MyHununagbHoe 0101KeTHOE «AKaZeMHKa» HBLJIIH Ca-

JAOLIKOJbHOE 00pa30BaTeIbHOE ABIIETOH OrbeT» HIK0JIA03b
yupe:xkaenne «O0pa3zoBaresibHbIN AbINIETOHbS MYHUIMIIAJ KOHBIITIH
KOMILIEKC — IeTCKHUIl cajl BO3HCBKHCH YKBIOPT
«AKaJIeMHUKa» («Axagemuka» HbLu cax - 10»)
I[TPUKA3
12.12.2024 No 228

O0 yrBep:xnennu IlonokeHust 00 MCMOJB30BAHUN NPOCTOM 31EKTPOHHOM NMOANUCH B
3JIEKTPOHHOU M(POBOI MOANMMUCH VISl IJIEKTPOHHOI 0 IOKYMEHT0000poTAa B
MyHHIHMIIATbHOM 0I0KETHOM JOIIKOJIBHOM 00pa30BaTeJbHOM YYpPe:KICHUH
«Oo0pa3oBaTe/IbHbII KOMILIEKC — AeTCKUl can «Akagemuka» (MBbAOY Nel2)

B niensix peanu3zaiuu 3JI€KTPOHHOTO JOKYMEHTA000poTa, Ha OCHOBaHUHU DeepaibHOTO
3akoHa «O0 snexrporHon nmoanucu» ot 06.04.2011 Ne 63-D3 (nanee - D3 Ne 63-D3),
NMPUKAa3BIBAIO:

1. YTBepauts [lomoxenue 00 MCIIONB30BAHUH MMPOCTON AIEKTPOHHOU MOATTUCH U
AIIEKTPOHHOH ITUPPOBOI MOAMHCH TSI SJEKTPOHHOTO TOKYMEHTO000pOTa B
MyHuIMnaaIsHOM OFOHKETHOM JIOIIKOJIBHOM 00pa30BaTEIbHOM YUPEKICHUN
«O0pa3oBaTenbHbIi KOMIUIEKC — IETCKUH caa «Akaaemukay, nanee — MBJIOY Nel2

2. bynnakosoit /Inane BiagucnaBoBHe, 3aMecTUTENIO 3aBeAytomero no BuMP, pasmectuts
nauHoe [Tomoxxenue Ha opunmanpaoM caiite MBJIOY Ne 12 B cetn MHTEepHET B TeueHHe
10 pabouux mHEH ¢ MOMEHTA €ro yTBEPKICHHUS.

3. KoHTposb 3a HcromHeHneM MprKa3a OCTaBIISIo 32 COOO0M.

3apenyrommii MBJIOY Ne 12 CTpenkosa MoAnncano undposo Crpenkosa C.A
noanucbIo: CTpEJ‘IKOBa
CBeTnaHa CseTnaHa AnekcaHapoBHa
[ata: 2024.12.12 14:50:05
AneKkcaHOPOBHA o400

C nmpuka3zoM 03HaKOMIJIEH bynnaxosa /I.B.



YTBEPXIAIO
3asenyrommiit MBJIOY Ne 12
C.A. CtpenkoBa
[Tpukas ot 12.12.2024r Ne 228

ITosi0:xeHne 00 MCIIOIB30BAHNHU NPOCTOM JICKTPOHHOM IMOANMCH U YJIEKTPOHH O
1M (POBOI MOANKMCH AJS 3TeKTPOHHOI 0 IOKYMeHT0000poTa B MyHMIMIIAJTIbHOM
0I0/IKETHOM JOIIKOJIbHOM 00pa30oBaTe/ibHOM yupesxkaeHun «O0pa3oBaTebHbIN KOMILIEKC
— nerckmii caa «Akagemuka» (MBJOYNel2)

