[MPUHATO YTBEPX/IEHO

Perenne negarornyeckoro coBeTa Hupexrop MBOY «I'paxosckass COLI um. A.B. Mapuenko»

IIpotokon Ne 1 ot 30.08.2024 1. T.JI. IlerpoBa

HpHKaS Ng 1 03 OT 3 008 2024 L Hgg::g(a)::;mbposoﬁ noanucsbto: Metposa TaTbsiHa

DN: OU=06pa3zoBatenbHasi opraHusauus, O="
MBOY ™ paxosckas COLL um. A. B. MapueHko™",
CN=leTtposa TaTbsiHa JleoHuaosHa, E=grahschool
@yandex.ru

OcHoBaHue: A NoATBepX4alo ITOT OKYMEHT
Pacnonoxenue: 427730, YamypTckas Pecnybnuka,

HOJIO)I(EHI/IE paxoBckuii paiioH, c. Mpaxoso, yn. Konnakosa, A.63
00 MCI0JIBL30BAHUH l'lpOCTOifl 3J'IeKTp0HHOi7[ noanmucu
JJISI BHYTPEHHEr0 3JIeKTPOHHOI0 IOKYMEHT0000poTa

1.001mue noIoKeHus

1.1. Hacrosmiee [Tonoxenne 06 HCMOIb30BaHUH MTPOCTON 3JEKTPOHHOM MOAMKMCH B MH(POPMAITHOHHOMK

cucreMme (manee - UC) (manee - IlomoxkeHue) sABIsSETCS JTOKAIBHBIM HOpMaTUBHBIM akToM MBOY «I'pa-
xoBckast COLL um. A.B. Mapuenko» (nanee - Opranu3aiusi) v ornpeaensieT MOpsI0K U YCIOBUS PabOThI COTPYI-
HUKOB C 3JIEKTPOHHBIMU JoKyMeHTaMH B MIC, HENoCpeCTBEHHO CBA3AHHBIMU C X TPYILOBOH AEATENbHOCTbIO, C
IIPUMEHEHHUEM IIPOCTOM MeKTpoHHOU noanucu (fanee - [1911).

1.2. YuaCTHUKaMH 3JI€KTPOHHOTO B3aUMOJICHCTBHS Ha YCIOBUSX, ONpeieIeHHbIX HacTosmuM [lomoxe-
HUEM, SBISIOTCS COTpynHUKH OpraHu3anuy, NOANKCABIINE YBegomieHue o0 o3HakomieHuu ¢ [lomoxenuem.
Oopaszen YBenomienus npueaeH B [punoxenun Ne 2 k Hacrosmemy [lonoxenuto. Iloanucanue corpygHIUKOM
Opranuzanuy YBeJOMJIEHHS] paBHO3HAYHO MPUCOEIUHEHUIO K COMIAIIEHHI0 00 y4acTUM BO BHYTPEHHEM JJIEK-
TPOHHOM JIOKYMEeHT0000poTe ¢ ucnonb3oBanueM 11011 Ha ycrnoBusx Hacrosmero [lonoxeHus B COOTBETCTBUU
co cT. 428 I'paxxnanckoro kogekca PO ("JoroBop mpucoenunenus").

1.3. Peanu3zanus onpeneneHHbIX HacTosmuM [lonoxeHnem ycaoBUi MPUMEHEHUS TPOCTON IEKTPOHHON
MOANKUCH 00ecreunBaeT NpuiaHue I0PUANUECKON CUIIbl BHYTPEHHUM 3JIEKTPOHHBIM 0KyMeHTaM Opranusainuu
B UC, TpeOyronum JMUHON NOANNUCH COTPYIHUKA, U ONEPALUAM C HUMH.

1.4. Hanuuue I1911 obecnieuriBaeT BHYTPEHHUM 3JIEKTPOHHBIM IoKyMeHTaM B IC:

* [IOJUIMHHOCTb - ITOATBEP:KJICHHE aBTOPCTBA IOKYMEHTA;

* 1IEJIOCTHOCTbD - TOKYMEHT HE MOKET OBITh U3MEHEH I10CJIE MMOANNCAHUS;

* HE OTPULIAHHE aBTOPCTBA (HEOTPEKAEMOCTD) - ABTOP HE MOXKET OTKa3aThCs OT CBOEH MOIHCH.

