INPUHATO YTBEPKJIEHO

OO6muM cobpanreM pabOTHUKOB IIpukasom 3aBexnyrouero MAJIOY

MAJIOY «/lerckuit cag No40» «Jlerckuit cax Ne40»
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IHonoxenue

00 UCNO0/1b30BAHUM MPOCTOMH JIEKTPOHHON MOANUCH
JJIs1 BHYTPEHHer 0 3JIEKTPOHHOI' 0 JOKYMEHT0000poTa B
MyHHIMIIAJIbHOM ABTOHOMHOM J0LIKOJbHOM 00Pa30BaTe/JIbHOM YYPeKACHUH
«Jlerckuii cax Ne40»

Oo01mue moJ1oKeHus

1.1. Hacrosimee IlonoxkeHue 00 HCTHONBb30BAaHWU MPOCTOM AIEKTPOHHOW MOAMUCH IS
BHYTPEHHET0 3JEKTPOHHOTO AokyMeHTooOopota B MAJIOY «/lerckuii cag Ne4O» (nmanee -
[TonoxeHue) ABIsIETCS JOKATBLHBIM HOPMATUBHBIM aKTOM YUPEKJICHUS U ONPEACIISCT MOPSI0K U
YCJIOBUS pa0OTHI COTPYIHUKOB C JIEKTPOHHBIMH JOKYMEHTaMH, HETIOCPEJACTBEHHO CBS3aHHBIMHU
C UX TPYJAOBOW JEATETHLHOCTHIO, C MPUMEHEHHUEM IMPOCTON JJIEKTPOHHOW TOAMUCH (jJanee -
[1211) B Equnoit neHTpain30oBaHHON MH(OPMAIIMOHHOM CUCTEME yueTa U OTYETHOCTHY (Jaliee -
ELUC).

1.2. VYdyacTHUKaMH DJJEKTPOHHOTO B3aMMOJICHCTBUS HaA YCIOBHUAX, OIPEACICHHBIX
HacTossuuM IlonokeHnem, SBISIIOTCS COTPYIHUKH YUYPEXKICHHUSI, MOANUCABIINE Y BEIOMIICHHE
00 o3nakomiieHuu c¢ llonmokeHneM Mo ¢opMe COrjlacHO MPHIOKEHHIO | K HacTosIeMy
[Tonoxenuto. IlognucaHve COTPYOHUKOM  YUpPEXKIACHUS  YBEIOMIICHHS  PaBHO3HAYHO
IPUCOEANMHEHHIO K COJIAIIEHUIO0 00 y4acTUH BO BHYTPEHHEM 3JIEKTPOHHOM JOKYMEHTO000pOTE
¢ ucnons3zoBanrem [I9I1 Ha ycnmoBusx Hacrosiuiero IlosoxkeHUss B COOTBETCTBUM CO CTaThE
428 I'paxnanckoro kojaekca Poccuiickoit @eneparumu.

1.3. Peanu3zanus onpeneneHHbx HacTosmuM [lonoxxennem ycioBuii mpumenenus 1911
o0ecrieunBaeT MpPHAAHUE HOPUIUYECKOM CHIIBI BHYTPEHHHM OJJIEKTPOHHBIM JIOKYMEHTaM,
TpeOYIOUTUM JIMYHOM MOAMKUCH COTPYIHUKA yupexkaeHus, u onepanusm ¢ Humu B ELIUC.

1.4. Hamuuue IIDI1 oOecrieynBaeT BHYTPEHHHM JJIEKTPOHHBIM JOKYMEHTaM B
UH(GOPMAIIMOHHBIX CUCTEMAaX:

MOJJIMHHOCTb - TOATBEPKICHUE aBTOPCTBA JOKYMEHTA;

IIEJIOCTHOCTD - TOKYMEHT HE MOXET ObITh U3MEHEH I0CIIE TIOITUCAHUS;

HE OTpHULIAHME aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOXET OTKa3aTbCsi OT CBOEHU
MOATHCH.

