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IHOJIO’KEHHUE
OB 2JIEKTPOHHOM JOKYMEHTOOBOPOTE

1. OOmme noJio:KeHU

1.1. Tonoxxenue 00 FNEKTPOHHOM JOKYMEHTOOOOPOTE pa3pabOTaHO B COOTBETCTBUHU C
TpeboBanusiMu DenepanbHoro 3akoHa or 29.12.2012 Ne 273-®3 «0O6 ob6pa3zoBaHuud B
Poccuiickoii ®enepanyny», denepanbrnoro 3akoHa ot 27.07.2006 Ne 149-03 «O06 nnpopmanmu,
MH(OPMALIMOHHBIX TEXHOJIOTHUAX U 3amuTe HHPopmauun», GenepanpHoro 3akoHa ot 27.06.2007
No 152-®3 «O nepcoHanbHBIX JaHHBIX).

1.2. TlonoxeHwe 00 OdIIGKTPOHHOM JOKyMeHTOOOOpote (masiee - [lomoxenwme)
YCTaHABIMBAET €AMHbIE TPEOOBAHMS K OpraHM3AIMK PaOdOThl C TOKYMEHTaMH, OTy4aeMbIMU U
OTIIPABIISIEMBIMH C TIOMOIIBIO AJIEKTPOHHOH ITOYTHI.

1.3. JIns ueneit Hactosuiero IlonoxeHus ycTaHaBIMBAIOTCS CIEAYIOLUIUE TEPMUHBI U
ornpeeNneHus:

OnexkrtponHas nouta (OII) - cuctema, MO3BOJAIONIAs IOJIB30BATENSAM OTIPABISAThH
COO0O0I1IeHNUs Yepe3 MOJIEM MJIM CETEBOE COETMHEHNE C OJJHOTO KOMITbIOTEpa Ha JPYToi.

JlokymeHnTupoBanHas uHbopMaius (I0KyMeHT) - 3adUKCHpOBaHHas Ha MaTepHUaTbHOM
HocHuTelNe HH(popMaIys ¢ PeKBU3UTAMH, TIO3BOJISIONINMH €€ HICHTH(HUITUPOBATE.

ONeKTpoHHBIH JoKyMeHTooOopoT (D/10) - OpraHM3alMOHHO ¥ MPOrpaMMHO -
TEXHUYECKH YIOPSI0YeHHAss WH(GOpPMAIIMOHHAS CHUCTeMa, o0ecredyrBaroas mporecc oOMeHa,
cbopa, 0OpabOTKM, HAKOIJICHHA U XpaHEHHs HH(GOPMAIMM TOCPEACTBOM 3JIEKTPOHHBIX
JIOKYMEHTOB.

OneKTpoHHBIH JOKyMeHT (D]1) - JHOKYMEHT, CO3[JaHHBIM MPH MOMOIIM 3JIEKTPOHHBIX
amrmapaTHoO - TEXHHYECKUX W MPOTPAMMHBIX CPEICTB, PUKCHpYeMbIi B IM(POBOM KoJie B (hopme
UJACHTUPHUIHUPYEMOTO TIO COAEPIKATENIbHOW YacTH MMEHOBAaHHOTO (paiina, NOCTYMHBIA s
nocneayroueil 00paboTKH, UCIIOJIb30BAHUS, BOCIIPOU3BEIeHUS (0OTOOpaXKEeHNA) M BHU3YaJIbHOIO
BOCTIPUATHSA, a TAKXKe [T TIepejadd U TIOTYYSHHS TI0 TeIEKOMMYHUKAIIMOHHBIM KaHalaM CBSI3U.
[TakeT 37IEKTPOHHBIX JOKYMEHTOB (ITakeT) - oAuH Uiy oonee D/1.

