Myuuunansioe Sopkeraoe odueodpalosaTeNbHOE yupexRaeHHE
«bopkosckas ocosHas ofumeofpasosarebRas WKOAA»

Yreepxaeno:
_ npukasom Ne 1(6)

TMonoxenue
00 Heneab30BAHKE HPOCTOi JIEKTPOHHON NOANMHCH
A8 BHYTPEHHET 0 3AeKTPOHHOI 0 J0OKyMeHTo0b0poTa B
Mysnuunaaeaom GroaxeTHom 00meodpasoBaTeIbHOM yUpeKIeHHH
«Boprosckas ocHoBHAS 00ureo0pa3oBaTe/ibHAS MIK0JI2»




1.00mue mooKeHns

1.1. Hacrosmee llonoxenne o0 HCNONB30BAHHH NPOCTO 3IEKTPOHHOI noamicH B uHdopMalmoHHOI
cucreme (mgamee - IIC) (manee - IlosokeHue) sBIfSeTCS JOKAIBHBIM HOPMATHBHBIM akTtomM MBOVY
«bopkosckag OOILl» (mamee - Opranmzanns) o onpeae/sieT MOPANOK H YCIOBHA padOThl COTPYIHHKOB €
IMEKTPOHHBIMI JIokKyMeHTamMi B HC, HenocpeJIcTBEHHO CBA3aHHBIMH C HX TPY/JAOBOI JIeSTeTbHOCTHIO, C
MpHMEHEHHEM MPOCTOIl MEKTPOHHOMH nojmicH (anee - [I2IT).

1.2, VyacTHHKaMH 3IeKTPOHHOTIO B3aHMOICHCTBHSA Ha YCIOBHAX, ONpe/ieeHHBIX HacTosmmM [TomoxeHneM,
AB/SIOTCA CcOTpyAHHKH OpraHpsaiiy, noAnucasmiie YsegomieHne o0 o3HakoMieHnHn ¢ IlonoxeHneMm.
Obpasen Veenomnenns mnpuseaeH B Ilpwiokenmn Ne 2 Kk Hactosmemy [lonoxenmio. Iloammcanme
coTpyaHnkoM OpraHmzaniun VBeJOMICHHS PaBHO3HAHO NPHCOEMIHEHIIO K COITANIeHno o0 y4acTHn BO
BHYTPEHHEM IEKTPOHHOM JIOKYMeHTooOopoTe ¢ mcmoabs3oBanneM II2I1 Ha yciaoBHAX HAacTOAIIEro
ITonoxenns B cooTBeTcTBHH CO CT. 428 I'paxkanckoro kojexca PO ("/lorosop npucoenuenng”).

1.3. Peammsamns onpeeneHHbIX HacTosmmM IlonokeHneM ycaoBHil NpHMEHEHHS NMPOCTOil 3IeKTPOHHOM
nojumcH  obecrieMHBaeT NpIJIaHHE OPHANMECKOI CHIBI  BHYTPEHHHM  JIEKTPOHHBIM  JIOKYMEHTaM
Opraumsarmu 8 HC, tpebyiominm JTHYHOI HOAMHCH COTPYAHIKA, I OlIepallHiM ¢ HIMIL.

1.4. Hamne I1D11 obecrieunBaeT BHYTPEHHNM IEKTPOHHBIM JlokyMeHTaMm B HC:

* [IOJUIHHHOCTH - [I0ATBEpIK/IeHIIe aBTOPCTBA JOKYMEHTa;

* IeJIOCTHOCTD - JIOKYMEHT He MOJKeT ObITh H3MEeHeH Noc/e NoIHCaHNs;

* HE OTPIIIIaHNE aBTOPCTBA (HEOTPEKAEMOCTB) - ABTOP HE MOKET OTKA3aThCsA OT CBOEIH MOJIMHCH.

