MyHununajabHoe 0I01KeTHOe T0IIKOJbHOEe 00Pa30BaTe/IbHOE YUpeKIeHne
HUrpuncknii nerckmii cag od6nepa3puBaomero Buaa Ne 6

COI''TACOBAH YTBEPXJEH
[Tenaroruueckum coBerom MBJI0Y [Iprka3zom 3aBeAyrOLIETO
Urpunckoro gerckoro cana Ne 6 MBJIOY Urpunckoro nerckoro caaa Ne 6
(mporokoi ot 29.08.2024 Ne 4) No 108 ot 29.08.2024
ITIOJIOJKEHUE

OB UCIIOJIb30BAHNM ITPOCTOM RJIEKTPOHHOM ITOAITUCU

1.001mue moJ1oKeHus

1.1. Hacrosimee ITonoxenue 06 MCHONB30BaHUU TIPOCTOM SIICKTPOHHON MOAIHUCH (ajiee
- Ilonoxenwue) siBisieTCs JTOKAIbHBIM HOPMATUBHBIM aKTOM MYHUIIMIAIBHOTO OFOJKETHOTO
JIOLLIKOJIBHOTO 00pa30BaTeIbHOTO YUpEKICHUS Hrpunckoro JETCKOTO caza
obmepazpuBatomero suaa Ne 6 (manee MbJIOY Urpunckuii nerckmii cag Ne 6) u onpenenser
NOpSAOK U ycioBusi 3aBepeHus corpynHukamu MBJIOY Urpunckoro perckoro caga Ne 6
AJIEKTPOHHBIX JOKYMEHTOB B HH(pOpManunoHHBIX cuctemax (nanee — MC) ¢ mpumeHeHUEM
IIPOCTOM 31eKTpoHHOU noanucu (nanee - [1911).
1.2. TIDII wcnoms3yercs B cioydasx, Korja He  TpeOyercs  HMCIHOJIb30BaHHE
KBAJTM(PHUIMPOBAHHON 3JIEKTPOHHOM MOAMUCH.
1.3. Peanmzamust omnpeneieHHBIX HACTOSIIMM [lOJOKEHHEM YCIIOBHI MPUMEHEHHUsI TPOCTOM
HJIEKTPOHHOM  TOANUCH  OOecreyuBaeT NpUIaHUE IOPUJMYECKOW CHIIBI  BHYTPEHHUM
nokymentaM MBJIOY Urpunckoro aerckoro caga Ne 6 B MIC, TpeOyromuM JTUYHON MOAMUCH
COTpPYJHUKA, ¥ ONEPALMIM C HUMHU.
1.4, Hammume TIDIT oOecreunBaeT BHYTPEHHHM  DJICKTPOHHBIM  JOKYMEHTaM B
MH(POPMALIMOHHBIX CHCTEMaX:

- TIOJTMHHOCTH;

- IIETIOCTHOCTb - TOKYMEHT HE MOKET ObITh M3MEHEH I10CIIE MOAMUCAHNUS;
1.5. Joxyment, moamucsiBaembiii ITDI1 B IC moimkeH ObITH B HE pelakTHPyEMOM (opMmare.
1.6. Ins mommucanus 31€KTPOHHBIX TOKyMEeHTOB B MIC HCIONB3yeTcs MpocTast SJIeKTPOHHAS
MOANMKUCh - WHPOPMAIMST B DJIEKTPOHHOM (opme, KOoTopash TPHUCOCIWHEHA K JIPYrou
uHpOpMallMd B DJIEKTPOHHOH ¢opme (IMOANUCHIBaeMOM HMHPOpPMALUHU, JOKYMEHTY B
AIIEKTPOHHOM BHJI€) WJIM HMHBIM 00pa3oM CBsi3aHHas ¢ Takol uHopMmanueil, 1 KoTopas
UCTIONB3YeTCs JUIs ONpEeesICHUS JIUIA, TOAMUCHIBAIOLIET0 HH(OPMAIIHIO.
1.7. B xauectBe myOmuuHOi dyacth Kiaroda IIDI1 WCIONB3yeTcs YHHKaJIbHOE WMs YYETHOM
3amucH, MpUMeHsIeMoe NIl aBTopu3aiuu mnojs3oBarens B UC. B kauecTBe KoHPUIEHITHATHEHON
yactu kiatoda [I9I1 ncnonp3yercs nmaposib K y4eTHOM 3alHCH.
1.8. Usrorosnenne (renepanuio), Beigady u perucrpaimio B UC ykazanueix B 1m.1.7 umeH
MOJIb30BaTeNeH U Maposiel OCYIIECTBISET OTBETCTBEHHBIN COTpYIHUK (aamunuctpartop) MC.
1.8. [Taposb monb3oBaTenst UC MokeT ObITh H3MEHEH €T0 BIIAJIEIbIIEM B 000 MOMEHT TOCIIe
aBropu3auuu B MIC. PexomeHayeTcst U3MEHATh NapoJib HE peXe OJHOro pasa B Tpumecana. s
CHID)KEHHUSI pHCKa MOoA00pa maposisi U HECAaHKIIMOHUPOBAHHOTO

HCIIOJIb30BAHUA APYIrUM JIMIIOM KIIIHO4a BHCKTpOHHOﬁ noaTnmucu pPCKOMCHAYCTCA HCE 3a/1aBaThb
IapoJjr, UCII0JIb30BaHHBIC paHEC.

