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1.001mue moJ0KeHus

1.1. Hacrosimee IlonoxeHue 00 HCIOJIB30BAHMM TPOCTOW AIIGKTPOHHOW MOANUCH B WH(DOPMAIMOHHON
cucteme (manee - HC) (manee - IlonmoskeHuwe) siBIsieTCS JIOKAJIbHBIM HOpMaTuBHbIM akToM MBOY
«bopxosckass OOLL» (manee - Opranuzaiusi) U onpenesieT MOPSAOK U yCIOBUS paOOThl COTPYIHUKOB C
NMEKTPOHHBIMU JOokyMeHTaMu B MC, HEMOCPENCTBEHHO CBSI3aHHBIMH C WX TPYIOBOW EATEIBHOCTBIO, C
IIPUMEHEHHUEM IIPOCTOM 3EKTPOHHOMU noanucu (nanee - [1011).

1.2. Y4acTHUKaMH JIEKTPOHHOTO B3aMMOJICHCTBHS Ha YCIOBUSX, ONPEACICHHBIX HacTosmuM [lonoxxenuem,
SBJISIIOTCA  COTpyAHUKHA OpraHuzanuu, MoANUcaBiIne YBenomiieHne 00 o3HakomsieHHH ¢ [lojoxkeHuem.
OO6pazenr YBenomuienust mpuBeacH B llpumokenuun Ne 2 k Hacrosmiemy Ilomoxkenwro. [loamucanue
corpyaaukoM OpraHuzanuu YBEIOMIICHHS PaBHO3HAYHO MPUCOCIUHEHUIO K COTJIAIICHUIO 00 YJ4acTUH BO
BHYTPEHHEM DJIEKTPOHHOM JIOKyMEHTO0OOpoTe ¢ wucmosib3oBanueM [IOI1 Ha ycloBHSIX HACTOSIIEro
[Tonosxxenus B cooTBeTCTBUHU €O CT. 428 ['paxkmanckoro koaekca PO ("orosop npucoeaunenus").

1.3. Peanm3arusi ompeneieHHBIX HAcTOSIUM [l0J0XKEeHHEeM YCIIOBUH TPUMEHEHUS! MPOCTOM AJIEKTPOHHOMN
NOANUCH O00ecreynBaeT IMpHJAaHUE OPUAMYECKON CHUJIbl BHYTPEHHUM JJIEKTPOHHBIM JIOKyMEHTaM
Opranuzanuu B UC, TpeOyromuM JIMYHON MOANKNCH COTPYIHUKA, U ONEpaLUsIM C HUMHU.

1.4. Hannuwe 11311 oOecnieunBaeT BHYTPEHHUM 3JIEKTPOHHBIM JIokyMeHTaM B UC:

* [I0JUIMHHOCTH - IOATBEPKACHUE aBTOPCTBA IOKYMEHTA;

* [IEJIOCTHOCTb - JOKYMEHT HE MOKET ObITh U3MEHEH MOCJIe MOANUCAHUS;

* HE OTpPUIIAaHUE aBTOPCTBA (HEOTPEKAEMOCTD) - aBTOP HE MOXKET OTKa3aThCsl OT CBOEH MOIHUCH.

1.5. JIns moanucanus 3MeKTPOHHBIX ToKyMeHTOB B MC ncmonb3yeTcst mpocTtas

AJIEKTPOHHAS MOJMKUCH - HH(OpPMaLUs B AIEKTPOHHOU (hopMe, KOTopasi MpUcoeIMHEeHa K Apyroi nupopmanuu
B QJIEKTPOHHON ¢opMme (moanuckiBaeMoil HHGOpPMAIUU, JOKYMEHTY B JJIEKTPOHHOM BHUJE) WJIM HHBIM
o0pa3oM cCBsi3aHHAas ¢ Takod UMHQPOpPMaLUE, W KOTOpas UCHOJNb3YyeTcs [UId OINpEAeTeHUus JIMLA,
MOJIMUCHIBAIOIIEr0 HHPOPMALIHUIO.

1.6. B kauectBe mnyOnmuHOW dactu kimoua [IDI1 wmcnosb3yercs yYHHUKaIbHOE HWMS YYETHOW 3alluCH,
MpUMEHsIeMoe 1 aBTopu3anuu mojs3oBarens B MC. B kadectBe koHuaeHIMaNbHOW dacTu kimoua 1011
HCIIOJIb3YETCs TApOJIb K YIETHOM 3aIHCH.