1.5. Ins nonmucaHus 3MeKTPOHHBIX JoKyMeHTOB B MIC ucnomnb3yercs mpocTasdieKTpOHHAs MOANUCH -
uHpopMaLus B NIEKTPOHHOU (popMme, KOTopasi MpHCOeTMHEHa K APYroil MHPOpMaIKU B 3IEKTPOHHOH dopme
(moanuceiBaeMON MH(POPMALIUU, TOKYMEHTY B 3J€KTPOHHOM BUJE) WK UHBIM 00pa3oM CBA3aHHAs ¢ TaKOM MH-
¢bopmarueil, 1 KOTopast UCTIONIb3YETCs sl ONPEAETICHHs JIULIA, MTOMUCHIBAIOIIEro MH)OpMAIIHIO.

1.6. B xauectBe myonuuHOM yacTH kitoda [1911 ncnons3yercs yHukaabHOE UM YIETHOM 3allMCH, IpUMe-
HsieMoe Juid aBropu3anuu nonb3oBarens B VIC. B kauecTBe koH(puaeHInanbHoi yactu kiroya [1311 ucnons3y-
€TCs IapoJIb K YYETHOMU 3aIHCH.

1.7. U3roroBnenue (reHepaiuo), Beiaady 1 perucrpanuio B UC ykazanHbIX B 11.1.6 MMeH nonb3oBarenei
U mapoJieit ocymiectsisieT (ganee - OTBETCTBEHHBIN 3a TeXHUYeCKYto noaaepxky MC).

1.8. ITapons nonb3oBarens MC MoxeT ObITh U3MEHEH €r0 BJaJIeNIblieM B 000N MOMEHT MOCJE aBTOPH-
3auuu B MIC. Pexomenayercs U3MEHSTh MapoJib HE peXe OJHOro pas3a B Tpu Mecsua. s CHUKEeHUs pucka moj-
60pa naposis ¥ HeCaHKIIMOHMPOBAHHOTO UCIOIb30BAHUS APYTHM JIMIIOM KJIF0Ua JIEKTPOHHOM MOAMUCH PEKOMEH-
JyeTcsl He 3a/1aBaTh NapoJiv, UCIIOIb30BaHHbBIE paHee.

2. TepMuHBI U onIpeaesIeHUs

B nannom IlonoxeHny UCIIONB3YIOTCS CIAEAYIOLNE TEPMUHBI U UX ONPEICIICHHUS:

2.1. Bazenen npocTor AIEKTPOHHOU MOANUCH - COTpYIHUK OpraHu3anuu, NOANUCaBIINA YBEIOMIICHHE
00 03HAaKOMJIEHUH ¢ HacToAMM [lonokeHneM U UCTIOIB3YIOLINI UM TT0JIb30BATENIs ¥ TAapoJIb AJISl aBTOPU3ALNN
B UC;

2.2. BHYTPEHHHI 2JIEKTPOHHBIN TOKYMEHT (aajee - JJokyMeHT) - JOKYMEHT OJTHOTO U3 TUIIOB IOKYMEHTOB,
npuBeneHHbIX B [Ipunoxennn 1 k Hactosemy [lonoxenuro, coznannsiii B IC B anexTpoHHO hopme u moanu-
CaHHBIH IEKTPOHHOHN MOAMUCHIO COTPYIHUKA (AEKTPOHHBIMH MOIIUCSIMU COTPYAHUKOB) OpraHusanuu;

2.3. KJII0Y 3EKTPOHHOW MOJIHUCH - YHUKaJIbHAs MOCIEA0BATEIbHOCTh CUMBOJIOB, MPEIHA3HAYEHHAS JJIsI
NOATBEPKAEHMS ¢ ncnonp3oBanueM cpeacts MC nogmuuanoctu 1911 B JTokymenTe;