2. TepMUHBI H ONIpeeIeHUs
B JaHHOM Ilonoxennu HCIIOJIB3YIOTCA CIACAYIOINEC TCPMUHBI U KX OTIPCACIICHUA:
2.1. Bnaoeney npocmoii 3nekmpounout noonucu - corpynauk MBJIOY HWrpunckoro



nerckoro cajga Ne 6, HafleJIEHHBIN TOJHOMOYMSAMH MOJIUCH JTOKYMEHTOB, UCHOJIb3YIOIIMM
MM [10J1b30BATENS U AapoJb Uit apTopusanuu B UC;

2.2. Onekmponnsiii.  0okymenm (nanee - JIOKyMEHT) - JIOKYMEHT OJIHOTO U3 HE
PEIaKTUPYEMbIX THUIIOB JOKYMEHTOB, CO3/IaHHBIM B 3JEKTPOHHOU (opMe U TMOINHCAHHBIHN
AJIEKTPOHHOM MOJIHUCHIO COTPYIHHUKA;

2.3. Knrwou snekmponnoii noonucu - YHUKaIbHas IIOCJIEIOBAaTEIILHOCTE CHMBOJIOB,
NpeaHa3HauYeHHas )il MOATBEPKACHUA ¢ ucnoib3oBanueM cpeacts MC nogmuunoctu 1911
2.4. IIpocmas 3nekmponnasn noonucs (I12311) - nvapopmansi B IEKTPOHHON

dopme B HC, BO3HHKaIOIasi B MOMEHT BBINOJIHEHHS BIAJEIbIEM 3JIEKTPOHHOW MOIMUCH
koMaHabl noanucanus Jlokymenta B uHtepdeiice MC, monarsepknaromias MOIIMHHOCTh
JoxymenTta u/unu dakr o3HakomuieHus: Bianenbia [IDI1 ¢ JlokymeHTOM, KOTOpasi B3aUMHO
OJIHO3HAYHO CBA3BIBAECTCS C JJOKYMEHTOM M BJIaJI€IbLEM MTOIIUCH;

2.5. Hlmamn II3II - BusyanbHas OTMETKa OO0 DJIIEKTPOHHOW TOJIUCH, BKJIIOYAOIIAS
pexBusuthl IIOII, kotopas aBTOomaruuecku cospaercss cpeacrBamu WC mpu  OTKpBITHH
(Bu3yanuzauuu) nokymenta, nogmnucannoro [I9I1, B unrepdeiice UC; Bpems GpopmupoBaHus
[13I1 oToOpakaeTcst B mITamIie 1o 4acoBoMy Mosicy mosb3oBarens MC.

3. ObecnieyeHne PUINYECKONH CHJIbI BHYTPEHHHUX JIEKTPOHHBIX JOKYMEHTOB
3.1. XKuznennsiii uukn JJoxkymenta B MC BkiIO4aeT: co3jaHue M MpovyHe ACUCTBUS IO €ro
o0paboTke, oTpaxkeHHne B ydere, a Takke xpaneHue B MC. MC obecnieunBaeT perucTpaiuio
neiicTBuil monb3oBarenelt ¢ JlIokyMeHTOM (JIOTHPOBaHUE) B TEUEHHE KU3HEHHOTO LIUKJIA.
3.2. Bece Buamembubr [IDI1 mpusHator paBHO3HAYHOCTH cBoeil [IDI1 coOcTBeHHOPYYHOI
HOJIKCH Ha OyMa)KHOM HOCHTEJE.
3.3. Coszpmanue I13I1 B UC wHUIIMHpPYETCS COOTBETCTBYIOMUM jeiicTBHeM Biazgenbia [1911,
T.€. HE BBIIIOJIHAETCA aBTOMATUYECKU WA He3aMeTHO Juist Biaaensna [1011.
3.4. Tlomaomouns Bnazaensna 1011, momnucaBmero JIoKyMeHT, TOATBEPKIAIOTCS B MOMEHT
noanucanus JJoxymenta B MC aBTOMAaTHYECKH IO MOJIOKUTEIBHOMY PE3YJBTATy CIEAYIOLINX
IIPOBEPOK:

