AJIMUHUCTPALINSI COCHOBCKOI'O MYHUIUIIAJIBHOTO OKPYTA
HIDKETOPOJICKOM OBJIACTU

MYHUIUITAJIbBHOE BIOJDKETHOE OBIIIEOBPA3OBATEJIBHOE
YUYPEXAEHUE CEJIMTBLEHCKAA CPEIHASA IIIKOJIA

IIPUKA3
29.11.2024 r Ne 298 -0

c. Cenmurn0a

006 yrBep:xkaenun IlonoxkeHus 00 UCNOJB30BAHMH MPOCTOM 3JIEKTPOHHOM
NMOANMCH JISI BHYyTPEHHEI 0 3JIeKTPOHHOI0 JOKYMEHT0000poTa B
MyHMUIHMIIAJIBbHOM OIOIKETHOM 00Pa30BaTEeIbHOM YUPEKICHHH
Ceaurb0eHCKasT CpeIHAs MIKOJIA

Ha ocHoBannmn PenepanpHoro 3akoHa or 06.04.2011 N 63-d3 (pex. ot

04.08.2023) "OO6 »unekTtpoHHOM moanucu" (C W3M. W JIOI., BCTYI. B CHIV C

05.08.2024)

IIPHUKA3BbIBaAIO:

1. YTBepauth IloJio:kenne 00 MCNOJb30BAHMH MPOCTOH 3JIEKTPOHHOM MOANMUCH
AJIi BHYTPEHHEro 3JIEKTPOHHOIO [JAOKYMEHT0000poTa B MYHHIIMNIAJIBLHOM
0101KeTHOM o0pa3oBaTeIbHOM yYupesKkIeHu
CeanrbOeHckas cpeanss mkoiaa. (Ilpunoxenue 1)

2. KoHTpoIb 32 HCTIOTHEHUEM JAaHHOTO TIPHKA3a OCTABIISIO 32 COOOI.

IporpaMMam cpeaHero npodeccruoHaibHoro oopazopanus Ha 2023-2024 roap»

JIMpEeKTOp WIKOJIBI: LemronoBa A.b.
Moanucas: MEOY CENVTLEEHCKAR Ol
MBOY &&=
mo&nx\ L-CE!'O CEMNATBEA,

KZI(MCLIJ
E M bB ESNIL&OZ!MMZZ&OGRN 1025202122505,
INN=005231003431, CN=MBOY CENMTLEEHCKAR
Oouan 5 AENAOCE J8TOPOM 3TN0 QOKYMENTS
TOGTACIR
HCKAS ClLUES =5
Foxit Reader Bepows: 1


https://www.consultant.ru/document/cons_doc_LAW_112701/
https://www.consultant.ru/document/cons_doc_LAW_112701/
https://www.consultant.ru/document/cons_doc_LAW_112701/

Do MEOY CEMTLEEHOAS Cl
MEBOY.  Essgsrae
moemm L=CEND CEMATSEA. HpI/IJIO)KeHI/Ie Ne 1

CENUTbBEEass i
INN-008231003431, CNVEOY CETMTBBEHCKAR K npukazy «O0 yreepxaeHun [1onoxeHus
C Oo-oom 5 AENAOCE J8TOPOM 37O QOKYMENTS

H CKAF' LU&:::&?,.:%::;;"”W 00 ucnonpzoBannu [1311 1151 BHYTpEeHHETO
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IoJ107xeHHe 00 MCIIOIB30BAHUM MIPOCTOH 3J1eKTPOHHOI MOANMCH JJISi BHYTPEHHEr 0
3J1EKTPOHHOI0 10KYMEHT0000p0oTa B MYHHIIMNIAILHOM OI0’KETHOM 00pa30BaTe/ibHOM
yupexnaeHun CeluTb0eHCKasi cpeAHsAs LIKOJIAa