2.4. peecTp BbIIAHHBIX KIIIOUYEH ANIEKTPOHHOM MoAnucH - xpansimuiics B IC cniicok yHUKaJIbHBIX MOCIIe-
JOBATEIIbHOCTEN CUMBOJIOB, COAECPKAIIMXCS B BbIIAHHBIX I10JIb30BATEIIAM UMEHAX YYETHBIX 3allUCEH U MapoIsiX;



2.5. peecTp OTO3BaHHBIX KJIHOUEH NEKTPOHHON noanucH - xpansmuiicsa B UC cnucok nons3osareneit UC,
Yy KOTOPBIX KIIIOYH 3JIEKTPOHHOU MOANKCH K MOMEHTY 0oOpallleHusl K JaHHOMY peecTpy ObUIM OTMEUYEHBI KaK He-
JIeCTBUTEIIHHbIC,

2.6. mpocras anekrponHas noanuck (I1311) - madopmanms B anexrporHoit popme B UC, Bo3HUKarOIIAs B
MOMEHT BBITIOJIHCHUS BIIAJIENIbIIEM JICKTPOHHOM MOANMICH KOMaH bl moanucanus Jlokymenra B unrepdeiice C,
MOATBEP>KAArONIast MOIMHHOCTh JlokymMeHTa u/unu gakt o3HakomiieHus Biaaensua [1911 ¢ JlokymenTom, koTo-
pasi B3aMMHO OJIHO3HAYHO CBsI3bIBaeTCs ¢ JIOKYMEHTOM M BJIJIENIbLIEM TIOIIHCH;

2.7. mramn [1311 - Bu3yanpHas oTMETKa 00 AJIEKTPOHHOM MOIIMCH, BKITFOYaroIas pekBu3uThl [1311, ko-
TOpasi aBTOMaTnuecku coznaercst cpeacrsaMu MC npu OTKpbITHM (BU3YyalIM3alMi) JOKYMEHTA, MOANMCAHHOIO
I1311, B untepdeiice UC; Bpems dhopmupoBanus [1311 oToOpaskaeTcs B mTaMIie mo 4acoBOMY IOSCY TOJIb30Ba-
Tensa UC;

2.8. 00paboTKa 3MEKTPOHHOIO JOKYMEHTa - JedcTBUS moib3oBareis MC ¢ 3eKTpOHHBIM JOKYMEHTOM
cpeactamu VIC, BKiIrOYast, HO HE OTPaHUYMBASCH: CO3/1aHue, IpoBepka, noanucanue 1911, napopmupoBanue
apyroro nojib3oBarens UC o qokymeHTe, HOATBEPKICHUE MOMy4YeHUs, 03HAKOMJICHHE, CO3/IlaHue KOMUH Ha Oy-
Ma)XHOM HOCHUTEJE, OTKIIOHEHUE, yAAJICHUE.

3. ObecneyeHue PUANYECKOH CHIIbI BHYTPEHHHUX JIEKTPOHHBIX IOKYMEHTOB

3.1. XKusnennsiii nukn Jlokymenta B MC BkitO4aeT: co3gaHue U mpouue JeHcTBUs Mo ero oopaloTke,
OoTpakeHue B yuere, a Taxxke xpanenue B IC. IC obecnieunBaeT perucrpanuio AeicTBuil nonb3osarenei ¢ [lo-
KyMEHTOM (JIOTMPOBaHHUE) B TEUEHUE )KU3HEHHOTO IIUKJIA.

3.2. Bcee Bnagensiist [1311 npusnator paBHO3HaYHOCTH cBoel 111 cobcTBeHHOpYUYHOM ToAHCH Ha OY-
Ma>XHOM HOCHTEJIE.

3.3. Cozganue IIDI1 B UC ununmupyercsi COOTBETCTBYIONINM JelicTBreM Bianensia [1311, T.e. He BbI-
IIOJIHAETCS aBTOMAaTUYECKU WM HE3aMETHO IS BJIaJEIIbLIA.