- COOTBETCTBYIOIINH N0JIb30BaTENb aBTOpU30BaH B MC,
- COOTBETCTBYIOIIMN KIIIOY 3JIEKTPOHHOM IOANMCH BKIIIOUYEH B PEECTP BBLAAHHBIX KIIIOUEH
AJIEKTPOHHOM MOJIIUCH,
- COOTBETCTBYIOIIMM KJIHOY DJJIEKTPOHHOM IOANNCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEH 3JIEKTPOHHOM MOIHCH.
3.5. Bpewms popmupoBanus aeKTpoHHON TIoAHCcH Gukcupyercs cpenctsamu NC.
3.6. BHyTpeHHHWE 3JEKTpOHHBIE NOKyMeHTHI, moanucanueie [19I1, nmpusnatorcss B MBJIOY
UrpunckoMm aerckom cagy Ne 6 paBHBIMM IO FOPUIMUYECKON CHIIe JOKYMEHTaM Ha OyMasKHBIX
HOCHUTEJSIX, 3aBEPEHHbIM COOCTBEHHOPYYHOH MOMAMHUCHIO, 33 HUCKIIOYEHHEM CIIy4aeB
HEOO0XO0IMMOCTH HUCIIONB30BaHUS KBATM(DUIMPOBAHHOMN 3JIE€KTPOHHON MOMHUCU B COOTBETCTBUU
C 3aKOHOJATEILCTBOM PD.

3.7. Tlonp3oBatenu WC mpusHaioT, uto Bu3yanm3anus mrammna [I3I1 nmpu nemoHcTpanuu
Hoxymenta B wunTepdeiice MC, BwimonHeHHas cpeactBamu MC, sBiseTcss HEOCTIOPUMBIM
MOATBEpXKJIeHUEM (aKTa TMOAMHCAHUS JOKYMEHTa COOTBETCTBYIOIIMM BiagenbiieM [IOI1
(MOTTMHHOCTH ¥ HEOTPEKAEMOCTB ).

3.8. Xpanenue [JokyMEHTOB OCYIIECTBISIETCS MyTEM 3aMUCH CBEJCHHI 0 JJoKyMeHTaxX B apXuB
3JIEKTPOHHBIX TOKYMEHTOB, KOTOPHIN siBiIsgeTcst yacThio MC.

3.9. MBJIOY MUrpunckuit nmerckuit cam Ne 6 oOecnieurBaeT TEXHUYECKHUMH U
OpraHU3aIMOHHBIMUA MEPaMHU 3aIIUTY OT HECAHKIIMOHUPOBAHHOIO JIOCTYTA U IPEIHAMEPEHHOIO
YHUUTOKEHUS U/UIIH UCKAXKEHUsI CBeJeHUI 0 JIOKyMeHTax B apXHBE 3JIEKTPOHHBIX JTOKYMEHTOB
NC, a Taxke rapaHTHpyeT HOJATBEP)KIECHUE aBTOPCTBA JOKyMeHTa, mnoanucaHHoro IIOII
aBTOpPA, B TOM YHCJIE ITYTEM YTBEPKICHHSI TOMMEHHOTO OTPAaHUYEHHOTO CIIMCKA JIULI, UMEFOLIUX
paciMpeHHble (aIMUHUCTPATUBHBIC) MTpaBa JOCTYIA K apXHUBY JIEKTPOHHBIX ToKymMeHTOB HC.



3.10. Joxymentsl xpaunsitcest B UC B Tom popmate, B KOTOPOM OHH OBLITH CO3/1aHBI.

3.11. Kommsi 53JI€KTpOHHOTO JOKyMEHTa MOJXKET OBITh H3TOTOBJICHA (pacmevaraHa) Ha
OymaxknoMm Hocutene cpeactBamu MC u 3aBepeHa COOCTBEHHOPYYHOH TMOAINKMCHIO BIIaJebla
[1211. Komusi 31eKTpOHHOTO JOKyMeHTa Ha OyMa)kKHOM HOCHUTENE JIOJDKHA COJEpXKaTh
BU3yanu3anuio mrammna (mramnoB) [19I1, moareepxpatouryto, 4to opuruHai JlokymeHTa
noamnucadn [1911.

AYTEeHTHUYHOCTh JJIEKTPOHHOTO JOKYMEHTA H €ro KONUM Ha OyMaKHOM HOCHUTENe
obecnieunBaercs cpeacteamu VC.