1.5. J1ng normiacanns 71eKTpOHHBIX JokyMeHToB B HC nenomnb3yercs npoctas

3eKTPOHHAA MOAMICH - HHPOPMAINA B FIEKTPOHHOIT (popme, KOTOpas NpHCOeMITHEHa K ApYroil HHpOpMAaIm
B 3/eKTpOHHOI (opMme (moamiceiBaeMoil HHGOpMAMIN, MOKYMEHTY B IeKTPOHHOM BHAE) I HHBIM
o0pa3oM cBA3aHHAad ¢ Takoii mMHGOpMammeil, M KOTOpas HCHONB3YeTCS JUIS OMNpeleNeHNs JIHIa,
OMHCHIBAIONIETO HHPOPMALHIO.

1.6. B kavecrse nydomuunoii wactn kmowa IIDI1 wmcnonesyercs yHHKaabHOE HMS Y4eTHOI 3arucH,
npHMeHseMoe I8 apTopm3amii noias3osatens B HC. B kavectse koH(naeHmmansHo actin Kmova 1911
HCTIONB3YETCA Mapoib K YIETHOI 3aMicH.

1.7. H3roTtopaenne (refepanio), Beiaavy u peructpaumnio B HC yka3aHHBIX B 11.1.6 HMEH noiab3oBatesiei H
napoJieil ocymecTsser (J1anee - OTBeTCTBEHHBbIII 3a TeXHIYecKy1o nmoLaepxKy HC).

1.8. ITaposs nomssosartens HC Moxer ObITH H3MEHeH ero BiIajeablieM B 110001l MOMEHT Nocle aBTOPH3ALIHIT
B 1IC. Pexomenyercs H3MEHATD [1apoJib He peske 0JHOro pasa B TpH Mecsua. [Uig cHiskenus pucka nogbopa
napoias W HEeCaHKIMOHHPOBAHHOTO HCIOAL30BAHHA JPYHM JIHIOM KIHOYa 3JeKTPOHHOI MOIIMHCH
PEKOMEHIyeTCA He 3aJaBaTh MAapOJIH, HCTOIB30BAHHBIC PaHee.

2. TepMuHBI H onpe/eTeHns

B jgannoM IMomoxennn HCITOJIB3YHOTCA CACAYIONIIE TEPMITHBI IT HX ONIPEICICHHA:

2.1. Brajenel] NpoOCTOil FIEKTPOHHOM nojanucy - coTpyauuk Oprasusanuy, nojmicasmuil Yeegomienie ob
03HaKOMJIeHHH ¢ HacTosmmM [TonokeHneM H HCMOIB3YIONIHIT IMA IOIb30BaTe/s H NapoJib U1 aBTOPH3aLIIH
B 11C;

2.2. BHYTpeHHHIT 1eKTPOHHBI JoKyMeHT (fanee - JIOKYMEHT) - JOKYMEHT OJHOIO H3 THIIOB JOKYMEHTOB,
npuseaeHHbIX B [Ipunoxennn 1 K Hacrogmemy ITonoxenmo, cosganubii B HIC B amexTpoHHOH dopme H
MOMANMCAHHBIIT  YIEKTPOHHOI MOMNHCHIO COTPYAHNHKA (IEKTPOHHBIMH  IOIMHCAMH  COTPYIHHKOB)
Opradusan,

2.3. KoY 31eKTPOHHOI MOAMHCH - YHHKaJIbHafd [OC/IeJ0BaTelbHOCTh CHMBOIIOB, IpeIHa3HAYCHHAS I
MOATBEPAICHNA ¢ Henosb3oBadneM cpeiacts HC nopmaroc 1311 8 JlokymenTe;

24, peectp BbBUIAHHBIX KIIO4ell WIEKTPOHHON nojmicn - Xpausuutiics B IIC Cmicok  yHHKaIbHBIX
[10C/Ie10BATEIbHOCTE CHMBOJIOB, COJIEPKAIHUXCSH B BBIIAHHBIX MOIb30BATEISAM HMEHAX YYETHBIX 3aluceil
NapoJx;

2.5. peecTp OTO3BAHHBIX KIIOYeil MIeKTpoHHOof nonucn - xpansumiics B 1IC cnmcok nomawssosareneii HC, y
KOTOPBIX KIIOYH IEKTPOHHOI NOJMIMNCH K MOMEHTY oOpalieHus K JaHHOMY peectpy ObUIN OTMEHeHbl Kak
HeJelicTBUTe/IbHbIE:



