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MMOJIOKEHHE
00 3JIEKTPOHHOM JOKyMeHToo0opoTe
1. O0mue nooXKeHHs

1.1. Tlonoxkenue o6 3IEKTPOHHOM MTOKYMEHTO00OpOTE pa3spaboTaHO B COOTBETCTBHH C
TpeGoBanusmu DemepanbHoro 3akoma or 29.12.2012 Ne 273-03 «0O6 obpazoBaHUH B
Poccuiickoit Oenepamumny, Genepansroro 3akona ot 27.07.2006 Ne 149-03 «O6 urdopmarmy,
HH()OPMAIHOHHbIX TEXHOIOTHAX ¥ 3amuTe HHGopmanuny, OelepalrbHoro 3akoHa oT 27.06.2007
Ne 152-D3 «O nepCoHaNBHEIX JaHHBIX .

1.2. Tlonoxenue 06 MEKTPOHHOM ITOKYMEHTOOGOpOTe (naiee- Ilonmoxerne) ycTaHAaBIMBAET
eIMHEIE TpeOOBAHMA K OpraHH3alid paboThl ¢ JOKYMEHTAMH, IOIy4aeMbIMK B OTIPaBIACMBIMU
C MIOMOIIBIO 3JIEKTPOHHOH IIOYTEL.

1.3. Jns uene#t wnacrosmero ITonoyKeHHs yCTAHABIMBAIOTCA CIENYIOIIHE TCPMHHBI H
OTIpeIeNICHHS:

DaexTponHas moura (JII) — cucreMa, MO3BOJSIOAs IIONB30BATENAM OTHPABIATH
COOOIIEHHS 9epe3 MOJIEM HITH CETEBOE COEAMHEHHIE C OTHOTO KOMITBIOTEpA Ha JPYTOi.

JlokymMeHTHpOBaHHAsh MHGOPMANHUA (IOKYMEHT) — 3aQHKCHpOBAaHHAd Ha MaTepHalbHOM
HOCHTeJIe HHPOPMAIUs C PEKBH3HTAMH, IIO3BOJLIONIMMHE €€ HISHTH(HUIIPOBATE.

DaexTpoHHLIH JokyMeHTo060poT (I/A0) — OpraHM3aMOHHO B IPOrPaMMHO — TEXHHYCCKH
yrmopszodeHHas WHGOPMAlHOHHasd CHCTEMa, O0ecreduBaromas MPOIece obmena, cbopa,
06paGOTKH, HAKOIIICHHS H XPaHEeHHs HH(POPMAIIUH [TOCPEJICTBOM SIEKTPOHHBIX IOKYMEHTOB.

DnexTpoHHBI JokyMeHT (J/I) — JOKYMEHT, CO3MAHHBIH IIPH IOMOIIH 3IEKTPOHHBIX
aIapaTHO — TEXHUYECKAX U IIPOrPAMMHBIX CPEJICTB, GHKCHPYEMBIH B IE(PPOBOM KOJIE B thopme
HICHTA(QHUIEPYEMOTO TIO COIEPXKAaTelIbHOM YacTH WMEHOBAHHOTO (aiina, TOCTYNHBIH s
noceayomei 06paboTKH, HCIOIG30BAHMS, BOCIPOH3BENCHUA (OTOOpaXEHI) X BU3YaIbHOTO
BOCIIPHATHSA, & TAKKE UKL EePeadd H IOTyYeHHS 110 TeJIEKOMMYHHKAHOHHEIM KaHalaM CBS3H.
ITakeT 5IeKTPOHHBIX JOKYMEHTOB (IIaKeT) — ouH uim Gomee I]1.

DnexTponHoe coodmenne (IC) — TOrHYECKH LIENOCTHAS COBOKYIIHOCTE JAHHBIX, HMCIOMMX
CMBICTT Ul YYACTHUKOB HMH(MODMALMOHHOTO B3aHMOJEHCTBAA, 3aKOMMPOBAHHAS CIIOCOOOM,
O3BOJISIONTM 00ecneduTh ee 00paBoTKy cpecTBaMK BBIMHMCIIMTENBHOM TEXHUKH, TTepeaady 1o
TENeKOMMYHHKAIIHOHHEIM KaHalaM CBA3H H XpaHEeHHe Ha MAIIMHOYMTAEMBIX HOCHTEIIX
HH(POPMALMOHHEIM KaHAIaM CBA3H H XPaHEHHE HA MAIIMHOYHTAEMBIX HOCHTEILAX uHbOpMALHH.