1. O0mue noJioxkeHU
1.1 Hactosmee [lonoxxenue 00 UCHOIB30BaHUN MIPOCTON IEKTPOHHOM MOJIMUCH U 3JIEKTPOHHOM
HOJIUCHU JJIsL AIEKTPOHHOI'O JJOKYMEHT0000poTa B MyHHMIIMIIaIbHOM OI0JPKETHOM JOLIKOJIBHOM
oOpa3zoBaTesibHOM yupexaeHun «OO0pa30BaTeNbHbIH KOMIUIEKC — JETCKHH call «AKaJIeMHKa»
(nanee - [lonoxeHue) siBisieTcst JIOKaIbHBIM HOPMAaTUBHBIM aKTOM MYHUITMTIIAIBHOTO OFOJIKETHOTO
JIOLIKOJIBHOTO 00pa3oBaTeIbHOro yupexaeHus «OOpa3oBaTelbHbI KOMIUIEKC — JIETCKUIl caj
«Axanemukay (nanee - Opranuzanys) U ONpeAessieT MOPSI0K U YCIOBUs pabOThI COTPYIHUKOB C
JJIEKTPOHHBIMU JoKyMeHTaMu B MHpopmarmonHoit Cucteme (nasnee - MC), HemocpeacTBEeHHO
CBS3aHHBIMU C HUX TPYIOBOM JAESITENBHOCTHIO, C IPUMEHEHUEM IIPOCTOM 3JIEKTPOHHOM MOJIUCH
(manee - [1311) u snexTponHOI 1MppoBoi moanucu (naiee - SLIT).
1.2 Peanm3arusi onpeneieHHbIX HacTosAmuM [lojloskeHWeM YyCIOBHA TPHMEHEHHUS MPOCTOU
JJIEKTPOHHOW TOANKCH U DJICKTPOHHOM IUQPpPOBONW moAmMUCH obOecreunBaeT MpUIaHHue
IOpUANYECKON CHJIBI 3JIEKTPOHHBIM JokyMeHTaM Opranuzamuu B WC, TpeOyromum JTU4YHON
HOJINCHU COTPYAHMKA, U ONIEPALIUSAM C HUMH.
1.3 Hamwuwe 1311 u DIIIT obecrieurBaeT 371eKTPOHHBIM JJokyMeHTaM B UC:
* TOJJIMHHOCTB - MOATBEPKJICHUE aBTOPCTBA TOKYMEHTA;
* IIEJIOCTHOCTH - JOKYMEHT HE MOXET OBITh M3MEHEH I0CIIe TOJIUCaHMS;
* He OTpHUlIaHUE aBTOPCTBA (HEOTPEKAEMOCTb) - aBTOP HE MOKET OTKA3aThCs OT CBOEH MOMHICH.
1.4 Jlns moamucaHusi AJIEKTPOHHBIX TOKyMeHTOB B MC umcmonb3yeTcst 3yieKTpoHHas IudpoBas
HOJNKCH - UHPOPMALKS B 3JIEKTPOHHOM (hopMe, KOTOpast IPUCOEIMHEHA K IpYTroil nHpopMaIu B
JEKTPOHHOU ¢opMme (MoANHUChIBaeMOM HMHPOpPMAILMU, JOKYMEHTY B 3JIEKTPOHHOM BHJE) WU
UHBIM 00pa30M CBA3aHHAs C TaKoM MH(opMaiueil, 1 KoTopas UCIONb3YyeTCs IS ONpeeIeHus
JIU11A, TIOJIMUCHIBAIOIIETO HH(OPMAITHIO.
1.5 B kauectBe myOaunyHoi yactu kimroua [I311 u LI ucnons3zyercs yHUKaIbHOE UMsI yYETHOM
3anMcy, MpuMeHsemMoe Ui aBTopusanuu nojib3onatens B MIC. B kadecTtBe KoH(pUIEHIIMAIBHON
yactu kiaroua [I91T u OLII ucnonp3yercs naposib K y4€THOM 3aIUCH.

