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Ob 2JIEKTPOHHOM JOKYMEHTOOBOPOTE

1. O0uue mos0KeHUst
1.1. Tlonmoxenne 00  DIAESKTPOHHOM  JOKYMEHTOOOOpOTe  pa3paboTaHo B
COOTBETCTBUHM ¢ TpeOoBaHmsIMU DenepanbHOro 3akoHa oT 29.12.2012 Ne 273-D3
«O6 o6OpazoBannu B Poccuiickoit ®denepanumny», DenepaqbHOro 3aKoHa OT
27.07.2006 Ne 149- ®3 «O6 undpopmarmu, WHPOPMAITMOHHBIX TEXHOJOTHAX U
3ammute uHpopManmmny, denepanbHoro 3akoHa ot 27.06.2007 Ne 152-d3 «O
NEPCOHANBHBIX JTaHHBIX).
1.2. Tlonoxenue o0 3IEKTPOHHOM JTIOKYMEeHTooOopoTe (nanee- IlomoxeHue)
YCTaHABJIMBACT €AMHBIC TPEOOBAHUS K OpraHU3aAIMK PAOOTHI C JOKYMEHTAMH,
MOJIyYa€MBIMU U OTIPABISEMbIMU C TIOMOILBIO JIEKTPOHHOM MOYTHI.
1.3. Jlns ueneit Hactosmero [TooxeHnnst ycTaHABIUBAIOTCS CIICIYIOMINE TCPMHUHBI
U OIIPEICIICHUS:
OnexktponHas nouta (DII) — cucteMa, Mo3BOJIAIONIAS TTOIB30BATEISAM OTIPABIATH
COOOIICHHS Yepe3 MOJEM WM CETeBOE COEAMHEHUE C OJHOrO0 KOMITbIOTEpa Ha
TPYTOM.
JlokymenTupoBanHass uHpopManus (IOKyMEeHT) — 3auKcHpoBaHHash Ha
MaTepHaIbHOM HOCUTENe HWH(OpMaIus ¢ PEKBU3UTAMH, TO3BOJSIONIMMH €€
UICHTUDUITNPOBATD.
OneKTpoHHbIH A0KymMeHTooOopoT (D/10) — opraHM3aMOHHO MU MPOTPaAMMHO-
TEXHUYECKN yIOpSJOoUYeHHAs WH(POPMAIMOHHAS CHCTEMa, OOeCleYnBaromas
npoiiecc oOMeHa, cOopa, 0O0paOOTKH, HAKOIUIEHUS M XpaHEHUs HWH)OpMaluu
MOCPEACTBOM AJIEKTPOHHBIX TOKYMEHTOB.
OnekTpoHHbI  AokymMeHT (DJ) — [HOKYMEHT, CO3JaHHBII 0OpU [OMOUIU
AJIEKTPOHHBIX ANMapaTHO-TEXHUYECKUX U IPOTPAMMHBIX CPEACTB, (PUKCUPYEMBIN B
urdpoBoM koae B ¢GopMme HUIASHTUPUIUMPYEMOro IO COJAEPKATETbHONW YacTH
MMEHOBaHHOTO  (aiima,  AOCTYmHBIM 1 mociedyrwoleit  o0paboTku,



HCITI0JIb30BaHUs, BOCIPOU3BEACHUS (0TOOpaXKEHHUs) U BU3YaIIbHOIO BOCIPUATHSA, a
TaKKe JUIs MepeAadyd U MOJYYEHUS MO TEIEeKOMMYHHKAIMOHHBIM KaHajaM CBSI3U.
[lakeT 27EeKTPOHHBIX TOKYMEHTOB (IIakeT) — ouH wiu Oonee D/1.