Vaacrauk — pabotHmkm ® agmuHAcTpanus MAOY COII Nel, ydwacTByromue B
3JIEKTPOHHOM JIOKYMEHTO000pOTE.

OTnpaBuTeNh JIEKTPOHHOTO J0KyMeHTa (oTmpaBuTens) — pabotiuk MAOY COIII Nel
v apvuEAcTpanis MAOY COILI Nel, KOTOpPEIH HalpaBIseT SJIEKTPOHHBIA JOKYMEHT.

TTosryuaTeN s 3IeKTPOHHOIO A0KYMeHTa (mosrydarens) - pabotHuk MAOY COIII Neol mnum
anvuEECTpanus MAOY COLII Nel, KOTOpPOMY OTIIPaB/IeH 3EKTPOHHbIH JOKYMEHT.



JlocTaBKa 3JEKTPOHHOTO JOKYMeHTa (J0CTaBKa) — (QU3AYECKHH NPOIECC MEPeMEIeHHU
3JIEKTPOHHOTO JIOKYMEHTA OT OTIPABHTENIS K IOIIY4aTelio.

1.4. B nacrosmeM Ilojoxennu B kadecTBe DJ] paccMaTpHBarOTCs 3JIEKTPOHHEIE CITY/KeOHO —
HHGOPMAIMOHHBIE JOKYMEHTBI.

1.5. Tlono)keHHe pACIpPOCTpAaHAeTCS Ha OPraHM3alMi0 pPaboTBl ¢ JOKYMEHTaMH,
TepeiaBaeMbIMK | TI0JIy9aeMBIMH C ITOMOIIBIO 3IEKTPOHHOH IOYTEl, BKIIOYAs HX MOJrOTOBKY,
PErHCTpALHIO, YIeT, OTIIPaBKy U MOTy4CHHUE.

1.6. TpeGoBauus, ycraHamuBacMBI IlonokeHHeM, O0Osf3aTeNbHBI UL BCEX pabOTHHKOB
MAOQY COILI Nel.

1.7. OTBETCTBEHHOCTH 33 OPraHM3AIMIO M COCTOSHHE NOKYMEHTAIMOHHOIrO OOeCIeueHHs
[IOCPEICTBOM 3JI€KTPOHHOM MOYTEI B MAQY COIII Nel Bo3naraercd Ha OTBETCTBEHHEIE JTHIA H
pabOTHHKOB:

e momIepkKa B pabOTOCTOCOOHOM COCTOSIHMYM TEXHHIECKOro W TIPOrpaMMHOrO

oBeceueH s, OTBEYAIOMIEro 3a (HYHKIIMOHUPOBAHHE SIEKTPOHHOM ITOYTEL,

e IpHeM, KOHTPOJb YHTAEMOCTH H IOCTOBEPHOCTH, pPacleyaTka eCcii HeT Jpyrux
BO3MOJKHOCTEH O3HAKOMIIEHHS C OJIEKTPOHHbIM BapHaHTOM TEKCTA), Y4eT X
pacIpe/ieJIeHus IOCTYIAONIX TOKYMEHTOB;

® [OJrOTOBKA H OTIIPaBKa MHPOPMALMH B afpec OPraHu3aIliy, IPHCIaBIICH JOKYMEHT, O
jaTe TPHEMKH TOKYMEHTa ¥ JaTe NOBENEHMs [0 MOUKHOCTHOrO jHia (epenavn B
JIENIOTIPOM3BOACTBO);

e Iepesava JOKYMEHTOB Ha PACCMOTPEHHE PYKOBOJMTEIIO (B IeTOIPOU3BO/ICTBO);

e yuer u permctpanmst ormpaBrieMbx u3 MAOY COI Nel noxyMeHTOB, NpOBEpKa
TPaBHIBHOCTH HX 0(GOPMIICHHS | OpraHu3allis UX OTIPABKH; :