2. TepMuHbI U onpeaeeHUs
B nannowm IlonoxeHun ucnonb3yroTes CAeAYIOIMNe TEPMUHBI U KX OTIPEICIICHUS :
2.1 Bnamenerr 3JIeKTpOHHOM MOJNMUCH - COTPYAHUK OpraHu3aiiuy, MOAMUCABIINN Y BEIOMIICHUE
00 03HAKOMJIEHUH ¢ HACTOSIIIMM [losi0KeHneM 1 UCTIONIB3YIOLTUI UMSI TTOJIH30BATENS U TAPOIIh JJIs
apropuzanuu B UC;
2.2 DIeKTpOHHBIN JOKYMEHT (1anee - JJOKyMeHT) - TOKyMeHT co3anHblii B IC B 3JeKTpOHHOM
dopMe W TOANUCAHHBIA SJIEKTPOHHOW MOAMUCHIO COTPYAHHMKA (DJIEKTPOHHBIMU MOAMUCIMHU
coTpyaHuKoB) Opranuzanuu;

2.3 Kntou  »NeKTpOHHOW  TOANUCH -  YHUKAlbHAs  MOCIEOBATEIbHOCTh  CHMBOJIOB,
npeaHa3HaueHHas ISl OATBEPKACHHs ¢ ucrnonb3oBanueM cpeactB MC nmommuunoctu IIDI1 u
OUII B [lokymeHTe;

2.4 PeecTp BbIIaHHBIX KIIOYEH AIIEKTPOHHON MOAMHCH - XpaHsmuiics B IC criucok yHHKaIBHBIX
NIOCJIE0BATEIBbHOCTEN CUMBOJIOB, COACPKAILMXCS B BBIIAHHBIX 10JIb30BAaTEISIM UMEHAX YYETHBIX



3alUCeH U NapoJsix;

2.5 Peectp O0TO3BaHHBIX KIIOYEH OJIEKTPOHHOW moanucu - xpassmmiics B HMC chucok
nosp3oBateneil MC, kitoun 31eKTpOHHOM NMOJIMUCH KOTOPBIX K MOMEHTY OOpallleHus] K JaHHOMY
peecTpy ObLTM OTMEYEHbI KaK HeJICHCTBUTEIIbHBIE,

2.6 DnextponHas mmdposBas noamuck (DI m mpocras smekrponHas noamucu (I1311)-
uHbopManus B 31eKTpoHHOM Gopme B UC, BO3HUKAIOIIAsi B MOMEHT BBITIOJHEHUS BJIaJIeIbleM
3JIEKTPOHHOM NOJNKCH KoMaHabl moanucanus Jlokymenrta B untepdeiice IC, monreepaaromas
noIMHHOCTh JlokymeHTa w/unu ¢akt o3HakomieHus Biaaaensia 1311 u DI ¢ JJokymeHntom,
KOTOpasi B3aMMHO OJJHO3HAYHO CBsI3bIBaeTcs ¢ JIOKyMEHTOM U BJIaJ€NIbLIEM [TOANNUCH;

2.7 Wramn TI9I1 u DUII - BusyasbHas OTMETKa 00 AJIEKTPOHHOW MOJIKWCH, BKIIOYAIOIIAS
pexBu3uThl 11211 u OIII, xoTopas aBTOMaTHuecku co3naercsa cpeinctBamu MC npu OoTKpbITUU
(Busyanuzauuu) gokymeHrta, noanucanHoro I[IDIT wu DOUII, B wuntepdeiice MC; Bpems
dopmupoanus [1911 u SLIT oToOpaxaercs B mTamiie Mo 4acoBoMy mnosicy mnosbzoBatess UC;
2.8 OOpaboTKa SJEKTPOHHOTO AOKYMEHTa - JedcTBusi monb3oBatenss MC ¢ 31eKTpOHHBIM
nokyMeHToM cpenctBamu VIC, BKiTtouasi, HO HE OTpaHUYUBAsCh: CO3/IJaHUE, POBEPKA, MOIICAHHE
1311 u DOUII, undopmupoBanue npyroro mnonb3oBatenss MC o mokymeHTe, MOITBEPKACHUE
NOJIyYEHUSs], 03HAKOMJIEHHUE, CO3/JaHUe KOMMU Ha OyMa)KHOM HOCHUTEIIe, OTKIIOHEHHE, y/IaJIeHHE.

