MYHHUUUIIAJIBHOE BIO/UKETHOE
JOIIKOJIBHOE OBPA3OBATEJILHOE
YUYPEXKJEHUE «XETCKHI CAJ Ne 265»

«265-TH HOMEPO HBLJIIIU CAl»
IIKOJIAO3b JBIETOHBS MYHUIMIIAJI
KOHBIST2H BOSHCBKUCH YKLIOPT

BBITIMICKA U3 ITPUKA3A

02.10.2024 Ne 153

r.Mxesck

O BHecenny U3MEHEHHH B JIOKAIbHBIE HOPMATUBHEIE aKTEI,
periaMeHTHpPYIOUIME AeATEIBHOCTh
MBAOY Ne 265

B uensgx mpuBeneHHs B COOTBETCTBHE C NEMCTBYIOIIHMM 3aKOHOMATENLCTBOM Poccuiickoi
Denepanuu,

ITPHKA3BIBAIO:

1. YrBepmure IlonoxkeHne 06 UCHOTB30BAHUM IPOCTONM BIEKTPOHHON MOANMCH s
BHYTPEHHETO 3JIEKTPOHHOIO JHOKYMEHTO000pOoTa B MYHUIIMIIATEHOM OOKETHOM JOIIKOJIBEHOM
00pa3oBaTeIbHOM yupexkIeHun «JeTckuii cag No 265%.

2. JlaHHBIH JIOKAJIbHBI HOPMATUBHEIN aKT IEHCTBYET CO JHS YTBEPIKICHHUS.

3. KOHTPOJIB 3a HCIIOJIHEHUEM HACTOSIIEr0 IPUKa3a OCTABILIIO 3a COOOM.

3asenyromuit MBJIOY W A P Xanmuynnnua



YTBEPXXJIEHO
npukazoM 3aseaytomero MBJIOY Ne 265
ot 02.10.2024 Ne 153

Tlonosxenne
00 HCMO/Ib30BAHHH MPOCTOii 3JIEKTPOHHOI TOANMCH JISI BHY TPEHHET 0 3JIEKTPOHHOI' 0
JIOKYMEHTO000pOoTa

B MyHHIIHIIATHE HOM GIOKE THOM JIOIIKOILHOM 00pPa30BaTe/IhHOM YUPEKIeHHH
«Merckmii cag Ne 265»

1. O01IHe MOJIOKEe HUS

1.1 Hactosmee IlomoskeHre 06 HCIIONB30BAHUU IIPOCTOM DJIEKTPOHHOH IMOIIHCH I
BHYTPEHHETO SJIEKTPOHHOTO AOKYMEHTooOopoTa B MyHHUIMMATBEHOM OIOJDKETHOM JOIIKOJILHOM
obpasoBaTenbHOM yupexxaenun «Jlerckuii cag Ne 265» (manee - llonoskenue) sBisieTcs
JOKANbHBIM  HOPMATHUBHBIM  akToM  MyHHIIUIIAIBHOTO OIOMKETHOTO  JTOMIKOJIBLHOTO
obpasoBaTtenbHOTO yupexxyeHus: «Jlerckuii cag Ne 265» (nanee - Opranuzarmsi) U ornpeaessieT
TOPSIIOK U YCJIOBUS PaboThl COTPYIHUKOB C AJIEKTPOHHBIMH JTOKyMeHTamMu B MHbopMmarimoHHo#M
Cucreme (manee — HC), HermocpencTBEHHO CBSI3aHHBIMU C HMX TPYJIOBOH JESATEIHLHOCTHIO, C
IMPUMEHEHUEM TIPOCTOM DIIeKTPOHHOU moanucu (najnee - [1311).