2.6. npocras snexrpontas noxmuck (IT211) - undopmaig B s1exrponnoii gpopme B HC, BosHuKaonas B
MOMEHT BBINOJIHEHNS BjajlebleM MIEKTPOHHOIH NOANHNCH KoMaHsl noamicanns Jlokymenta B natepdeiice
HC, noarsepasaromas nommadocts Joxkymenra wiman  ¢axkt o3HakomieHns saagensuna II9I1 ¢
JIoKyMeHTOM, KOTOpas B3aHMHO OJIHO3HAYHO CBA3bIBaeTCA ¢ JIOKyMEeHTOM I BIajiebleM MOTHCH;

2.7. mrramm [1311 - Bi3yaneHag oTMeTka 00 MEKTPOHHOI MoAmicH, BKMovatomas pexensutsl [13I1, kotopas
apTOMaTHYecKH cos3fpaercs cpejacrsamu HC npH oOTKpBITHH ( BH3YATI3AIN) JOKYMeHTa, noanucadnoro 1311,
B nHTepdeiice 1C: spema dopmupoparng 1911 otobpakaeTcs B mITaMOe 110 MaCOBOMY HOSCY NOIB30BATENS
HC;

2.8. oOpaboTka WIEKTPOHHOIO HOKyMeHTa - JeficTBus noabsoBatens HC ¢ 2IEKTPOHHBIM JIOKYMEHTOM
cpenctBamMn HC, BKmo9as, HO He OrpaHHYNBasch: co3laHne, npoepka, nojmucanne 1211,
uHGopMupoBaHne japyroro nomszoBarens HC o gokymeHTe, MOATBEpXCHHE MOIYUEHHA, 03HAKOMIICHHE,
CO3IaHHe KOIIH Ha OyMakKHOM HOCHTENIe, OTKJIOHEHHe, yIaleHHe.

3. Obecnetenne WPHIHYECKOH CH/Ibl BHYTPEHHHX 3 1eKTPOHHBIX JOKYMEHTOB

3.1. Kmuennnnl nukn Jokymenra B HC BrIowaeT: co3jaHie H Opoune JIGCTBHA 10 ero oOpaboTke.
oTpaxkenue B yuere, a rakxe xpanenue B HC, HC obecneunBaer perucrpainio AeiicTsiii nonb3oBartesei ¢
JlokyMeHTOM (JI0THPOBaHIe) B TeUeHIE KIBHEHHOT O KA.

3.2. Bee snagensust IIDI1 npusHaror pasHossaudocts csoeii II2I1 cobcrsennopyusoil noammcn Ha
OYMaKHOM HOCHTEIe.

33. Cospamne IIDI1 B HC mHummmupyercs COOTBETCTBYIONIIM JeiicTBHeM Biagensma IIDIL, T.e. He
BBITIO/THAETCA aBTOMAaTHYECKH M He3aMeTHO /UL Biajleaslia.

3.4. Tomromouns Biajenpua 1311, moamucaBmero J{oKyMeHT, MOJATBEPKIAIOTCH B MOMEHT MOIMHCAHNS
Joxymenra B IIC aBToMaTHHECKH 10 MOJ0KHTENLHOMY Pe3yIIbTaTy CASIYIONIIX IPOBEPOK:
* COOTBETCTBYIONINIT NOIL30BaTeb aBTopu3osan B HC,

® COOTBC’I’CTBY!OIIIHfI K01 3."IGKTPOHHOﬁ MNOJIINCH BKJIKYCH B PEECTP BhIJJAHHBIX KTIOver SJICKTPOHHOﬁ
MOIITHCH,

* COOTBETCTBYIOIUMIT KIIHOY MIEKTPOHHOIN NOAMICH OTCYICTBYET B peecTpe 0TO3BAHHBIX KIIKYeil 2JIeKTPOHHOI
HOMITHCH,

3.5. Bpems dopMupoBanus eKrpoHHoii nomuck ¢ukcupyercs cpegcrsamu HC nmo rpuHBHUCKOMY
spemenn (UTC+0).

3.6. BHyTpeHHIIE 31eKTPOHHBIE JOKYMEHTHI, nepeuncieHusle B [Tepeune, npusenenrom B [pmoxennn Ne |
K Hactosmemy [lonoxenmo, nomnucanssie [1OI1, npmuatorcs B Opraru3aiin paBHbIMH 10 IOPHANYECKOIT
CHIIE JIOKYMEHTaM Ha OYMaXHBIX HOCHTEIISX, 3aBEPEHHBIM COOCTBEHHOPYMHOI MOIIMICHIO.