OnextpoHHoe coobmienne (DC) - JIOTMYECKH IENOCTHAas COBOKYITHOCTh JIAaHHBIX,
UMEIOIUX CMBICH ISl YYaCTHHKOB HMH(OPMAIMOHHOTO B3aWMOJICHCTBHUS, 3aKOTUPOBAHHAS
CHoco0OM, TMO3BOJIIOLIMM OOECIeYUTh ee 00pabOTKY CpeICTBAMM BBIYHCIUTEIbHON TEXHUKH,



nepesavdy Mo TEeIeKOMMYHUKAIIMOHHBIM KaHajlaM CBS3UM M XpaHEHHE HA MAIlHHOYUTAEMBIX
HOCHUTENSX MH(QOPMAIMOHHBIM KaHaJlaM CBSI3W U XpaHEHHE Ha MalIMHOYUTAEMbIX HOCHUTEISIX
uHpOpMaLnH.

VYyactHuk - pabotHukum u ammuHuctpanus MOY Illkoma Ne 5 r. Yepemxoso,
YUYaCTBYIOIIHE B AJIEKTPOHHOM JIOKyMeHTooOopoTe (nanee - Lllkona).

OTnpaButenb 3JEKTPOHHOrO JOKyMeHTa (oTmpaBuTenb) - paboTtHuk Ilkonsl win
aamuHucTpanus 11Ikoibl, KOTOpoe HallpaBiIsieT IEKTPOHHBIN TOKYMEHT.

[Tonydarenb SJIEKTPOHHOTO JOKyMeHTa (mosydarenb) - paboTHuk IIkonasl wim
aamuHucTpanus 11Ikosbl, KOTOpOMy OTIIPaBJIEH 3IEKTPOHHBINA JOKYMEHT.

JlocTaBka 3JEKTPOHHOTO JAOKYMEHTa (IocTaBKa) - (U3MYECKHil Mpolecc nepeMerieHus
AJIEKTPOHHOI'O JJOKYMEHTA OT OTIIPaBUTENS K [10JIy4aTeNo.

14. B mnactossmem Ilomoxenun B kadectBe O] paccMaTpuBarOTCs AJICKTPOHHBIC
CityeOHO - HH()OPMAIIMOHHBIC TOKYMEHTHI.

1.5. TlonoxkeHue pacrpocTpaHseTcs Ha OpraHu3alui pabdoThl € JOKYMEHTamH,
NepeaBaeMbIMU U MOJTYYaeMbIMU C TIOMOIIbIO AJIEKTPOHHOM MOYTHI, BKIIIOYAsl UX MOATOTOBKY,
PErUCTpaLINIO, YUET, OTIIPABKY U MOJIyYCHHUE.

1.6. TpebGoBanus, ycranaBiauBaeMbl [lomoxxeHneM, 00s3aTeNIbHBI UISI BCEX PaOOTHUKOB
IIxosmbI.

1.7. OTBETCTBEHHOCTh 32 OPTAaHHU3AIMIO U COCTOSIHHE JOKYMEHTAIIHOHHOTO 00eCreueHUs
MOCPEACTBOM 3JIEKTpoHHOU mouthl B Illkonme Bo3maraeTcss Ha OTBETCTBEHHBIE IUIA U
pabOTHHUKOB:

. HOJ/IEP)KKa B PabOTOCIIOCOOHOM COCTOSIHUM TEXHHYECKOTO MU IPOrpaMMHOIO
o0ecreyeHts, OTBEYAIOLIET0 3a (PYHKIIMOHUPOBAHUE 3JICKTPOHHOM MOYTHI;
. IIPUEM, KOHTPOJIb YATAEMOCTH M JOCTOBEPHOCTH, pacledarka €ClIM HET APYIuX

BO3MOXXHOCTEH O3HAKOMJICHHUS C DJIEKTPOHHBIM BapUaHTOM TEKCTa), YU4€T U pacIpeaeieHHs
MOCTYyIMarmunux JOKYMCHTOB,

o MOJArOTOBKA W OTIpaBka WHGOpMAlMU B aApec OpraHu3alud, MpucIaBIIeh
JIOKYMEHT, O J]aTe MPUEeMKH JOKYMEHTa U JaTe JOBEIEHUs 0 JOJKHOCTHOTO JIHIa (Tepeayn B
JIETIOTIPOU3BO/JICTBO);

o nepeaaya JOKYMEHTOB Ha PaCCMOTPEHHE PYKOBOAUTEINIO (B 1€JIOMPOU3BOJICTBO);

o yd4eT M perucrpaumst otnpasisieMblx u3 IIIkonbl TOKyMEHTOB, HNpoBEpKa
NPaBUIBHOCTU UX OQPOPMIICHHS U OPraHU3alMs UX OTIIPABKHY;

J KOHTPOJb TOJYy4eHUs HMHPOpPMALMU aJpecaToM, OpraHu3anus B Clydae
HE00XOIMMOCTH, IOBTOPHO OTIIPaBKU JOKYMEHTA;

o OIIEpPaTUBHOE PELIEHHE BONPOCOB M0 paboTe JIEKTPOHHON MOYTHI.