1.2 YuacTHHUKAMU SJIEKTPOHHOTO B3aUMOJEMCTBHUS HA YCIIOBUAX, OTIPEIeIeHHBIX
HactosaimuM [lonosxkeHueM, SIBISIOTCS COTPYAHUKHA OpraHu3aiivy, ToAMUCaBIHe Y BeloMIIeHne 00
ozHakoMmyieHUH ¢ llomoxkenuem. Iloammcanme corpymuukoM OpraHuzaiid Y BeIOMIICHHS
PABHO3HAYHO TIPUCOCIMHEHHUIO K COTJIAIICHHIO 06 YYACTHM BO BHYTPEHHEM HJIEKTPOHHOM
JIOKyMeHToobopoTe ¢ wucnoibzoBaHueMm I[IDII Ha ycenoBusx Hactosimero llomoskeHus B
COOTBETCTBUH co cT. 428 I'pasknanckoro koaekca PO (" loroop npucoenuHeHus" ).

1.3 Peamuzanius  onpenenéHHbIX HacTosuM  llomoskeHrneM YCIOBHEM MPUMEHEHHS
MPOCTOM DIIEKTPOHHON TOANHCH oOecIieurBaeT MpPHAAHHE IOPHANUECKONH CHIIBI BHYTPEHHUM
SJIEKTPOHHBIM JokyMeHTam Opranuzaimu B VC, TpeGyromuM JTHYHON TONITACH COTPYIHUKA, U
OTIePAITUSIM ¢ HUMH.

1.4 Hammuwe [1311 o6ecnieunBaeT »ieKTpoHHBIM JoKyMeHTaM B HC:

e [IOJJMHHOCTH - TOATBEPKICHUE aBTOPCTBA JOKYMEHTA,

e [IeJOCTHOCTD - JIOKYMEHT He MOYKeT ObITh M3MEHEH TTOCIe TIOIITACAHNUS,

e He OTpHIIAHME aBTOPCTBA (HEOTPEKAEMOCTh) - ABTOP HE MOMKET OTKAa3aThCsl OT CBoeid
TTOJIITHCH.

1.5 J1a moamucaHus BJEKTPOHHBIX JokyMmeHToB B MC wucmonb3yercss mpocTtas
SJIEKTPOHHAS TIOANHMCH - UHPOPMALIKS B JIEKTPOHHOU opMe, KoTopasi IPUCOeTMHEeHA K JIPYroi
nHdopMalui B 3JeKTpoHHOM dopme (moAmnuchiBaeMoil  HHpOPMAIUH, JOKYMEHTY B
3JIEKTPOHHOM BHWZ€) WJM HWHBIM OOpa3oM CBsi3aHHas ¢ Takod wuHpopMaluei, u KoTtopas
HCIIONIB3YETCS NS OTIPEIeICHHsI JIUIIA, TOMUCHIBAIOIIETO HHDOPMAITHIO.

1.6 B kauvectBe mnyOmuuHo¥ uactu kimoua [IDIl ucmonb3yercss yHUKalbHOE UMSI
YUeTHOH 3amucH, TMpUMEHseMoe i1 aBTopusaluu Tmoip3oBatenss B HMC. B kaudecte
koHbuaeHIIHaIbHOU yacTu Kitoua D111 nenonssyerces maposib K yUeTHOM 3arucy.

1.7. UsrotoBienue (reHepaiiyio), Beimauy u perucrpaimio B MC ykaszaHHBIX B 1. 1.6 UMeH



TOJIB30BaTeNiel U MmapoJieil OCYIeCTRBISICT PYKOBOJAUTEb YupeskaeHus (nanee - OTBeTCTBEHHBIN 3a
TexHuueckyro noamepxxky UC).

1.8. Ilaposns monwzoBatenss VIC moxeT ObITh M3MEHEH €ro BIajeNbIleM B JIIOO0H MOMEHT
nocie apropusaimn B MC. PekoMmenayercs H3MEHATH MApoJib He peke OJJHOTO pa3a B TPU MecsIla.
JIns cHUKeHHUsI prcKa Mmo0opa Taposiss U HeCaHKITMOHHPOBAHHOTO MCITOJIB30BAHHUS JIPYTHUM JIHIIOM
KJIFOUA 3JICKTPOHHOM IMOJMUCH PEKOMEHTyeTCs He 3aJ1aBarh IMapoJiy, HCTIOJIb30BaHHBIE paHee.