3. OlecnevyeHue IWPUANYECKON CHJIbI 3JIEKTPOHHBIX JOKYMEHTOB
3.1 XKusznennsrii mukn [Joxkymenta B MC BItOuUaeT: co3laHWe W TMPOYME JEHCTBUS 110 €r0
o0paboTke, oTpakeHue B yudere, a Takxke xpaHenue B MC. MC obecreunBaeT perucTparuio
JeWCTBHI Mmosb30Batesieil ¢ JIokyMeHTOM (JIOTUPOBAHKE) B TCUCHUE KU3HEHHOTO ITHKIIA.
3.2 Bce Bmagenpubl [IDI1 u DIl npusnator paBHO3HayHOCTH cBoew I[IDI1 u DI
cOoOCTBEHHOPYYHOM MoANKUCH HAa OyMa>KHOM HOCHUTEJE.
3.3 Iomnomouns Bnagenbina [1DI1 u DUII, moamucaBmiero J[OKyMEHT, MOATBEPKIAIOTCS B
MoMeHT mnoanucanus Jlokymenra B MC aBTOMaTW4yeckH IO MOJOKUTEIBHOMY pe3yJbTaTy
CJIEIYIOILUX ITPOBEPOK:
* COOTBETCTBYIONIIMH MOJIb30BaTENb aBTOpU30BaH B UIC,
* COOTBETCTBYIOLIMK KJIIOUY 3JEKTPOHHOW NOANUCH BKIIOYEH B PEECTP BBIIAHHBIX KIKOYEH
3JIEKTPOHHOMU MOAIHCH,
* COOTBETCTBYIOIIMN KIIFOY 3JIEKTPOHHOM MOJIIUCH OTCYTCTBYET B PEECTPE OTO3BAHHBIX KIIIOUEH
3JIEKTPOHHOMW MOAHCH.
3.4 Bpems ¢QopmupoBaHUs 3NEKTpOHHOW mnoamucu Qurcupyercss cpenctBamu  HMC 1o
rpunBuuckomy Bpemenu (UTC+0).
3.5 Dnekrponnsle nokymeHThl, nommucanubie [I3I1 u DI, mpusHatorcs B Opranuzanuu
paBHBIMU [0 IOPUAMYECKON CHIIe JOKYMEHTaM Ha OyMa)KHBIX HOCHUTENSNX, 3aBEPEHHBIM
COOCTBEHHOPYUHOM MOATHKCHIO.
3.6 TlonwezoBatenu MC mpusnarot, yto Buzyanusauus mrammna [1311 u ST npu nemoncTpanuu
Hoxymenta B untep(deiice NC, BwmonnenHas cpenactBamu HC, sBiseTcss HEOCTIOPUMBIM
NOATBEepKJIeHNEeM (haKTa MOANUCAHUS JTOKYMEHTa COOTBETCTBYIOIUM BiajaensieM 1911 u DI
(MOITTUHHOCTH ¥ HEOTPEKAEMOCTb ).
3.7 XpaHenue JIOKyMEHTOB OCYIIECTBISICTCS IyT€M 3allcCu CBeleHUM o JIokyMeHTax B apXuB
3JIEKTPOHHBIX IOKYMEHTOB, KOTOPBIH siBisieTcs yacThio UC.
3.8 Opranuzanus oOecrneunBaeT TEXHUYECKUMH W OpraHU3allMOHHBIMM MEpaMHU 3alluTy OT
HECaHKLMOHUPOBAHHOI'O IOCTYIA U MTPEIHAMEPEHHOI'0 YHUUTOKEHUS U/WIIN UCKa)KEHUS CBEICHUN
0 JlokyMeHTax B apXuB€ JIEKTPOHHBIX JOKyMeHTOB MC, a Takke rapaHTupyeT MOATBEPKIECHUE
aBTOpcTBa JOKyMeHTa, noanucanHoro 11911 u DIIII aBTopa, B TOM 4MCIe IMyTEM YTBEPKICHHS
MOMMEHHOT'0 OIPaHUYEHHOI'O CITUCKA JIUI, UMEIOIINX pacIiMpeHHbIe (aIMUHICTPATUBHBIE) IIpaBa
JIOCTYTIAa K apXUBY AJIEKTPOHHBIX TOKyMeHTOB UC.
3.9 Jokymentsl xpanstcs B IC B Tom gopmare, B KOTOPOM OHHU ObUTH co3/laHbl. CPOK XpaHEHUs
JloxymeHTOB 1 cBeeHHi 0 JIOKyMeHTax He MOXKET OBITb MeHee 3 (TpeX) JIET U OmpeeseTcs B
COOTBETCTBUU C JIOKQJIbHBIMU HOPMATUBHBIMU akTamMu OpraHvzaldd WU €€ CTPYKTYPHBIX