1.7. UsrotoBnenue (reHepanuio), Beigauay u perucrpaiuio B MC ykazanHbIX B 11.1.6 UMEH Mosb30BaTeIe u
napoJiei ocymiecTiseT (nanee - OTBETCTBEHHBIN 3a TeXHUUYECKYIO moaaepkky UC).

1.8. ITaponb nons3oBatens MC MoxkeT ObITh U3MEHEH €ro BIaJeNIblieM B 000 MOMEHT IOCIie aBTOPU3ALIUN
B MC. PexoMeHnayeTcs U3MEHSATh MapoJib HE Peke OJHOTO pa3a B TpH Mecsna. [ CHIKeHUs pucka rnojoopa
napojsi ¥ HECAaHKIMOHUPOBAHHOTO KCIOJb30BAHUS JPYTMM JIMIOM KII0Ya DSJIEKTPOHHOW TMOJMUCU
pPEKOMEHAYETCs HE 3a/1aBaTh MapOJjI, UCIOJIb30BaHHbIC paHEe.

2. TepMuHBI U OnIpeAeJICHUAS

B nannowm Ilonoxxenun HCIIOJIB3YIOTCA CIICAYIOIHNEC TCPMUHBI U UX OIIPECACIICHUA:

2.1. Bnajenen mpoCToi 3JEKTPOHHOMN MOAMUCH - COTPYAHUK OpraHu3aliiu, MoAMUCaBIINi YBe1oMiIeHne 00
O3HAKOMJICHHH ¢ HAcTOSIIMM [10JI05KEHIEM M UCTIOJIB3YOIIHMIA UMSI ITOJIB30BATENS M [APOJIb IS ABTOPU3AIMH
B UC;

2.2. BHYTpEHHUI DIIEKTPOHHBIA NOKYMEHT (Aanee - JIoKyMeHT) - JOKYMEHT OJHOTO M3 TUIOB JOKYMEHTOB,
npuBeaeHHbIX B [Ipunoxkenun 1 x Hacrosimemy [lonoxxenuto, cozmanueiii B C B anexkTpoHHO# hopme u
MOAMUCAHHBIA ~ JJEKTPOHHOM TMOMAMHUCHIO  COTPYIHUKA (DMEKTPOHHBIMHU  TOJMUCAIMU  COTPYIAHHKOB)
Opranuzanuu;

2.3. K04 BHCKTpOHHOﬁ MOATIMCHU - YHUKAJIbHAA IMOCJICHOBATCIBHOCTE CUMBOJIOB, MPCAHA3HAUCHHASA IJId
MOATBCPKACHUS C UCIIOJIB30BAHUCM CPCIACTB nucC MNOJJIMHHOCTHU [I5I1 B8 I[OKYMCHTG;

2.4, peeCTp BbIIAHHBIX KJII04en BHeKTpOHHOﬁ noArnucu - XpaHHIHHﬁCH B HMC cmmcok YHUKAJIBHBIX
IOCJeI0BaTEIbHOCTEH CHUMBOJIOB, COJCPKAIIUXCS B BbIJAHHBIX IMOJIB30BATCIISIM UMCHAX YUYCTHBIX 3amnucei u
MapoJisax;

2.5. peecTp OTO3BaHHBIX KIIIOYEH 3JEKTPOHHON mojamucu - xpausmuiics B UC crniucok nons3oBareneit UC, y
KOTOPBIX KJIIOYHM SJIEKTPOHHOU MOANUCH K MOMEHTY OOpalieHHus K JaHHOMY peecTpy ObUIM OTMEUeHBI Kak
HeJIeHCTBUTEIIHHbIC,



2.6. mpocras snekrponHas noanuch (II9I1) - undopmanms B anekrponHoit popme B UC, Bo3HUKaromas B
MOMEHT BBITIOJTHEHUS BJIAJIETbIIEM AJIEKTPOHHON MOANMKUCH KOMaHAbl noanucanus JJokymeHTa B uHTEpdeiice
NC, noareepxkparomas mNOMIMHHOCTE JlokymeHnTta wu/mnu ¢Qakt o3nakomnenus Biazensua [I0I1 ¢
JIOKyMEHTOM, KOTOpasi B3aMMHO OJJHO3HAYHO CBSA3bIBACTCA C [JOKYMEHTOM M BJIaJIEIbLEM MOAINUCH;