2. TepMuHBI U onIpeTe/IeHUA

B nmanrom IlonoxeHnn UCTIONB3YIOTCS CIIEAYIONTHE TEPMUHBI U UX OTIPEJICTICHHUSL:

2.1. Bmagesten mpocToii HIEKTPOHHOM MOANUCH - COTPYTHUK OpraHu3arivi,
TIOJIITHCABIINEN Y BeJIOMIICHHE 00 03HAKOMJIGHHH ¢ HacTosAImM 11oJioskeHHeM U MCTIONB3YIOINH UM
TI0JIH30BaTEIS ¥ TIapoJih JUis aBTopusarmu B MC.

2.2. BuyrpenHwuii >/1eKTpOHHBIIi TOKYMeHT (ajtee - JlIokyMeHT) - JOKYMEHT OJTHOTO W3
THIIOB JOKYMEHTOB, co3faHHbii B MC B 3JeKTpoHHON (opMe M MOAMUCAHHBIM 3ICKTPOHHOM
TIOJIITHCHIO COTPYIHHKA (3JIEKTPOHHBIMH ITOMHCAMHI COTPYAHUKOB) OpraHu3aIii.

2.3. Kimou 3/1eKTpOHHOI OANMCH - YHAKATBLHAS TIOCIe0BATEIBHOCTh CHMBOJIOB,
TipeHa3HaueHHas Uil TIOATBEpXKIeHHUsS ¢ HcrobzoBanueM cpenacts UC mommuaHoctr 11211 B
JlokymeHTe.

2.4. Peectp BhIIaHHBIX KJIIOYeii 3JIeKTPOHHOI oanmucu - Xpaasimutics B C crimcok
VHHUKJIBHBIX TIOCJICAOBATEIBHOCTEH CHMBOJIOB, COJIEPIKAINMXCA B BBUIAHHBIX TI0JIB30BATEIISIM
HMMEHAX YUSTHBIX 3aIUCeH U MapoJiX.

2.5. Peectp 0TO3BAHHBIX K/TIOUeil 3JIEKTPOHHOI MOAMHCH - XpaHsiiuiics B UC crimcok
noJib3oBatesiedt UC, kimroun »1eKTpOHHOM TIONMKUCH KOTOPhIX K MOMEHTY OOpallleHHs K JIAHHOMY
peecTpy OGbLIH OTMEUECHBI KaK HeeHCTBUTENIbHBIE.

2.6.  IIpocras snekrponnas nmommuck (IID11) - undopmanus B saekrponHoi Gopme B
UC, posHHKaromass B MOMEHT BBITIOJHEHHS BJIaJeNbIleM 3JeKTPOHHOH ITOJIMMCH KOMAHJIBI
noanucanus Jlokymenta B uurepdeiice MC, moarsepaaroimas momMHHOCTL JoKyMeHTa W/Hin
dakt ozHakomnenus Biazgeibia [ID11 ¢ JlokyMeHTOM, KOTOpast B3aUMHO OHO3HAUHO CBSI3BIBACTCS
¢ JIOKyMEHTOM U BJIaie IbIIeM ITO/ITHCH.

2.7.  Itamm 1311 - Bu3yanbHas oTMeTKa 00 DIIEKTPOHHOU TIOJIITUCH, BKJIIOUAIOIIAS
pekBusuThl [IDII, koTopas aBToMaTHuecku coszfaercss cpeactBamMu HMC  1pu  OTKphITHH
(Bu3yanM3aliim) JoKyMeHTa, noanucantoro 1311, B8 unarepdetice UC; Bpems dopmuposanust 11311
oTo6paskaeTcs B IITaMIIe IO YaCOBOMY TIosicy moJb3oBarens UC.

