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[MPUHATO YTBEPXIAIO
[IpoToKOJ Negarorn4eckoro CoBeTa Hupexktop MBOY «COILL Ne70»»
Ne'1 or «29» aBrycra 2024 r. E.A.
dunnmonIiesa
« 31» arycra 2024 .
[Tpuxa3 Nel21

ITono:xeHne 00 HCIOJIH30BAHUH l'lpOCTOi;I 3J'IeKTp0HHOﬁ nmoanmucu

1.001mue nmosto:xxeHust
1.1. Hacrosimee IlomokeHne 00 WCHOJIB30BAHUM IPOCTON SJICKTPOHHOW moamucu (manee -
[Tonoxenue) sBIAETCS JIOKAIBHBIM HOPMATUBHBIM aKTOM MyHHUIMOAIBLHOTO OKOHKETHOTO
obOpa3zoBarenbHOTO yupexacHus «Cpennss obmeoOpasoBarenbHas mkona Ne 70» (manee MBOY
«COII Ne 70») u onpenensieT MOPSAIOK U yciioBus 3aBepeHust corpyanukamu MBOY «COIL Ne
70%» SIEKTPOHHBIX JTOKYMEHTOB B WH(pOpManuOHHBIX cuctemax (manee - UC) ¢ mpumeHeHuem
IPOCTOM AMEKTpoHHOU noanucu (nanee - [191T).
1.2. TIDII ucmonmp3yercss B ciiydasix, Korja He TpeOyeTcst MCIOJIb30BaHHE KBAaTHU(PHIIMPOBAHHON
ANEKTPOHHOMU MOJIHCH.
1.3. Peanuzamusi ompeneneHHbIX HactosmuMm [lomokeHneM YCIOBHUM MPUMEHEHHUS MPOCTOU
ANIEKTPOHHOW MOAMHMCH OOECIeYnBaeT MPHUIAHUE IOPUIUUYECKONW CHUIIBI BHYTPEHHHM JOKYMEHTaM
MBOY «COLI Ne 70» B UC, TpeOyromuM JIUYHOM MOANKUCH COTPYIHUKA, U ONEPALUSIM C HUMHU.
1.4. Hamuuue 1911 oOecrieunBaeT BHYTPEHHUM AJIEKTPOHHBIM JIOKYMEHTaM B HH(OPMAIIMOHHBIX
CUCTEeMaX:
* MOJJINHHOCTb;
* IETIOCTHOCTD - JOKYMEHT HE MOET OBbITh U3MEHEH OCTIE MONICAHNS;
1.5. Joxyment, noanucsiBaeMslil [1911 B IC nomkeH ObITh B HE pegakTUpyemMoM (opmare.
1.6. Ilna monamucaHusi SJEKTPOHHBIX TOKyMEeHTOB B MC wucrmonb3yercs mpocTasi 3JIEKTPOHHAs
MOJMUCH - UHGOpMAIUs B SJIEKTPOHHOM (hopMe, KOTopasi MpUCOeANHEHA K Apyroil nupopmanuu B
ANIEKTPOHHOM (hopme (rmoanuchiBaeMol HH(pOpMALIMK, TOKYMEHTY B 3JIEKTPOHHOM BHUJIE) UM UHBIM
o0pa3oM cBs3aHHasl ¢ TakoW HHQoOpMaIMeil, U KoTopas MCIONb3yeTCs s ONpEeNeleHUs JIMIA,
MOAMKUCHIBAIOIIETO HH(OPMAITHIO.
1.7. B xauectBe myOnuuHoi yact kimova [1911 ncnonb3yercss yHUKaIbHOE UMs YUETHOM 3amucH,
npuMeHseMoe g aBTopu3auuu noisbs3oBarenss B MC. B kauecTBe KoH(UIEeHIUaIbHON dYacTu
kiroua [13I1 ucnonb3yercst maposb K y4eTHOM 3amucH.
1.8. Usroromnenue (reHepanuio), Bbyiauy W peructpanuio B MC ykazanHbix B 1.1.7 umeH
MOJIH30BATEJICH U MapoJIei OCYIIECTBIISIET OTBETCTBEHHBIN COTpYAHUK (amMunuctparop) UC.
1.8. [Mapons nonw3oBatenss MC MoxkeT ObITh U3MEHEH €ro BiaJebleM B JIF000 MOMEHT mocie
aBropusauuu B MC. PekoMeHayeTcss U3MEHATh Naposib HE peXxe OJHOro pa3a B Tpu Mecsua. g
CHI)KEHMSI pHUCKa Noj0opa maposisi U HECAaHKIIMOHMPOBAHHOTO HCIOJIB30BAaHUS JIPYIHM JIMIIOM
KJIFOYa JIEKTPOHHOM MOANNCH PEKOMEHIYETCsl HE 3a7aBaTh [1apOJIv, UCIIOJIb30BAHHBIE paHEe.