OnektpoHHoe cooOienne (DC) — JOrUYecKu IEI0CTHASI COBOKYIMHOCTh JaHHBIX,
UMEIOIUX CMBICI JIJIi  YYaCTHUKOB HMH(GOPMAIIMOHHOIO  B3aUMOJEHCTBUS,
3aKOIMpOBaHHAs  CIOCOOOM, TMO3BOJISIIOLIMM  obecrnieuuTtb €€  00paboTKy
CPElICTBAMM BBIYMCIUTEIBHON TEXHHKH, Mepefady MO TEeJIEKOMMYHHUKAIIMOHHBIM
KaHaJlaM CBSI3U U XpaHEHHE Ha MAIIMHOYMTAEMbIX HOCUTEISX UH(POPMALIMOHHBIM
KaHajlaM CBSI3M W XpaHEHUWE HAa MAIIMHOYMTAEMbIX HOCHUTENSAX HMH(POpPMALIUU.
VYyactHuk — pabGotHuku u agmuHuctpamus MBJIOY «/lerckuit cam Ne 32»,
Y4YacCTBYIOIIKE B 3JIEKTPOHHOM JIOKYMEHTOOOOPOTE.

OTnpaBuTeNbh ANEKTPOHHOTO JOKyMEHTa (OTMpaBUTENb) — paOOTHUK WIH
aamunuctpauus MBJIOY  «/lerckuit canm No 32», KOTOpoe HampaBiseT
DJIEKTPOHHBIN JOKYMEHT.

[lonyyartenb AJIEKTPOHHOTO JOKyMeHTa (mojy4yateiab) — paOOTHHK WA
agmunuctpauus MBIAOY  «/lerckuit cam Ne 32», KoTOpoMy OTHpaBlieH
DJIGKTPOHHBIN TOKYMEHT.

JlocTaBka D3JEKTPOHHOTIO JIOKyMeHTa (JocTtaBka) — (U3MYECKUH Ipoliecc
NepeMeIIeHHs] SJIEKTPOHHOTO JOKYMEHTa OT OTIPABUTEINS K MOTY4YaTeNto.

1.4. B nactosmem [lonoxenuu B kauectse D/ paccMaTpuBaroTCs dJIEKTPOHHbBIE
CiTykeOHO-UH(OPMAIMOHHBIE JOKYMEHTHI.

1.5. [Tonoxenue pacnpocTpaHseTcss Ha OpPraHu3aluio paboThl C TIOKyYMEHTaMH,
nepeiaBaeMbIMU U MOTYYaeMbIMH C TIOMOIIBIO AJIEKTPOHHOMN MOYTHI, BKIIOYAs UX
MOJICOTOBKY, PETUCTPAIMIO, YUET, OTIPABKY U MOTyUYEHHUE.

1.6. TpeboBanms, ycraHaBinuBaembie IlookeHnem, oOs3aTeNbHBI JUIS BCEX
pabotraukoB MBJIOVY.

1.7. OTBETCTBEHHOCTh 3a OPraHU3alMI0 M COCTOSIHUE JOKYMEHTAllMOHHOTO
o0ecrieyeHus:  MOCPEACTBOM  JJIEKTPOHHOM  MOYTHl ~ BO3Jaraercs  Ha
OTBETCTBEHHBIE JIUIIa U PAOOTHUKOB:

® M0JIepKKa B paOOTOCIIOCOOHOM COCTOSTHUM TEXHUUYECKOTO U MPOTrPaMMHOI0
o0ecrniedeHus1, OTBEYAIOMIETo 3a (YHKIIMOHUPOBAHUE HJIEKTPOHHOMN MOYTHI;

e MpueM, KOHTPOJIb YUTAEMOCTH U IOCTOBEPHOCTH, pacredyarka (€Ciau HeT APYTUX
BO3MOKHOCTEH O3HAKOMJICHHSI C DJEKTPOHHBIM BapUAaHTOM TEKCTa), y4eT H
pacnpeziesieHus! TOCTYNAIUX JOKYMEHTOB;

® MIOATrOTOBKAa M OTHpaBKa MH(OpMalMM B agpec OpraHu3alliu, MpPHUCIaBIICH
JOKYMEHT, O JaTe MPUEMKH JOKYMEHTa U JAaTe JOBEIEHUS 10 JOKHOCTHOTO JINLA
(mepemayuu B IE€TOMPOU3BOJICTBO);

e riepeaya JOKYMEHTOB Ha pAaCCMOTPEHHUE PYKOBOJIUTEINIO (B JEIONPOU3BOCTRO);
® KOHTPOJb TMONy4YeHHs WHGPOPMALMU aJgpecaToM, OpraHu3alus B CiIydae
HEOOXOAMMOCTH, TOBTOPHOM OTIPABKU JOKYMEHTA;

® OIIEPATHBHOE PEIICHHE BOMPOCOB MO paboTe 3IEKTPOHHON MOYTHI.