1.5. lna moamucanusi 31meKTpoHHBIX AokymMeHToB B EIIMC, ucnone3dyercss mpocras
ANIEKTPOHHAS MOANUCH - UHPOPMAIHUS B JIEKTPOHHOHN (hopme, KoTopasi IPUCOSANMHEHA K IPYTOM
uHpopMaMu B INEKTPOHHON ¢dopme (moamuchiBaeMoit uWHGOpPMAIMK, JOKYMEHTY B
AJNIEKTPOHHOM BHJIE) WM HWHBIM 00pa3oM CBsi3aHHAasi C TakoW uHMOpMalme, U KoTopas
WCIIOJIb3YETCS JUISl OMPEIeICHHS JIUIIA, TTOIMMCHIBAIOIIETO HHPOPMAITHIO.

1.6. B xavectBe my0anuno# yactu kiroua [ID11 ucnonb3yercs yHUKaIbHOE UMST yUETHON
3amucu, NOpuMeHsieMoe Juisi  aBTopu3auumu noib3oBarens B EIIMC. B kauectse
KoH(puaeHManbHON YacTu kiroua [1911 ucronb3yeTcs maposib K y4EeTHOU 3aluCH.

1.7. Tlapons monw3oBatenss B EIIMC moxkeT ObITh M3MEHEH €ro BIaJeNblieM IOCIie
aBTOpU3AIMH B HTHPOPMAITMOHHON CUCTEME.

1.8. YBenomieHuss 00 03HaAKOMIIEHUU C HACTOSAIIUM [lonokeHneM MOIeKUT XPaHEHUTO
B JINYHBIX JIelaX COTPYIHUKOB yUPEKIACHHUS.



2. TepMuHBI U onpe/ieIeHUsA

B Hacrosmem [1onoxeHnn ucronb3yoTces CIeay e TEPMUHBI U UX ONIPEACIICHHUS:

BJIajieJiel] POCTOM 3JIEKTPOHHOM MOANMCH — COTPYIHUK YUPEXKIACHUS, IMOAIUCABIIAN
VYBenomieHue 00 O3HAKOMJIEHMM C HacTosuM [lomokeHHeM | UCHONB3YIOIUNA HMS
ITOJIB30BATENS U Mapoutb 1 apropusanuu B ELUC;

BHYTPEHHUH JJICKTPOHHBIA JOKYMEHT (Jajee — DJJIEKTPOHHBI JOKYMEHT) -
JOKYMEHT OJHOTO U3 THUIIOB JJIEKTPOHHBIX JOKYMEHTOB, NMpUBEACHHBIX B IIpmnoxennn Ne 2 k
HactosiieMmy Ilonoxenuto, cozmanubeiii B ELIMC B a31eKkTpoHHON ¢opMe W NOANUCAHHBINA
ANIEKTPOHHOM MOJIMUCHIO COTPYAHUKA (3JIEKTPOHHBIMU MOJIMUCAMU COTPYIHUKOB) YUPEKICHUS;
KJII0Y JJIEKTPOHHOM MOANMCH - YHHUKaJbHass IOCIEAOBATEIbHOCTh CHMBOJIOB,
MpeHa3HauYeHHAas JUIsl MOATBEPKACHUS ¢ ucnoynb3oBanueM cpeactB EINMC noanmuanoctu 1911
B JIEKTPOHHOM JJOKYMEHTE;

peecTp BBIIAHHBIX KJIKYeH 3JeKTPOHHOM moanucu - xpassuuiics B EIJUC crimcok
YHUKQJIBHBIX IOCIEIOBATEIBHOCTEN CHUMBOJIOB, COACPIKALIUXCS B BBIJAHHBIX ITOJIb30BATEISIM
MMEHAX YYETHBIX 3alMCEN U NaposX;

peecTp 0TO3BAHHBIX KJIKOYel 3JIeKTPOHHOM nmoamucu - xpansmuiica B EIIC cnucox
nosib3oBarteneit UC, kiroun 37eKTPOHHON MOJMUCH KOTOPBIX K MOMEHTY OOpallleHus K JaHHOMY
peecTpy ObUIM OTMEUEHBI KaK HeJIeHCTBUTENbHBIE;