2. TepMuHBI 1 onIpee/ICHUS
B nannom [lonoxeHnn ncnosb3yroTes CIeyIOIUe TEPMUHBI U UX ONIPEAEICHUS:
2.1. Brnagenen nmpoctoil anekTpoHHON noanucu - cotpyaHuk MBOY «COIL Ne 70y, HaneneHHbIN
MOJIHOMOYMAMHU TOANKMCH JOKYMEHTOB, HCIOJB3YIOIIMI MMs [OJNb30BaTeNsl M Mapoib s
aBropuzauuu B UC;
2.2. DNeKTpOHHBIA JOKyMEHT (nanee - JIOKyMEHT) - JOKYMEHT OJHOTO M3 He peIaKTHPyeMbIX
TUIIOB JJOKYMEHTOB, CO3/IaHHBIM B 3JEKTPOHHOW (hopMe M MOAMMCAHHBINA 3JEKTPOHHON MOANUCKHIO
COTpYJIHUKA;



2.3. Kiwou 53JI€KTpOHHOM  TOAMUCHA -  YHUKaJbHAs  MOCJIEAOBATEIbHOCTH  CHMBOJIOB,
IpeIHa3HauYeHHast s MOATBEPKACHMs ¢ ncnob3oBanueM cpenacts MC noxmuunoctu 11011

2.4. Tlpocras osnektponHas noxamuchk (IIDI1) - unpopmamus B snexTporHoi ¢opme B UC,
BO3HHUKAIOIIasi B MOMEHT BBIIIOJIHEHHUS BIIAAEIBLEM 3JIEKTPOHHON NOJINUCH KOMAaH]Ibl MOANNCAHUS
Hokymenta B wuHTep(deiice MC, mnoarBepknaromas MOATUHHOCTh JlokymMeHTa wu/miu  (akT
o3HakomwsieHus Binajensua 1011 ¢ JlokymeHTOM, KOTOpas B3aMMHO OJIHO3HAYHO CBSI3bIBACTCS C
JIOKyMEHTOM U BIIa/I€IbLEM TIOIIUCH;

2.5. lramn IIDIT - Bu3yanmpHast OTMETKa OO AJIEKTPOHHOW MOJMHMCH, BKIIIOYAIOIIAs PEKBU3UTHI
[1O11, xortopas aBTOMaTtHuecku cospaercs cpeactBamu MC mpu oTkpeITHH (BU3yalu3alun)
nokymeHTa, nmoanucannoro [131I1, B uatepdetice UC;

Bpems popmupoBanus [1311 oToGpaxaercst B mTamiie o 4aCOBOMY MOSICY

nosb3oBarens UC.

3. Ob6ecnieyenne PUAHIECKON CHJIbI BHYTPEHHUX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. JKuznennniii nukn Jlokymenra B MC BkitOYaer: co3JaHuWE U NPOYME JEUCTBHUS MO €ro
o0OpaboTke, oTpaxxeHue B ydere, a Takxke xpaHeHue B MC. MC oOecnednBaeT peructTpaiuio
neicTBUi mosb3oBaTeneit ¢ JJokyMeHTOM (JIOTUpOBaHue) B TEUECHUE KU3HEHHOTO IHKIIA.

3.2. Bee Bnagensus [1211 npusnatot paBHO3HauHOCTH cBoei [1D911 coOCTBEeHHOPYYHOM MOANKCH HA
OyMa)KHOM HOCHTETIE.

3.3. Cozpanue 11011 B UC ununmupyercs cooTBETCTBYIOUIUM JelicTBueM Biaaenbua [1911, T.e. He
BBIIIOJIHSIETCS] aBTOMATUYECKU WIIM HE3aMeTHO i Biagenbia 11911

3.4. Ilonnomouust Buazensua IIOII, moamucaBmiero JIoKymMeHT, MOATBEPKIAIOTCSI B MOMEHT
noanucanus Jlokymenta B MC aBTOMAaTH4ecKd IO IOJOKUTEIBHOMY pE3YyJbTaTy CIEAYHOLINX
IIPOBEPOK:

* COOTBETCTBYIOIIUH OJIb30BaTeb aBTOpr30BaH B UC,

* COOTBETCTBYIOLIMHA KIIFOY JJIEKTPOHHOM TMOJIMKMCH BKJIIOYEH B PEECTP BBIJAHHBIX KIHOUYEH
AJIEKTPOHHOW MOIHCH,

* COOTBETCTBYIOLIUI KJIIOY 3JEKTPOHHOW IMOANUCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
ANEKTPOHHOMU MOIHCH.