3.4. llonnomouus Brnaaensua [10I1, noanucasuiero JlokyMeHT, OATBEPKIAIOTCS B MOMEHT MOANMCAHUS
HokymenTa B IC aBTOMaTu4eCcKy 1O MOJIOKUTENBHOMY PE3YIIBTaTy CIEAYIOIUX IPOBEPOK:

* COOTBETCTBYIOILIMI MOJIb30BaTelNb aBTopu30BaH B VIC,

* COOTBETCTBYIOLINI KJIIOY 3JIEKTPOHHOM IOJIMCH BKIIIOYEH B PEECTP BBIAAHHBIX KIIIOUEH 3JIEKTPOHHOU
MIOJITUCH,

* COOTBETCTBYIOLIMM KJIHOY JIEKTPOHHOW IOJAINCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOYEH JJIEK-
TPOHHOW MOATIMCH.

3.5. Bpems popmupoBanus 31eKTpOHHOM noanucH ¢pukcupyetcs cpeacrsamMu MC no rpuHBUYCKOMY Bpe-
MEHHU.

3.6. BHyTpeHHHE 2IEKTPOHHBIE TOKYMEHTHI, iepeunciacHHble B [lepeune, npusBenenHoM B [Ipunoxenun
Ne 1 x Hacrosiemy Ilonoxenuto, nognucanusie [1911, npusnarores B Opranusannuy paBHBIMU 0 FOPUIUYECKOM-
cHJIe IOKyMEHTaM Ha OyMa)KHBIX HOCUTENSX, 3aBEPEHHBIM COOCTBEHHOPYUHOM MOMUCHIO.

3.7. Ilonw3oBarenu WC npusnarot, yro Bu3yanuzanus mrammna 1311 npu nemoncTpanuu JlokymeHrta B
untepodeiice UC, BeimonHenHas cpenctamu MC, sBisieTCss HEOCTIOPUMBIM MOATBEPkKACHUEM (aKTa MOAMHCAHUS
JIOKYMEHTa COOTBETCTBYIONTUM BiajaenbiieM [I311 (mogmmHHOCTh M1 HEOTPEKAEMOCTB ).

3.8. Xpanenue [[Jo0KyMEHTOB OCYILECTBIIAETCS IIyTEM 3alIUCH CBEIeHUH 0 JIOKyMEHTAxX B apXUB JIEKTPOH-
HBIX JOKYMEHTOB, KOTOPBIH siBisieTcs yacTbio C.

3.9. Opranuzanus obecreyrBaeT TEXHUUECKUMHU M OpPraHU3allMOHHBIMU MEPaMH 3aIlUTy OT HECAHKIIMO-
HUPOBAHHOTO JIOCTYIA U IPETHAMEPEHHOTO0 YHUUTOXEHHSI U/UITN UCKaKEHUS cBeieHUH 0 JIoKyMeHTax B apXuBe
ANIEKTPOHHBIX N0KyMeHTOB MC, a Takxe rapaHTUpyeT MOATBEPKACHUE aBTOPCTBA JOKYMEHTA, MOANMCAHHOTO
[1211 aBTOpa, B TOM YMCIE MMyTEM YTBEP>KIACHHS TOMMEHHOIO OTPAaHUYEHHOIO CIHCKA JIUI], UMEIOLINX PaCIIu-
peHHbIe (aIMUHUCTPATUBHBIE) MTPaBa JOCTYIA K apXHUBY EKTPOHHBIX JokymMeHToB VIC.

3.10. JoxymenTsl xpansarca B UC B Tom ¢opmare, B KOTOpoM oHU ObutH co3ianbl. Cpok xpaHenus Jloky-
MEHTOB U CBe/ieHuH 0 JIokyMeHTax He MOXKET ObITh MeHee 3 (TpeX) JIET U ONpeAessieTCss B COOTBETCTBHH C JIO-
KaJIbHBIMU HOpMaTUBHBIMU akTaMu OpraHu3alui WK €€ CTPYKTYPHBIX MOJpa3IeIeHHH.