2.8. O0padoTKa JIEKTPOHHOTO TOKYMEHTAa - JIeHcTBHUS rosbsoBaress MC ¢
3JIEKTPOHHBIM JIOKYMEHTOM cpeicTBaMu MC, BKIItoUas, HO He OTpaHHUHBASICh: CO3JIaHNE, TIPOBEPKA,
noxnucanue [1911, undopmupoBanue apyroro mojb3oBatesst UC o mokyMeHTe, MOATBEP)KICHHE
TIOJTYUEHHsI, 03HAKOMJICHHE, CO3/[aHie KOTTHH Ha OyMa)kKHOM HOCHUTeJIe, OTKJIOHEHHE, yalleHHe.

3. Obecnieuenne IOpHZ[H‘IeCKOﬁ CHJIBI 3JIEKTPOHHBIX TOKYMEHTOB

3.1 Kuznennbiii nuka Jlokymenta B IC BrimouaeT: co3anue U IpoyuHe JeHCTBHS IO €To
o6paboTke, oTpakeHHe B yuere, a Takke xXpaneHue B HMC. MC obecrieunBaeT perHCTpAITHIO
JielicTBU ToJb3oBatesel ¢ JJokyMeHTOM (JIOTHpOBaHHE) B TeUCHHE JKU3HEHHOTO ITHKJIA.

3.2  Bcee Banagensunr 11911 npusHatoT paBHO3HauHOCTH cBoed DIIII coGcTBEHHOpYUHOM
MOJIITUCH Ha GYMayKHOM HOCHTEIE.

3.3  Tlomnomouwus Biazgeasia [1DI1, nognucasmiero JJoKyMeHT, IOATBEPIKIAIOTCS B MOMEHT
nmoanucanus Jlokymenta B MC aBTOMAaTHUECKH IO TOJIOKHUTEIBHOMY pe3yJbTary CIEAYIONHUX
MIPOBEPOK:

- COOTBETCTBYIOIIHH MOJI30BaTeN b aBTopr3oBad B 1C,
- COOTBETCTBYIONTHM KIFOU SJICKTPOHHOM TIOAMMCH BKJIOUGH B peecTp BBLIAHHBIX KJIOUeH
3JIEKTPOHHOM TOJITIHCH,



= COOTBGTCTByIOIJ.[I/Iﬁ KJIIO4Y SHCKTpOHHOP'I TIOAIIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KJIIOUe
SHCKTPOHHOﬁ TMOAIIUCH.

34  Bpems dopMmupoBanus 5NeKTpoHHOM moamucu Qukcupyercs cpenactBamu UC mo
rpuaBHuckomy Bpemeru (UTCH0).

3.5 BHyrpeHHue »dIEeKTPOHHBIE HOKYMeHTHhI mozmucaddpie [IDI1, mpusHatoTcs B
Opranmszaliid  paBHBIMH 110 IOPHIHYECKOM CHIIe JIOKYMEHTaM Ha OYMa)KHBIX HOCHTEIISX,
3aBePeHHBIM COOCTBEHHOPYTHOU MOAMHUCHIO.

3.6 [TomszoBatenn UC mpusHatot, uto Busyanusanus mrammna [IDI1 npu nemoncTpatium
Jlokymenta B wuHTepdetice HMC, BomonHeHHas cpeactBamu HWC, sBiIsieTcs HEOCTIOPUMBIM
MOATBepIKIeHUeM (akTa TOJMNMCAHUS JOKYMEHTa COOTBETCTBYIOMIMM  Bhajenbiiem [I1DI1
(TIOVTHHHOCTB ¥ HEOTPEKaeMOCTh).

3.7  Xpanenue JIOKYMEHTOB OCYINECTBISIETCS MyTeM 3allicH cBenieHni o JlokymeHTax B
apxUB HJICKTPOHHBIX JJOKYMEHTOB, KOTOPBIH siBsieTcst yacThio UC.

