyMEHTOM U BJIaJIC/IbIIEM TIONUCH,

2.5. IlItamm TIDI1 - Bu3yanbHas OTMETKA 00 SJICKTPOHHOM MOANMCH, BKIIFOYAIOMIas PEKBU3ATEI
[1201, koTopas aBTOMATHYECKH CO3[ACTCSA CPEACTBAMU VC npy OTKPHITHA (BU3yaIH3alliH)
nokyMenTa, noamucansoro 11911, B uatepdeiice UC; Bpems popmuposanus [13I1 oTobpaxkaeTcs
B IITAaMIIE TI0 YacOBOMY I10sicy monb3oBarens UC.

3. ObecneueHne IOPUINIECKOi CHIbI BHYTPEHHUX 3JI€KTPOHHBIX T0KYMEHTOB

3.1. KusHennbit wukn Jlokymerta B MC BKIIOYAET: CO3@HME M MPOYHE ACHCTBHA MO €ro
00paboTKe, OTPaKEHHE B ydeTe, a TAKKE XPAaHCHHUC B UC. UC obecneunBaceT PETHCTPALHIO
NelCTBHI mob30BaTesel ¢ JIokyMeHTOM (JIOTHpOBAHUE) B TCUCHUE KU3HCHHOTO IHKIIA.

3.2. Bee Branensipt [1I1 npu3HAOT paBHO3HAYHOCTE cBoei [1911 cOOCTBEHHOPYHHOH NOANHCH
Ha OyMa)KHOM HOCHTEIJIC.

3.3. Cosmanue [12I1 B UC MHUIMEPYETCS COOTBETCTBYIOIIMM ACHCTBHEM BiIaicIbua HOH. Te
He BBIOJHSAETCS ABTOMATHYECKH MM He3aMeTHO uTs Biaaensua [T911. ‘

3.4. TlomHoMoums Biameisua I1DI1, mommucaBmero JIOKyMEHT, MOATBEPKAAFOTCS B MOMCHT
nognucasus Jlokymenta B IC aBTOMATHYECKH IO TONOKHTENLHOMY PE3YJIBTATy CICAYFOMMX
IIPOBEPOK:

* COOTBETCTBYIONIMIA MIONB30BaTENb aBTOpU30BaH B VIC;

* COOTBETCTBYIOIIMI KIIFOY 3JIEKTPOHHOHM IOAMKCH BKIIOYECH B PEECTP BBIAAHHBIX KITFOUei
SJIEKTPOHHOM IMOIIIHCH;

* COOTBETCTBYIOLIMH KITFOU JICKTPOHHOH MOIIMUCH OTCYTCTBYET B PEECTPE OTO3BAHHAIX KITFOUeH
JIEKTPOHHOM MOIIHUCH.

3.5. Bpems (hopMEpPOBaHHs AIEKTPOHHOM MOIICH QHKCHPYETCs CPENCTBAMU HUcC.

3.6. BHyTpeHHHE O3JEKTPOHHBIC TOKYMEHTBI, MNOANMMCAHHBIC [1201, npusnatrotcs B MBOY
«Tlommupanosckass COII um. Tepost Coserckoro Corosa B.IIL 3aiilesa» — paBHBIMH IO
IOPMIMYECKOH CHIIE JOKYMEHTaM Ha OyMaKHBIX HOCHTENIIX, 3aBCPCHHBIM COOCTBEHHOPYYHOH
IOAMACHIO, 33 UCKIIOYEHHEM CIyd4aeB HEOOXOMMMOCTH HCIOJIL30BAHHUS KBTI (HULIUPOBAHHOM
3JIIGKTPOHHOM MO/NKACH B COOTBETCTBHH C 3aKOHOAATEIBCTBOM PD.