npocras 3jekTtponHas noanuch (IIDII) - wHbopmarus B sieKTpoHHOW ¢dopme B
ELMUC, BO3HMKamIas B MOMEHT BBIIIOJIHEHUS BJIAJIEIbLEM JJIECKTPOHHON MOJINUCH KOMaHIbI
HOJIMMCAHUs SNIEKTPOHHOTO JokyMeHTa B untepdeiice ELIC, noareepsknaromnas moUIMHHOCTh
ANEKTPOHHOTO JIOKyMeHTa u/win (akt o3HakomisieHus Bhagensia [I9I1 ¢ smekTpoHHBIM
JOKYMEHTOM, KOTOpas B3aUMHO OJHO3HAYHO CBS3BIBAETCS C JJIEKTPOHHBIM JOKYMEHTOM H
BJIQJIEJIBLIEM TTOANCH;

wramn II9I1 - BusyanbHas OTMETKa 00 SJEKTPOHHOM MOAINKCH, BKIIIOYAIOIIAsS
pekBu3uthl [IOII, kotopas aBTOomaTmuecku cozmaercsi cpeacrBamu EIIMC npu oTkpbiTUM
(Bu3yanu3amum) JokyMeHnrta, noanucannoro 1311, B uatepdetice ELIUC;

0o0pa0oTka JJIEKTPOHHOIO [OKyMeHTa - JelctBus nons3oBarens EINWC c
ANEKTPOHHBIM JOKyMeHTOM cpeactBamu EIMC, Bkitodas, HO HE OTpaHUYMBASCH: CO3/IaHUE,
nposepka, nmoanucanue [1911, nanpopmupoanue npyroro nosp3oBarens EIIUC o gokymenTe,
MOJTBEPK/ICHUE TIOMy4YeHHUsl, O3HAKOMIIEHHE, CO3/laHue KOMMH Ha OyMa)XHOM HOCHTEJeE,
OTKJIOHEHHE, YJIaJICHUE.

3. ObGecneyeHne WPUANIECKOI CHIbI BHYTPEHHHUX 3JIEKTPOHHBIX JOKYMEHTOB

3.1. Xuznennblii mukn saexkTpoHHoro aokymeHta B EI[MC Bkmiowaer: co3nanue u
Mpoyme AercTBUs 1Mo ero o0paboTke, oTpaxkeHue B yderte, a Takxe xpaHenue B EI[VC.
Nudopmanmonnas cuctema oOECIEUYMBAECT PErHCTPAIMI0 JEHCTBUN TONB30BaTENEH C
AJIEKTPOHHBIM JIOKYMEHTOM (JIOTUPOBAHUE) B T€UEHUE KU3HEHHOTO IIUKJIA.

3.2. Bee Bmanensisl [IDI1 npusnatoT paBHO3HauHOCTH cBoer 1211 coOcTBeHHOpYUYHOM
MOJINKCH HAa OYMa)KHOM HOCHUTEIIE.

3.3. Coznanue 1311 B EHMC nHUIMHpYETCS COOTBETCTBYIOIIUM JCHCTBHEM BIIaJieiiblia
[13I1, T.e. HE BHIMOIHAETCS ABTOMAaTUYECKU UITM HE3aMETHO JJIs BJIaJIeTbLA.

3.4. Tlomnomoumss Bnagensua [IDII, moxamucaBmiero ANEKTPOHHBIA  JOKYMEHT
MOATBEPKAAIOTCS B MOMEHT MOJNUCAaHUS 3NeKTpoHHOro nokyMeHta B EIIMIC aBromaTnuecku
10 MOJIOKUTEIBLHOMY PE3yJIbTaTy CIEAYIOIINX TPOBEPOK:

cootBercTBYIouMii Biajenen [1911 aBropuszosan B ELHUC;



COOTBETCTBYIOIINN KJIFOY 3JIEKTPOHHOM NOAINKCH BKIJIFOUYEH B PEECTP BBIJAHHBIX KIIFOYEH
3JIEKTPOHHOW MOANUCH;

COOTBETCTBYIOUIUI KIIIOY 3JIEKTPOHHOW MOJIHUCU OTCYTCTBYET B PEECTPE OTO3BAHHBIX
KJIFOYEHN 3JIEKTPOHHOUN MOAMUCH.

3.5. Bpems ¢opMupoBaHUS SJICKTPOHHON TMOANMKCH O0s3aTENBHO MPOBOAUTCS C
YKa3aHHEM 4acoBOTO Mosica U (UKCUPYETCs CpeACcTBaMU MHPOPMALIMOHHONW CUCTEMBI.