1.00111e moJ1oKeHus

1.1. Hacrosimee IlonokeHne 00 WHCIOJIB30BaHUM MPOCTOM AIIEKTPOHHOM MOJMHCH B
unpopmannonHoit cucreme 1C: Ilpeanpusitue (nanee — UC 1C) MyHununajibHoe 0101eTHOE
o0pa3oBaTe/ibHOE YUpeKIeHue CeauTb0eHCKas CpPeaHsAs HIK0JIA
(manee - YapexaeHue) onpenessieT MOPsI0K U YCI0BUs PaObOThI COTPYIHUKOB C AJIEKTPOHHBIMU
nokyMeHTamMmu B MC 1C, HemocpeacTBEHHO CBSI3aHHBIMU C WX TPYJOBOW NIE€ATEIBHOCTBHIO, C
MIPUMEHEHHEM TIPOCTOH 3eKkTpoHHOM noanucu (nanee -11311).1.2. YyacTHUKaM# 3IEKTPOHHOTO
B3aMMOJICIICTBHS HAa YCJIOBHUSX, OINpEIENeHHbIX HacTtosumMm IlonoxeHuem, SBIAIOTCS
COTPYIOHHUKH YUpeKJeHHUs, MOJANUCaBIIMEe YBenomiieHue o0 o3HakomuieHuu ¢ llomoxeHuem.
O6pazenr YBemomnenusi mnpuBeneH B Ilpwnokennn Ne 1 k Hacrosmmemy [lososkeHwro.
[loanucanue COTpyIHUKOM YBEAOMJICHHS PaBHO3HAUHO MPHUCOEAMHEHHMIO K COTJIAIEHUI0 00
y4acTUM BO BHYTPEHHEM JJEKTPOHHOM JIOKyMEHTO0OopoTe ¢ wucnoib3oBanuem [IOI1 nHa
ycinoBusiX Hacrosiiero Ilonoxkenuss B coorBeTcTBUM co CT. 428 I'paxgaHckoro kojekca PO
("HoroBop mnpucoenunenus'").1.3. Peanuzanmsi omnpeaesieHHbIX HacTosmuM [lostoxeHuem
YCIIOBUN MPUMEHEHUSI IPOCTON AIEKTPOHHON MOJMUCU O0OeCreurnBaeT MpUIaHUE FOPUIUIECKON
CWJIBI BHYTPEHHUM DJIEKTPOHHBIM JoKyMeHTaMm YupexaeHus B MC 1C, TpeOyromum JTHIHON
MOANUCU COTPYIHUKA, U omepanusM ¢ Humu.l.4. Hanmumume TIDI1 obecrieunBaeT BHYTpEHHUM
anekTpoHHbIM JoKyMeHTaM B MC 1C:-noyIMHHOCTh - MOATBEPKJACHHE aBTOPCTBA JOKYMEHTA;
- [eJNOCTHOCTh - JOKYMEHT HE MOXeT ObITh H3MEHEH [Ioclieé  MOJIUCAHMUS;
- HE OTPUIIAaHUE aBTOPCTBA (HEOTPEKAEMOCTh) - aBTOP HE MOYKET OTKA3aThCs OT CBOCH MOAMHCH.

1.5. Jlna noanucanus 31neKTpoHHBIX JOKyMeHTOB B MC 1C ucnosnb3yercs npocTast JEeKTpOHHAs
MOJIUCH - HH(pOPMAIHS B JIEKTPOHHOH (opme, KOoTopast IpUCOeAMHEHA K APYroi nHpopManuu
B 2JIEKTPOHHON (hopMme (moanucsiBaeMoi HHPOPMALIUH, TOKYMEHTY B 3JIEKTPOHHOM BUJE) WIN
UHBIM 00pa30M CBsi3aHHAas ¢ Takoi MH(popMaIMel, 1 KOTopasi UCIOJIb3YeTCs JAJIsl ONpe/iesIeHUs
JMIa, HoaNMchiBaromero uHdopmarmio.1.6. B kauectBe mnyOnuyHoi uvactu ximoya [1911
UCIIOJIB3YETCSl YHUKAJIbHOE UMl YUETHOH 3aIIUCH, IPUMEHSAEMOE Ul aBTOPHU3ALMH 110JIb30BaTeNs
B MC 1C. B xauecTBe koHpHIeHIIMATLHON YacTH kimtoya [13I1 ucnomnp3yercs napoib K yueTHON
3anucu.1.7. M3roroBnenue (renepanuio), Beiauy U perucrpanuto B MC 1C yka3aHHbIX B 11.1.6
MMEH T0JIb30BaTeNlell M MapoJsiel OCyLIeCTBISET Benyuuii Oyxranrtep VYupexiaeHus (nanee -
OtBercTBeHHBIH 3a TexHuuyeckyto noanepxkky C 1C).1.8. ITapons nons3oBatens UC 1C moxer