2. YcaoBus 10nycKa Y4acTHHKA K ocymecTBjaeHuo J/10
2.1. Y4acTHUK IOIyCKAaeTCs K OCYIIECTBICHHUIO IOKYMEHTOO0OpOTa Mocie
BBIIIOJIHEHUS BCEU COBOKYITHOCTH CIEAYIOIIUX IEHCTBUM:
2.1.1. YcraHoBKHM HEOOXOAUMBIX alMapaTHBIX CPEJCTB, MPOrPAMMHOTO U
MH(OPMAIMOHHOTO 00EeCTICUEeHHUS.
2.1.2. Opranuzanus siuKa 3JIeKTPOHHOM MOYTHI MOJIydaTessl.

2.1.3. CornacoBanus  MeXAy  YUYaCTHUKAaMH  TI€PEYHA  JIOKYMEHTOB,
nepeaaBaeMbIX 10 TEJIEKOMMYHHUKAITMOHHBIM KaHalaM CBS3U B AJICKTPOHHOM BUJIE.

3. Opranu3anus 3JeKTPOHHOI0 JOKYMEHT0000poTa
3.1. Iopsmok opraHu3anny MEKTPOHHOTO TOKYyMEHTO000pOTa:
3.1.1. DneKTpOoHHBIH AOKYMEHTOOOOPOT BKIIOYAET B ceOs:
e popMUpPOBaHUE PIEKTPOHHOTO TOKYMEHTA,
® OTIIPaBKY W JOCTaBKY 3JICKTPOHHOTO JOKYMCHTA;
® IPOBEPKY IIIEKTPOHHOTO JIOKYMEHTA,;
® TI0JITBEPIK/ICHHE TTOJTYUCHHS SJICKTPOHHOTO JIOKYMEHTA,
® y4eT JJICKTPOHHBIX JOKYMEHTOB;
® XpaHEHUsI AJIEKTPOHHBIX JOKYMEHTOB (BEICHHE apXHUBOB 3JIEKTPOHHBIX
JTIOKYMEHTOB).
3.1.2. ®opMupoBaHUE AMEKTPOHHOTO JOKYMEHTA OCYILIECTBISAECTCS B CIEIYIOIIEM
HOpsIKE:
¢ hopMHpOBaHUE IIEKTPOHHOTO TOKYMEHTA B BUJI€ MMEHOBaHHOTO (aiina;
® T10/IITMCaHre CPOPMUPOBAHHOTO FIEKTPOHHOTO IOKYMEHTA B BHJI€ UMEHHOTO
datina.
3.1.3. ChopMupoBaHHBIN EKTPOHHBIN JOKYMEHT UMEET IOPUIUUECKYIO CUTY U
BJICYET MPEAYCMOTPEHHBIE ISl IAHHOTO JJOKYMEHTa MPaBOBbIE MOCIECTBUS B
ClIy4ae ero Haauexamero o¢QOpMIEHUS B COOTBETCTBUU C HACTOSIINM
[Tonoxenuem.
3.1.4.C muenpi0 yMEHbIIEHHS OOBEMOB TiEpenaBacMoil HHPOPMALUUA TPHU
TPAHCTIOPTUPOBKE  SJEKTPOHHBIX  JIOKYMEHTOB  MOTYT  HCIIOIb30BaThCS
CHIEIMATbHBIC AJITOPUTMBI CKATUSI HH(GOPMAITUH.
3.1.5. Bce ropunnyeckue nencTBus, 0hopMIsIeMble TOCPEICTBOM IIIEKTPOHHBIX
JOKyMEHTOB B COOTBETCTBUM ¢ HactosmuMm [lomokeHreMm, NpU3HAIOTCS
COBEPIIIEHHBIMH B MUCHbMEHHOU (pOpME W HE MOTYT OBITH OCIIOPEHBI TOJBKO HA
TOM OCHOBAHHWH, YTO OHH COBEPIIICHHBI B AJIEKTPOHHOM BHJIC.
3.1.6. [locne mory4deHus IEKTPOHHOTO JOKYMEHTA TOTy4YaTeNlb 00s3aH HAIPABUTh
OTIIPABUTEIO TAKOTO JTOKYMEHTa IMOATBEPKICHHWE O TOJYYCHHUU DICKTPOHHOTO
JIOKyMEHTA.