3.6. DnekTpoHHBIE MJOKYMEHTHI, TIepeducieHHbie B llepeuHe, mNpUBEACHHOM B
[Ipunoxennn Ne 2 k Hacrosuemy Ilonoxennto, noamucannsle 11011 B EIITUC, npusHaroTcs
PaBHBIMM 10 IOPUIAMYECKON CHJIE JIOKyMEHTaM Ha OyMa)XHbIX HOCHUTENAX, 3aBEPEHHBIM
COOCTBEHHOPYYHOM MOJIIUCHIO.

3.7. TlompzoBarenu ELMC mnpusnator, uro Busyanuzauus 1ramna [I9I1 npu
JEMOHCTpAIMU 3JEKTPOHHOTO JoKkymeHTa B uHTep(deiice EIUC, sBnsercss HeOCOpUMBIM
MoATBEpKAeHUEeM (¢dakTa TOAMKMCAHUS JIOKYMEHTa COOTBETCTBYIOMMM Biaaenbiem [IOI1
(MOITTMHHOCTH U HEOTPEKAEMOCTh ).

3.8. XpaHeHue 3JIEKTPOHHBIX JTOKYMEHTOB OCYILECTBIISETCS MyTEM 3allCH CBEACHUN 00
ANEKTPOHHBIX JOKYMEHTaX B apXUB AJIEKTPOHHBIX JOKYMEHTOB, KOTOPBIA SIBIIETCS YacTbiO
ELNC.

3.9. Yupexaenue obecrieurBaeT TEXHUUECKUMHU M OPraHU3aLMOHHBIMU MEPAMH 3allUTy
OT HECAHKIMOHMPOBAHHOTO JOCTyNa U MPEeAHAMEPEHHOTO YHMUYTOXXCHUSI W/WIM HCKaXKEHUS
CBEJICHUI O MOKYMEHTax B apXuBe AMEKTpOHHBIX AokyMeHTOB EILIMC, a Takxke rapaHTuUpyeT
MOJATBEPXkACHUE aBTOPCTBA JOKyMeHTa, noamnucanHoro [IDI1 aBTopa, B TOM ducie myTem
YTBEPKACHUS T[OWMEHHOIO OrPaHMYEHHOIO0 CIHCKAa JIML, HWMEKIINX pPACIIUPEHHBIE
(aIMUHUCTpAaTUBHBIC) TIPaBa JOCTYIA K apXUBY MEKTPOHHBIX AokyMeHToB ELIVC.

3.10. Dnextponnsie noxkymeHThl xpaHsatcs B ELIMC B Tom dopmare, B KOTOPOM OHHU
OBLIN CO3/IaHBI.

3.11. Komus 3JI€KTPOHHOTO JOKYMEHTa MOXXET ObITh HM3rOTOBJICHA (paclieuaTaHa) Ha
oymaxxom Hocutene cpeactBamu ELIVC u 3aBepena coOCTBEHHOPYUHOI MOAMUCHIO B TOPSIKE,
YCTAaHOBJICHHOW B paMKaxX EAMHON y4EeTHOMW MOJUTHUKHU.

Komust »nexkTpoHHOro [moKyMeHTa Ha OyMaXKHOM HOCHUTENE JOJDKHA COJIepiKaTh
Bu3yanu3anuio mramna (mramnoB) [IOI1, moaTBepxaarollyo, 4TO OpPUTHMHAT 3JIEKTPOHHOTO
nokymenTta noganucad [IDII. AyTeHTMYHOCTH AIIEKTPOHHOrO JOKYMEHTa WM €ro KOIHWHU Ha
OyMaxxHoM HocuTene obecnieunBaercs cpeacrsamu ELTUC.

4. TIpaBa, 00513aHHOCTH ¥ OTBETCTBEHHOCTh BJIa/1e/1bIA 3JIeKTPOHHOU MOANNCH

4.1. Bnanpenen I[I9I1 umeer mpaBo:
aHHYJUPOBaHUsI (OT3bIBA), MPUOCTAHOBKH (BO30OHOBJICHHS) NEHCTBUS IPUHAICKAIIETO
eMy KJroua anekTponHou noanucu B EIIUC;

B Clly4ae HEOOXOAMMOCTH 3aMEHBI, BOCCTAHOBJICHHS KIIIOUa DJIEKTPOHHOW IOJIIMUCH
MOJYYUTh HOBBIM KJIFOU DJIEKTPOHHOM IOIIUCH.

oOpamaTeCsi K AUPEKTOPY YyupexkaeHus (yMOJTHOMOUYEHHOMY JIMIly) sl paszbopa
KOH(MIUKTHBIX CUTYyalui (CropoB), Bo3HuKaomux npu npumenenuu 11311 B EITUC.