2. YcjaoBus onmycka YYacTHHKA K ocymecTBjaennio 310

2.1. YYacTHHK JIOIyCKAaeTCs K OCYIIECTBICHUIO JIOKyMEHTO000OpOTa TOCIE BBHITIOTHEHHUS
BCEU COBOKYITHOCTH CJIEIYIOLIUX JNEUCTBUM:

2.1.1. VYcTaHOBKM HEOOXOJUMBIX  amNlapaTHBIX  CPEICTB, MPOrPaMMHOTO U
MH(POPMALIMOHHOTO 00eCIeueHHs.

2.1.2. Opranu3anus snMKa IEKTPOHHON TOYTHI ITOTydaTedIs.

2.1.3. CornacoBaHusi MeXIy Y4YacCTHHKaMM IEPEYHs JTOKYMEHTOB IepeaBaeMbIX I10
TEJIeKOMMYHUKALMOHHBIM KaHalaM CBSI3U B 3JIEKTPOHHOM BUJIE.

3. Opranusanusi 3JJeKTPOHHOI0 JOKYMEHT0000poTa

3.1. [Topsitok opraHU3aIy JISKTPOHHOTO IOKYMEHTO000pOTa:

DNEeKTPOHHBIA JOKYMEHTOOOOPOT BKJIIOYAET B CeOsl:

(hopMHpOBaHUE AIEKTPOHHOTO JOKYMEHTA,

OTIIPABKY M JJOCTaBKY JIEKTPOHHOTO JJOKYMEHTA;

MIPOBEPKY JEKTPOHHOTO IOKYMEHTA;

MOJITBEPKICHUE MTOJTYYEHHS SJIEKTPOHHOTO JJOKYMEHTA;

YUeT 3JIEKTPOHHBIX JOKYMEHTOB;

XpaHEeHHUs AIIEKTPOHHBIX JOKYMEHTOB (BEACHUE apXUBOB 3JIEKTPOHHBIX JOKYMEHTOB).



®opMUpOBaHUE FTEKTPOHHOTO JOKYMEHTA OCYIIECTBISETCS B CIEAYIOLIEM MOPSIKE:

(bopMHpOBaHKE HJIEKTPOHHOT'O IOKYMEHTA B BUJI€ UMEHOBAaHHOIO (ailna;

noJnrcanue chopMrupOBaHHOTO JIEKTPOHHOTO IOKYMEHTA B BUI€ UMEHHOTO (haiina.

3.2. ChopMupoBaHHBIN 31EKTPOHHBIA JOKYMEHT MMEET IOPUAMYECKYIO CHIIy U BIIEYET
IPeIyCMOTPEHHBIE JJISl TaHHOTO JOKYMEHTA IMPABOBBIE MOCIEACTBUS B CIIydae ero Ha/jIeKalero
o(opMIIeHHs B COOTBETCTBUM ¢ HacTosuM [losnoxxeHuem.

3.3. C uenpio yMeHbIICHUS 00BEMOB TepeaBaeMoil MH(OpMaIK MIPH TPAHCIOPTHPOBKE
JJIEKTPOHHBIX  JOKYMEHTOB MOTYT HCIIOJIb30BaThCsl CHELMAIbHBIE AJITOPUTMBl  CXKATHUA
uHpOpMaLnH.

3.4. Bce ropunmueckue JeicTBuA, o¢opMiIseMble IOCPEACTBOM  AJIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBHM C HAacTOSAmMM llonokeHunem, MPHU3HAIOTCS COBEPLICHHBIMH B
NUCbMEHHONW (opMe M HE MOryT OBITh OCHOpPEHBbl TOJIBKO Ha TOM OCHOBaHMM, 4TO OHHU
COBEPILEHHBI B 3JICKTPOHHOM BHJIE.