3.8  Opraumsanus obecrieunBaeT TEXHUUECKUMH U OPraHU3aIllHOHHBIMA MEPaMH 3alll|Ty OT
HECAHKIIHOHUPOBAHHOTO JIOCTYIIA H MPeHAMEPEHHOTO YHUUTOKSHHUS W/ UITH UCKAKEHUsI CBEJICHHUU O
JlokyMeHTax B apXuBe »JIeKTPOHHBIX JokymeHToB MC, a Taioke rapaHTupyer MOJTBEpKIeHHE
aBTOpCTBRA JIOKyMeHTa, noarcanHoro 11211 aBropa, B ToM uncie myTeM yTBEpIKIASHUS TOUMEHHOTO
OTPaHWYEHHOI'0 CIMCKA JIMI, UMEIOLIUX paclidpeHHble (aMUHUCTPATUBHBIE) TpaBa JOCTYNa K
apXUBY DJIEKTPOHHBIX JTIokyMeHTOB HC.

3.9  Jokymentsl xpausarcs B UC B Tom dopMmare, B KOTOPOM OHH ObLIH cosnanbl. Cpok
xpaHeHust JIokyMeHTOB W cBeieHMH o JlokyMeHTax He MoxeT ObITh MeHee 3 (Tpex) JieT |
oTpene/sieTcsT B COOTBETCTBHM C JIOKAJBHBIMH HOPMATHBHBIMH akTamu OpraHuzallid Wid ee
CTPYKTYPHBIX MO/Ipa3ieIeHuH.

3.10 Kommst 5IeKTpOHHOTO JOKYMEHTa MOXeT ObITh H3TOTOBJICHA (paclieyaTaHa) Ha
oymaxxaoM HocuTese cpefctBamu MC u 3aBepeHa coOcTBEHHOPYUHOM moanvckio Baaaenbna D111,
60 UJIeHAMH KOMHCCHH, BKJIFOUAOIIEH B ce6sl Kak MUHUMYM pyKoBojuTest OpraHu3alivy U JUIIo,
HMelolIee paclvpeHHbie (aIMHHUCTPATUBHBIE) MTpaBa JIOCTYTIA K apXUBY HJIEKTPOHHBIX JJOKYMEHTOB
UC. Komust 57eKTpOHHOTO TOKYMEHTa Ha GyMa)KHOM HOCHTENE JIOJDKHA CONEPIKAaTh BU3YAIHU3AIUIO
mramna (mrammoB) [I9I1, moareepkmatoryto, uto opuruHan Jlokymenta mojmucan [IDI1
AYTEHTHUIHOCTH HJIEKTPOHHOTO TOKYMEHTa U €ro KOMUH Ha GyMakHOM HOCHTelle 00eclieunBaeTCsI
cpencrBamu UC.

4. HpaBa, 00SI3AHHOCTH H OTBETCTBEHHOCTh BJIajgeJiblia BHCKIPOHHOﬁ MOANMHCH

4.1 Buaagenen I1D11 nmeert npago:
- ofpamarbes k OTBETCTBEHHOMY 3a TeXHHUecKylo mojnepkky MC mis aHHymupoBaHUs
(0T3BIBA), IPHOCTAHOBKY (BO30OHOBICHHUS ) IEHCTBUS IPHHAJIECIKAIIETO My KIIFoua 3JIeKTPOHHOM
TIOJITTHCH;
-B cIyuae HeoOXOAMMOCTH 3aMEHbL, BOCCTAHOBJIEHHS KJIOUa SJIEKTPOHHOH MOJIHCH
obpatuthess K OTBETCTBEHHOMY 3a TeXHHWUeckyro moanmepkky WC ¢ cooTBeTcTBYIOMIEH
pochOOH U MOyUUTh HOBBIH KIIFOU 3JIEKTPOHHOM MOIUCH;
- oOparmmarbcs K pYKOBOJACTBY OpraHmsaniu Jisi pa3bopa KOH(PIUKTHBIX CHTYAIWi (CIIOPOB),
Bo3HUKaromux npu npumeHerwnd [1311 B C.