4. Opranu3anusi padoThl ¢ NOCTYNAKIIEH KOppecnoHIeH el
4.1. CnnocoObl 1O0CTaBKU KOPPECTIOHICHIINH:
4.1.1. TocTaBka KOPPECIOHACHIIMU OCYIIECTBIISIETCS O AIEKTPOHHOM MmoYTe.
4.2. Ilpuem 1 00pabOTKa KOPPECTOHAEHIMH:
4.2.1. KoppecnoHieH1Ms, MOCTyNaromias mo 31eKTPOHHON ouTe OT paOOTHUKOB B
MBIOY «/lerckuii cam Ne 32», mpoXoAuT 4Yepe3 aHTUBUPYCHYIO MPOBEPKY,
pacnevarbiBaeTcd (€CaM  HET JAPYIHMX BO3MOXHOCTEM  O3HAKOMJEHHS C
AJIEKTPOHHBIM  BapUaHTOM  TEKCTa), TMPOXOJUT TEPBUUHYIO  0OpabOTKY,
pacnpeiesieHue, perucTpaluio.

4.2.2. B poriecce nepBoHavaaIbHONM 00pabOTKH MOCTYMAIOIIEH KOPPECTIOHAECHIIUN
BCE JIOKYMEHTBI TIPOBEPSIIOTCS] HA HAIMYKUE BUPYCOB, MPOBEPSETCS UX YUTAEMOCTD
U TIOJTHOTA.
4.2.3. DNEeKTPOHHOE COOOIEHUE CYUTAETCS MOCTYIUBILIUM TOCJE MPOBEPKU
MOJIUTMHHOCTH U BO3MOKHOCTH €TI0 BOCIIPOU3BEACHHUS.
4.2.4. Tlpuem KOppecroHACHIINN (YTEHUE TTOYThI) OCYIIECTBISAETCS Y YaCTHUKAMU
HE peKe MATU pa3 B JCHb.
4.2.5. O0paboTKa KOPPECTIOHICHIIUU MPOU3BOIUTCS B JIEHb €€ TIOCTYIUICHHSI WU B
nepBbId paboumii 1eHb MPU MOCTYIJICHUU B HEpaboyue JTHH.
4.2.3. Peructpatiusi JOKYMEHTOB U Tepefilaya uX B JIEJIOMPOU3BOJICTBO
4.3.1. Bce nocTynuBIIMe JOKYMEHTBI PETUCTPUPYIOTCS U 00padaThIBAIOTCSL.
4.3.2. Perucrpatiysi JOKyMEHTOB NMPOU3BOIUTCS B IEHb UX MMOCTYIJICHUS WU B
nepBbId paboumii 1eHb NMPU MOCTYIJICHUU B Hepabouue JHHU.
4.3.3. Tlocnie perucTpaiiiu Mojay4eHHbIC JOKYMEHTBI MIEPEIArOTCS B
JIEJIONTPOU3BOICTBO.
4.4, TlonTBepxkaCHHUE O MTOTYYEHUHN FJIEKTPOHHOTO IOKYMEHTA!
4.4.1. Tlpu moJiydeHUM 3JIEKTPOHHOIO JOKYMEHTa MOJIy4aTellb MO 3alpocy
HaIpaBJIAET OTIPABUTEIIO TAKOTO JOKYMEHTA MOATBEPKACHUE O MOITYyUYEHUU
AIEKTPOHHOTO JoKyMeHTa. [loaTBepxkaeHne HanpaBiseTcs B GopMe dJIEKTPOHHOTO
COOOLIEHHUSI.