3.5. Ilocne mnosydeHUst SJIEKTPOHHOIO JOKYMEHTa IojlydaTelb OO0s3aH HalpaBUTb
OTIIPABHUTEIIO TAKOTO JOKYMEHTA MOJATBEPIKICHHIE O MOyYSHHH JIEKTPOHHOTO JIOKYMEHTA.

4. Opranuszanus padoTsl ¢ NOCTYNAKLIe KOppecnoOHAeHIHel

4.1. CriocoObI JOCTaBKH KOPPECIIOHICHIINH:

4.1.1. JloctaBKa KOPPECHOHCHIINU OCYLIECTBISETCS 1O JIEKTPOHHOM 1oyTe.

4.2. ITpuem n 06paboTKa KOPPECTIOHACHIIUH:

4.2.1. KoppecnonaeHys, NOCTyNaromas MO 3JIEKTPOHHOM Modre OT pabOTHHUKOB B
[Ikoybl, MPOXOAWT dYepe3 aHTUBHPYCHYIO IPOBEPKY, pacredaThiBaeTcsi (€CiM HET JAPYrux
BO3MOXKHOCTEH O3HAKOMJIEHHSI C 3JIEKTPOHHBIM BapUaHTOM TEKCTa), MPOXOJUT HEPBUUYHYIO
00paboTKy, pacrpeeieHue, PETUCTPALIHIO.

4.2.2. B npouiecce nepBoHaYanbHONH 00pabOTKM MOCTYMArOMIeH KOPPECIIOHACHIIMU BCe
JOKYMEHTHI IIPOBEPSIOTCSA HA HAJTMYUE BUPYCOB, TPOBEPSETCS UX YNTAEMOCTD U TOJHOTA.

4.2.3. DIEKTpOHHOE COOOIlEHHWE CYHTAETCS TMOCTYNUBIIMM TIOCIE MPOBEPKHU
MO/UTMHHOCTH M BO3MOYKHOCTH €TI0 BOCITPOU3BEICHHUS.

4.2.4. TlpueM KOppECHOHAEHIMH (UTEHUE IOYThI) OCYLIECTBISETCd YYaCTHUKAMHM He
pEeXe TSITH pa3 B ICHb.

4.2.5. Ob6paboTka KOpPPECHOHICHLIUU NPOM3BOJIUTCS B JECHb €€ MOCTYIJIEHHUS WM B
nepBbli pabouunii AEHb MIPU NMOCTYIUIEHUH B Hepaboune AHHU.

5. Peructpanusi J0KyMeHTOB U Nepeaaya ux B 1eJ10NPOU3BOACTBO:

5.1. Bce moctynuBIIne TOKYMEHTHI pETUCTPUPYIOTCS U 00padaThIBAIOTCSL.

5.1.1. Perucrpauus JOKyMEHTOB MPOU3BOAMUTCS B JAE€Hb UX MOCTYIJICHUS WM B MEPBBIH
pabounii 1eHb IpU MOCTYIUIEHUH B HEpabouue JHU.

5.1.2. [locne peructpanyy nojaydeHHbIe JOKYMEHTHI TepeJjatoTcs B AEIONPOU3BOACTBO.

5.2. TloaTBepkaeHHE O MOTYYSHUN DIIEKTPOHHOTO TOKYMEHTA:

5.2.1. Ilpu mosyyeHUH >IEKTPOHHOTO JOKYMEHTa IoJy4yaTeib MO 3alpocy HalpasiseT
OTIIPABHUTENIO TAKOTO JOKYMEHTa IOJITBEPXKACHUE O TIOIYYEHHUH DIIEKTPOHHOTO JOKYMEHTa.
[TonTBepxkieHre HanpaBisieTcs: B opMe IIEKTPOHHOTO COOOIICHHUSI.