3.11. Konust 31eKTpOHHOTO JJOKYMEHTa MOXKET ObITh M3rOTOBJIEHA (pacneyaraHa) Ha OyMa)XHOM HOCHUTEIe
cpencrBamu C u 3aBepeHa COOCTBEHHOPYUYHOM moaAnuchio Biaaenbia [1911 nubo uneramu KoMuccuu, BKITIOYa-
oliel B cedst Kak MUHUMYM pykoBoauTens OpraHusanuy U JIMIO, UMEIOIIee paciiupeHHble (aAMUHUCTPATHB-
HbI€) MpaBa J0CTYIa K apXUBY 31eKTPOHHBIX JokyMeHTOB MC. Komnus 31eKTpoHHOro JOKyMeHTa Ha OyMa)KHOM
HOCHTEJIE I0JKHA COfiepKaTh BU3yanu3amuto mrammna (mrammnoB) [1311, moareepxaatomryto, uto opuruxan Jlo-
kymeHTa noanucat [13I1. AyreHTHYHOCTB 3MEKTPOHHOTO IOKyMEHTA U €ro KoMUY Ha OyMa)KHOM HOcuTese odec-
neqnBaercs cpeacramu MC.



4. IIpaBa, 0013aHHOCTH M OTBETCTBEHHOCTDb BJaje/IbLA JJIEKTPOHHON NMOANNCH

4.1. Baagenen [19I1 umeet npaso:

* oOpamarbes kK OTBETCTBEHHOMY 3a TeXHHUYecKyto nojaep:kky MC ans aHHynmupoBaHus (OT3bIBA), IPU-
OCTAHOBKH (BO300OHOBIICHHUS) ACHCTBUS MPUHAAIEKAIIETO eMY KJIHoua 3JIeKTPOHHOM MOANUCH;

* B cIy4ae HEOOXOIMMOCTH 3aMEHbI, BOCCTAHOBIICHHSI KJIF0Ya AIIEKTPOHHOHN noamucu odparutbest K OT-
BETCTBEHHOMY 3a TeXHUYECKYI0 noanaepkky MC ¢ cooTBeTcTBYyrOIICH MPOCHOO0il U MOIYYUTh HOBBIN KITFOU AJIEK-
TPOHHOU MOAIUCH;

* oOpamarbes K pykoBoJcTBY Opranuzanuu Jiist pa30opa KOH(QIUKTHBIX CUTYaluid (CIOPOB), BO3HUKAIO-
mux npu npumenenuu [1911 B UC.

4.2. Bnanener [1911 o0s13aH:

* BeCTH 00paboTKy BHYTPEHHHUX 3JIEKTPOHHBIX TOKYMEHTOB B VIC B COOTBETCTBHH CO CBOUMH JTOJKHOCT-
HBIMH 00S3aHHOCTSIMU;

* IPUHUMATh BCE BO3MOXKHbBIE MEPBI JJIs IPEIOTBPAIIECHNS HECAHKIIMOHUPOBAHHOTO UCIIOIb30BaHUSI CBO-
€ro KJIo4a 3JeKTPOHHOM MOJIUCH;

* HU [IPU KaKUX YCJIOBUSX HE NI€PEJaBaTh KJII0Y JIEKTPOHHON MOAIUCH IPYTUM JIULaM;

* IIpU KOMIIPOMETALIMK CBOETO KJIHOYa AJIEKTPOHHOM MOJIMUCH HE3aMeMJIUTENIbHO 00patutbes K OTBeT-
CTBEHHOMY 3a TEXHHYECKYI0 nojaepxky MC 11 npuocTaHOBKY AEUCTBUS IPUHAJIEKAILETO €My KIIF0Ua DIIEK-
TPOHHOM MOATHUCH.

4.3. Brnagenen I1211 Hecer MM4HYI0 OTBETCTBEHHOCTH 32 COXPAHHOCThH CBOETO KIII0Ya AJIEKTPOHHOM MOJI-
MIUCH U €T0 3aLIUTY OT HECAaHKIIMOHUPOBAHHOTO UCIIOIb30BAHUSI.