OBITh U3MEHEH €ro BIaJICTbIeM B 1000 MoMmeHT nocie aBropusarmu B IC 1C. Pexomenmyercs
M3MEHSTh apoJib HE peke OJHOTO pasa B TpH Mecsaua. s CHIKEHHUs pucKa noaoopa napoJsis u
HCCAHKINMOHUPOBAHHOI'O0 HUCIHOJB30BaHUA JPYIrUM JIMIOOM  KJIFOYa 3JICKTp0HHOI>'I o AIINCHU
PEKOMEH/yeTCsl He 3a/1aBaTh IMapOJIH, UCTIOJIb30BAaHHBIE paHee.

2. TepMI/IHI)I U onpeaecJIeHus
B JaHHOM Ilonoxenun HCIIOJIB3YIOTCA CIACAYIOIHMEC TCPMUHBI U UX OIMIPECACIICHUA:

2.1. Bnagenen npocToi 3J€KTPOHHOM MOANUCU - COTPYIHUK YUpEXKIEHUS, MOINMCABILINUN
VYBenomnenue 00 O3HaKOMJIEHUH ¢ HacTtosmmM llojokeHneM W HMCHONB3YIOIUNA HMS
MOJIK30BaTeNs U napodib A apropusanuu B UC 1C.

2.2. BHyTpeHHUH 31EeKTPOHHBINA TOKyMEHT (fanee - JIOKyMeHT) - TOKyMEHT OJJTHOTO U3 THUIIOB
JOKYMEHTOB, MpuBeAeHHbIX B IIpunoxxenun 2 x Hacrosmemy [lonoxenuto, coznanusii B 1IC
IC B o2nekTpoHHOW ¢opMe U TOANUCAHHBIA 3JIEKTPOHHOW MOJINHCHIO COTPYIHUKA
(27IEKTPOHHBIMH MOAMUCIMH COTPYTHUKOB) YUpEKICHUS.

2.3. Kiro4d DBNeKTpOHHOW TOJNMUCH - YHUKaJIbHAs TMOCIEI0BATEIIbHOCTh CHUMBOJIOB,
NpeAHa3HaYeHHasl JUIsl MOATBEpXkIeHUs ¢ ucnoJsib3oBanueM cpencts MC 1C nmoammHHOCTH
[I3I1 B JlokymeHTe.

2.4. Peectp BBIOAHHBIX KIIOUEH 3JeKTpoHHOM moanucu - xpassmuiics B UC 1C cnumcok
YHUKQJIBHBIX IOCIEA0BATEIBHOCTEN CUMBOJIOB, COJIEP/KALIMXCS B BBIIAHHBIX IOJIB30BATEIISAM
MMEHAaX YYETHBIX 3allUCEd U MapOJIsX.

2.5. Peectp 0TO3BaHHBIX KJIIOUEH 3JIEKTpOHHOW moanucu - xpansmuiics B MC 1C cnucok
nosnp3oBareneit UC 1C, y KOTOPBIX KITFOYH JICKTPOHHOUW MOANMKMCH K MOMEHTY OOpaIieHust K
JTAHHOMY peecTpy ObLIM OTMEUEHBI KaK HEJICHCTBUTENbHBIE.

2.6. Ilpocras snexkrponHas noanuck (I1311) - uapopmanus B anekrponHoit popme B MC 1C,
BO3HMKAIOIIAsE B MOMEHT BBINOJIHEHUS BIAJENbLIEM DJIEKTPOHHON TMOIMUCH KOMAaHJbI
noanucanus Jlokymenra B unrepgerice UC 1C, moarBepskaaroias moyIMHHOCTh JlIoKkyMeHTa
u/umn dakr o3HakomuieHus: Biagensua 1311 ¢ JlokymeHTOM, KOTOpas B3aUMHO OJHO3HAYHO
CBsI3bIBAaETCS C JJOKYMEHTOM M BIIaJIeNbLIEM TOIITUCH.