4.2. Bnapenen I1311 o6s3an:

BecTH 00pabOTKy BHYTPEHHHUX AJIEKTpOHHBIX JokymMeHTOoB B EI[C B cooTBeTCTBUM C
JEVCTBYIOIINM 3aKOHOJATEIIbCTBOM U CBOMMHU JIOJDKHOCTHBIMU 00SI3aHHOCTSIMH,

MIPUHUMATh BCE BO3MOJKHBIE MEpbI ISl MPEIOTBpAIICHUS HECAHKIMOHUPOBAHHOTO
HCIIOJIB30BAHUS CBOETO KJIK0UYa 3JIEKTPOHHOU MOAIUCH;

HU TPU KaKUX YCIOBUSIX HE MepeaBaTh KIOY 3JIEKTPOHHON MOAMKUCH APYTUM JIULIAM;



IIPM  KOMIIPOMETAIIMM CBOEr0 KJIKOYa JJIEKTPOHHOM MOXANNCH HE3aMeIJIUTEIBHO
MIOCTaBUTh B U3BECTHOCTh TUPEKTOPA YUPEKICHHUS.

4.3. Brmagenen 11011 HeceT NMUYHYIO OTBETCTBEHHOCTH 3a COXPAaHHOCTH CBOETO KIIHOYa
AJIEKTPOHHOW MOJIMCH U €r0 3alIUTy OT HECAHKIITUOHUPOBAHHOT'O UCIIOJIb30BAHHSI.

4.4. OcuoBanuneMm mia or3eiBa 1011 sBasrorcs:

KOMITpOMeTalus (HapylleHne KOH(PUACHIMAIBLHOCTH), B TOM YHCIE MOJO3pEHUE Ha
KOMITpOMETaNuIo Kiroua rmposepku [1011;

npekpanienue aeructus [lonoxenus;

MpEKpalIeHue TPYAOBBIX OTHOIIEHUN Mex Ay Biaaenbuem 111 u yupexaenunem;

mpekpamienie  ucnoap3oBanus — [IOII  mpu  ocyliecTBI€eHMH — 3JIEKTPOHHOTO
B3aMMO/ICHCTBUS B YUPEKACHUU.

4.5. TI2I1 mpekpaiiaer cBoe AeUCTBHE IO OCHOBAHUSM, MPEIYCMOTPEHHBIM MMYHKTOM 4.4
Hacrosero [lonoxenus.



[Ipunoxenne Ne 1

K [TonoxxeHnto 06 NCIIOIB30BAHUU TTPOCTOM
3JIEKTPOHHOW MOJIMCH JUIsl BHYTPEHHETO
AEKTPOHHOT'O IOKyMEHTO000pOoTa

B MAJIOVY «Jletckuii cam No40»

MyHununanabHOe aBTOHOMHOE JIOIIKOJIbHOE 00pa30BaTeIbHOE

yupexnenue «Jlercknii cax Ne40»

YBEJIOMIJIEHUE

(yka3bIBaercs (haMuIHs, UMsl, OTYECTBO COTPYIHUKA yupexaeHus — Bnazaenbua [1911),