[IOIPa3/ICIICHUMN.

3.10 Kommst 3JIeKTpOHHOTO JOKYMEHTa MOXKET OBITh M3rOTOBJICHA (pacreyaTaHa) Ha OyMaKHOM
Hocutene cpeactBamu MC u 3aBepeHa coOCTBEHHOPYYHOU moanuckio Biaaensua [I911 u DIII,
a0 wieHaMHd KOMHCCHH, BKIIIOUaroled B ce0d Kak MUHHUMYM pykoBoauTens OpraHuzanuu u
JUI0, UMEIONIee paclIMpeHHbIe (aIMHHHUCTPATUBHEIC) MpaBa JOCTYNa K apXHWBY AJICKTPOHHBIX
nokymenToB VC. Konust 3IeKTpOHHOTO TOKYMEHTa Ha OyMa)KHOM HOCHUTEJE JO0JKHA COJEPKaTh
Bu3yanu3aiuio mramima (mrammno) 1311 u DI, noarBepkaaoiyto, 4To opuruHan JJokymenra
nonmnucad 1911 u SUII. AyTeHTHYHOCTH ANEKTPOHHOT'O JOKYMEHTA U €ro KOIUU Ha OyMa>KHOM
HocuTene obecrieunBaercs cpencrsamu MC.