3.5. Bpems dhopMupoBanust 37eKTpOHHOM noanucu ¢pukcupyercs cpeacrsamu NUC.

3.6. BuyTpennue snexTpoHHbie 1okyMeHThl, noanucanubie [1911, npusnarorcs B MBOY «COII Ne
70%», paBHBIMHU IO IOPHIWYECKOW cHUIIE JOKYMEHTaM Ha OyMa)KHBIX HOCHUTEINSAX, 3aBEPEHHBIM
COOCTBEHHOPYYHOH MOJNKMCHIO, 33 MCKIOYEHUEM CIy4aeB HEOOXOJUMOCTH HCHOJIb30BAHUS
KBaJTM(DUIIMPOBAHHOM 2JIEKTPOHHOM MOAMKUCH B COOTBETCTBUH C 3aKOHOAATENHCTBOM PD.

3.7. Ilonp3oBarenn MC mnpusHaror, uro Busyanusauus wmramna [IOI1 npum nemoHcTpaunn
Hoxymenta B wuHTepdeiice WNC, BwemonHenHas cpeactBamu WC, sBusercs HEOCTOPUMBIM
MOATBEpXKIeHUEM (akTa TONMUCAHUS JIOKYyMEHTa COOTBETCTBYIOIIUM BiagenbiieM [IOI1
(MTOAJIMHHOCTD U HEOTPEKAEMOCTB ).

3.8. Xpanenue [JoKyMEHTOB OCYIIECTBIAETCS MyTEM 3alKMCH CBeAeHUU O J[OKyMEHTax B apXuB
AJIIEKTPOHHBIX JIOKYMEHTOB, KOTOPbIH siBisieTcs yacThio MC.

3.9. MBOY «COII Ne 70» obecreunBaeT TEXHUYECKMMU M OPTaHU3aLMOHHBIMUA MEpaMH 3alUTy
OT HECAHKIMOHHPOBAHHOTO JIOCTyNa W TPEJHAMEPEHHOTO YHHUYTOXKEHHUS W/WIN HCKaKECHUS
cBeleHnd 0 JlokyMeHTax B apxmBe DJJEKTpOHHBIX JokymeHTOB MC, a Takxke rapaHTuUpyer
MOATBEPKJICHUE aBTOPCTBA JOKyMeHTa, mnoamnucanHoro I[IDI1 aBTropa, B TOM YwHcCle MTyTeM
YTBEPXKACHHUS]  MMOMMEHHOIO  OTPaHMYEHHOTO  CIHUCKAa  JIMI, HUMEIOUIMX  PacUIUpEHHBIE
(aIMUHUCTpPATUBHBIE) ITpaBa JIOCTYIA K apXUBY 3JIEKTPOHHBIX JoKyMeHTOB UC.

3.10. Hoxymentsl xpaustcs B IC B ToM hopmare, B KOTOPOM OHH OBLITH CO3/1aHBI.



3.11. Komust »leKTPOHHOTO MOKYMEHTa MOXKET OBbITh M3TOTOBJICHA (pacredaraHa) Ha OyMaKHOM
Hocutene cpenacrBamu MC u 3aBepeHa coOcTBeHHOPY4HOH mnoamnuchio Braaenbia 191, Komus
AIIEKTPOHHOTO JIOKYMEHTa Ha OyMa)KHOM HOCHTENE JOJDKHA COJEPKAaTh BH3YAIM3ALMIO IITaMIIA
(wrramnos) I1911, noarBepsknaroiyto, yto opuruHan Jlokymenra noanucas 1911

AYTEHTHYHOCTH 3JIEKTPOHHOTO JOKYMEHTA M €ro KOMHU Ha OyMa)KHOM HOCHTEJe 00ecreunBaeTcs
cpeactBamu UC.