UMeHyeMbli(as) B  pmanpHelmieM — «PaGoTHWK»,  HACTOANIMM  TMOATBEPXKAACT,  UTO
o3HakoMmmiics(ach) U coriaceH(Ha) ¢ [lonokeHnemM 00 MCTHOMB30BAaHWU MPOCTON JICKTPOHHOU
MOJIMKCH JIJIs1 BHYTPEHHETO 3JIEKTPOHHOTO TokyMeHTooOopoTa B MAJIOVY «/lerckuit cag Ne40y,
a UMEHHO: PaboTHUK NpU3HAET paBHO3HAYHOCTH CBOEH MPOCTOM 3JEKTPOHHOM MOAMNKUCH (Hanee
- [IDI1) cobcTBeHHOPYUYHOM MOANKUCH HA OyMa)KHOM HOCHUTEJIE U 3asBJISIET O MPUCOCIUHEHUU K
COTJIAIIEHUIO0 00 YYaCTUU BO BHYTPEHHEM DJIEKTPOHHOM JIOKyMEHTOOOO0POTE C UCIOIb30BAaHUEM
II9I1 Ha ycnoBusax IlonokeHuss 00 MCMOAB30BAHWU TMPOCTON AIEKTPOHHOM MOIMUCH IS
BHYTPEHHEI0 JJIGKTPOHHOTO JokyMeHTooOopota B MAJIIOY «Jllerckmii cam NedO» B
COOTBETCTBUM €O CT. 428 I'paxmanckoro koaekca Poccuiickoit ®@enepanun («JloroBop
npucoenunerus») ¢ 01.01.2024.

narta noanucanus, PO



[Tpunoxenne Ne 2

K [TonoxxeHnto 06 NCIIOIB30BAHUU TTPOCTOM
3JIEKTPOHHOW MOJIMCH JUIsl BHYTPEHHETO
AEKTPOHHOTO IOKyMEHTO000pOoTa

B MAJIOVY «Jlerckuii cam No40»

[IepedyeHs NEKTPOHHBIX JOKYMEHTOB,
MTOAMCHIBAEMBIX IPOCTON JIEKTPOHHOM noanuceio B ELIUC

Y4acTHUKU BHYTPEHHETO 3JIEKTPOHHOIrO JIoKyMeHToobopota B MAJIOY «Jletckuit caj
Ne40» ucTonb3yrOT MPOCTYIO SJEKTPOHHYIO MOANUCH Mpu 00pabotke u moanucanuu B EIUC
cieayomux GopM JOKyMEHTOB:

- (OpMBI SJEKTPOHHBIX MEPBUYHBIX YYETHBIX JOKYMEHTOB M 3JIEKTPOHHBIX PETUCTPOB
OyXTaJITepCKOr0 y4deTa, YTBEpKIeHHbIX mpukazoM MwuHpuna Poccum ot 15.04.2021 Ne 61n
«O0 yTBEepX)ACHUH YHUPUIUPOBAHHBIX (OPM 3IEKTPOHHBIX JOKYMEHTOB OyXTraJITepCKOIo
ydyera, TMPUMEHSAEMbIX TMpPU BEJEHUU OIOHKETHOro ydera, OyXraiarepckoro yuera
TOCY/IapCTBEHHBIX (MYyHHUIIMNAIbHBIX) YUpeXKICHUM, M MeToauueckux YyKa3zaHUM MO0 uX
(hOpMUPOBAHUIO U TPUMEHEHUION;

- (opmbl TEPBUYHBIX YYETHBIX JOKYMEHTOB U PETUCTPOB OYXTalTEepCKOro ydera,
yTBEpKIeHHBIX MpukazoM Munduna Poccun ot 30.03.2015 Ne 521 «OO0 yTBepxkiaeHuu popm
NEPBUYHBIX YYETHBIX JOKYMEHTOB M PETUCTPOB OyXTalITEPCKOTO YyueTa, MNPUMEHSIEMBIX
OpraHaMHM TOCYJapCTBEHHOM BJacTH (TOCYJapCTBEHHBIMU OpraHaMu), OpraHaMH MECTHOTO
CaMOYIIPaBJICHUsI, OpraHaMH YIPaBJICHHUS TOCYAapCTBEHHBIMH BHEOIOKETHBIMU (OHAAMH,
rOCYy/IapCTBEHHBIMH (MYHULUIIATBHBIMUA) YUPEKACHUSIMHU, 1 MeTOIUYEeCKUX YKa3aHUW MO UX
npumeHeHuro» (nanee — [Ipukas Ne 52H).

[Topsitox moanmucaHus AIEKTPOHHOM MOAMUCHIO (POPM MEPBUYHBIX YUETHBIX JTOKYMEHTOB
U PETUCTPOB OyXTalTePCKOro y4eTa, yTBepxkaeHHbIX [Ipukazom Ne 521, ycranosien Equnoi
YYETHOU MOJIUTUKOM.