2.7. mrramn [1911 - BusyanbpHas oTMeTKa 00 3JIEKTPOHHOM MOANKCH, BKiIIoUaromas pekBu3utsl [1311, kotopas
aBTOMaTH4ecKu co3gaercs cpenctsamu MC npu oTKpeITHH (BU3yallM3alluK) JOKYMEHTa, noanucanHoro I1911,

B unrepderice C; Bpemst popmuposanus [1311 otoOpaxaercs B mTamIie Mo 4acOBOMY IOSICY MOJIb30BaTENs
UG,

2.8. 00paboTKa SJIEKTPOHHOTO JOKyMEHTa - JelcTBUs moib3oBaTelis MC ¢ 3IeKTpOHHBIM JOKYMEHTOM
cpeactBamu  MC, BKIIO4as, HO HE OrPaHHUYMBAsACH: CO3JaHME, MpoBepka, mnomanucanue 1911,
uHpopmupoBanue apyroro monb3oBatesis MC o JOKyMEHTE, MOATBEPXKACHUE MOJIyYCHHS, O3HAKOMIICHHUE,
CO3JIaHME KOMMH Ha OyMa)KHOM HOCHUTEJIC, OTKIIOHECHHE, YIalIeHHE.

3. ObecnevyeHue PUANYECKONH CHIIbI BHYTPEHHHMX 3JIeKTPOHHBIX IOKYMEHTOB

3.1. Kuzuennsrii nuks Jlokymenra B MC BKIIIOYaeT: CO3/IaHUE W MPOYWE JCHCTBUSA 1O €ro oOpaboTke,
oTpaxkeHue B yuete, a Takxke xpaHeHue B MIC. UC obecnieunBaer perucTpaiuio AeMCcTBUM MoIb30BaTeseil ¢
JIOKyMEHTOM (JIOTUPOBAaHUE) B TEUEHHUE KUZHEHHOTO 1IMKJIA.

3.2. Bce Bmamenmsier 1011 mpu3HaroT paBHO3HAYHOCTH cBoed [IDI1 cOOCTBEHHOpPYYHOH MOANIUCH Ha
OyMa)>XHOM HOCHTETIE.

3.3. Coznmanme IIDI1 B MC wHUIMUpPYETCS COOTBETCTBYIOIIMM JeiicTBHeM Bianenena [IDI1, T.e. He
BBITIOJTHSIETCSI aBTOMATHYECKU WJTM HE3aMETHO JUTSI BJIAJIENbIIA.

3.4. Tlomromouns Brazaensiia 1911, mommucasmiero JIOKyMEHT, MOATBEPKIAIOTCS B MOMEHT ITOIITHCAHUS
Hoxymenta B UC aBTOMaTHYECKH O TOJIOKUTEIIBHOMY PE3YJIbTaTy CIeAYIONIUX TPOBEPOK:

* COOTBETCTBYIOIIUH MOJB30BaTENb aBTOpU30BaH B MC,

* COOTBETCTBYIOIIMHN KIIIOY 3JIEKTPOHHOW MOIMUCU BKJIIOYEH B PEECTP BBIAAHHBIX KIIOYEH SJIEKTPOHHOM
MOTHUCH,

* COOTBETCTBYIOIIUI KJIHOY AJIEKTPOHHOM MOAMUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KITHOUEH 3JIEKTPOHHOM
MOATHCH.

3.5. Bpems ¢dopmupoBaHus 3IeKTpOHHON momnucu (ukcupyercs cpeacrBamu VC 1o TpUHBUYCKOMY
Bpemenn (UTCH0).

3.6. Buyrpennue 35eKTpOHHBIE TOKYMEHTHI, iepeuncieHHbie B [lepeune, npuBenennom B [Ipumoxenun Neo 1
K Hactosmemy [lonoxenuto, nognucannsie 11311, npuznatrorcsa B Opranuzanuu paBHbIMU 0 FOPUIAYECKOMN
CUJIe JIOKyMEHTaM Ha OyMa)KHBIX HOCHUTEIISX, 3aBEPEHHBIM COOCTBEHHOPYYHOM ITOIITUCHIO.