3.7. Tlompsosarenun MC mpusHaroT, 4to BH3yaumsanus mramna [I9I1 mpu AeMOHCTpanyy
Jlokymenta B uHTepdeiice MC, BBIIONHEHHAd CPEICTBAMU UC, sBnseTcss HEOCHOPHUMBEIM
noATBepkAeHeM (akTa MOANMCAHHMS [TOKYMEHTa COOTBETCTBYIOIUM  BJIAJCTIBLUEM [13I1
(IO ITMHHOCTH ).

3.8. Xpanenue JI0OKyMEHTOB OCYIICCTBIISCTCA IIYyTEM 3aIUCH cBeneHuit 0 JIOKyMEHTax B apXHB
3JIEKTPOHHBIX JIOKYMEHTOB, KOTOpBIH ABjseTcs yactbro UC.

3.9. MBOY «ITommusanosckas COII um. Tepos Coserckoro Corosa B.IL. 3aiinesa»
o0ecreunBacT TEXHUYECKIMH 1 OpPraHu3alliOHHBIMYI MEPaMH 3alUTy OT HECAaHKIIMOHUPOBAHHOI'O
JOCTYIIa X IPEAHAMEPEHHOTO YHIYTOXKEHHS H/IJIU HCKAKCHIS CBEICHUM O JIOKyMEHTaxX B apXHBE
3IeKTPOHHBIX NOKyMeHTOB MIC, a Takke rapaHTHpyeT MOATBEPKACHUE aBTOPCTBA JOKYyMEHTA,
noxmucangroro I1DI1 aBropa, B TOM YUC/IE IYTEM YTBEPXKACHHS IOUMCHHOIO OrpaHMHYCHHOTO




CIHCKa JIMI[, UMEIOMIUX pacClIMpPEHHbIE (aAMHHUCTPAaTUBHBIE) IIpaBa [OCTyNAa K apXuBY
ANIEKTPOHHBIX J0KyMeHTOB UC.

3.10. ToxymenTsl Xpansites B IC B Tom (popmare, B KOTOPOM OHHU OBUIH CO3IAHBIL.

3.11. Komus 371€KTPOHHOTO TOKYMEHTa MOKET OBITh U3rOTOBJICHA (pacneyaraHa) Ha OyMaKHOM
nocutene cpeacreamu VC u 3aBepeHa coOCTBeHHOpYUHOU noanuckio Braagensna 1911 Konus
SNIEKTPOHHOTO JOKYMEHTa Ha OyMa)KHOM HOCHUTEJNE JOJDKHA CONEpKaTh BU3yaIM3alMIO LITaMIla
(mmrrammoB) TI2T1, moaTBep K aarONIyO, 4To opuruHan JlokymenTta noanucas [1911.
AYTEHTHYHOCTB 3JIEKTPOHHOTO IOKYMEHTA U €r0 KOMUK Ha OyMaKHOM HOCHUTENE 00ECIEUNBAETCS
cpeactBamu UC.

4. IIpaBa, 00A3aHHOCTH U OTBETCTBEHHOCTH BJIaJEIbLA 3JIEKTPOHHOM! MOANMHCH

4.1. Bnagenern [13I1 umeet npago:

* 0OpaIaThcs K OTBETCTBEHHOMY 3@ TEXHUYECKYIO noanepkky MC 11 aHHy MpoBaHus (0T3bIBA),
MPHOCTAHOBKY (BO30OHOBJIEHHUS) IEUCTBUS IPUHAJIEKALIETO EMY KIIFOUa 3IEKTPOHHON OAINCH;
* B ClTy4ae HEOOXOIUMOCTH 3aMEHBI, BOCCTAHOBJICHHSI KITI0Ya 3IEKTPOHHOM MOAINUCH 00paTHThCS
K OTBETCTBEHHOMY 3a TEXHUYECKYIO moanepxky VC ¢ cOOTBETCTBYIOLIEH MPOCHOO0it 1 MOTYyIHUTh
HOBBIH KJTFOY 3JIEKTPOHHON IOJIIKCH;

* obpammarbes k 3aenyromemy MBOVY «Ilommusanosckas COILL uMm. I'epos Coserckoro Corosa
B.I1. 3aitmeBay s pa3dopa KOHOIUKTHBIX CUTYaIHi (CIOPOB), BO3HUKAIOIIUX TPH IPHMEHEHHH
I3 s UC.