3.7. HNoaszosaresm HC npisharor, yro Busyamsamns wramupa TIDIT npu gemoxcrpamm JlokyMeHTa B
nureppeiice IIC, shmonnennas cpeacrsamu HC, sBiasercs HeOCHOPHMBIM HOATBEpAIeHHeM (akra
MOIMHCAHNSA JOKYMEHTa cooTBeTCTBYIONIM BiazensieM [T3I1 (noumHHOCTS 1 HEOTPEKaeMOCTh).

3.8. Xpanenne JIOKYMEHTOB OCYIIECTBIACTCA IIYTEM 3aIlicH CBeAeHNI 0 JIOKYMEHTax B apXHB 31eKTPOHHEIX
JIOKYMEHTOB, KOTOpBIil Asigercs yactsio HC.

39. Opranmamna  ofecnednBaeT TeXHHNYECKIMH 1 OpPraHN3AIMOHHBIMH  MEpaMH  3alluTy  OT
HECAHKIIHOHHPOBAHHOIO JOCTYHA I MpeIHaMEpeHHOIo YHIMTOKEHHS H/IUIH HCKaKeHHA CBegeHmii o
JlokymeHTax B apxmBe 1eKTpOHHBIX jJokymeHToB HC, a Takike rapaHTHpyeT NoATBeps/KIeHHe aBTOPCTBA
JoKyMeHTa, nojmmcanHoro I13I1 aBTopa, B ToM wiciae myreM YTBepAIeHHS MOHMEHHOIO OTpaHHYMEHHOrO
CIICKA JIHMIL, HMEIONINX paciiHpeHHblie (aIMHIHICTPAaTHBHBIE) NpaBa JOCTyNa K apXiBy IEKTPOHHBIX
noxymentos 1IC.

3.10. JMoxymenrst xpangrca B 1IC B tom dopmarte, B KotopoMm omHn Obum cosganbl. Cpok XpaHeHus
JlokymeHToB 1 cBeiternii 0 JIokyMeHTax He MoeT ObITh MeHee 3 (Tpex) JieT 1 onpeielsercs B COOTBETCTRHM
€ JIOKJIbHBIMH HOPMATHBHBIMH aKTaMi OpraHm3aiin iwin ee CIpYKTYPHbIX N0/pasiie/eHui.



3.11. Konus 2IeKTPOHHOIO IOKyMeHTa MOkKeT ObITh H3rOTOB/IeHa (pacievartaHa) Ha OyMaKHOM HOCHTeIe
cpejerBamit TIC n 3aBepenHa coGcTBeHHOpYUHOI moznucsio Brajensua [1311 anbo unenamy kKoMmccm,
BRIOYatomteli B ceds Kak MHHHUMYM pykosoxutens OpraHmsaiiy # JHIO, HMeRollee paciiHpeHHble
(aaMHHICTPATHBHBIE) MpaBa JOCTYNA K apXmBY 37eKTpoHHBIX JokymeHTOB IIC. Komms 31exTpoHHOTO
JOKYMEHTa Ha OyMaKHOM HOCHTENIe [0/KHA COJEpAKaTh BIyalmsammio mramna (mramnos) ITOIIL
noATBepAAAMYIO, yro opuriHan Joxymenta noancad [I911. AyreHTHYHOCTS EKTPOHHOIO JOKYMEHTa I
ero Konun Ha GymMaxkHOM HocHTelle obecneunsaercs cpeactsamu HC.