e KOHTPONb MOJydeHHA HHGOpPMAlM{  ajpecaToM, Oprammsamusi B CIydac
HE0OXOIUMOCTH, TIOBTOPHO OTIPABKH TOKYMEHTA,

e OIIEpPaTHBHOE PEINEHHE BOIPOCOB MO paboTe 3IEKTPOHHOMH MOUITHL

2. VesioBus Jonycka YaacTHHKA K ocymecTsienuio 310

2.1. Y4acTHHK JIOMyCKAETCs K OCYIIECTBIEHHIO JOKYMEHTO000pOTa IIOC/IE BBIIOTHEHHS BCeH
COBOKYITHOCTH CIIEAYIOMHAX JIEHCTBHH!

2.1.1. YCTaHOBKH HE06X0IMMBIX AlapaTHBIX CPECTB, IIPOrPaMMHOTO M HH(POPMALIOHHOTO
obecrieyeHus.

2.1.2. Opranusanus AImKa 31eKTPOHHOH [TOYTHI ITOTyJaTeIs.

2.1.3. CormacoBaHusi MEXIy YUYacTHHKaMM [IE€peYHs MNOKYMEHTOB IE€pPEAaBacMbIX II0
TeIeKOMMYHHKAIMOHHEIM KaHajlaM CBA3H B JICKTPOHHOM BHIE.

3. Opranu3anus 3JeKTPOHHOT0 JOKyMeHToo0opoTa

3.1. TIopsiIoK OpraHU3aIMH JIEKTPOHHOIO TOKyMEHTO000pOTa:

3.1.1. DIeKTPOHHEL JOKYMEHTOOG0POT BKIIOYAET B ceO:

e (hopMHpPOBaHHE dIEKTPOHHOIO HOKYMEHTA;

OTIIPaBKY U HOCTABKY SJIEKTPOHHOIO TOKYMEHTa;

IIPOBEPKY JNIEKTPOHHOI0 JOKYMEHTa,;

IOTBEPKIECHHE TIOTYICHUS SIIEKTPOHHOTO JAOKYMEHTa,;

y4eT JNEKTPOHHBIX IOKYMEHTOB,;

XpaHeHHs SJIEKTPOHHBIX JOKYMEHTOB (BEICHHE apXHBOB JNEKTPOHHBIX JOKYMEHTOB).

3.1.2. ®opMHpOBAHHE SIEKTPOHHOTO JOKYMEHTa OCYIIECTBIACTCS B CIICAYIOIIEM IIOPALKE:

e (hopMHpPOBAHHKE HTEKTPOHHOTO JOKYMEHTA B BH/I€ HMCHOBAHHOTO daiina,

e moamucasue chOPMHPOBAHHOTO IEKTPOHHOTO TOKYMEHTa B BHC HMCHHOTO daiina.

3.1.3. CopMHUpPOBaHHBIH SMEKTPOHHBIA JOKYMEHT HMEET IOPHAHYECKYIO CHIy H BIICUCT
IIpe/lyCMOTPEHHbIE UL JAHHOTO IOKyMEHTa [PaBOBEIE ITOCIIE/ICTBHS B CIIy4ae ero HAISKAICTo
0OpMITEHH S B COOTBETCTBHH C HacTosAMM [IomoxeHuneM.



3.1.4. C mensio yMeHbIIEHHs 00BEMOB IepenaBacMoil HH(OpMAIKK IIPH TPAHCIOPTHPOBKE
37EKTPOHHBIX [OKYMEHTOB MOTYT HCIIONb30BaThCs CHELHATGHBIC —AITOPHTMBI  COKATHA
uHbOpPMAIHH.

3.1.5. Bee ropuaudeckue ASHCTBHSA, 0OPMIIIEMEIE TIOCPEACTBOM DIEKTPOHHBIX JOKYMEHTOB
B COOTBETCTBHH C HACTOSIIAM IIOJIOKEHHEM, IPU3HAIOTCS COBEPIICHHBIMH B ITHCHMEHHOH
dopMe W He MOTYT OBITB OCIOPEHBI TOJBKO HA TOM OCHOBAHHH, YTO OHH COBEpIIEHHEI B
3JIEKTPOHHOM BHJE.