4. HpaBa, 00513aHHOCTH H OTBETCTBEHHOCTh BJIaJeJibaa 3HeKTp0HHOI7I moanmucu

4.1. Bnagenen 1311 umeer npaso:

* oOpamarbcs K OTBETCTBEHHOMY 3a TeXHHMUecKyro noanepxky MC s anHynupoBaHus (OT3bIBa),
MPUOCTAHOBKH (BO30OHOBIIECHUS) IEHCTBHUS IPUHAICKAIIETO EMY KITF0Ua JIEKTPOHHON MOIUCH;

* B ciryyae He0OXOJMMOCTH 3aMEHbI, BOCCTAHOBIICHUS KJIIOUa IEKTPOHHOU MOIIUCH 00paTUThCS K
OTBETCTBEHHOMY 3a TexHuueckyio nomaepxky MC c¢ coorBercTByromiel Mmpocb00il M MONYyYUTH
HOBBIN KITIOY 3JIEKTPOHHOM MOIKCH;

* obpamarbcsa k 3aBenyomemy MBOY «COII Ne 70», nns pazbopa KOH(IUKTHBIX CUTYaIlui
(criopoB), Bo3HuKarouux npu npumenennu [1911 B UC.

4.2. Bmagener I1911 o0s3an:

* BecTU 00pabOTKy BHYTPEHHHUX JIIEKTPOHHBIX JOKyMeHTOB B MC B COOTBETCTBHHM CO CBOMMHU
JOJIKHOCTHBIMU O0SI3aHHOCTSIMU;

* TIpPUHMMATh BCE BO3MOXHBIE Mepbl JUIsi TMPEJOTBpAIICHHUS HECAHKIMOHHPOBAHHOTO
MCIIOJIb30BaHUs CBOETO KIJIF0Ya AJIEKTPOHHON MOJIITUCH;

* HU [IPU KaKUX YCJIOBUSX HE ME€pelaBaTh KIIOY 3JIEKTPOHHOM MOANKCH APYTUM JIHIaM;

* IpU KOMIIPOMETAIIMM CBOETO KII0Ya AJICKTPOHHON TMOANKCH HE3aMEIIUTEIHHO OOpaTHTHCA K
OTBETCTBEHHOMY 3a T€XHHUYeCKYyIo nojaepxky MC nns npuoctaHoBKU JENUCTBUS MPUHAAIIEKAILETO
€My KJIH04a 3JIEKTPOHHOM IOJAIHUCH.

4.3. Bnagenen [19I1 HeceT IMYHYIO OTBETCTBEHHOCTDH 332 COXPAHHOCTh CBOETO KJI0Ya 3JIEKTPOHHOM
MOJIKUCH U €r0 3allUTy OT HECAHKIIMOHUPOBAHHOT'O UCIIOIb30BaHMSL.

5. Texnosnorus npumenenus cpeacts [1I11 B UC

5.1. Ins npumenenus IIOI1 B WUC Bnagensuy IIDI1 Heobxomumo aBropusoBatbes B MC ¢
UCIIONIb30BaHNEM TyONIMYHON M KOH(HUAeHIManbHOW YacTed kimtoua [1DI1 (ums momnb3oBaTens u
napoins). Ilognucanue JlokymMeHTa BBINOJHSETCS MyTeM HaxaTus Ha KHomky '"llonmucate" B
unrepdeiice 1C.

5.2. NUudopmanus o000 BceX BBIIAHHBIX IOJB30BATENIO KIIOYaX AJIEKTPOHHOM MOJMMCH, JaTax
HOJYyYEHHUs U MPEKpalleHns uX AeUcTBUs (M3bATHs) XpaHutcs B IC mocTosHHO.

5.3. Ilpu npekpamenun y corpyanuka MBOY «COIIl Ne 70», nOMKHOCTHBIX OOsI3aHHOCTEH IO
00paboTKe BHYTPEHHHX AJIEKTPOHHBIX JTOKYMEHTOB ¢ ucnonb3oBaHueM 1311 win npu yBogbHEeHUN
COTPYJIHHUKA €r0 KJI0U BHOCUTCS B PEECTP OTO3BaHHBIX KJIHOYEH IEKTpOoHHOMU noanucu. C MOMeHTa
BHECEHHUS KJIIOYA B PEECTP OTO3BAHHBIX KIIOYEH JJIEKTPOHHOM MOJMHMCH BCE MOCIEAYIOLIUE
JlokymeHTsl, noanucanuele 3o [1911, He cuuTaroTCs MOANMCAaHHBIMU HAIJIeKaIIUM 00pa3oM, T.€.
MOJKCHIO, PABHO3HAYHOW COOCTBEHHOPYYHOM.

6. 3aksII049UTEILHOE 110J102KEHH e
6.1. Hactosee [lonokeHne BCTynaer B CUITy € JaThl YTBEPKIACHUS
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