4. [IpaBa, 0053aHHOCTH H OTBETCTBEHHOCTH BJIA/Ie/IbIA NIEKTPOHHOM NOAMHCH

4.1. Bnazenen IT311 mmeer npaso:

» obpamarscs Kk OTBercrBeHHOMY 3a TexHHyeckyl nouepxky HC i anmymmposanus (o13biBa),
NPHOCTAHOBKH (BO300HOBICHNA ) JCICTBHS NPHHAUIEKANIETO eMy KITH0Ya 3IeKTPOHHOI MOITHCH;

* B Clyyae HeoOXOAMMOCTH 3aMeHbl, BOCCTaHOBJIEHHA KMOYa MIeKTPOHHOI noummcH odparirbes K
OTBeTCcTBEHHOMY 3a TexHH4ecKyto nouiepxky HC ¢ coorBeTcTBYIONIeii npock00il I MOIYYHTH HOBBIN KITHOY
2IEKTPOHHOIT MO IIIHCH;

* o0pamartbca K pyKoBocTBY OpraHuzarim 171 paibopa KOH(INKTHBEIX CHTYAIHil (CIIOPOB), BO3HHKAIONIIIX
npit npumenennn ITII1 8 HC.

4.2. Bnagenen 1311 o6g3aH:

* BecTH 00paboTKY BHYTPCHHHX 3TCKTPOHHEIX JOKYMEHTOB B HC B COOTBETCTBHI €O CBOHMH JIOZKHOCTHBIMIT
0083aHHOCTAMIL;

* [IPHHHMaTh BCC BO3MOXKHBIC MEPH! JUIA NPCAOTBPAIICHIA HCCAHKIIHOHHPOBAHHOTO HCHIOIL30BAHHA CBOCTO
KJIr1a 3IICKT]JOHHOﬁ TOJITHCH
* HII NIPH KaKHX VCIOBHAX HE Nepe/iaBarsk K4 BJICKTPOHHOﬁ TIOJIITHCH JIPYTHM JTHIIAM .

* NpH KOMIPOMETAHH CBOEr0 KIOYA 3JeKTPOHHOI MOJMICH He3aMe[UINTeIbHO oOpaTHThed K
OTBeTCTBEHHOMY 3a TexHH4eckyio nomtepikky HC s npHOCTaHOBKH MefiCTBHA NpPHHAUICKALET0 eMy
K09 IEKTPOHHON MOIIHCH.

4.3. Baagenen I1311 Hecet MMYHYIO OTBETCTBEHHOCTD 33 COXPAHHOCTH CBOEIO KIIOYA MEKTPOHHOI MOIHCH
H €10 3alIHTY 0T HECAHKIHOHIPOBAHHOTO HCTIOIb30BAHHAL

5. Texnonorns npumenenns cpexcrs I[I911 8 HC

5.1. Jlns npivenenns 1211 B HC snagensuy 1311 HeoOxoammo aropuzoBatees B HC ¢ nenonpsoBanneM
nyormmuHOl 1 KoH(HaeHmHaThHOM wHacTell kmowa IIDI1 (mMs moaszoBatens n mapons). [loammcanme
JlokymeHTa BBINIOJIHSAETCA [MyTeM HaxkaTus Ha KHonky "Tlogmicars” B nnrepdeiice HC.

5.2. Hudopmamis 060 BeeX BRLIAHHEIX MOIb30BATENI0 KII0UAX 2IeKTPOHHOI MOIMICH, JaTax MOTYHeHHs i
npexpamenns ux aeiicrsns (nssati) xpanures B HC nocrossHo.

5.3. Ilpn npexpamennn y coTpyaanka Oprasmsanin JIOJKHOCTHRIX oOf3aHHOCTell mo oGpaborke
BHYTPEHHHX 31eKTPOHHBIX JOKYMEHTOB C Hernoab3opaHHeM [IDI1 min mpn yBOIbHEHHH COTPYAHHKA €ro
K104 BHOCHTCH B PeecTp OTO3BaHHLIX KIOYeH MIEKTPOHHOIH nozamncy OTBETCTBEHHLIM 33 TEXHIYECKYIO
noutepxKy HC. C MomeHTa BHECeHHs KIIOYa B peecTp OTO3IBAHHBIX KIIOHEH NISKTPOHHOII MOAIMNCH BCe
nocneayomme JIokyMenTsl, noxmicandsie 3roif I12I1, He cunTarorcs OOMMHMCAHHBIME  HAJUIEKAIHM
o0Gpa3zoM, T.e.NOITHCHI0, PABHOZHAYHOIT COOCTBEHHOPYIHOIL.