42 Bragener I1211 o6s13aH:
- BeCTH 00paboTKYy BHYTPEHHUX HJIEKTPOHHBIX TOKYMEHTOB B VIC B COOTBETCTBUU CO CBOMMH
JIOJDKHOCTHBIMU O0SI3aHHOCTSIMH,
- IpUHMMAThb BCE BO3MOXKHBIE Mepbl JUIS IIPEeJOTBPAILCHHS HECAHKIIMOHMPOBAHHOTO
HCTIONIb30BAHMUS CBOETO KIIFOUA 3JIeKTPOHHOH MOJTINCH;

- HH IIPHU KaKHuX YCJIOBHAX HE II€pEJaBaThb KJIOY 3J'IeKTpOHHOI71 MOAIINUCH APYI'UM JIULIAM;



- TIPH KOMIIPOMETAITMH CBOETo KIOYa BJIEKTPOHHOM TOJIMCH He3aMeIMTENbHO oOpaTuThesl K
OTBeTCTBEHHOMY 3a TeXHWYeckyio mojaepkky WC ams  npuocTaHOBKM — JIEWCTBUS
MIPUHAIIJIEIKAIIETO eMY KIIFoua 3JIEKTPOHHOM TTOJIHCH.
43 Bragenen [10I] HeceT MHUHYIO OTBETCTBEHHOCThH 38 COXPAHHOCTH CBOETO KIHOUA
3JIEKTPOHHOM MOJITUCH U ero 3allUTY OT HECAHKIMOHUPOBAHHOTO UCTIOJIB30BAHMSL.
S. Texnostorusi npumenenus cpencts I 8 IC

5.1 Jlna npumenenus 11911 8 UC Bnagensity 11311 HeoOxoaumo aBTopusoBathest B UC ¢
UCTIOJb30BaHUEM TTyOJIMUHOM M KoHpUaeHIMAIbHOM uacTedt kiroua DI (uMs moib3oBaTens u
napoib). [loanucanue JlokymMeHTa BBITOMHSIETCS MyTéM HakaThs Ha kHomky "llommucats" B
unrepgeiice MC.

5.2 Mudopmarms 060 BCeX BBUIAHHBIX MOJIB30BATEINO KIFOUAX JIEKTPOHHON TOAIHUCH,

JlaTax TOXyUeHHs ¥ TIpeKpalieHus ux AeUcTBUs (u3baTus) xpauurcs B UC moctosiHHO.

5.3. Ilpu npekpaiieHud y coTpyaHUKa OpraHuzalliyd JOJDKHOCTHBIX OOS3aHHOCTEH TI0
00paboTke BHYTPEHHHX OJIEKTPOHHBIX JOKYMEHTOB ¢ Hcnojib3oBanuem OI[II wmm mpu
VBOJIGHEHUH COTPYAHHKA €To KII0U BHOCHUTCS B PEECTP OTO3BAHHBIX KIIOUEH HJIEKTPOHHOMN
nofnucH OTBETCTBEHHBIM 3a TeXHHUecKyIo moamepxkky MC. C MoMeHTa BHECEHHS KIIIOUA B PEECTp
OTO3BaHHBIX KJIIOUEH DJIEKTPOHHOMN MOAMKUCH BCe Mocienyiomue JJOKYMeHTbI, MOAMHCaHHbIe STOM
DUIL, He cuuTalTcd MOANHMCAHHBIMM HAIJISKAITMM 0Opa3oM, T.€. TOMANKMCHIO, PABHO3ZHAUHOM
COOCTBEHHOPYUHOM.

6. 3aKkIOUNTE IhbHBIE TOJIOJKeHH S

6.1. Hactostmee [looskeHre BeTyTiaeT B CHITY € IAThI YTBEPIKIACHUSI.

6.2. Texct [lonoxxenus pasmermmaetcst B UC. Crioco6 qoctyna K akTyaabHOU BEPCUH
[osioxeHUs: OMUCHIBAETCS B TIOJb30BaTEIbeKOM JlokymenTaruu k UC.

6.3. JloxymenTbl, co3nanbie B IC u nonucannbie [1DI1 B coOTBETCTBUM ¢ HACTOSIIAM
[onoxeHreM, IPU3HAIOTCS FOPUAMUESCKH 3HAUMMBIMHU ¢ J1aThl YTBep kaeHus [losoxeHus.