4. IlpaBa, 00513aHHOCTH H OTBETCTBEHHOCTD BJIa/IeJIbIIA 3JIEKTPOHHOI MOAMUCH

4.1. Bnanenen I1211 umeer npaso:

- oOpamaTbCsi K OTBETCTBEHHOMY 3a TexXHHWYecKylo mnomnepxky WMC s aHHYIMpOBaHHS
(oT3bIBA), MPUOCTAHOBKU (BO30OHOBJIEHMS) [JEHCTBUS MNPHUHAUICKAIIET0 €My KIoya
3JIEKTPOHHOM MOJIIHUCH;

- B Cly4yae HEOOXOJUMOCTH 3aMEHbI, BOCCTAHOBJICHUS KIIOYa JJICKTPOHHOW TMOJIUCH
o0paTUTbCsI K OTBETCTBEHHOMY 3a TexHudeckyro mnomnepkky HMC ¢ cooTBeTcTByromen
poch0Oi M MOMYYUTh HOBBIN KITFOU JIEKTPOHHOU MOATHICH;

- oOpamatecsi Kk 3aBenywomemy MBJIOY Urpunckoro gerckoro cama Ne 6 s pasbopa
KOH(IMKTHBIX CUTYaIuii (CopoB), Bo3HUKatomux npu npumenennn [1311 8 MIC.

4.2. Bnanenen I[131I1 o6s3an:

- BEeCTH 00pabOTKy BHYTPEHHHUX 3JIEKTPOHHBIX JOKYMEHTOB B IC B COOTBETCTBHH CO CBOWMH
JIOJPKHOCTHEIMH 00S13aHHOCTSIMH;

- NpPUHUMATh BCE€ BO3MOXHBIE MEpbl i1 NPENOTBPALICHUS HECAHKIIMOHUPOBAHHOTO
WCIIOJIb30BAHHUS CBOETO KJTF0Ya 3JIEKTPOHHOM TOIUCH;

- HU TPU KaKUX YCIOBUSX HE MepeaBaTh KIF0U 3JIEKTPOHHOMN MOMUCH APYTHM JIUIIAM;

- TpU KOMIIPOMETAIMH CBOETO KII0YA SJIEKTPOHHON MOAMUCH HE3aMEeTUTEIIbHO 00PaTUTHCS K
OTBETCTBEHHOMY 3a TexXHHUueckyro noaaepxkky WMC i1 1npuocTaHOBKM — JEHCTBUSA
MPUHAJIEKAILETO €MY KJII0Ua 3JIEKTPOHHOM MOATKCH.

4.3. Bmagenen IIDI1 Hecer nMuYHYI0 OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOETO KIFOUa
AIIEKTPOHHON MOJMUCH U €T0 3alUTY OT HECAHKIIMOHUPOBAHHOTO MCTIOIB30BAHMUS.

5. Texnosorus npumenenus cpeacts [ B UC
5.1. Tna mpumenenust 1311 B UC Bnagensuy II9I1 Heobxomumo aBropusoBathes B MC ¢
HCIOJIb30BaHUEM MYyOIMYHOM M KOoH(puIeHmanbHoi yactedt kimoya 1011 (ums

nosib3oBarenss U maposb). [logmucanue JlokymMeHTa BBINOJHSETCS IMyTeM HaXaTus Ha KHOIKY
"l[loanucats" B unrepdeiice NC.

5.2. Uudopmarst 060 BcexX BBIJAHHBIX IOJB30BATENI0 KIIHOYAaX 3JIEKTPOHHOW MOJMMCH, Aarax
MOJIy4EHUs U MpeKpaleHus ux aercrsus (u3batusi) xpanurces B IC nocrosiHHO.

5.3.Ilpu mpexpamennn y cotpyaarnka MBJIOY Urpunckoro aerckoro caga Ne 6 JOKHOCTHBIX
00s13aHHOCTEN MO 00pab0TKE BHYTPEHHUX AJIEKTPOHHBIX IOKYMEHTOB C ucmnonb3oBanueM [1911 nmun
MpU YBOJBHEHUH COTPYIHUKA €r0 KIOY BHOCUTCS B PEECTP OTO3BAaHHBIX KIIOUEH 3IEKTPOHHOMN
moanucu. C MOMEHTa BHECEHHS KJIIOYa B PEECTpP OTO3BAHHBIX KJIHOYEH AJIEKTPOHHOU MOAMHCH
Bce mnocnenywmue JlokymeHTsl, moamucanHeie 3Tod [IDIl, He cuyuTaroTCs MOANMCAHHBIMU
HaJIeKaIM 00pa3oMm, T.€. OAMKUCHIO, PABHO3HAYHON COOCTBEHHOPYYHOM.

6. 3akiII0unTeIbHOE M0JIOKEHUEe
6.1. Hacrosmiee ITonoskeHne BCTYMAeT B CHITY C IAThl yTBEPKICHHS.

MoanucaHo yndpposoi

NoANMCbIO:
Jl(zem 3asegytowun HJ1.

KopenaHoBa

[ara: 2024.10.13

19:29:35 +04'00'



		2024-10-13T19:29:35+0400
	Заведующий Н.Л. Корепанова