6. 3aKI0UHTEAbHBIE NOJ0KRCHHUS

6.1. Hactosimee ITonoxenne BeTynaer B CIUTY ¢ JaThl YTBEPAICHHS.

6.2. Teker llonoxerns pavemaercd B HC, Crniocod poctyna Kk axtyanbHoil Bepenn [lonoxenns
OMHCKIBACTCA B NOJIB30BaTeAbCKOI JokyMeHTamm K HC.

6.3. Teket IMonokenns XparuTes y 11 npejocTapasercd coTpyaHnKayM Oprasmsanii 1o 3anpocy.

6.4. Jlokymentsl, cossannsie B HC n noarmcannsie 11911 B cootBercTBHH ¢ HactosmmM ITonoxeHneM,
TPI3HAIOTCSA IOPHIMECKH 3HAUIMBIMH C JaThl yTBep:K1eHns [TonoxeHns.



Iprnoxenne Ne |

K Tosoxmerno 0d
HCIOJIB30BaHHH NTPOCTOMEKTPOHHOI MOAMHCH
U1 BHYTPEHHErO MeKTPOHHOTO

JOKyMeHToobopoTa
B MBOY «bopxkosckag OOILL»
I[NEPEYEHL JJOKYMEHTOB
V4acTHHKH  BHYTPEHHEro WIEKTPOHHOIO JIOKYMeHTo000poTa B MBOY  «bopkoBckas

OOIII» HEHOAB3YIOT MPOCTYIO NIEKTPOHHYIO NOJIHCH P 00padoTKe CIeAYIONIX MEeKTPOHHbIX
* ABAHCOBBII OTYeET,

* PacXo Mkl KaCCOBBII Opep.

* HBEHTAPH3AHOHHAA OIICH TOBAPHO-MaTepHAILHBIX LEHHOCTEII,

* HaK/1aJHasg Ha BHYTPEHHee NepeMeleHe TOBApHO-MaTepHaTbHBIX [ICHHOCTEI],

* HHEIC JIOKYMEHTBI.



TIpunoxenne Ne 2K

[onoxenmo 06 HCNOIL30BAHUN NPOCTOll
UTEKTPOHHOI MOJIMICH JUIS BHYTPEHHET 0
EKTPOHHOTO JIOKYMEHTOo000poTa

B MBOY «bopxogrckas OOII»

VBE/IOMJIEHHE

@.11.0. corpyasnka, uMeHyeMmbiii(as) B JaubHeiimeM "PaboTHHK", HacTOfIIIM [OITBEpAIAeT, HTIO
o3HakoMiIcs(ace) U corsaceH(Ha) ¢ ITonoxernem 00 HCNOIL30BAHHH NPOCTOI MEKTPOHHOI MOMAMHCH VIS
BHYTPEHHEro »1eKTpOoHHOTo JokyMeHTooOopota B MBOVY «bopkosckas OOIll», a mMerno: PaGoTHHK
OpU3HAaeT paBHO3HAYHOCTH CBOeil MPocToil MIeKTporHOI noumcn (aanee [1911) coberseHHOpYYHOIT MOAMHCH
Ha OYMaKHOM HOCHTe/e M 3asBiasel O MNPUCOCAHHEHHH K CorllalieHHio o0 y4acTHH BO BHYTpeHHeM
MEKTPOHHOM JIOKyMeHTooOopoTe ¢ ncnonb3oBaHieM I13I1 ra yenosmax IMonoxenns o6 mcmonb3oBaHHN
NPOCTOH MEKTPOHHON MOTHCH IS BHYTPEHHETo YIEKTPOHHOTO JokymeHToobopoTa B MBOY «bopkoBckas
OOIII» B coorBeTcTBHH co cT. 428 I'pamnanckoro koxekca P® ("lorosop mpucoeminenns”) ¢ 01 gaBaps
2023 roja.

@O JlaTa no/urHcaHns,