2.7. Wramn [1311 - Bu3yanbHast OTMETKA 00 SJIEKTPOHHOM MOIMUCH, BKIIOYAIOIAs PEKBU3UTHI
[1211, xotopast aBTomaTuuecku cosnaetcs cpeacrsamu MC 1C npu oTKpbITHH (BU3YyaIU3AIIIH )
nokymenta, noamnucanHoro IIOIL, B wuutepdeiice UC 1C; Bpems dopmupoBanus I[I19I1
oToOpakaeTcs B IITaMIIe [0 yacoBoMy mnosicy nosibs3oareins UC 1C.

2.8. O6paboTKa >MEKTPOHHOTO JOKyMEHTa - aelcTBus nojib3osarens MC 1C ¢ 31eKTpoHHBIM
nokymeHtom cpencteamu MC 1C, Bkirouasi, HO HE OTrpaHMUYMBASACH: CO3/IaHHE, MPOBEPKA,
noanucanue II9I1, wmHpopmupoBanue apyroro mnoas3oBarenss HMC 1C o nokymeHre,
MOJITBEPXK/ICHUE MOJY4YEHUs, O3HAKOMJICHHME, CO3/laHHe KONMMHM Ha OyMa)KHOM HOCHTEIE,
OTKJIOHEHUE, yJIAJICHHUE.



3. ObecneyeHne IOPUINIECKOI CHJIbI BHYTPEHHHUX 3J1eKTPOHHBIX JOKYMEHTOB

3.1. XKuznennslii nukia Hokymenra B UC 1C Bkitovaer: co3ganue U Npodue ACHCTBUSA 1O €ro
obpaboTke, oTpakenue B ydere, a Takke xpanenume B MC 1C. MC 1C obecrneunBaet
perucTpanuio JeHCTBHI mojp3oBarened ¢ JlokymeHTOM (JIOTUpPOBAaHHE) B TEUYCHHUE
YKU3HEHHOTO LIMKJIA.

3.2. Bce Bmagensmnl [1DI1 mpusnator paBHO3HA4HOCTH cBoeil IIDI1 coOGcTBeHHOpYUHOM
MOANKCH HAa OyMa)KHOM HOCHUTEIIE.

3.3. Cozpmanue 1311 B UC 1C unnnmupyeTcsi COOTBETCTBYIOIINM JeiicTBUeM Biaenbia [1911,
T.€. HE BBIIIOJIHAETCS aBTOMAaTUYECKH UJIM HE3aMETHO JJISl BJIAJEIIbLA.

3.4. Tlomnomouust Bianensia 1311, noanucaBmero JJokyMeHT, MOATBEPKAAIOTCS B MOMEHT
nonnucanus Jlokymenta B MC 1C aBTOMaTH4eCKH TIO TMOJOXKHUTEIBHOMY PE3YJIbTaTy
CJIEYIOIIUX TPOBEPOK:

- COOTBETCTBYIOIIMI Mosb3oBaTenb aBTopusosal B VIC 1C,

- COOTBETCTBYIOIIMI KJIFOY 3JEKTPOHHOW MOJIMKCH BKIIOUYEH B PEECTP BBIJIAHHBIX KITFOUEH
3IEKTPOHHOM MOJIITHCH,

- COOTBETCTBYIOIIMN KIIIOY 3JIEKTPOHHOW MOJMNHMCH OTCYTCTBYET B pEEeCTpe OTO3BaHHBIX
KJIFOYEH AJIEKTPOHHOMU MOIITUCH.

3.5. Bpems dopmupoBanusi snekTpoHHOW moanucu ukcupyercs cpencrsamu MC 1C mo
rpunBuuckomy Bpemenu (UTCH0).

3.6. BHyTpeHHUE SJEKTPOHHBIE JOKYMEHTHI, MepedrcieHHble B [lepedHe, mpuBEeIEeHHOM B
[Tpunoxennn Ne 2 k wnHacrosmemy Ilonoxennto, noamucanueie [I9I1, npusnaroTcs B
VYupexeHun paBHBIMU 10 IOPUAMYECKON cHile JOKYMEHTaM Ha OyMasKHBIX HOCHUTEISX,
3aBEPEHHBIM COOCTBEHHOPYUYHOI MOIMHUCHIO.