3.7. Ionb3oBarenn MC mpusnawot, yro Busyanusauus mrtamna [IDI1 mpu nemoncrpamum /lokymeHTa B
untepdeiice MC, BeimonHenHas cpenctBamu HC, sBiseTcss HEOCHOPUMBIM MOJITBEpKICHHEM (akTa
MOANUCAHUS JOKYMEHTa COOTBETCTBYIOMIMM BiaenblieM [1911 (moIMHHOCTh 1 HEOTPEKAEMOCTb).

3.8. XpaHeHI/IC IIOKYMCHTOB OCYIICCTBJIACTCA IIYTCM 3aIllUCHU CBCI[CHPIIZ (6] I[OKYMGHTaX B apXUB JJICKTPOHHBIX
AOKYMCHTOB, KOTOpLIfI saBisercsa gactbio MC.

3.9. Opranuzanus obOecreynBaeT TEXHUYECKMMH U  OpPraHU3alMOHHBIMH MepamMH  3allUTy OT
HECaHKIIMOHHPOBAHHOTO JOCTYNa U TMPEIHAMEPEHHOTO YHUYTOXEHUS W/WIM HCKaKEHHUS CBEACHUH O
JlokymMeHTax B apXuBe AMEKTPOHHBIX AokyMeHTOoB MC, a Takke rapaHTupyeT MOATBEPKIACHHUE aBTOPCTBA
nokyMeHTa, noamnucannoro I13I1 aBropa, B TOM umcie mMyTeM YTBEp:KIEHHUS NMOMMEHHOTO OTPaHUYEHHOTO
CIHUCKA JIUI], UMEIOUIUX pacCHIMpeHHBbIe (aJIMUHUCTPATHUBHBIE) MpaBa AOCTyNa K apXWBY DIEKTPOHHBIX
noxkymenToB UC.

3.10. Hoxymentsl xpanstcsi B MC B TOM ¢Qopmare, B KOTOpoM OHM ObTM co3aaHbl. Cpok XpaHEHHUS
JIOKyMEHTOB M cBeZieHUH 0 JIokyMeHTaxX He MOKET ObITh MeHee 3 (TpeX) JIET U ONpeeNnsieTcs B COOTBETCTBUU
C JIOKaJIbHBIMU HOPMAaTUBHBIMH akTaMu OpraHu3aiiiy Ui ee CTPYKTYPHBIX [0Ipa3/ieieHu.



3.11. Komusi 31€KTPOHHOTO JOKyMEHTa MOKET OBITh M3TOTOBJICHA (pacredyaraHa) Ha OyMa)kKHOM HOCHTeIe
cpenctBamu MC um 3aBepeHa COOCTBEHHOPYYHOH moanuchio Braaenbia [1DI1 mubo uineHamu KOMUCCHUW,
BKJIIOYAIOIIEH B ce0s Kak MUHHUMYM pyKoBomuTenas OpraHuzalud M JIMIO, HWMEIOIIee paclIMpeHHbIe
(amMUHHMCTpAaTUBHBIC) TpaBa JOCTyNa K apXWBy O3JeKTPOHHBIX AokymeHToB MC. Komust 31eKTpOHHOTO
JOKyMEHTa Ha OyMa)XHOM HOCHUTENIC JOJDKHA COJAepXarTh BU3yanusanuio mTamna (mrammnos) [1O11,
MOJITBEPXKIAIONIYIO, uTO opuruHai JJokymenta noanucan [I911. AyTeHTUYHOCTB 3JIEKTPOHHOTO JIOKYMEHTa U
€ro KoM Ha OyMa)XHOM HocuTelne obecnieunBaercs cpencramu VC.