4. TlpaBa, 00513aHHOCTH M OTBETCTBEHHOCTH BJIajiesIblia 31eKTPOHHOI MOANUCH
4.1 Bnanenen 1211 u DT umeet mpaso:
* oOpamarbcsi kK OTBETCTBEHHOMY 3a TeXHHUYECKylo moanepkky MC nns aHHYyJIHpOBaHUS
(oT3bIBa), MPUOCTAHOBKHU (BO30OHOBIICHNS) IEUCTBUS IPUHAJIEKAIIETO EMY KIIF0Ua 3JIEKTPOHHOMN
HOJIITUCH;
* B CiIy4ae He0OOXOAMMOCTHU 3aMEHbI, BOCCTAHOBJICHUS KIIF0YA 3JIEKTPOHHOM OJIMCH 00paTUTHCS
K OTBETCTBEHHOMY 3a TeXHUUYECKYI0 noanepxxky MC ¢ cooTBeTcTBYyIOIIEH MPOCKOOI U MOITYYUTh
HOBBIU KITFOY 3JICKTPOHHOM MOAIHUCH;
* o0pamarecsi K pyKoBoACTBY OpraHuzanuu A pazoopa KOH(DIUKTHBIX CUTyalui (CIOpOB),
BOo3HUKaromux npu npuMmenenuu 11311 u ST B UC.
4.2 Bnagenen [1311 u D111 o6s3aH:
* BecTH 00pabOTKy BHYTPEHHHMX JIEKTPOHHBIX JOKYMeHTOB B MIC B COOTBETCTBUU CO CBOMMH
JOJDKHOCTHBIMHU 00S13aHHOCTSIMH;
* DIPUHHMATh BCE BO3MOXHBIE MEpPbl JUId [PEAOTBpAIICHUS HECAHKIMOHMPOBAHHOIO
MCIIOJIb30BAaHUS CBOETO KJIF0Ya JIEKTPOHHOM MOIINCH;
* HU IIpU KAaKHUX YCJIOBHAX HE MepeAaBaTh K0 AIEKTPOHHON NOIIUCH APYTUM JIMLAM;
* IpU KOMIIPOMETALMU CBOEI0 KJII0Ya 3JIEKTPOHHOM MOANUCH HE3aMeJIUTENIbHO O0paTUThCs K
OTBeTCTBEHHOMY 3a TexHMUYecKyro mnojgaepxkky MWMC maid  1OpUOCTAaHOBKM — JEHCTBUS
IIPUHAUIEKALIETO MY KII0Ya JIEKTPOHHOU IOJIUCH.
4.3 Brnanenen I1OIT1 u DLII HeceT NTUYHYIO OTBETCTBEHHOCTh 332 COXPAaHHOCTh CBOETO KJIIOYa
9JIEKTPOHHOM MOJIUCH M €T0 3aIUTy OT HECAHKIIMOHUPOBAHHOTO HCIIOJIB30BAHHUS.

5. Texnonorust npumenenus cpeacts 111 u I B UC
5.1 JIns nmpumenenus [1911 u SUII 8 UC Bnagensiry [1311 u ST HeoOxoaumMo aBTOPU30BATHCS
B C c ucnonp3zoBanueM nyonnyHo U koHpuueHuuanbHoi yacter kimoua [19I1 u DUII (umsa
nonp3oBatenst ¥ mapoinb). [lognucanue JokymMeHTa BBIMONHSAETCS MYTEM HaXaTHs Ha KHOMKY
"Ilogmucats" B uatepdeiice NC.
5.2 Nudopmanust 0600 BCeX BBIAAHHBIX IMOJH30BATENIO KIIOUAX SJICKTPOHHOW MOAMKCH, JaTax
MOJIYYCHHS U TIPEKpaIieHust ux AericTBus (n3bsatusi) xpanutcs B UC moctosHHO.
5.3 Ilpu npekpaiieHnn y cotTpyaauka Opranuzanuy J0JKHOCTHBIX 0053aHHOCTEH 110 00paboTke
BHYTPEHHHX 3JICKTPOHHBIX TOKYMEHTOB ¢ ucnoJib3oBanreM [I9I1 u DI unu npu yBoJbHEHUU
COTPY/JHMKA €ro KJIIO4Y BHOCHUTCS B PEECTp OTO3BAaHHBIX KIHOYEH HIEKTPOHHOM MOANUCH
OtBeTCcTBEHHBIM 3a TexHuyeckyr noanep:xkky MC. C MoOMeHTa BHECEHHsS KJIo4a B PEECTp
OTO3BAHHBIX KJIIOUYEH JIEKTPOHHOU MOAMMUCH BCE NOCHEAYIOIIUE JIOKYMEHTBI, ITOAIIMCAHHBIE ITOU
[I2I1 w DOUII, He cuuTaroTCa TOANMMCAHHBIMUA HAJJIEKAIIUM O00pa3oM, T.e. TMOIIHUCHIO,
paBHO3HAYHON COOCTBEHHOPYUHOM.

6. 3aka0uuTebHbIE MOJI0KEHHUS
6.1 Hacrosee Ilonoxenue BCTymaeT B CHITy € JaThl yTBEPKICHUS
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