3.1.6. Tlocne ToOmydeHHs 3JEKTPOHHOTO HOKYMEHTa IIONydaTelb OOs3aH HAlpaBHTb
OTIIPABUTEIIO TAKOTO JOKYMEHTA MOJTBEPHK/ICHHE O TOIYYCHHH 3JICKTPOHHOTO JOKYMEHTA.

4. Opranusauusi paGoTsl ¢ IOCTyNaMEH KoppecnoHIeHuei

4.1. Cnoco0Osl IOCTaBKH KOPPECIIOH/IEHITHH

4.1.1. JlocTaBKa KOPPECIOHACHIMH OCYIIECTBIIACTCS 10 SIEKTPOHHOM IT0UTe.

4.2. ITpuem u 06paboTKa KOPPECTIOHICHIHH:

4.2.1. KoppecnoHeHIHs, OCTYNAKIasd [0 dIeKTPOHHOH 1oyTe 0T pabOTHHKOB B MAOY
COIII Nel, mpOXOMMT 4Yepe3 aHTHBHPYCHYIO IPOBEPKY, PACIedaThBAacTCs (€CIHM HET OPYrHX
BO3MOYKHOCTEH O3HAKOMJIEHHS C 3JIEKTPOHHEIM BapHaHTOM TEKCTa), IPOXOIUT IEPBHYHYIO
00paboTKy, paclpeaeIeHHe, PErHCTPAIHIO.

42.2. B mpomecce mepBoHayanbHOH 00paboTKH MOCTyNAIOmMeEd KOPPECIOHACHIMA BCE
JOKYMEHTHI TIPOBEPSIIOTCA Ha HATMYME BUPYCOB, IPOBEPASTCA UX YHTAEMOCTD H II0JIHOTA.

4.2.3. DaeKkTpoHHOE COOOIIEHHe CUUTACTCA MOCTYIHBIIHM IIOCIE IIPOBEPKH IIOUIMHHOCTH H
BO3MOYHOCTH €r0 BOCIIDOH3BEIEHHS,

4.2.4. TIpueM KOPpECTIOHAEHUMH (YTEHHE IOYTEI) OCYIIECTBIIETCS YYaCTHHKAMH HE pexe
IISITH pa3 B IEHb.

4.2.5. O6paboTKa KOPPECTIOHIEHIHH [IPOM3BOIUTCS B JICHb e¢ TOCTYIUICHHs MIIH B TIEPBBIH
paboumii HeHs pH NOCTYIUIEHHH B Hepaboune THH.

4.2.3. Perucrpaiyst JOKYMEHTOB H IlepeJlada HX B IENONPOU3BOJICTBO:

4.3.1. Bce mOCTyNMBIIME JOKYMEHTEI PETHCTPHPYIOTCS B 00pabaThHBaIOTCA.

4.3.2. PerucTpamus IOKYMEHTOB IPOH3BOJHTCS B JICHb HMX NOCTYIUICHHS HIM B NEPBBIH
pabouwii IeHp IPH OCTYIUIEHHH B Hepabodune [THH.

4.3.3, Tlocne perucTpaly NOMydeHHbIE JOKYMEHTEI IEPeatoTes B ACNOIPOU3BOICTRO.

4.4, TTonTBEep)KACHHE O MONYYEHHH 3JIEKTPOHHOTO IOKYMCHTa:

4.4.1. Tlpu TOMydYeHHH OSIEKTPOHHOIO INOKYMEHTa [OTydaTelb IO 3alpoCy HamnpaBIACT
OTHPABUTEIO TAKOrO JOKYMEHTa IIOATBEPXKIEHHE O MONYYSHHH 3JIEKTPOHHOTO INOKyMEHTA.
IMoxTeepsk/IeHHe HApaBIsieTcs B GopMe SIEKTPOHHOTO COOOIICHHS.