5.2. Opraau3anus OTIPAaBKH JOKYMEHTOB

5.2.1. IloaroToBKa JOKYMEHTOB K OTIPABKE.

K moxymeHTaM, OTIpaBiIsieMbIM MO 3JEKTPOHHOW IOYTE, MPEABSBISIOTCS CIIEIYIOIINE
TpeOOBaHHUs TOKYMEHTBI TOTOBSITCS C IMMOMOIIBIO TEKCTOBOTO penaktopa Word wim TabimdHoro
penaktopa Exell ¢ ucnons3zoBanuem mpudtor Arial, Times New Roman u moryt comepxarb
rpaduueckue nzodpaxenus B popmare PDF, JPEG.

[Ipy  oTmpaBke [TOKYMEHTOB TPENBAPUTEIBHO  MPOU3BOAUTCS  TPOBEpKAa  HX
JIOCTOBEPHOCTH.

5.2.2. OTnpaBka JOKYMEHTOB I10 JIEKTPOHHOW TOYTE.

JIOKyMEHTBI, TOJUIeXKale OTMpaBKe IO AJIEKTPOHHOM Moure, 00pabaThIBalOTCA U
OTIIPABIISIIOTCS. B JIEHb WX MOCTYIUICHWS JHOO0, KaK HCKIIOYEHHE, He TO3JHEe CIEIYIOIIEro
pabouero JHs.



Jlocbllka MM 3aME€Ha paHee Pa30CIaHHOTO JOKYMEHTAa OCYILECTBISETCS 10 YKa3aHHUIO
JMLA, TOANUCABIIErO JOKYMEHT.

B oxHOM 31€KTPOHHOM COOOIIEHWH, KaK MPaBHUJIO, MEPEChUIACTCS OOUH IOKYMEHT. B
cilydae, eciaM HeoOXOMMO IepeciaTb HECKOJIBKO JOKYMEHTOB, OHM IOJJIEKAT 00s3aTeIbHON
ynakoBke B apxuBax RAR wu ZIP. Jlokyment, oobemom 6omee 100 kbaiit, apxuBupyercs.

Ilepen oTnpaBKoi AOKyMEHTa IO 3JIEKTPOHHOW MOYTE HEOOXOIUMO MPOBEPHUTH €ro Ha
HaJIMYue BUPYCOB.

5.3. C mnomoupio 53JIEKTPOHHOM MOYTHI OCYLIECTBIISIETCS OIEpaTUBHAs Iepeaaya
UH(OpPMAaLIUHU B BUJIE:

J MIPUKA30B U PACHOPSIKEHHUIA;

. YKa3aHUU U IIUCEM;

. AIIEKTPOHHBIX COOOIICHU;

J JOKJIQ/IHBIX M CITY>KEOHBIX 3aITUCOK.

6. XpaHeHue 3JIeKTPOHHBIX JOKYMEHTOB

6.1. Bce aiekTpoHHBIE TOKYMEHTHI JJOJDKHBI XpaHUTbCA B TOM e (opmare, B KOTOPOM
OHHU OBUTH CPOPMHUPOBAHBI, OTIPABJICHBI U TIOJTYYCHBI.

6.2. Cpok XpaHEHHs IEKTPOHHBIX JOKYMEHTOB JJOJDKEH ObITh MEHEe MATH JIeT.

6.3. XpaHeHue OSIIEKTPOHHBIX JOKYMEHTOB JIOJDKHO COINPOBOXKIATHCSA XPaHEHUEM
COOTBETCTBYIOLIETO MPOrPaMMHOI0 00ecreueHus], MO3BOJISIOIIEr0 UMETh BO3MOXKHOCTh pabOThI
C 2JICKTPOHHBIMHU KYPHAJIAMHU M TOKYMEHTaMHU.

6.4. O0s13aHHOCTH XpaHEHMsI 3JEKTPOHHBIX JOKYMEHTOB BO3JararoTcsi Ha Y4YaCTHHKOB
310.

6.5. /Iy BBIMOJNHEHUS TEKYIIMX pa0bOT MO BEJCHMIO 3JEKTPOHHBIX apXMBOB YYaCTHUKU
OJ10 Ha3HAYaIOT OTBETCTBEHHOE JIUIIO.