3.7. IMonwzoBarenu UC 1C npusHaroT, uto Bu3yanuzamus mramna [1911 npu

nemoHctpanuu Jlokymenta B uHTepderice MC 1C, BwmosnnenHas cpeactBamu HMC 1C,
SIBJISIETCS. HEOCTIOPUMBIM MOATBEPIKIeHUEM (haKTa MOANUCAHUS JOKYMEHTa COOTBETCTBYIOIINM
BragenbiieM [1911 (moyIMHHOCTD U HEOTPEKAEMOCTh ).

3.8. Xpanenue JJoKyMEHTOB OCYILIECTBIISACTCS MyTEM 3alUCH CBEJICHUH 0 JIOKyMEHTax B apXuB
3JIEKTPOHHBIX JOKYMEHTOB, KOTOPBI siBisieTcs yacthio MC 1C.

3.9. Vupexaenue oOecrieunBaeT TEXHUYECKUMHU U OPraHU3allMOHHBIMH MEpaMH 3alllUTy OT
HECaHKIMOHUPOBAHHOTO JOCTYlla W MPEAHAMEPEHHOTO YHUYTOXXEHUS W/WIM HUCKAKCHUS
cBefeHuii o JIokyMeHTax B apXuBe 3JeKTpPOHHBIX NokymeHToB MC 1, a Taxke rapaHTupyer
MOATBEP)KICHUE aBTOPCTBAa JIOKyMeHTa, moamucanHoro [IDI1 aBTopa, B TOM umcie myrem
YTBEPXJACHUS TOWMEHHOTO OTrPaHUYEHHOTO CIHCKAa I, UMEIONINX pPaCHIUPEHHbIE
(aIMUHUCTpATHUBHEIE) ITPaBa JAOCTYNA K apXHUBY MeKTpOHHBIX HoKymMeHToB C 1C.

3.10. Joxymentsl xpansatcs B UC 1C B Tom opmate, B KOTOPOM OHH OBUIH CO3/1aHBI.

Cpoxk xpanenus JJokyMeHTOB U cBeneHU# 0 JIokyMeHTax HE MOKET ObITh MeHee 3 (Tpex) JieT.
3.11. Komus »IeKTpOHHOTO JOKYMEHTa MOKeT OBbITh H3rOTOBIIEHA (pacmedaraHa) Ha
OoymaxkHom Hocutene cpeactBamu HMC 1C u 3aBepeHa COOCTBEHHOPYYHOW MOAMUCHIO
Biagensbia [1911.



4. HpaBa, 00513aHHOCTH U OTBETCTBEHHOCTD BJIageJabIa 3.]'IeKTp0HHOﬁ nmoanmucu

4.1. Bnagenen 1311 umeer npaso:

- oOpamarecs KOTBETCTBEHHOMY 3a TexHu4eckyto noaaepxkky MC 1C  ans aHHyIupoBaHUS
(oT3bIBA), NPUOCTAHOBKU (BO30OHOBJIECHMS) JEHCTBUS NPUHAUIEKAIIET0 €My KiIroda
3IEKTPOHHOM MOJIITHUCH;

- B cllyyae HEOOXOJUMOCTH 3aMEHbI, BOCCTAHOBJICHMS KJIOYa AJIEKTPOHHOM MOJIHUCH
obOpatutbest k OTBeTCTBEHHOMY 3a TexHHueckyro mojaepxky MC 1C ¢ coorBeTcTBYIOIIEH
MPOCKOOH U TOJIYYUTh HOBBIM KITFOY 3JIEKTPOHHOM TTOITUCH.