5. Opranmsanus OTHPABKH JOKYMEHTOB

5.1. IToaroToBKa JOKYMEHTOB K OTIIPaBKE.

5.1.1. K moxymeHTaM, OTIPABISLEMBIM 110 JIEKTPOHHOM I0YTe, IPEABABILAIOTCA CICIYIOIIHE
TpeGOBaHHs JOKYMEHTHI TOTOBATCA C MOMOINBIO TEKCTOBOTO PEAaKTOpa Word wmm TabImaHOrO
penaxtopa Exell ¢ ucnonssopannem mpudtos Arial, Times New Roman u MOTyT conepxarh
rpadudeckue uzobpaxenus B opmare PDF, JPEG.

5.12. Tlpu ormpaBKe JOKYMEHTOB MpEIBAPHTENBHO IPOM3BOAMTCS IIPOBEPKA HX
JIOCTOBEPHOCTH.

5.2. OTnpaBka JOKYMEHTOB 10 3JIEKTPOHHOH MMo9Te.

5.2.1. JIOKyMEHTHI, MOUIEKAIHE OTIPABKE IO IIMEKTPOHHOH modTe, 00pabaTLIBArOTCA H
OTNpPAaBISIOTCA B [JEHb HMX IOCTYIICHHs J0O, KaKk HCKIFOYEHHE, HE MO3JHES CICAYIOIIETo
pabouero mH1.

5.2.2. JlochlIKa WM 3aMEHA paHee Pa30CIaHHOro MOKYMEHTa OCYIIECTBILICTCS IO YKa3aHHIO
JIAIIA, IIOIITHCABIIEr0 JOKYMEHT.

5.2.3. B 0HOM 3JIEKTPOHHOM COOOINEHHH, KaK MPaBUJIO, IEPEChIIacTCsA OMUH JTOKYMEHT. B
cilydae, €clIH HeoOXOAMMO IEpecIaTh HECKOJNBKO HOKYMEHTOB, OHH IOMISKAT obsg3aTenbHOM
ymakoske B apxuBax RAR mm ZIP. JloxyMeHT, o6bpeMoM Gonee 100 xba#iT, apxHBHPYETCA.



5.2.4. Ilepen oTmpaBKOM JTOKYMEHTA IO 3JIEKTPOHHOH IOoYTe HEOOXOIUMO IPOBEPHTE €ro Ha
HAJIMYHE BEPYCOB.

5.3. C mOMOIIBKO 3NMEKTPOHHOMN MOYTHI OCYIIECTBIIAETCS OllepaTHRHAS Iepeada HHpOpMauu
B BHJE!

® IIPUKA30B U PACHOPDKECHHH;

® YKa3aHWH U IHCEM;

® DJIEKTPOHHBIX COOOIICHUH;

e JIOKJIAJHBIX H CITyXKeOHBIX 3aITHCOK.

6. XpaHeHHe 31eKTPOHHBIX JOKYMEHTOB

6.1. Bce a1eKTpOHHEIE JOKYMEHTHI JIOJDKHEI XPaHUTECS B TOM K€ (opMaTe, B KOTOPOM OHH
6bUTH chOPMUPOBAHEL, OTIIPABICHE! H MOIYYCHBL

6.2. Cpox XpaHEeHHs 3NeKTPOHHbIX JOKYMEHTOB JOJIKEH OBITH MEHEe IIATH JIET.

6.3. XpaHeHwe OJEKTPOHHBIX MJOKYMEHTOB [OJDKHO COIPOBOMKIATECS XPaHCHHEM
COOTBETCTBYIONIETO ITPOrPAMMHOTO 00ECIICUEeHHSI, O3BOJLIOIIET0 HMETh BO3MOKHOCTh paboTh
C 3JIEKTPOHHBIMH JKypHAJIAMH U JIOKYMEHTaMH.

6.4. O6s3aHHOCTY XPAHEHHS 3JIEKTPOHHEIX JOKYMEHTOB Bo3nararores Ha YgactHEKOB DJ10.

6.5. JI7Is BBITIONHEHHS TEKYIMHUX paboT 10 BENESHHIO 3JIEKTPOHHEIX apXUBoB YdacTHHKHE DO
Ha3HAYAIOT OTBETCTBEHHOE JIHIIO.