6.6. DyeKTpOHHBIE apXUBbI IOJUIEKAT 3aAILUTE OT HECAHKIMOHUPOBAHHOI'O JOCTYIA,
HETpeTHaMEPEHHOT0 YHUUTOKEHUS U (MITH) UCKKECHUSI.

7. ObecnevyeHue MHPOPMALMOHHOMH 0€30IIACHOCTH 3JIEKTPOHHBIX JOKYMEHTOB

7.1. Cobmonenne TpeOoBaHUN WHGOPMAIIMOHHOW OE30MaCHOCTH TPU OpraHU3AIMNH
AJIEKTPOHHOI'0 IOKYMEHTO000pOTa 00eCIIeYHBAET:

KOH(UIEHIMaTBbHOCTh MH(GOpMalUU (TOJY4YUTh JAOCTYN K MHPOPMAIMU MOXKET TOJIBKO
OTIpeIeIEHHBIN KPYT JIML);

LIEJIOCTHOCTh NepefaBaeMoil MHpopmanuu (rapaHTUPOBAaHUE, YTO JAHHBIE MEpeNaroTCs
0€3 UCKaXeHUH U UCKITI0YaeTCsl BO3MOKHOCTh MOAMEHBI HH(pOpMaINN);

ayTeHTU(UKaLUIO (KOTAa IepefaBaeMyl0 HHQOPMAIMI0 MOKET IMOJIYYUTh TOJBKO TO
JIMII0, KOMY OHO TNpeHa3HauYeHa, a OTIPABUTEIEM SIBIISIETCSI UMEHHOTO TOT, OT Yb€ro MMEHU OHA
OTTIPABJICHA).

7.2. TpeboBanus 1o MHGOPMALMOHHON 0€30MaCHOCTU MPU OPraHU3ALUU IEKTPOHHOTO
JOKYMEHTOO0OpOTa PEATU3YIOTCSl IMOCPEICTBOM IMPUMEHEHMS] POrpPaMMHO-TEXHUYECKUX
CPEZCTB U OpraHU3allMOHHBIX MEp.

7.2.1. K mporpaMMHO - TEXHUYECKUM CPEIICTBAM OTHOCSITCS:

IpOrpaMMHBIE  CpPEJACTBA, CHENMAIbHO  pa3pabdoTaHHBIE Ui OCYIIECTBICHUS
AIIEKTPOHHOTO JJOKYMEHTO000pOTa;

cucreMa mnaposiied M HISHTU(UKATOPOB Ui OrpaHMUYEHHs OCTYIa IOJIb30BaTeNel U
aJIMAHUCTPATOPOB K TEXHHUYECKUM U MPOTPAMMHBIM CpEACTBAM CHCTEMBI JJIEKTPOHHOTO
JTIOKYMEHTO000pOTa;

MIPOrPaMMHO - alfapaTHbIE CPEICTBA 3AIUTHI OT HECAHKIIMOHUPOBAHHOTO JIOCTYTIA,

CpeZCTBa 3aIIUTHI OT IPOTPAMMHBIX BUPYCOB.

7.2.2. K opraHn3aimoHHBIM MepaM OTHOCSITCSL:

. pasMelleHHe TEeXHMYECKHX CpEJICTB B TOMEMIEHUSIX C KOHTPOJIUPYEMbBIM
JOCTYTIOM;

. aJIMAHUCTPATHBHBIC OTPAHUYCHHUS JOCTYIIA K THM CPEJICTBAM;



o 3alaHUC PpCKUMa HCHOJb30BaAHUA TMOJB30BATCISAIMU W AAMHUHUCTPATOPaAMHU
napoJiei 1 uAeHTU(HUKATOPOB;

o JIONYCK K OCYIIECTBIICHUIO JIOKYMEHTO000POTA TOJIBKO OMPECICHHBIX JIMIL;

o MOAACPIKAHUC ITPOTPAaMMHBIX CPCACTB B UCITPABHOM COCTOSIHUH,

J oOydenue pabotaukos L1IkoIsr;

. 3alIMTa TEXHUYECKUX CPEJICTB O MOBPEXKIAAIOUIMX BHEITHUX BO3JICUCTBUI (TIOKap,

BO3JICHCTBHUE BOBI U T.11.)
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