4, HpaBa, 00513aHHOCTH U OTBETCTBEHHOCTDh BJ1ajeJabaa 3JIeKTpOHHO]71 noaAInmuCH

4.1. Bnanenen 1311 umeer npaso:

* oOpamarbcs K OTBETCTBEHHOMY 3a TexHHW4ecKyto mnomnaepxky WC mns annynupoBaHus (OT3bIBA),
IIPUOCTAHOBKH (BO30OHOBJIEHUS) IEHCTBUS IPUHAUIEKAIIETO MY KJI0Ua 3JIEKTPOHHOM IOJIITUCH;

* B ciy4ae HEOOXOJAMMOCTH 3aMEHbBI, BOCCTAHOBJICHHS KJIOUa OJJICKTPOHHOM TMOJMUCU OOpaTUThCA K
OTBeTcTBEHHOMY 3a TeXHUYECKyIo noanep:kky C ¢ cooTBeTcTBYytoMIel MpOoCch00il U MOJTY4YUTh HOBBIM KITHOY
3IEKTPOHHOM TMOJIITHCH;

* oOpamarbes K pykoBoAcTBY Opranuzanuuu ajs paz0opa KOHQIIMKTHBIX CUTYaluil (CIOPOB), BO3HUKAIOLIUX
npu npumenenuu 1911 B VIC.

4.2. Bnanenen 1911 06sa3an:

* BecTH 00pabOTKy BHYTPEHHUX JIEKTPOHHBIX JOKYMeHTOB B IC B COOTBETCTBUU CO CBOMMM JIOJKHOCTHBIMU
0053aHHOCTSIMH;

* IPUHUMATh BCE BO3MOXKHBIE MEPBI JJISl MPEIOTBPALCHHUS] HECAHKIIMOHUPOBAHHOTO HCIOJIb30BaHUS CBOETO
KJIF0Ya DJIEKTPOHHOM MOJIIUCH;

* HU TIPU KaKUX yCIOBUAX HE MepelaBaTh KU MEKTPOHHONW NOANUCH APYTUM JIMLAM;

* IpU KOMIIPOMETAllMd CBOETO KIIoYa 3JEKTPOHHOM MOANUCH HE3aMEMJIUTENIbHO O0paTUThCS K
OTBETCTBEHHOMY 3a TEXHHUYECKYI0 mnoaaepkky MC mjisi mpuOCTaHOBKM NEUCTBUS MPUHAUICKAIIETO €My
KJTI0Ya 3JIEKTPOHHOM MOIMKCH.

4.3. Bnanpenern [1211 HeceT MMUHYIO0 OTBETCTBEHHOCTH 32 COXPAHHOCTH CBOETO KIIFOYA 3JIEKTPOHHOM TOIMUCH
Y €r0 3alIUTy OT HECAHKITMOHUPOBAHHOTO UCIIOJIH30BaHHUS.

5. Texnosorusi npumenenus cpeacts 1311 B UC

5.1. lna npumenenus [1911 8 UC Brnanenpiy 1911 HeoOxoaumo aBTopuzoBaThes B MIC ¢ ncnonp3oBaHuEeM
nyonuyHOM W KoHuAeHIManbHOW dactei kmoua [IDI1 (uMs mosb3oBaTenss u maposib). [loanmucanue
JloKkyMeHTa BBINIOJIHAETCA yTeM Haxartus Ha kHonky "[lonnucare" B untepdeiice UC.

5.2. Uudopmarus 060 Bcex BBIJAHHBIX MOJIH30BATEIO KIHOYAaX AIIEKTPOHHOW MOJMIUCH, aTaX MOJydeHUs U
MpeKpaleHus ux aercTus (u3barus) xpanurcs B UC nmocTosiHHO.

5.3. Ilpu mpekpamenuun y corpyaHuka OpraHu3alMd [JOJDKHOCTHBIX OO0si3aHHOCTEH 1o 00paloTke
BHYTPEHHHUX 3JIEKTPOHHBIX JOKYMEHTOB ¢ Hcnosib3oBaHueM [IOII wim mpu yBOJbHEHUM COTPYOHHKA €ro
KIIIOY BHOCHUTCSI B PEECTP OTO3BAHHBIX KIIIOUEH 3JIEKTPOHHOW moanucu OTBETCTBEHHBIM 3a TEXHHUYECKYIO
noanepkky MC. C MomeHTa BHECEHMs KJIH04a B PEECTP OTO3BAHHBIX KIIOYEHM DJIEKTPOHHOM NMOINKMCH BCE
nocienyromue Jlokyments!, noanucanssle 3tod IIOII, He cuuTaroTCs NMOANMCAHHBIMU  HAJUIEKALIUM
o0pa3om, T.e.NMOANUCHI0, PABHO3HAYHON COOCTBEHHOPYUHOM.