6.6. DNEeKTpOHHBIE AapXHWBBEl I[IOJIEXKAT 3alMATE OT HECAaHKIHOHMPOBAHHOIO [OCTYIa,
HENpPEeTHAMEPEHHOTO YHHUTOXKEHUS U (MIIH) HCKaXKECHHS.

7. O6ecnedenne nHPOPMANHOHHOH 0€30I1ACHOCTH 3JIEKTPOHHBIX TOKYMEHTOB
7.1.Cobmonenue TpeboBanuit HHQOPMAIMOHHOH OE30IaCHOCTH IIPH  OpraHU3aruy
SIIEKTPOHHOTO JOKYMEHT0000pOTa 00ECIIETNBAET:

e KOHQUICHIMAILHOCTH HHGOPMAIHHK (IIOTYYHTh HOCTYN K HHPOPMAIIHH MOXET TOIBKO
Olpe/IeIeHHbIH KPYT JIHIT);

® I[EJIOCTHOCTH IlepeaBaeMoil HHbopManuy (TapaHTHPOBAHKE, YTO JAHHBIC IIePEIAr0TCs
6e3 HCKaXXEHHH ¥ HCKITIOUaeTCs BO3MOXKHOCTD TOAMEHE! HH)OPMAIHH);

e ayTeHTHOWKAIMIO (KOrja repefaBaeMylo MH(YOPMAIHI0 MOXET IHOIYYUTh TOJBEKO TO
JIMI0, KOMY OHO IIpeJHa3Ha4YeHa, & OTIPABHTENEM SABJIAETCS HMEHHOrO TOT, OT YbETO
VMEHH OHA OTIPABJIEHA).

7.2. Tpebopanus mo wmHOOPMANHOHHOH 0€30IMaCHOCTH IPH OPraHU3alHH 3JIEKTPOHHOTO
JNOKYMEHTOODOPOTa pPEaTu3yIOTCsl IOCPEJCTBOM INPHMEHEHHS IIPOIPaAMMHO- TEXHHYESCKHX
CPEIICTB U OpraHU3aI[MOHHBIX MED.

7.2.1. K mporpaMMHO - TEXHHYECKHUM CPENCTBaM OTHOCSTCS:

e [pOrpaMMHBIC CpEICTBa, CIENHAILHO pa3spaboTaHHBlE UL  OCYIIECTBICHHS
9IIEKTPOHHOTO TOKYyMEHTO000POTa;

e CHCTEMa Napojied H HACHTUGUKATOPOB UIT OTPaHWYEHHs JOCTYNA MOIL30BATENCH H
aJMHHHACTPATOPOB K TEXHHYECKHMM M TIPOTPaMMHBIM  CPEACTBAM  CHCTEMEI
3JIEKTPOHHOTO IOKYMEHTO000POTa;

® [IPOrpaMMHO — AIIIapaTHBIC CPEICTBA 3AIUTHl OT HECAHKIIMOHHPOBAHHOTO OCTYTIA;

® CpeJCTBA 3AIMUTEI OT IPOrPaMMHBIX BHPYCOB.

7.2.2. K opranu3aiioHHBIM MEépaM OTHOCATCH:

pasMeIeHHe TEXHHYECKHX CPEICTB B IOMEIIEHUIX ¢ KOHTPOIUPYEMEIM TOCTYIIOM;

e  AJMHHHCTPATHBHBIE OrPAHUYEHHS NOCTYIIA K 3THM CPEICTBaM,;
3a/[AHKME PEKUMA WCIIOIb30BaHHUs TIOIB30BATENIME M aJMHHHCTPATOPAMHU 1apONCH H
WUJICHTU(QUKATOPOB;
JIOIIYCK K OCYIIECTBIICHHIO JOKYMEHTO000POTa TONBKO OIIPENEICHHBIX JIHIL;
OJUIEPKAHHE TTPOrPAMMHBIX CPEZCTB B HCIIPABHOM COCTOSIHHH;
o0yuenne padotHikoB MAOY COIII Nel;
3aIATAa TEXHWYECKWX CPEICTB O IOBPEKIAIOMIMX BHEIIHHX BO3IeHCTBHH (mOXap,
BO3JEHCTBHE BOLEI H T.II.)