5. Opranu3anus oTIPaBKU JOKYMEHTOB
5.1. TlonroroBkKa TOKYMEHTOB K OTIIPaBKe.
5.1.1. K nokymeHTaM, OTIpaBIsieMbIM I10 3JIEKTPOHHOU MOYTE, MPEIbIABISIIOTCS
clenyrone TpeOOBaHUS JOKYMEHTHI TOTOBSITCS C TIOMOINBIO TEKCTOBOTO
penaktopa Word wim tabnuuroro pengakropa Exell ¢ ncnonszoBanuem mpudToB
Arial, Times New Roman u mMoryt comepxarb rpadudeckue M300paKeHUs B
dbopmate PDF, JPEG.
5.1.2. Ilpu oTmpaBKe TOKYMEHTOB MIPEABAPUTEITHLHO MPOU3BOIUTCS MTPOBEPKA UX
JOCTOBEPHOCTH.
5.2. OTnpaBKa JOKYMEHTOB TI0 3JICKTPOHHOM TIOUTE.
5.2.1. IokyMeHTBHI, TIOJJIC)KAINE OTIPABKE 10 JIEKTPOHHOM MOYTE,
0o0pabaThIBalOTCSt W OTHPABIAIOTCA B [JI€Hb UX TMOCTYIUIEHUS Ju0O0, Kak



UCKJIIOUEHUE, HE TTO3HEE CIEIYIOIIEro padovero JHs.

5.2.2. JlocbulKa UK 3aMEHa paHee Pa30CIaHHOIO JIOKYMEHTa OCYIIECTBIISIETCS 110
YKa3aHUIO JIMIA, TOANUCABIIETO JOKYMEHT.

5.2.3. B 0lHOM 3JEKTPOHHOM COOOIIEHHH, KaK IMPaBUJIO, MEPECHUIAETCS OJIHUH
JOKYMEHT. B ciyuae, eciiu HEOOXOAMMO MepeciaaTh HECKOIBKO JOKYMEHTOB, OHU
nojasiexar o0s3arenbHOl ynakoBke B apxuBax RAR unu ZIP. JlokymeHT, 00beMoM

6onee 100 kbaiit, apxuBupyercsi.

5.2.4. [lepen oTmpaBKOW JOKYMEHTA MO 3JEKTPOHHON MOYTE HEOOXOIUMO
POBEPUTH €r0 HA HAJIMYKE BUPYCOB.

5.3. C nmomol1ipto 3EKTPOHHON MOYTHI OCYIIECTBIISETCS OlepaTUBHAs Mepeaaya
uH(bOpMaIIMK B BUJIE:

® IPUKA30B U PACTIOPSIKEHU;

® yKa3aHWUU U MTUCEM;

® HJICKTPOHHBIX COOOIIEHUH;

® NTOKJIaAHBIX U CJ'Iy)K€6HBIX 3aIllUCOK.

6. XpaHeHHUe 3JIEKTPOHHBIX JOKYMEHTOB
6.1. Bce anekTpoHHbBIE JOKYMEHTHI JJOJDKHBI XPaHUTHCSA B TOM ke ¢opmate, B
KOTOPOM OHHU ObLTH ChOPMHUPOBAHBI, OTIIPABIICHBI U MOJTYYCHBI.
6.2. Cpok XpaHEeHUs IEKTPOHHBIX JIOKYMEHTOB JOJKEH ObITh MEHEE TISATH JIET.
6.3. XpaHeHue PIEKTPOHHBIX JOKYMEHTOB JOJIKHO COMPOBOXKIATHCS XpaHEHHEM
COOTBETCTBYIOIIETO IPOTrPAMMHOIO  OOECIICUCHHS, IO3BOJISIONIETO HMETh
BO3MOKHOCTB Pa0OTHI C 3JIEKTPOHHBIMHU JKYpHAJaMU U IOKYMEHTaMHU.
6.4. O0s3aHHOCTH XpaHEHUS DJICKTPOHHBIX JIOKYMEHTOB BO3JIATalOTCA Ha
VYuactaukoB 2/10.
6.5. JIyis BBIMOJTHEHHSI TEKYIITUX paOOT 110 BEJICHUIO JICKTPOHHBIX apXUBOB
VYyactauku 3/10 Ha3HAYAIOT OTBETCTBEHHOE JIUIIO.
6.6. DIEKTpOHHBIC apXWBBI TOJJIEKAT 3aIHUTE OT HECAHKIIMOHUPOBAHHOTO
JOCTyTIa, HEMPEeAHAMEPEHHOT'O0 YHUUYTOXXEHUS U (MJIU) UCKAKEHHUS.