4.2 Bnanener [1311 06s13aH:

- BECTH 00pabOTKy BHYTPEHHUX 3JIEKTPOHHBIX NOKyMeHTOB B MC 1C B COOTBETCTBHM CO
CBOMMH JIOJDKHOCTHBIMH OOSI3aHHOCTSIMU;

- TpUHUMATh BCE BO3MOXHBIC MEpHI I TPEAOTBPAIICHUS HECAHKIIMOHUPOBAHHOTO
WCIIOJIb30BAHUSI CBOETO KJTI0YA AJIEKTPOHHOU TOJIIUCH;

- HU TIPH KaKUX YCJIOBUSAX HE TMEPeIaBaTh KIIOY JIEKTPOHHON TOAMUCH IPYTUM JIUIIAM;

- TIpU KOMITPOMETAITUU CBOETO KJII0Ya AJICKTPOHHOM TMOJIMUCH HE3aMEUTUTEIIbHO 0OpaTUTHCS
KOTBETCTBEHHOMY 3a TexHuueckyro mnomaepxkky WMCIC nmng mpuOCTaHOBKH JEHCTBUS
MPUHAUISKAIETO eMY KJII0Ua AIEKTPOHHOU MOIMHUCH.

4.3. Bnagenen IIDII HeceT nMYHYIO OTBETCTBEHHOCTh 3a COXPAHHOCTh CBOEro KiIroya
AIIEKTPOHHOU MOJIMUCHU U €T0 3alIUTy OT HECAHKIIMOHUPOBAHHOTO UCIOJIb30BAHUS.

5. Texnosorusi npumenenus cpeacts [T B UC 1C

5.1. dns npumenenus 1911 8 UC 1C Bnanensity 1311 HeoOxoaumo aBTopuzoBatbest B UC 1C
C HCIOJB30BAaHMEM MYOJWYHOW W KOHPUACHIHAIbHOW uYacted wimoua [IDI1  (umsa
MoJIb30BatTessl U napoJs). [loagnucanue JIoKyMeHTa BBIMOJIHSACTCS MTyTeM Ha)KaTHsS HAa KHOIKY
"l[Noanucats" B unrepdeiice UC 1C.

5.2. Mudopmanust 060 BCeX BBIAAHHBIX MMOJIH30BATEIIO KIIOUYAX ICKTPOHHOM MOJIUCH, JaTax
MOJIy4eHUs U TpeKpanieHus ux aenctBus (u3bsatus) xpanutcs B UC 1C nocrostHHO.

5.3. Ilpu mnpekpamleHUd y COTPYAHHUKA YUpeXIEHHUS TOJDKHOCTHBIX OOsf3aHHOCTEH IO
00paboTKke BHYTPEHHHX OJIIEKTPOHHBIX JOKYMEHTOB ¢ wucnois3oBanueM I[IDI1 wnmm npu
YBOJIbHEHUU COTPYIHHUKA €ro KJIIOY BHOCUTCS B PEECTP OTO3BAHHBIX KIIIOUEH 3JIEKTPOHHOM
noanucu OTBETCTBEHHBIM 3a TexHuueckyto nojaepxky MC 1C. C MmoMeHTa BHECEHUS KiTr04a
B PEECTp OTO3BAaHHBIX KIIOUEH SJIEKTPOHHOM NOAMMCH Bce Tnocienyronue JoOKyMeHTHI,
noanucanneie 270l [IDII, He cuMTaroTCs TMOAMMCAHHBIMU HAJUIeKAIIUM 00pa3oM,
T.€.TI0OJIMUCHIO, PABHO3HAYHONW COOCTBEHHOPYYHOM.



6. 3akII0YNTeIbHbIC TOJI0KEHUS

6.1. Hacrosiuee [losioxxeHne BCTynaeT B CHILy € JJaThl YTBEPHKICHUS.

6.2. Tekcr Ilomoxxenust pazmemaercs B MC 1C. Crnoco6 nmocryma K akTyalbHOH BEpCHUU
[Tonoxenust onuceiBaeTcs B noJjib3oBareiabckoit nokymenTanuu k UC 1C.

6.3. Texcr [lonoxeHus: XpaHUTCS y BeylIero OyXrajaTepa U MpeloCTaBiIsIeTCs COTPYIHUKAM
YupexaeHus Mo 3ampocy.

6.4. Noxymentsl, co3nannbie B UC 1C u noamucannsie [I3I1 B COOTBETCTBUM C HACTOSIIINM
[Tonoxennem, npU3HAIOTCS IOPUINYECKH 3HAUUMBIMU C JaThl yTBep:kaeHus [lonoxenus.