4.2. Bnanenern 1911 o6s13aH:

* BecTH 00pabOTKY BHYTPEHHUX JJIEKTPOHHBIX JOKYMEHTOB B MC B COOTBETCTBHH CO CBOHMH
JIOJDKHOCTHBIME O0SI3aHHOCTSIMU;

* MPUHAMATH BCE BO3MOXHBIE MEpHl U IPEJOTBPAILCHHsS HECAaHKIHOHHPOBAHHOIO
UGIT0JIB30BAHUS CBOETO KIIFOYA 3JIEKTPOHHOM MTOIKCH;

* HY IIPH KaKWUX YCIOBUSX HE TIEPEeIaBaTh KO 3JEKTPOHHOM NOANUCH APYTHM JIHLIAM;

* IpH KOMITPOMETAIIMN CBOETO KJIOYa JJIEKTPOHHOH MOANKCH HE3aMEUIMTENLHO O0OpaTUThCS K
OTBETCTBEHHOMY 3a TEXHHMYECKy0 momnepxkky MWMC s TIpUOCTAHOBKM  JAEHCTBHUS
MPUHAJISKAIIETO EMY KITFOYa 3JIEKTPOHHOMN MOAUCH.

4.3. Bpamenen IIDII Hecer NUYHYIO OTBETCTBEHHOCTH 3a COXPAHHOCTH CBOETO KIXOUYa
SIICKTPOHHOM MOATHUCH U €T0 3aIUTY OT HECAHKLIMOHUPOBAHHOTO UCIIOJIE30BAHUS.

5. Texnousiorust npumenenus cpeacts [1911 8 UC

5.1. Ins npumenenus [10I1 B UC Bramensuy [10I1 mHeoOxomumo asropumsoBatbes B UIC ¢
UCIIOJIB30BaHKUEM MyONINYHON M KOH(pUAeHIMANbHOM yacTei kimoua [1311 (ums

[0JIK30BATEIIA ¥ Maposib). [loanucanue J[OKyMEeHTa BBIOJHSETCS MYTEM HAXaTHs HA KHONKY
"Tloxnucats" B unTepdeiice UC.

5.2. Mudopmarmst 000 BCEX BBIIAHHBIX MOJIB30BATEIIO KIIOYaX JJIEKTPOHHOM IOINUCH, JaTax
MOJIYYCHHUS W MIPEKPAIICHUS X neicTBus (u3bsTHsI) XpaHuTcs B UC MOCTOSIHHO.

5.3. Ilpu npekpamenun y corpyanuka MbOY «Iloamusanosckas COLI uMm. I'epos CoBeTckoro
Coro3a B.I1. 3aiinieBa» MOHDKHOCTHBIX 00s13aHHOCTEH MO 00pabOTKEe BHYTPEHHUX 3JIEKTPOHHBIX
JOKYMEHTOB C Hcnoib3oBanueM [1D11 unu npu yBOJIbHEHUH COTPYAHHKA €ro KI0Y BHOCHTCS B
peecTp OTO3BAHHBIX KIIOUYEH 3JIEKTPOHHOH moamucd. C MOMEHTa BHECEHHs KJIFOYa B PEECTp
OTO3BAHHBIX KITFOUYEH 3NIEKTPOHHOMN MOAMKMCH BCe moceayromue JloKyMEeHThI, IOANACAHHBIE 3TOH
[15I1, HE cUMTAIOTCS MOAMMCAHHBIMU HaJUIekKaluM 00pa3oM, T.e. MOANMCHIO, PAaBHO3HAYHOMH
COOCTBEHHOPYYHOH.

6. 3ak109UTEIbHOE MOJI0KEHUE
6.1. Hacrosimee [TonoXkeHNE BCTYNAET B CUITY C 1AThl yTBEPKACHHUS.