6. 3axiI0uYnTeNbHbIE MOJ0KEHUS

6.1. Hacrosmee Ilonoxenue BCTYIIACT B CUJIY C AAThl YTBCPIKICHUA.

6.2. Texkct Ionoxenus pasmemaercs B UC. Crnocob moctyna K akTyanbHOW Bepcuu [lomokeHus
OTMCBIBAETCS B MOJIb30BATENbCKOM AJoKkyMeHTauuu Kk UC.
6.3. Tekct [losnokeHUs XpaHUTCS Yy U MPEAIOCTABISIETCS COTpyaHUKaM OpraHu3alui 1o 3amnpocy.

6.4. Jloxymentsl, co3nanubie B IC u moanucanubsie 1911 B coorBercTBUM ¢ HactosimuM [lonoxeHuewm,
IIPU3HAIOTCS IOPUIUYECKU 3HAUMMBIMHU C JaThl yTBepKAcHU 1looxenus.



ITpunoxxenne Ne 1

k [lonoxenuto 06

UCIIOJIb30BAHUHU ITPOCTOMIIEKTPOHHON MOAIMCH
JUIsl BHYTPEHHETO 3JIEKTPOHHOIO
JTIOKyMEHTO000pOoTa

B MBOY «bopkosckas OOLL»

[NEPEYEHb TOKYMEHTOB

YyacTHUKH BHYTPEHHETO 3JIEKTPOHHOTO JOKyMEHTO00O0poTa B MBOY  «bopxoBckas
OOIID» ucroap3yIOT MPOCTYIO SIEKTPOHHYIO TTOAMKUCH TIPH 00pabOTKE CIEIYIONINX dJIEKTPOHHBIX

ABaHCOBBIN OTYET,

pacXoaHBIN KaCCOBBIN OpJIEp,

WHBEHTAPU3ALMOHHAS OMUCh TOBAPHO-MATEPUAIIbHBIX [IEHHOCTEM,

HaKJIaJHasi Ha BHYTPEHHEE MEPEMENICHHE TOBaPHO-MaTEPUATIbHBIX [IEHHOCTEMH,
WHbBIE TOKYMEHTBHI.



[Tpunoxxenne Ne 2k

[TonosxeHnto 06 UCTIOIB30BAHUH MTPOCTOM
HIIEKTPOHHOH MOANUCH JIJIsl BHYTPEHHETO
AIIEKTPOHHOTO JOKYMEHTO000pOTa

B MBOY «bopkosckas OOLL»

YBEJOMJIEHUE

®.1.0. corpynHuka, uUMeHyeMbld(as)) B jganbHeimeMm "PaOoTHUK", HACTOSIIMM TOITBEPKIAET, YTO
o3HaKommiIcs(ack) U coryaceH(Ha) ¢ [lonoxeHneM 00 MCIOIb30BAaHUM MPOCTOM AIEKTPOHHOMN MOJIUCHU VIS
BHYTPEHHETO JJIEKTPOHHOTO J0KymMeHTooOopota B MBOVY «bopkosckas OOIll», a mmenHo: PaGoTHuk
MPU3HAET PaBHO3HAYHOCTH CBOEH MpOCTOM 3mekTpoHHOoM noanucu (naee [1311) cobcTBeHHOPYUHON TTOAHCH
Ha OyMaXHOM HOCHUTENEe M 3asBJIS€T O NPUCOEIMHEHUH K COIJIAIIEHHIO 00 y4acTMM BO BHYTPEHHEM
ANIEKTPOHHOM JOKYMEHTO00OpoTe ¢ ucrnoib3oBanueM [IDI1 Ha ycnoBusix [lomoxkeHuss 00 MCHOIb30BaHUU
MIPOCTO ANIEKTPOHHOM MOANUCH JUIsl BHYTPEHHETO JEKTPOHHOIrO A0KyMeHToobopoTa B MBOYVY «bopkoBckast
OOIll» B cootBercTBUM cO cT. 428 I'paxkaanckoro kojaekca P® ("loroop mpucoeaunenus'") ¢ 01 sHBaps
2023 rona.

[()5(0) JaTa IoANNCaHUS,