7. ObecnieyeHue HHGOPMANMOHHOI 0€30MACHOCTH 3JIEKTPOHHBIX I0OKYMEHTOB
7.1. Cobmonenne TpebOBaHM HHPOPMAIIMOHHON 0€30MaCHOCTH TIPH OpPraHU3aIuN
AJIEKTPOHHOTO TOKYMEHTO000pOTa 0OECIeunBaeT:
¢ KOHQUIEHITUATHLHOCTh MHGOPMAIHH (TTOIYIUTH JOCTYN K WH()OPMAITUH MOKET
TOJIBKO OMPE/ICICHHbINA KPYT JINIY);
® [[CJIOCTHOCTh TMepenaBaeMoi uH(opManuu (rapaHTUPOBAHUE, YTO JIaHHbBIC
nepefarorcsi  0e3 HMCKaKEHWM W UCKIIOYAeTCS BO3MOXKHOCTH  MOJAMEHBI
uHpopMaiun);

e ayTeHTU(UKaNUIO (KOrja IMepenaBaeMyr0 HHGOPMALUIO MOXKET MOJIYYUTh
TOJILKO TO JIUIIO, KOMY OHO MpeJIHa3HauYeHa, a OTIPABUTENIEM SIBIISIETCSI UMEHHOTO
TOT, OT YbE€r0 UMEHU OHA OTIPABJICHA).



[.2. TpeboBanus no HHGOPMALIMOHHON 0€30MACHOCTH IPHU OPraHu3aluu
IEKTPOHHOTO JIOKYMEHTOOOOpOTa PpEeaIu3ylOTCSd IOCPEICTBOM INPUMEHEHMUS
MPOrpaMMHO-TEXHUYECKUX CPEJCTB U OPraHU3aLMIOHHBIX MEp.

7.2.1. K nporpaMMHO-TEXHUYECKUM CPEICTBAM OTHOCSATCS:

® IPOrpaMMHBIE CPEJCTBA, CIIELUATIBHO Pa3pabOTaHHbIE ISl OCYLIECTBICHUS
AJIEKTPOHHOT'O TOKYMEHTO000POTAa;

e cucTeMa Tapojied W MACHTU(PUKATOPOB IS OrpaHUYCHHUS JIOCTyma
MoJIb30BaTeNie W aAMUHUCTPATOPOB K TEXHUYECKUM U IMPOrPaMMHBIM
CpeICTBAaM CUCTEMBI

AJIEKTPOHHOTO JIOKYMEHTO000POTA;

® [IporpaMMHO-aIMAPAaTHBIC CPEJICTBA 3aIIUTHI OT HECAHKITMOHUPOBAHHOTO
JOCTYTIA;

® CpE/ICTBA 3AIIMUTHI OT MPOTPAMMHBIX BUPYCOB.

7.2.2. K opranuzaiiuoHHbIM MepaM OTHOCSTCS:

® pa3MeIIeHUE TEXHUYECKUX CPEJICTB B MOMEMIECHUAX C KOHTPOJIUPYEMbIM
JIOCTYTIOM;

® A IMUHHUCTPATUBHBIC OTPAaHUYCHUS JTOCTYIA K 3TUM CPEACTBAM;

® 33/1aHME PEXKUMa HCIIOIb30BaHMS MOJIB30BATESIMUA U aIMUHUCTPATOPAMH
napoJieil 1 uICHTU(HUKATOPOB;

® JIOMYCK K OCYIIECTBICHUIO IOKYMEHTOOOOPOTa TOJIBKO ONPE/IeICHHBIX JIUIL;

® T10/1/Iep>KaHKEe MPOTPAMMHBIX CPEJICTB B HCIIPABHOM COCTOSIHUM,

¢ o0yuenue pabotaukoB MBJIOVY;

® 3aIUTa TEXHUYECKUX CPEJCTB OT TOBPEKIAOIIUX  BHEIIHUX
BO3J/IeHCcTBUH (ITOKap, BO3JCUCTBHE BOABI U T.11.)

JIOKYMEHT MOAMWUCAH 3/EKTPOHHOM NMOAMUCHIO
MBJOY "Oetckuii capg N232", KacumoBa TaTbsiHa BUKTOpPOBHa, 3aBeaytoLwmii 13.03.26 09:29 (MSK) MpocTtas noanucb
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