5. Texnosaorusi npumenenns cpeacrs I[III1 B UC

5.1. st mpumenenus [1311 B UC Bnagenbiry [1311 Heo6xoaumo aBTopuzoBarhes B UC ¢ ucnonb3oBaHuEM
myOnnyHOM U KoHuAeHINanbHOM yacTel kiatoua [1D11 (ums nons3oBarens u naposis). [lognucanue Jlokymenra
BBIINIOJIHSAETCS IMyTeM HaxkaTus Ha kHonky "[lonnucars" B unTepdeiice UC.

5.2. NUudopmarius 060 BceX BbITAHHBIX MMOJIH30BATEIIO KITFOUAX AIMEKTPOHHOMN MOANKCH, 1aTaX MOTYYCHUS
U IpeKpauieHus ux aencraus (m3bsaTusi) xpanurces B UC noctosiHHO.

5.3. Ilpu npekpaiienuu y corpyaauka Opranusaiiy JOJKHOCTHBIX 00s13aHHOCTEH 0 00paboTKe BHYT-
PEHHUX 3JIEKTPOHHBIX JOKYMEHTOB C ucnojiab3oBaHueM 11311 unu npu yBoiabHEHUH COTPYIHHUKA €ro KJI0Y BHO-
CUTCSl B pEECTp OTO3BAaHHBIX KIIOUEH AIIEKTPOHHOM noanucu OTBETCTBEHHBIM 3a TEXHUUECKYIO nogaepkky UC.
C MoMeHTa BHECEHUS KJII0ua B PEECTp OTO3BAHHBIX KJIFOUEH 3JIEKTPOHHOM MOANMUCHU Bce nmocienyomue Jloky-
MEHTBI, noAnucanHble 3Toi [1311, He cunTaroTCs MOANMCAHHBIMU HaUIeXKAIUM 00pa3oM, T.€.NOMUChI0, PABHO-
3HAYHON COOCTBEHHOPYYHOM.

6. 3akIr0unTE/ILHBIE M0JI0KEHUS
6.1. Hacrosmiee [TonoxeHnue BcTynaeT B CHILY C JaThl YTBEPKICHHUS.
6.2. Texct Ilonoxenus pazmemaercs B IC. Crioco0 noctyna k aktyanbHOU Bepcuu [lonokeHust onucel-
BaeTCs B MOJIb30BATENbCKON TokyMeHTauu k MC.
6.3. Texct [lonoxeHust XpaHUTCA Y ¥ IPEOCTABISIETCS COTpyaHUKaM OpraHu3aliiiu 1o 3ampocy.
6.4. Jlokymentsl, cozgannsle B IC u noanucannsie 11311 B coorBeTcTBUM ¢ HacToAumM [lonoxenuem,
MMPU3HAIOTCA FOPUANYCCKH 3HAYUMBIMHU C AAThl YTBCPIKICHHUA ITomoxenmus.



[Ipunoxxenue Ne 1
K [lonmoxkeHunto 00 UCTIOIB30BAaHUU TTPOCTON
ANIEKTPOHHOM MOANNCH 111 BHYTPEHHETO

ANEKTPOHHOTO IOKYMEHTO000pOTa
ITEPEYEHb JIOKYMEHTOB

Y4yacTHUKHM BHYTPEHHETO IEKTPOHHOTO JoKyMeHToo0opoTa B MBOY «I'paxorckas COIIl um. A.B Map-

YEHKO» HMCIOIB3YIOT MPOCTYIO 3JEKTPOHHYIO MOJIKICH TPU 00pa0OTKE CIASTYIOUINX IEKTPOHHBIX JOKYMEHTOB:
* aBaHCOBBIN OTYET,

* pPacXOJIHbIN KaCCOBBIM OpHEp,
* UHBEHTApU3aLIMOHHAs ONIMCh TOBAPHO-MaTePUAIIbHBIX [IEHHOCTEM,

¢ HaKJIaJHAasA Ha BHYTPCHHCC ICPEMCIICHNEC TOBAPHO-MATCPHUAJIbHBIX HCHHOCTCfI,
¢ UHBIC NOKYMCHTEI.
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